[bookmark: _Toc445904911]Provision of Item Writing Services – Skills Test Numeracy Call-Off Contract

	Item Writing Framework Agreement – STA 0128

	Call-Off Contract No: STA-0128 07

	Title: Provision of Item Writing Services for Skills Test Numeracy  

	Supplier: ACER 



Pursuant to the terms of the Item Writing Test Framework Agreement (STA 0128):
	Service Commencement Date:
	22/02/2017

	Call-Off Contract End Date:
	24th July 2017

	Call-Off Contract Value:
	£50,563

	Relationship Manager for  Department for Education:
	

	Contract Manager for the Department for Education:
	

	Relationship Manager for the Supplier:
	



1. Background
This call-off contract is for the provision of item writing services for Skills Test Numeracy (Work Package 2), including the drafting of potential items and their mark schemes, ready for formal trialling. 

2. Functional Requirements
[bookmark: _Toc430594530]
	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 numeracy
	4.5.1 Numeracy
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 syllabus areas.

Test format for live test
Two sections:
· Mental arithmetic (12 questions, each worth 1 mark with an additional unscored practice question).
· Written questions, comprising written data and written arithmetic 
(7 data questions and 9 arithmetic questions each worth 1 mark).
An onscreen four-function calculator is available for the written section. Candidates additionally have a whiteboard, which they may use for jottings/working out answers to all questions in the test.

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 84 marks of questions.

	Section
	Number of questions
	Marks per question
	Total marks

	Mental arithmetic
	36
	1
	36

	Written arithmetic
	27
	1
	27

	Written data
	21
	1
	21



All questions to be based on the following item types:
1) Drag and drop – for example, ordering or completing a table
2) Fill in the blank – to enter a value. An item may comprise of single, or multiple, boxes.
3) Multiple choice – with either single or multiple correct values
4) Hot spot – for example, clicking on points on a graph.

The number of items required for each item type is as follows:

	Section
	Item types
	Number

	Mental arithmetic
	Fill in the blank
	36

	Written data

	Fill in the blank
Multiple choice*
Drag and drop
Hot spot*
	12 - 17
16 - 22
7 - 12
3 - 8

	Written arithmetic

	
	


*Please note that multiple choice and hot spot questions include both those with a single correct answer option and those where multiple options are correct, there should be a roughly equal number of each type.
For written questions only, the question stem can be used for up to three items. However, there must not be any ‘follow through’ from one item to another, i.e. the answer to one item should not be required to answer any subsequent items. No more than 25% of the total number of written questions should have stimulus in common with other items. Please additionally note that where items have a common question stem the primary syllabus reference must be different for each of the associated items, with no more than two items referenced to the same test section (i.e. written data or written arithmetic).

Each work package should contain questions which address the syllabus groupings in the following quantities:

Mental Arithmetic
	Mental Arithmetic
	No, of ques
	Comments

	Number

	1r
	4 - 6
	

	1f, 1g, 1h
	4 - 6
	1g, 1h - under-represented in previous cycles.

	1c, 1d, 1e
	2 - 4
	

	1l, 1m, 1n, 1o, 1p, 1q
	3 - 5
	1m, 1n - under-represented in previous cycles

	Measures

	1a
	3 - 5
	

	1b
	6 - 9
	

	1i, 1j, 1k, 1s
	7 - 10
	





Written Data
	Written Data
	No, of ques
	Comments

	2a
	3 – 6
	Reduce number bar charts with a 2a reference. Aim to include more line graphs, but avoid currency conversion as a context.

Okay to use unfamiliar / technical charts and graphs, but be mindful of the complexity of associated questions.

	2b
	6 – 9
	

	2c
	9
	



Written Arithmetic
	Syllabus grouping
	No, of ques
	Comments

	Number

	3u.1, 3u.2
	2 - 4 
	

	3h, 3i, 3g, 3l, 3m.1, 3m.2, 3m.3
	3 - 6
	

	3c, 3d, 3e, 3f
	2 - 4
	

	Measures

	3a
	4 - 6
	

	3b
	4 - 6
	

	3j, 3k, 3v, 3w, 3x, 3n
	2 - 4
	3j, 3k – under-represented in previous cycles.

	Statistics

	3o, 3p, 3q, 3r, 3y
	2 - 4
	

	Algebra

	3t
	2 – 3
	Essential to make sure that the formulas used in these questions have an educational context, as expert review panels have been critical of this in the past. 
Please don’t use any Fahrenheit to Celsius conversions. 



Further information can be found in the item writing guidance document. 


	
	

	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 answer(s). 
In the case of fill in the blank items for the numeracy test this must include all likely, acceptable equivalent values, eg: £6 and £6.00 but not £6.0. Only a single value, not a range of values, is allowed for each fill in the blank. Please refer to the item writing guidance document (Annex B) for more details

	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 file should be provided which combines all items being submitted for that test section. These files should be provided both at interim handover and final handover.

	Graphics, texts and other external materials
	Written test item texts, artwork or data
Where tables, graphics or other images are required for the inclusion with the question, the final version will be created by the e-assessment agency. The Item Writing Agency must provide a clear indication of how the final version should be presented, along with guidance notes for the programmer to support the accurate reproduction of the table, graphic or other image. Such guidance includes coordinates of all key points on graphs and the angle for segments in pie charts. This guidance should be included within the relevant section of the item writing template, rather than being provided in a separate document. Please note that all images must be presented in an editable format, either editable within the Word document itself or within a separate file, which is cross referenced within the Word version of the item.

All such graphics that are fundamental to the questions (e.g. tables and diagrams) must be provided at both Interim and Final Handover.

Where texts, artwork or data have been commissioned, please include the original material, contact details for the creator of the material, and a statement confirming assignment of the intellectual property rights (‘IPR’) in the material from the creator to DfE. The formal assignment of the relevant IPR in the commissioned work must be completed by the Final Handover Date. The documents in Annexes E (Copyright Permission Template) and F (Commissioning Materials to be written template) may be used for this purpose. 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 and artwork
Any materials using externally sourced texts or data need to be fully referenced; including title, name of copyright owner, name of the author/editor/creator, details of the edition, publisher and page/location of the material within the source. If sourced from the web, a print out of the original website, showing the relevant artwork or data 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 numeracy, the IWA item audit template provided in Annex B should also be completed.
Further guidance on classification of numeracy items is included within the numeracy item writing guidance document.

	Interim Handover
	Interim Handover must occur no later than 10 May 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 audit sheet (numeracy only) included within Annex B
· For each test section, a single pdf 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 (24 to 26 April 2017). The Supplier will then make any revisions or amendments as necessary as a result of the discussions at that meeting.


	Final Handover
	Final Handover must occur on or before 3 July 2017.
If the Final Handover Meeting is taking place the handover is as follows: Part 1, then Final Handover Meeting, then Part 2.
If the Final Handover Meeting is not required, the handover is as follows: Part 2 only. 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). A Final Handover Meeting will only be needed if 50% or more of items presented at Interim Handover are identified as needing significant amendments. 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 data and text used in the test items.
· All artwork/images used in the test items as unflattened files with all layers intact within the image file where applicable. Please ask for clarification on specific file types which are acceptable.
· The updated item classification spreadsheet(s), 
· Completed item audit sheet included within Annex B.
For each test section, a single pdf file should be provided which combines all items being submitted for that test section. Assignments and/or licences of IPR in the commissioned works 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 numeracy  items, including marking guidance and item classification spreadsheet. Up to 20 hard copies of all items, to be collated into 20 separate 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.













3. Required Service Elements

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 – 6 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 key 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.
	13 February to 6 March 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. Attendance at Resolution meeting (maximum two days) following Expert Review 1 is also required. 
	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.
	Weeks beginning
20 March 2017  and 29 May 2017

	3
	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. three pdf files in total, one for mental arithmetic, one for written data and one for written arithmetic). 
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 
24 April 2017

	4
	Interim Review Meeting
Meeting with STA and item writers to review materials.
Should more than 50% of items be identified as requiring significant amendment during interim review, a meeting with STA will be required to review the materials as part of Final Handover.

	Project Manager / Lead Item Writer attend Interim Review Meeting on agreed date.
	8 to 10 May 2017

	5
	Final Handover
Part 1 – Electronic Handover of files prior to Final Handover Meeting.
Final Handover Meeting – meeting to discuss amends to items.
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 (to include editable versions of all tables, charts, graphs and images either within the Word file or a separate Excel spreadsheet) with all sections populated as detailed in the item writing guidance document. Also to be provided:
· a single word file of all items for each subject area (i.e. three word files in total, one for mental arithmetic, one for written data and one for written arithmetic). 
source references for all items (where applicable), 
· 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 numeracy 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 – 3 July 2017
Final Handover Meeting – 10 July to 12 June 2017
Part 2 – 17 July 2017
Hardcopy – 17 July 2017

	6
	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








4. Key Payment Milestones and Key Payment Milestones Dates
Payment will follow the completion of the Key Milestones listed at section 4.  Key Payment Milestones are:

[Redacted]

5. Contract Management Arrangements
	The Supplier shall be fully engaged on an on-going basis in regular Contract Management Reviews relating to this Call-Off Contract and the overarching Framework Agreement. These reviews provide an opportunity for the Department and the Supplier to discuss the end-to-end delivery of the Services which shall include but not be limited to:
planning;
progress;
risk management;
issue management;
continuous improvement;
proposed changes;
lessons learnt;
exit management.

Reviews will be carried out with Senior Management on a six month basis where the Department and the Supplier will meet to discuss Supplier performance, lessons learnt, continuous improvement, value for money, exit management and any other issues considered relevant by the Department.



6. Supporting documentation
	[bookmark: _GoBack]The Skills Test Numeracy ITQ document sets out the full specification of requirements including the project deliverables, functional requirements and performance requirements. The original Skills Test Numeracy ITQ and the supplier’s response are appended to this contract document.

[bookmark: _MON_1550479487]      

[Supplier response redacted]






In witness whereof this Call-Off Contract has been duly executed.
	Signed for and on behalf of the Department for Education:


	Name and Title:

	Date:




	Signed for and on behalf of the Supplier:


	Name and Title:

	Date:
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[bookmark: _Toc268270517][bookmark: _Toc269721180][bookmark: _Toc270072683][bookmark: _Toc270072933][bookmark: _Toc270072995][bookmark: _Toc430594504]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 numeracy 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). The ITQ for literacy will be following separately to the numeracy ITQ.

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: _Toc430594505]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 the STA’s requirements; and

Contains a tender response section to evaluate the Tenderer's proposed solution to the STA requirements (‘Tender’).

[bookmark: _Toc430594506]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: _Toc430594507]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: _Toc430594508][bookmark: _Toc297118980]INSTRUCTIONS TO TENDERERS

1 

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, James Heathcote.

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: _Toc430594509]Tender Validity

2.9 Your Tender should remain valid for a period of 30 days from the submission date. 

[bookmark: _Toc430594510]Proposed Contract

2.10 Contracts for the provision of Item Writing Services will be let under the STA’s standard Contract for the Provision of Item Writing Services. Contract numbers for each subject are provided in the table below:

		Subject

		Contract Number



		Professional skills tests (numeracy)

		STA-0128 07







[bookmark: _Toc430594511]
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



		01 December 2016

		ITQ issued to Suppliers



		12:00hrs, 06 January 2017

		Deadline for submission of Clarification Questions by Tenderers



		12:00hrs, 16 January 2017

		Closing Date for receipt by STA of Tenders 



		09 February 2017

		Notification of Award Decision



		13 February to 6 March 2017

		Proposed contract Commencement and Start-Up Meeting









[bookmark: _Toc430594512]Clarification Questions

2.12 [bookmark: _Ref270655914][bookmark: _Ref310584131]Clarification Questions should be submitted by email only to TendersTD.STA@education.gov.uk, copying james.heathcote@education.gov.uk . No further requests for clarifications will be accepted after the date shown in the table above. All communications should be clearly headed ‘Provision of 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: _Toc430594513]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: _Toc430594514]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: _Toc430594515]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: _Toc430594516]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: _Toc430594517]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 Customs and Excise. 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: _Toc430594518]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 james.heathcote@education.gsi.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 6 January 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: _Toc430594519]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: _Toc430594520]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: _Toc430594521]EVALUATION METHODOLOGY

[bookmark: _Toc430594522]Basis of Award Decision

Technical Evaluation		70%

Commercial Evaluation		30%

[bookmark: _Toc430594523]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: _Toc430594524]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.

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: _Toc430594525]SPECIFICATION OF REQUIREMENTS (SoR)

[bookmark: _Toc430594526]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 numeracy this detail has been included in the numeracy item writing guidance document (Annex B).



[bookmark: _Toc430594527]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 numeracy 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 and numeracy, regardless of their specialism; 

· do not replace the GCSE grade C 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: _Toc430594528]4.3	Test Specification

[bookmark: _GoBack]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.
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[bookmark: _Toc430594529]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 – 6 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 key 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.

		13 February to 6 March 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. Attendance at Resolution meeting (maximum two days) following Expert Review 1 is also required. 

		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.

		Weeks beginning

20 March 2017  and 29 May 2017



		3

		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. three pdf files in total, one for mental arithmetic, one for written data and one for written arithmetic). 

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 
24 April 2017



		4

		Interim Review Meeting

Meeting with STA and item writers to review materials.

Should more than 50% of items be identified as requiring significant amendment during interim review, a meeting with STA will be required to review the materials as part of Final Handover.



		Project Manager / Lead Item Writer attend Interim Review Meeting on agreed date.

		8 to 10 May 2017



		5

		Final Handover

Part 1 – Electronic Handover of files prior to Final Handover Meeting.

Final Handover Meeting – meeting to discuss amends to items.

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 (to include editable versions of all tables, charts, graphs and images either within the Word file or a separate Excel spreadsheet) with all sections populated as detailed in the item writing guidance document. Also to be provided:

· a single word file of all items for each subject area (i.e. three word files in total, one for mental arithmetic, one for written data and one for written arithmetic). 

source references for all items (where applicable), 

· 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 numeracy 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 – 3 July 2017

Final Handover Meeting – 10 July to 12 June 2017

Part 2 – 17 July 2017

Hardcopy – 17 July 2017



		6

		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









[bookmark: _Toc430594530]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 numeracy

		4.5.1 Numeracy

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 syllabus areas.



Test format for live test

Two sections:

· Mental arithmetic (12 questions, each worth 1 mark with an additional unscored practice question).

· Written questions, comprising written data and written arithmetic 
(7 data questions and 9 arithmetic questions each worth 1 mark).

An onscreen four-function calculator is available for the written section. Candidates additionally have a whiteboard, which they may use for jottings/working out answers to all questions in the test.



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 84 marks of questions.



		Section

		Number of questions

		Marks per question

		Total marks



		Mental arithmetic

		36

		1

		36



		Written arithmetic

		27

		1

		27



		Written data

		21

		1

		21







All questions to be based on the following item types:

1) Drag and drop – for example, ordering or completing a table

2) Fill in the blank – to enter a value. An item may comprise of single, or multiple, boxes.

3) Multiple choice – with either single or multiple correct values

4) Hot spot – for example, clicking on points on a graph.



The number of items required for each item type is as follows:



		Section

		Item types

		Number



		Mental arithmetic

		Fill in the blank

		36



		Written data


		Fill in the blank

Multiple choice*

Drag and drop

Hot spot*

		12 - 17

16 - 22

7 - 12

3 - 8



		Written arithmetic


		

		





*Please note that multiple choice and hot spot questions include both those with a single correct answer option and those where multiple options are correct, there should be a roughly equal number of each type.

For written questions only, the question stem can be used for up to three items. However, there must not be any ‘follow through’ from one item to another, i.e. the answer to one item should not be required to answer any subsequent items. No more than 25% of the total number of written questions should have stimulus in common with other items. Please additionally note that where items have a common question stem the primary syllabus reference must be different for each of the associated items, with no more than two items referenced to the same test section (i.e. written data or written arithmetic).



Each work package should contain questions which address the syllabus groupings in the following quantities:



Mental Arithmetic

		Mental Arithmetic

		No, of ques

		Comments



		Number



		1r

		4 - 6

		



		1f, 1g, 1h

		4 - 6

		1g, 1h - under-represented in previous cycles.



		1c, 1d, 1e

		2 - 4

		



		1l, 1m, 1n, 1o, 1p, 1q

		3 - 5

		1m, 1n - under-represented in previous cycles



		Measures



		1a

		3 - 5

		



		1b

		6 - 9

		



		1i, 1j, 1k, 1s

		7 - 10

		











Written Data

		Written Data

		No, of ques

		Comments



		2a

		3 – 6

		Reduce number bar charts with a 2a reference. Aim to include more line graphs, but avoid currency conversion as a context.



Okay to use unfamiliar / technical charts and graphs, but be mindful of the complexity of associated questions.



		2b

		6 – 9

		



		2c

		9

		







Written Arithmetic

		Syllabus grouping

		No, of ques

		Comments



		Number



		3u.1, 3u.2

		2 - 4 

		



		3h, 3i, 3g, 3l, 3m.1, 3m.2, 3m.3

		3 - 6

		



		3c, 3d, 3e, 3f

		2 - 4

		



		Measures



		3a

		4 - 6

		



		3b

		4 - 6

		



		3j, 3k, 3v, 3w, 3x, 3n

		2 - 4

		3j, 3k – under-represented in previous cycles.



		Statistics



		3o, 3p, 3q, 3r, 3y

		2 - 4

		



		Algebra



		3t

		2 – 3

		Essential to make sure that the formulas used in these questions have an educational context, as expert review panels have been critical of this in the past. 

Please don’t use any Fahrenheit to Celsius conversions. 







Further information can be found in the item writing guidance document. 





		

		



		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 answer(s). 

In the case of fill in the blank items for the numeracy test this must include all likely, acceptable equivalent values, eg: £6 and £6.00 but not £6.0. Only a single value, not a range of values, is allowed for each fill in the blank. Please refer to the item writing guidance document (Annex B) for more details



		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 file should be provided which combines all items being submitted for that test section. These files should be provided both at interim handover and final handover.



		Graphics, texts and other external materials

		Written test item texts, artwork or data

Where tables, graphics or other images are required for the inclusion with the question, the final version will be created by the e-assessment agency. The Item Writing Agency must provide a clear indication of how the final version should be presented, along with guidance notes for the programmer to support the accurate reproduction of the table, graphic or other image. Such guidance includes coordinates of all key points on graphs and the angle for segments in pie charts. This guidance should be included within the relevant section of the item writing template, rather than being provided in a separate document. Please note that all images must be presented in an editable format, either editable within the Word document itself or within a separate file, which is cross referenced within the Word version of the item.



All such graphics that are fundamental to the questions (e.g. tables and diagrams) must be provided at both Interim and Final Handover.



Where texts, artwork or data have been commissioned, please include the original material, contact details for the creator of the material, and a statement confirming assignment of the intellectual property rights (‘IPR’) in the material from the creator to DfE. The formal assignment of the relevant IPR in the commissioned work must be completed by the Final Handover Date. The documents in Annexes E (Copyright Permission Template) and F (Commissioning Materials to be written template) may be used for this purpose. 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 and artwork

Any materials using externally sourced texts or data need to be fully referenced; including title, name of copyright owner, name of the author/editor/creator, details of the edition, publisher and page/location of the material within the source. If sourced from the web, a print out of the original website, showing the relevant artwork or data 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 numeracy, the IWA item audit template provided in Annex B should also be completed.

Further guidance on classification of numeracy items is included within the numeracy item writing guidance document.



		Interim Handover

		Interim Handover must occur no later than 10 May 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 audit sheet (numeracy only) included within Annex B

· For each test section, a single pdf 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 (24 to 26 April 2017). The Supplier will then make any revisions or amendments as necessary as a result of the discussions at that meeting.





		Final Handover

		Final Handover must occur on or before 3 July 2017.

If the Final Handover Meeting is taking place the handover is as follows: Part 1, then Final Handover Meeting, then Part 2.

If the Final Handover Meeting is not required, the handover is as follows: Part 2 only. 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). A Final Handover Meeting will only be needed if 50% or more of items presented at Interim Handover are identified as needing significant amendments. 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 data and text used in the test items.

· All artwork/images used in the test items as unflattened files with all layers intact within the image file where applicable. Please ask for clarification on specific file types which are acceptable.

· The updated item classification spreadsheet(s), 

· Completed item audit sheet included within Annex B.

For each test section, a single pdf file should be provided which combines all items being submitted for that test section. Assignments and/or licences of IPR in the commissioned works 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 numeracy  items, including marking guidance and item classification spreadsheet. Up to 20 hard copies of all items, to be collated into 20 separate 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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		4.6    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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		4.7    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 F 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. 



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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[bookmark: _Toc430594534]5.1 Numeracy

Please indicate below how many work packages your organisation is submitting a bid for. 

		Work Package 1

		

		Work Package 2

		







		Single Point of Contact:

		



		E-mail:

		



		Phone:

		







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



Q.N1)	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 CV's 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



		Weighting

35%





		

























		Professional Skills Tests – Numeracy: Project Management 

Q.N2a)	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.N2b) 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 – Numeracy: Example Test Materials



Q.N3) 	Please provide: 



· One mental arithmetic item, two written arithmetic items and one written data item and their accompanying marking guidance;

· For each example item, please state which syllabus area is being assessed;

· The three written questions should comprise a multiple choice question, a drag and drop question and a hot spot question and topic areas within the skills test syllabus should be used;

· Identification of possible candidate misconceptions that may arise;

· A commentary of no more than 1,000 words giving rationale for the selected items.



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: _Toc430594535]5.2 Professional Skills Tests – Numeracy: Pricing Proposal

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

· The Fixed Price to deliver Work Package 1 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%)

		XX/YY/2017

		



		

		

		Total £

		







· The Fixed Price to deliver Work Package 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%)

		XX/YY/2017

		



		

		

		Total £

		










[bookmark: _Toc430594536]5.3 Professional Skills Tests – Numeracy: 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 (Numeracy): Item Writing will be awarded on the basis of the most economically advantageous tender.



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





		Signed:

		



		Name:

		



		Date:

		



		Role:

		



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

		










[bookmark: table05][bookmark: _Toc430594537]Annexes

[bookmark: _Toc430594538]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: _Toc430594539]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. There is a separate template for each subject.









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.





   





Numeracy 







[bookmark: _MON_1542011694]





[bookmark: _MON_1504334577]





[bookmark: _MON_1504334700]





[bookmark: _MON_1540210009]





[bookmark: _Toc430594540]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/ 





[bookmark: _Toc430594541]Annex D – Cost Breakdown

Please complete the subject title and Tenderer name before submitting your bid.

[bookmark: _MON_1425815393][bookmark: _MON_1419925060][bookmark: _MON_1425887308][bookmark: _MON_1419925100]







[bookmark: _Toc430594542]Annex E – Copyright Permission Letter Template











Annex F – Commissioning Materials to be Written Template









Annex G – Transfer of Intellectual Property Rights (IPR) to DfE Template







[bookmark: _Toc430594543]Annex H – Test Development External Suppliers’ Security Policy
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Numeracy test specification


This specification is written to inform staff involved in the production and maintenance of the professional skills tests in numeracy. This may include DfE staff, and appointed subcontractors. 
The syllabus within this test specification is to be assessed in live tests from Autumn 2016 and will be relevant for all item writing from January 2015 onwards. 


This test specification does not include a major rewrite of the previous version, rather it contains revisions to address minor inconsistencies and omissions from the previous syllabus. Topics have been reordered in some instances, but references have been kept the same as the previous version to enable tracking of coverage over time. Where new topics have been added references continue from those previously used.


Introduction


This document specifies the format and content of the numeracy test. The test is a pass/fail minimum competence test, based on a range of mathematical skills deemed important for a teacher’s general professional practice. 


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


A set of practice tests and support information is available via the Skills Test website pages on the Department for Education’s website: http://sta.education.gov.uk/ 


Format of the test


The numeracy test takes approximately 48 minutes to complete. It comprises 28 questions worth 
1 mark each and a practice question, which is not scored. To pass the test candidates are required to achieve a minimum number of marks which may be drawn from anywhere in the test.


The test has two sections; mental arithmetic questions and written questions. Questions in each section will assess one or more content areas. As such, some questions will require you to draw together your understanding of different content areas.






Mental arithmetic


The mental arithmetic section starts with an unscored practice question and is followed by 
12 questions, worth one mark each. Candidates will hear each question twice, through headphones, and then the question must be answered within a fixed time limit of 18 seconds. Candidates will have some paper on which to record jottings. The use of a calculator is not permitted. Candidates are not allowed to return to the mental arithmetic questions later in the test.


For each question there are one or more answer boxes in which candidates will need to click and then type their answer. Numbers cannot be entered in written form. 


Written questions


The written section comprises a mixture of questions on both interpreting and using data, and solving arithmetic problems. There are 16 questions in the written section, seven assessing data and nine assessing arithmetic. There is an overall time limit of 36 minutes for the written section of the test, but there is no time limit for the individual questions within this section. Several consecutive questions may use the same table, chart or graph. Candidates will have some paper to record any written working. An onscreen, four-function calculator is available to help candidates answer questions in this section.


Questions in this section will use the following question types:


· Multiple choice – answer options are presented in a list. One or more answer options are correct; candidates will need to click to select the correct options.


· Fill in the blank – there are one or more answer boxes in which candidates will need to click and then type their answer. Numbers cannot be entered in written form.


· Drag and drop – candidates are presented with a set of cards. They will need to select the correct card(s) to drag and drop to complete a sentence, table, chart or graph.


· Hot spot – a table, chart or graph is presented with severable selectable areas. Candidates will need to click on the correct area(s) to show their answer.






Test content


Questions in the test will draw from the following topics:


Mental arithmetic


Items will assess the ability to work out, under a time constraint, answers to straightforward questions which are heard rather than read.


			Number


			MA %








			· Addition, subtraction, multiplication and division (1r)


			8% (– 16%)





			· Fractions (1f)


· Decimals (1g)


· Percentages (1h)


			8% (– 16%)





			· Proportions involving:


· fractions (1c)


· decimals (1d)


· percentages (1e)


			16% (– 8%)





			· Conversions, including: 


· from one currency to another (1l)


· from fractions to decimals (1m)


· from decimals to fractions (1n)


· from percentages to fractions (1o)


· from fractions to percentages (1p)


· other conversions (1q)


			8% (– 16%)











			Measures


			MA %








			· Time (1a)


			16% (– 8%)





			· Amounts of money (1b)


			17 – 25%





			· Length (1i)


· Area (1j)


· Volume (1k)


· Other measures (1s)


			17 – 25%















Interpreting and using written data


Items will assess the ability to interpret charts and tables correctly; identify patterns from charts, tables and graphs; and make comparisons between sets of data and draw conclusions.


			Written data


			WD %








			· Identify patterns in data (over time) (2a)


			14 – 29%





			· Make comparisons in order to draw conclusions (2b)


			29 – 43%





			· Interpret and use information, e.g. extract information and critique representations in order to answer questions (2c)


			43%











Ways of presenting data will cover discrete, continuous and grouped data in the following formats:


· Tables, including two-way tables (2X.1)


· Bar charts, including composite bar charts (2X.2)


· Box-and-whisker diagrams (2X.3)


· Cumulative frequency graphs (2X.4)


· Line graphs (2X.5)


· Pie charts (2X.6)


· Scatter graphs (2X.7)


· Other (2X.8)





Solving written arithmetic problems


Items will assess the ability to find answers to problems set in a variety of situations and contexts.


			Number


			WA %








			· Addition, subtraction, multiplication and division (3u.1)


· BODMAS (3u.2)


			0 – 11%





			· Fractions (3h)


· Decimals (3i)


· Percentages (3g)


· Conversions, including: 


· from one currency to another (3l)


· between fractions and decimals (3m.1)


· between fractions and percentages (3m.2)


· between decimals and percentages (3m.3)


			11% (– 22%)





			· Proportions involving:


· fractions (3c)


· decimals (3d)


· percentages (3e)


· Ratios (3f)


			11% (– 22%)


















			Measures


			WA %








			· Time (3a)


			11% (– 22%)





			· Amounts of money (3b)


			11% (– 22%)





			· Length (3j)


· Area (3k)


· Volume (3v)


· Capacity (3w)


· Other measures (3x)


· Conversions between measures (3n)


			11% (– 22%)











			Statistics


			WA %








			· Averages: 


· mean (3o)


· median (3p)


· mode (3q)


· Meaures of spread: 


· range (3r)


· interquartile range (3y)


			22% (– 11%)











			Algebra


			WA %








			· Using simple formulae (3t)


			0 – 11%











	Published: January 2015
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Master sheet


			STA item ID (for STA use only)


CLAYDON, Helen: CLAYDON, Helen:
IWAs should leave this column empty			STA item ID for HI MA (for STA use only)


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


CLAYDON, Helen: CLAYDON, Helen:
Please select literacy or numeracy as appropriate			IWA item ID


CLAYDON, Helen: CLAYDON, Helen:
Please insert your unique ID for the item. Please list each item on a separate row. If you have written for more than one cycle of this project, please ensure that IDs are not duplicated across different writing cycles			Question Number


CLAYDON, Helen: CLAYDON, Helen:
Please leave this column blank			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 in each question. For numeracy, all items will be assigned '1'			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


CLAYDON, Helen: CLAYDON, Helen:
Please list the item IDs for all items which must not appear together in the same test, each to be separated by a pipe, ie |			Number of marks


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			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: _Toc427564335]Introduction


This document is intended to provide the information that you will need to support your item writing for the numeracy 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 numeracy test comprises a variety of test sections and different item types within those sections:


· Mental arithmetic


· Question type: fill in the blank


· Written data & written arithmetic


· Question types: fill in the blank, multiple choice, drag and drop & hot spot





2. [bookmark: _Toc427564336]Test specification


Details of subject content covered by the test is provided in the test specification, which is included in the ITQ. Please note that the test specification currently on the website is only valid for live tests until Autumn 2016, so should not be used for item writing purposes.


The format of the live numeracy test is as follows:


Two sections:


· Mental arithmetic (12 questions, each worth 1 mark with an additional unscored practice question)


· Written (on-screen) questions, comprising written data (7 questions each worth 
1 mark)and written arithmetic (9 questions each worth 1 mark)


An onscreen four-function calculator is available for the written section.


The questions that you will be writing should cover the range of topic areas and question types detailed within the test specification. To ensure an even distribution of coverage across the given syllabus areas over time, you will be asked to over represent certain areas in your writing.






[bookmark: _Toc427564337]2.1	Online practice tests


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 the contexts may be quite dated. Nevertheless, they will still provide some indication of the style of questions and the size of images that can be accommodated on screen.


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 onscreen text versions of the practice tests are available.









3. [bookmark: _Toc427564338]Item writing work packages and syllabus coverage


This section summarises details listed within the ITQ and provides supplementary detail on how marks within each work package should be allocated to different item types and syllabus areas.


[bookmark: _Toc427564339]3.1	Test section coverage


The number of marks to form the work package at final handover stage is listed in the table below.  It is likely that at interim handover stage STA will request amendments to items, which may include rejecting some items. The item writing agency should therefore decide how many items should be written to ensure that the requirements for the final handover stage are achieved.


Table 3.1	Summary of test section coverage per work package


			Section


			Number 
of questions


			Marks 
per question


			Total 
marks





			Mental arithmetic


			36


			1


			36





			Written data


			21


			1


			21





			Written arithmetic


			27


			1


			27











[bookmark: _Toc427564340]3.2	Item type coverage


All questions must be based on the following item types:


1. Fill in the blank – to enter a value. An item may comprise of single, or multiple, boxes


2. Multiple choice, with either single or multiple correct values


3. Drag and drop – for example for ordering


4. Hot spot (for example, clicking on one or more points on a graph).





More detail on the functionality for each item type is described alter within this document.


Table 3.2	Summary of item type coverage per work package


			Section


			Total number 
of questions


			Item types


			Number





			Mental arithmetic


			36


			Fill in the blank


			36





			Written 
data


			21


			Fill in the blank


Multiple choice*


Drag and drop


Hot spot*


			12 – 17


16 – 22


7 – 12 


3 – 8 





			Written 
arithmetic


			27


			


			








*Please note that multiple choice and hot spot questions include both those with a single correct answer 
option and those where multiple options are correct, there should be a roughly equal number of each type.






[bookmark: _Toc427564341]3.3	Syllabus coverage


This section provides a guide as to the number of items that should be written for each syllabus area. The comments section of the tables below indicate areas that have been under represented in the previous rounds of item writing and/or items submitted in previous rounds have been subject to particular critique by expert reviewers. STA therefore requests that item writing agencies ensure that these areas are addressed in their item writing.


Items may assess more than one syllabus area. Where this happens, all relevant syllabus areas should be provided for the item. Where references cover both written data and written arithmetic, agencies should determine which aspect is the most mathematically demanding when deciding how to reference the item to a test section.


Table 3.3	Summary of mental arithmetic syllabus coverage per work package


			Mental Arithmetic


			No, of ques


			Comments





			Number





			1r


			4 - 6


			





			1f, 1g, 1h


			4 - 6


			1g, 1h - under-represented in previous cycles.





			1c, 1d, 1e


			2 - 4


			





			1l, 1m, 1n, 1o, 1p, 1q


			3 - 5


			1m, 1n - under-represented in previous cycles





			Measures





			1a


			3 - 5


			





			1b


			6 - 9


			





			1i, 1j, 1k, 1s


			7 - 10


			











Table 3.4	Summary of written data syllabus coverage per work package


			Written Data


			No, of ques


			Comments





			2a


			3 – 6


			Reduce number bar charts with a 2a reference. Aim to include more line graphs, but avoid currency conversion as a context.





Okay to use unfamiliar / technical charts and graphs, but be mindful of the complexity of associated questions.





			2b


			6 – 9


			





			2c


			9


			











Table 3.5	Summary of written arithmetic syllabus coverage per work package


			[bookmark: _GoBack]Syllabus grouping


			No, of ques


			Comments





			Number





			3u.1, 3u.2


			2 - 4 


			





			3h, 3i, 3g, 3l, 3m.1, 3m.2, 3m.3


			3 - 6


			





			3c, 3d, 3e, 3f


			2 - 4


			





			Measures





			3a


			4 - 6


			





			3b


			4 - 6


			





			3j, 3k, 3v, 3w, 3x, 3n


			2 - 4


			3j, 3k – under-represented in previous cycles.





			Statistics





			3o, 3p, 3q, 3r, 3y


			2 - 4


			





			Algebra





			3t


			2 – 3


			Essential to make sure that the formulas used in these questions have an educational context, as expert review panels have been critical of this in the past. 


Please don’t use any Fahrenheit to Celsius conversions. 











Syllabus references should be considered carefully. For an item to be referenced to a ‘measures’ reference the candidate is required to demonstrate understanding of the relevant measure when answering a question. For example where a question is set in the context of money, it should only be assigned a money reference if the candidate is required to engage with both pounds and pence in some way.


For example, ‘£4 + £5’ should not be assigned a money reference, whereas ‘£4.50 + £3.50’ can be.






[bookmark: _Toc427564342]4	Test sections


Each test comprises two sections: mental arithmetic questions and written questions. The written questions comprise written data and written arithmetic questions. Within the test there are 12 mental arithmetic and 16 written questions. All questions carry one mark regardless of the number of required responses.


This section provides item writing guidance related to questions in each test section.





[bookmark: _Toc427564343]4.1	Mental arithmetic


[bookmark: _Toc427564344]4.1.1	Background


Both standard and onscreen text versions of the mental arithmetic questions are developed. The onscreen text version of the questions displays the question text on screen in its entirety. The onscreen text version is used by candidates who are unable to access the standard format, e.g. those with a hearing impairment.


For the standard mental arithmetic section candidates listen to the questions being read out through headphones; each question is read out twice and then the candidate has 18 seconds to answer the question. 


For the standard version, any numbers which may be misheard are displayed on screen, 
e.g. 13 could be misheard as 30, 5 could be misheard as 9. No other information is displayed on the screen. 


Candidates will also have a pencil and paper with which to record written jottings.


Candidates do not have access to a calculator when answering these questions. Item writers should therefore be mindful of the number of steps and the complexity of mathematics that can reasonably be expected to be completed mentally within the given time limit. 


Please note that some of the existing practice questions are more complex, in either complexity of calculation or number of stages in the calculation, than would be desired for the current live tests.





[bookmark: _Toc427564345]4.1.2	Item type


All mental arithmetic questions are ‘fill in the gap’ where candidates type the correct answer in the answer box.  


Questions typically have one answer box to complete, although it is possible to have two.  The system cannot support more than two answer boxes per question.


Answers should be numerical and should not require candidates to input any text in their response.


For fraction questions, two answer boxes should be provided - one for the numerator and one for the denominator, i.e.   





For time interval questions, such as 24 hour clock times, two answer boxes should be provided – one for hours and one for minutes, i.e.            : 





[bookmark: _Toc427564346]4.1.3	Question considerations


The item should only contain numbers that are relevant to the mental calculation. 


Items should be phrased in such a way as to determine the unit used in the answer, 
e.g. ‘How many litres of water were needed?’


The context should be brief and the focus should be on the numbers involved in the question. The context must be integral to, or support understanding of, the question. Information that is not needed in answering the question should not be included.


For the standard version of mental arithmetic items, to avoid mishearing of number such as 13 for 30, onscreen stimulus should be included, e.g. ’13 kilometres’. Only numbers which may be misheard should be included on screen. Where the value is a unit of measure the measure should be written out on screen in full rather than as an abbreviation, i.e. ‘litres’ not ‘l’. The ‘£’ and ‘p’ symbols may be used, but other units of currency should be written out in full. Other units, e.g. ‘pencils’ should not be presented on screen.


Since all of the question text is included onscreen for the hearing impaired version there is no need for separate stimulus.


Please note that it is only possible to have a single correct numerical as the correct answer. The system does not support questions which have more than one discrete answer nor does it support questions where there is a range of acceptable values.





[bookmark: _Toc427564347]4.1.4	Text for onscreen text version


For the onscreen text version the question text is provided on screen and candidates have the same amount of time to read and answer the question as is available to listen to and answer the question in the standard version of the question. 


There is space in the item writing template for the text to be displayed on screen – since this may need to be slightly different to the version that is read out, e.g. numerals for numbers rather than numbers being written in words. 


To ensure that both versions of the question are as equivalent as possible, any values which are represented onscreen in the standard version of the question should be presented in the same way within the question text for the hearing impaired version. 


Where the question includes potentially more complex or unfamiliar units, the unit should be written out in full rather than using an abbreviation.





[bookmark: _Toc427564348]4.2	Written questions


[bookmark: _Toc427564349]4.2.1	Background


This section comprises both written data and written arithmetic questions. It includes 7 data questions and 9 arithmetic questions. There is no requirement regarding the order in which these questions are presented within the section.


Candidates can use a basic four-function on-screen calculator to perform the calculations. Candidates will also have a pencil and paper with which to record written working.





[bookmark: _Toc427564350]4.2.2	Item type


The onscreen questions include the following question types: fill in the blank; drag and drop; multiple choice and hot spot. 


For fill in the blank questions, please refer to the guidance given in the mental arithmetic section. Please additionally note that answer boxes cannot be embedded within tables charts or graphs; they must be presented as separate answer boxes.





Multiple choice questions comprise two types: 


1) candidate is told there is one correct answer
There are typically four answer options. In some instances you may feel that more options may be beneficial. However, consideration should be given to the amount of effort needed to evaluate each option when including more than four options. There should never be less than four options.


2) candidates are not told how many answer options are correct
For this version there should always be at least three answer options. It can be acceptable to have a greater number, however, consideration will need to be given to the amount of effort needed to evaluate each option. 

For questions where candidates are required to perform separate calculations to evaluate each option then three options is preferable. A greater number may be considered for instances where answer options may be evaluated based upon knowledge without a need to evaluate or calculate.


Please ensure that the question prompt makes clear whether candidates are required to indicate a single correct answer; standard instruction wording is included in a later section of this document.


Distractors (incorrect answer options) must be plausible answers and/or represent common misconceptions. This means they should be of a similar length, style and complexity as the correct answer. 


Where questions involve interpretation of tables, charts, or graphs it is important that, in addition to being relevant to the image in question, answer options assess common misunderstandings or misconceptions and therefore provide a valid assessment of understanding at the target level of the test.





Drag and drop questions will typically involve dragging one or more values to complete a table, chart or graph.  There may be one or more drop areas to be completed, typically no more than three.


1) One drop area to be completed
As for the equivalent multiple choice item type, there should typically be four drag cards to choose from.


2) Multiple drop areas to be completed
In this instance the number of drag cards is dictated by the nature of the drop areas to be completed. Where values on drag cards are plausible answer options for all drop areas, four answer options is sufficient. Where the expected values for each drop area are quite different, then a separate selection of drag cards for each drop area will be needed. In this instance three drag cards per drop area would be the ideal. 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. In some instances the same drag card may be used to complete more than one drop area; therefore the number of copies of each drag card that should be available should be specified.


Please note that the expectation for this item type is that the drop areas are located within a table, chart or graph. Although for the 2014 item writing cycle STA accepted items where the drop areas were located in sentences, going forwards this presentation should be kept to a minimum.





Hot spot questions will typically involve selecting one or more points/areas on a graph or the correct row/column in a table.  There should be a minimum of four answer options (hot spots) to select from.  However, in this instance it is possible for a much higher proportion of hot spots to be used, e.g. every row in a table or every point in a scatter graph, rather than create an artificial situation where only a subset of possible answers are active hot spots.


There can only be one correct answer, i.e. it is not possible to have a question where two hot spots need to be selected but it could be either points B and C or points B and E.


Where hot spots are points on a graph, please be mindful of the likely size of the graph when displayed onscreen.  Ensure that hot spot areas are spaced sufficiently far apart to minimise the issues that candidates with poor eye sight or motor control may encounter when completing the question.





[bookmark: _Toc427564351]4.2.3	Question considerations


Written items should begin with a stem that identifies the context and provides the relevant source data. The data can be presented in a variety of formats. 


An on-screen item should be capable of having the context understood, the necessary information derived, the calculation(s) performed and the correct answer recorded within approximately 2 minutes.









[bookmark: _Toc427564352]5.	Question contexts


All questions must be set in a context, which is relevant to education or the teaching profession. 





[bookmark: _Toc427564353]5.1	Candidates’ prior experience


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. Where possible, item writers should avoid using contexts where such candidates may find it more difficult to engage with the mathematics in the question as a result of their lack of familiarity with the context.





[bookmark: _Toc427564354]5.2	Validity of contexts over time


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. 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. While it is unreasonable to expect item writers to predict all of the changes that may happen to the UK education system in that time, they should avoid areas where change is already planned or is likely to occur.





[bookmark: _Toc427564355]5.3	Re-use of contexts across items


The question stem can be used for up to three items. However, there must not be any ‘follow through’ from one item to another, i.e. the answer to one item should not be required to answer any subsequent items. No more than 25% of the total number of items should have stimulus in common with other items. 


Where items share a common stimulus these will only be accepted where each item assesses a different syllabus area, with no more than two items assessing the same test section (either written data or written arithmetic).









[bookmark: _Toc427564356]5.4	Balance of contexts


Within a work package a variety of different question contexts should be used; writers should minimise duplication of contexts across different questions. 


Items within a work package should have a similar number of questions focusing specifically on a primary or secondary school context. Items that are applicable to both are also acceptable.


Item writers should ensure that some items include curriculum subjects, other than English and mathematics. All contexts should be relevant to the role of a classroom teacher.





[bookmark: _Toc427564357]5.5	Plausibility of contexts and associated values


It is not expected that all questions make use of real data.  However, there is an expectation that all contexts and data associated within them be plausible.  


Recent examples of contexts which were felt to be implausible by expert reviewers included one where the number of boys in a year group was double that of the number of girls and another where there was a negative correlation between performance on mathematics and English tests.









[bookmark: _Toc427564358]6.	Use of tables, diagrams, charts and graphs


Mental arithmetic questions are solely text-based, with no images.


Most written data and written arithmetic questions contain tables, diagrams, charts or graphs. Between 75 and 95% of written items submitted should include these.


Possible formats include tables, bar charts, box-and-whisker diagrams, line graphs, pie charts, scatter graphs, scale drawings.


Values within tables should typically be decimal point aligned within columns. Text in table headings should be emboldened, but not shading used to distinguish the heading from other parts of the table.


Graph and chart axes should have titles and the graph / chart should also have a title.  Where multiple colours are used, e.g. compound bar charts and pie charts, a key should be included.


When submitting questions it is important that you ensure that all tables, charts, graphs and diagrams are provided in an editable format. This may be in an editable format within the Word question template or provided separately. Where images are provided separately from the Word template, the Word template must include a reference to the file name of the separate image.





[bookmark: _Toc427564359]6.1	Style guidance for tables, charts and graphs





[bookmark: _Toc427564360]6.1.1	Tables


· All text should be the same font and point size as the main question text


· Where the entries within a column are text based these should be left-aligned, unless a limited set of defined values, eg yes/no. 


· Where entries within a column are numbers these should be positioned in the centre of the column, but should be decimal point aligned – ie the units in all numbers should align, as should the tens and so on


· There should be a slight space above and below text in each row, to increase readability.


· For tables with a large number of rows/columns it may be helpful to add a light shading to certain rows. 





[bookmark: _Toc427564361]6.1.2	Charts and diagrams


The following is general guidance that applies to all such diagrams, Further guidance that is specific to a particular type of chart or graph is provided separately below. The question template will include details of key points that should be included within the final version of the diagram.


· Axes must be thicker than gridlines


· All gridlines and axes should be black as standard.


· Major gridlines (ie those that correspond to a number on the axis) should be thicker than minor gridlines (ie those that aren’t numbered)


· Font on graph must be same as font for question text. Where possible point size for text on axes should be similar to the question text – if not possible to create the diagram to a large enough size then okay for text to be slightly smaller, but it should never be larger than question text. Axes labels should be bold.  Where space permits the label on the vertical axis should have text presented horizontally


· Where a chart or graph is accompanied by a key – the key should be presented to the right of the graph (unless space dictates that it be located elsewhere), with space between the chart and graph.





[bookmark: _Toc427564362]6.1.3	Box and whisker diagrams


· Box and whiskers should have red shading for the central rectangle. The border of the box and the ‘whiskers’ should be black. The central white line should be white, please note that the white line must not overlap with the black border, which must form an unbroken line round the edge of the box.


· Vertical lines on the whisker should be positioned centrally across the width of each box. The width of the horizontal part of each whisker must be the same width as the box and the edges align with either side of the box.





[bookmark: _Toc427564363]6.1.4	Bar charts


· Where a single variable is represented the same colour must be used for all bars. Where multiple variables are represented then a different colour should be consistently used for each variable.


· Each bar should have a black border. If it is a compound bar chart –ie multiple different colours in the same bar, then there should be a black line separating each colour.





[bookmark: _Toc427564364]6.1.5	Line graphs


· Where multiple lines are included each should be a different colour and also a different pattern, eg one solid and one dashed.


· In some instances lines will need to be straight between given points and in other instances they will need to be curved – please refer to draft image for guidance


· Lines should always be thicker than any gridlines.


· Where specific points are marked on the line, these must be in the same colour as the line itself and should be slightly larger than the width of the line.





[bookmark: _Toc427564365]6.1.6	Scatter graphs


· All points should use the same shading as each other. A circle or diamond is the preferred style


· Where points are labelled, labels must be positioned so as not to be confusing re which point the label relates to.


· The graph should be sufficiently large such that no points are touching and there is clear space visible between them.





[bookmark: _Toc427564366]6.1.7	Pie charts


· Where segments are labelled, ensure that labels are visible over the shading used for each segment. If this isn’t possible then all labels should be positioned outside of the edge of the pie chart.


· Ensure that shading used for adjacent segments is clearly distinguishable.









[bookmark: _Toc427564367]7.	Standard wording and presentation for questions


Standard instruction wording has been agreed for a number of instances.  



Please use the following where applicable:


· Select all the statements which are true.
(for multiple choice questions where it is possible to select more than one option)


· Which of the … ?
(for multiple choice questions where it is only possible to select one option)


· Give your answer in its simplest form.
(for all questions which require the answer to be given as a fraction)


· Give your answer to the nearest pound / kilogram / etc. 
(for fill in the blank questions requiring answers to be rounded)


· Answers are given to the nearest pound / metre / etc. 
(for multiple choice questions where answers have been rounded)


· Give your answer using the 24-hour clock.
(for all questions requiring a response in this format).


· Click on all the dots / points / year groups / etc. 
(for hot spot questions with multiple correct hot spots)

Click on the dot / point / year group / etc. 
(for hot spot questions with a single correct hot spot)





For numbers greater than 1000, a comma should not be used as a thousands separator instead a half space should be used.





For formulae questions, the formula and key should be presented in a box.












[bookmark: _Toc427564368]8.	‘Fill in the blank’ marking guidance


Marking guidance must be developed for all electronically marked items. This should be included in the completed template for each question.


The marking guidance must include details of all correct answer(s). 


In the case of fill in the blank items for the mathematics test this must include all likely, acceptable equivalent values, eg: £6 and £6.00 but not £6.0. Please note that the system is not able to process a range of correct answers; therefore only items with a single correct value (plus its equivalent values) should be submitted.


There are several variations of fill in the blank marking functionality. Please indicate which type of functionality should be used for each fill in the blank question that you develop.





[bookmark: _Toc427564369]8.1	Integer


This is where correct answers given as a whole number with any number of leading zeroes are awarded the mark; any numerically equivalent responses with trialling decimal zeroes will be marked as incorrect. 

The system allows for a negative number sign to be input at the start of the number and 
one decimal point to be entered at any location within the number, all other non-numeric characters are restricted.





[bookmark: _Toc427564370]8.2	Decimal


This is where correct answers with any number of leading zeroes or trailling decimal zeroes are awarded the mark. 

The system allows for a negative number sign to be input at the start of the number and 
one decimal point to be entered at any location within the number, all other non-numeric characters are restricted.





[bookmark: _Toc427564371]8.3	Currency


This is where correct answers with exactly two decimal places are awarded the mark; numerically equivalent responses with only one decimal place or more than two decimal places are not awarded the mark. 

The system allows for a negative number sign to be input at the start of the number and 
one decimal point to be entered at any location within the number, all other non-numeric characters are restricted. This option should be used for answers in pounds, answers for other currencies should use the decimal format.





[bookmark: _Toc427564372]8.4	Hour


The system allows for a maximum of two numeric characters to be entered only. 

Where the answer is a single digit, values without a leading digit will be marked as correct, unless specified otherwise in the import template.





[bookmark: _Toc427564373]8.5	Minute


The system allows for a maximum of two numeric characters to be entered only.

Where the answer is a single digit, values without a leading digit will be not marked 
as correct, unless specified otherwise in the import template.





[bookmark: _Toc427564374]8.6	Fraction


The system allows for a negative number sign to be input at the start of the number. 
The decimal point and all other non-numeric characters are restricted. 

Only numerically equivalent correct responses are credited.





















9. [bookmark: _Toc427564375]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 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 will 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.


A separate template should be completed for each item, e.g. each mental arithmetic item should be completed on a separate template.





[bookmark: _Toc427564376]9.1	Question meta-data


Each question template includes a summary table at the start, which you should populate with the background information for the question.  This section includes guidance for completion of this table.


The template includes spaces for:


· Subject: pre-populated with ‘numeracy’


· IWA ID: please insert your item writing agency ID for the question. If you are writing items across multiple cycles for this project, please ensure that no IDs are duplicated across different item writing cycles


· Test section: mental arithmetic, written data or written arithmetic, as appropriate.


· 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): pre-populated with ‘1’.


· Item type: generally pre-populated. Either FB (for fill in the blank), MC (for multiple choice), D&D (for drag and drop) or HS (for hot spot).






[bookmark: _Toc427564377]9.2	Fill in the blank (audio)


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





Fill in the blank (mental arithmetic) - example


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type





			Numeracy


			PT2 Q5


			MA


			1a


			1


			FB











			STA ID


			Trial Block Number


			Question Number





			


			


			











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





			The morning session of a school began at nine twenty-five. 
There were three lessons of fifty minutes each and one break of twenty minutes.





At what time did the morning session end?
Give your answer using the twenty-four hour clock.








			Onscreen text (Standard version):
Please insert any numbers or text that will be displayed onscreen here.





			09:25


50 minutes








			Onscreen text version:
Please insert the question text here, as you would like it to display in the onscreen text version of the question. Typically numbers should be presented as numerals rather than as words.





			The morning session of a school began at 09:25. 
There were three lessons of 50 minutes each and one break of 20 minutes.





At what time did the morning session end?
Give your answer using the 24-hour clock.








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





			____ : ____ 















			Answer box 1: correct answer(s):
Please list all acceptable variations of the correct answer





			· 12


FIB format: hours





			Answer box 2: correct answer(s):
Please list all acceptable variations of the correct answer. 
Only use this space if the question has more than one answer box.





			· 15


FIB format: minutes





			Correct answer method:
Please describe the steps in the most likely method(s) for reaching the correct answer.





			3 x 50 minutes = 150 minutes


150 + 20 = 170 minutes = 2 hours and 50 minutes


09:25 + 2 hours and 50 minutes = 11:25 + 50 minutes = 12:15





















Screen shot of standard version:


[image: ]


Screen shot of onscreen text version:


[image: ]



[bookmark: _Toc427564378]9.3	Fill in the blank


This template should be used for ‘written data’ and ‘written arithmetic’ items in the numeracy test.


Please include a draft version of any tables, charts and graphs which may be needed for the item.  The example includes a screen shot from the practice test. It is not essential that the table/chart/graph that you provide is fully polished, but it should provide a good indication of how the image should display in the final version of the question.   


At the bottom of the template, i.e. after the answer section, please add a section to include details that the e-assessment provider will need to accurately create the image in their system. Please include details of all key points on charts/graphs, to include coordinates of points, details of where gridlines should display and which gridlines should be numbered/not numbered, size of angles for segments in pie charts, full details of data sets where questions are based on real data, etc


Since this is an onscreen test, it is okay to use colour within images – Please refer to the colour palette at the end of this document, which shows the colours that will be used in the final images. These colours have been selected to be distinguishable by colour blind candidates.






Fill in the blank - example


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type





			Numeracy


			PT2 Q13


			Written data


			2c.7


			1


			FB











			STA ID


			Trial Block Number


			Question Number





			


			


			











			Question text:
Please insert the question text here.





			To inform her choice of reading materials a primary teacher looked at the spread of reading ages in her class. The scatter graph shows the actual age and reading age of 21 pupils in the class.





What proportion of the class have the same reading age as their actual age? 
Give your answer as a decimal to one decimal place.





			Question image (if applicable):
If the question includes a table, diagram, graph or chart please note that it will presented separately from the question text in the onscreen version of the question. Question text should be worded accordingly.





			[image: ]





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





			_____








			Answer box 1: correct answer(s):
Please list all acceptable variations of the correct answer





			· 0.3


· .3


FIB format: decimal





			Answer box 2: correct answer(s):
Please list all acceptable variations of the correct answer. 
Only use this space if the question has more than one answer box.





			














			Correct answer method:
Please describe the steps in the most likely method(s) for reaching the correct answer.





			Count points where reading age and actual age are identical, ie those on the blue line, i.e. 6 points.


6 ÷ 20 = 0.3








			Notes for construction of images





			· Points on graph to be at the following coordinates: (5.10, 6.05), (5.11, 6.11), (6.0, 6.10), (6.1,6.1), (6.1, 7.7), (6.2, 7.4), (6.3, 7.5), (all points to be given in new questions)


· For both axes: Minor (not numbered) gridlines for each month; Major gridlines (bolder and numbered) for each year.


· Diagonal line to pass through (5,5), (6,6), (7,7), (8,8)


· Text on both axes labels to be presented horizontally















Screen shot of question:


[image: ]






[bookmark: _Toc427564379]9.4	Multiple choice / Simple drag and drop


This template should be used for ‘written data’ and written arithmetic’ items in the numeracy test.


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.


Please see section 9.3 for guidance on images within the item writing template.






Multiple choice - example


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type
please delete 
as applicable





			Numeracy


			PT2 Q15


			Written data


			2c.7, 3r


			1


			MC  /  D&D











			STA ID


			Trial Block Number


			Question Number





			


			


			











			Question text:
Please insert the question text here.





			To inform her choice of reading materials a primary teacher looked at the spread of reading ages in her class. The scatter graph shows the actual age and reading age of 21 pupils in the class.





What is the range of reading ages for the pupils in the class?





			Question image (if applicable):
If the question includes a table, diagram, graph or chart please note that it will presented separately from the question text in the onscreen version of the question. Question text should be worded accordingly.





			[image: ]












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





			· 13 months 


· 19 months


· 21 months (KEY)


· 22 months





			Rationale for answer options:
Please describe the rationale for each answer option





			· Subject lowest age on horizontal axis from highest; confusion between axes


· Error when calculating difference between correct values


· Subject lowest age on vertical axis from highest – correct answer.


· Error when calculating difference between correct values














			Notes for construction of images





			Same scatter diagram as for PT2 Q13





· Points on graph to be at the following coordinates: (5.10, 6.05), (5.11, 6.11), (6.0, 6.10), (6.1,6.1), (6.1, 7.7), (6.2, 7.4), (6.3, 7.5), (all points to be given in new questions)


· For both axes: Minor (not numbered) gridlines for each month; Major gridlines (bolder and numbered) for each year.


· Diagonal line to pass through (5,5), (6,6), (7,7), (8,8)


· Text on both axes labels to be presented horizontally















Screen shot of question:
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Single answer Drag and Drop (Numeracy) - Example


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type
please delete 
as applicable





			Numeracy


			PT3 Q25


			WD


			


			1


			MC  /  D&D











			STA ID


			Trial Block Number


			Question Number





			


			


			











			Question text:
Please insert the question text here.





			A teacher prepares a bar chart to compare the percentages of pupils achieving grades A* - C in GCSE Geography with other GCSE subjects. Eighty pupils sat the GCSE Geography examination, in which 52 pupils achieved grades A* - C.





Drag and drop the correct bar from the right onto the bar chart on the left in order to represent the GCSE geography results.








			Question image (if applicable):
If the question includes a table, diagram, graph or chart please note that it will presented separately from the question text in the onscreen version of the question. Question text should be worded accordingly.





			[image: ]








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





			1) Bar length 52


2) Bar length 60


3) Bar length 65 (KEY)


4) Bar length 70












			Rationale for answer options:
Please describe the rationale for each answer option (i.e. drag and drop card)





			1. Number of pupils, not percentage


2. Close to correct answer


3. Correct answer


4. Close to correct answer








			Notes for construction of images





			· Bar chart to be presented on left of screen.


· Bar for English to length 65; bar for mathematics length 61; bar for science length 70; bar for ICT length 63


· Major vertical (numbered) gridlines for multiples of 5. Minor (not numbered) vertical gridlines for each unit.


· Space for bar for Geogrpahy to be drop area


· Four dragable bars on bar chart style grid in right of screen – bar lengths, 52; 60; 65 and 70














Screen shot of question:
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[bookmark: _Toc427564380]9.5	Complex drag and drop


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


Please see section 9.3 for guidance on images within the item writing template.


Please use the ‘alternatives’ section of the template to list/describe all of the areas onto which cards should be dropped to show the answer.


Please use the ‘options’ section to list all of the values to be displayed on drag cards. In some questions you may want candidates to be able to use values more than once – in this instance cards are presented in stacks.  Please specify how many of each card are needed, noting that this value must be the same for each drag card.


The ‘correct answer’ section is used to show the code for the correct option for each alternative.


.



Complex drag and drop – example 1


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type
please delete 
as applicable





			Numeracy


			PT3 Q16


			Written arithmetic


			3b, 2c.1


			1


			D&D











			STA ID


			Trial Block Number


			Question Number





			


			


			











			Question text:
Please insert the question text here.





			A teacher researches the cost of 15 packs of wooden shapes to use for a problem solving activity.


Drag and drop the total cost for each source to complete the table.








			Question image (if applicable):
If the question includes a table, diagram, graph or chart please note that it will presented separately from the question text in the onscreen version of the question. Question text should be worded accordingly.
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			Alternatives:
Please list/describe each fixed location answer option.





			A1) Catalogue, Total (£)


A2) Internet, Total (£)








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





			a) 37.50


b) 40.80


c) 41.60


d) 42.30


e) 51.00





It should be possible to select each option two times.











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





			A1 = b


A2 = d








			Rationale for answer options:
Please describe the rationale for each answer option (i.e. drag and drop card)





			1. Cost from internet, ignoring postage


2. Correct value for first box


3. ??? (not sure of original rationale for this value)


4. Correct value for second box


5. Cost from catalogue ignoring the offer








			Notes for construction of images





			· No additional detail needed to construct table.


















Screen shot of question:
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[bookmark: _Toc427564381]9.6	Hot spot


This template should be used for ‘written data’ and ‘written arithmetic’ items in the numeracy test.


Please see section 9.3 for guidance on images within the item writing template.


To demonstrate the correct answer, please annotate a copy of the diagram with red shapes to show each hot spot area; for hot spot areas that can’t be easily described please number them on the diagram and list the correct answer option numbers / describe the correct answers. Please specify the maximum number of hot spots that can be selected at any one time – usually ‘one’ or ‘all’.


In the ‘correct answer’ section please describe the correct hot spot(s).






Hot spot - example


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type
please delete 
as applicable





			Numeracy


			PT2 Q14


			Written data


			2b


			1


			HS











			STA ID


			Trial Block Number


			Question Number





			


			


			











			Question text:
Please insert the question text here.





			To inform her choice of reading materials a primary teacher looked at the spread of reading ages in her class. The scatter graph shows the actual age and reading age of 21 pupils in the class.





Click on the pupil who has the greatest difference between their reading age and actual age.





			Question image (if applicable):
If the question includes a table, diagram, graph or chart please note that it will presented separately from the question text in the onscreen version of the question. Question text should be worded accordingly.





			[image: ]












			Hot spot areas:
Please include a copy of the table/diagram/chart/graph clearly indicating the borders for each hot spot area. 
If each hot spot each cannot be easily described, please include a unique number for each hot spot area.





			[image: ]


Each red spot on the diagram and a small invisible border around this should correspond to a hot spot area. The point is to change colour when the hot spot is selected. 





Only possible to select one hot spot at a time.





			Correct answer(s):
Please provide details of the correct hot spot area(s).





			· The point at coordinates (6.1, 7.7)








			Rationale for answer options:
Please describe the rationale for each answer option (i.e. hot spot)





			Selection of plausible values for a class of pupils.



























			Notes for construction of images





			Same scatter diagram as for PT2 Q13





· Points on graph to be at the following coordinates: (5.10, 6.05), (5.11, 6.11), (6.0, 6.10), (6.1,6.1), (6.1, 7.7), (6.2, 7.4), (6.3, 7.5), (all points to be given in new questions)


· For both axes: Minor (not numbered) gridlines for each month; Major gridlines (bolder and numbered) for each year.


· Diagonal line to pass through (5,5), (6,6), (7,7), (8,8)


· Text on both axes labels to be presented horizontally











Screen shot of question:
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[bookmark: _Toc427564382]10.	Colours for tables, charts and graphs
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[bookmark: _Toc427564383]Annex A: Inclusion general principles for item writing agencies





This guidance comprises a bullet point list of general principles around inclusion and accessibility, for item writing agencies and STA to consider when writing and reviewing test questions for the numeracy Skills Tests. Please ensure that all questions comply with this guidance as far as is practical.





[bookmark: _Toc427564384]Question contexts


· Keep redundant context information to the minimum required to reduce the reading requirement.


· Avoid over use of technical language or education specific terms, which candidates without prior teaching experience will be unable to call upon.


[bookmark: _Toc427564385]Question types


· For multiple choice questions, it is always more accessible to have a longer question prompt and shorter answer options.


· Where answer options are text based (typically within written data questions) they should be presented as complete short phrases.


· Where cloze style questions (i.e. fill in the missing word or phrase) are used the most accessible format is:


· Cloze statement for completion with gap at end of sentence.


· Less accessible formats are:


· Cloze statement for completion with gap in middle of sentence.


· Cloze statement for completion with gap at start of sentence.


· Only use drag and drop or hot spot activities when there is no alternative as these question type rely on good mouse control and motor skills.


· Question types should be selected to not be overly reliant on working memory or processing skills. For example:


· Selecting a correct answer from a list is less intensive than  recalling an answer; 


· Manipulating facts or numbers presented on screen is less intensive than recalling facts.






[bookmark: _Toc427564386]Clarity of onscreen layout, including text size and line spacing


Simplified consistent layout can remove a layer of difficulty so that candidates can concentrate on interpreting the meaning of the content.


· Where possible keep all text left aligned.


· In long passages of text, use left justification only (i.e. ragged right margin).


· Keep font style changes to a minimum.


· Avoid long lines of text, italics and underlining as can make visual tracking more difficult.


· Minimal use of bold: just key words such as ‘which shape is not a triangle?’ or ‘select three’.


· Avoid text in block capitals. 


· Use bold and/or larger font for headings and emphasis.


· Use line breaks to separate out context information.


· Ensure the font used for fractions is an equivalent size to that used for text.


Presenting units of measures


· Where units of measure are used in mental arithmetic questions they should be written out in full, with the exception of £ and p. 


· Use a consistent approach to using abbreviation or words for units in written questions. 


· For example, do not write out kilometres if in other questions km is used. 


· Avoid the user of the word ‘pound’ for weight as easily confused with money. 


· Use ‘lb’ as the units. 


· Instructions relating to the units to be used for the answer should be given in a separate sentence after the question prompt.


[bookmark: _Toc427564387]Question wording, including ordering of information and sentence structure


Sentence structure and ordering of information


· Be concise and use short, simple sentences in a direct style.


· Use active rather than passive voice. 


· Wherever possible use clear and concise text. 


· Sentences should be kept short without any unnecessary information or ambiguous wording which can cause candidates with slow reading or processing skills to lose their train of thought and become distracted.


· Bullet points are easier to read than long sentences.


· Construct the question so that as far as possible context, facts and the text outlining the answer required are in separate sentences. Best practice is to present these in the following order:


· context


· facts


· answer required


· The wording of a question should follow the sequence/process for answering the problem.


· Give instructions clearly in the order you want them doing (e.g. ‘ you can go outside when you have finished your work’ becomes ‘finish your work and then you can go outside’).


Question wording


· The wording and content of a context can cause some candidates more difficulties than the mathematical knowledge and skills that are being tested.


· Check terms used in a question are consistent throughout the question i.e. in stem and answer options.


· Check command words are chosen judiciously to achieve a particular response. 
They should not just be varied for the sake of interest.


· Use monosyllabic words rather than polysyllabic words where possible in carrier language, e.g. replace ‘within’ with ‘in’ and ‘utilise’ with ‘use’.


· Colloquial phrases can cause difficulties, so avoid using them (e.g. replace ‘getting the hang of it’ with ‘ understanding’)


· Words and phrases with more than one meaning can cause difficulties (e.g. ‘carry out’ could mean ‘perform’, ‘do’, or ‘physically lift and move’)


· Try to have no embedded phrases or clauses (e.g. ‘The teacher supervising the child is tired…’; who is tired?)


· If pronouns are used, make sure they can refer only to one thing: if there is any doubt clarify it by using the name of the person or thing again (He took the plant out of the pot and weighed it: the plant or the pot?)


· Tell candidates what they have to do rather than expecting them to infer (e.g. instead of ‘Don’t shout the answer out’ use ‘If you know the answer, put your hand up’).


· Keep negatively worded questions to a minimum since they are more difficult to respond to (i.e.’ which of the following is not a xx’ is more difficult than ‘which of the following is a xx’).


· Avoid double negatives. 


· Use ‘no’, ‘not’, ‘none’ rather than hidden negatives such as ‘forbidden’, ‘refrain from’, or ‘desist’.


Additional considerations for mental arithmetic


· Information provided only in audio format should avoid words and numbers that sound similar as poor auditory processing may lead to confusion e.g. exhaustive/exhausted; thirteen / thirty.


· Do not start the question with a fact required to complete the calculation as candidates are more likely to mishear or forget items at the beginning of the question.


· A question requiring a candidate to remember 3 facts or more and manipulate these in a sequence of steps, it is likely to be significantly more difficult if you have poor working memory. Consider if the task can be rewritten or simplified while retaining the assessment criteria.






[bookmark: _Toc427564388]Presentation of information – design considerations for use of tables, diagrams and charts


Text and layout


· Ensure table headings and axis labels exactly match the terms in the question wording. It helps even to have the same use of upper and lower case.


· Ensure labels are readable in a similar font size to text. If possible, present all text in labels in a horizontal text direction (not vertical text).


· Information on the right hand side of the page, such as the key to a chart, is more likely to be missed. This is particularly the case when positioned to the right of any artwork.


Graphs and charts


· Large numbers of points on graphs that need to be identified and decided upon can take a very long time for some candidates. Be mindful of this when determining the number of points to be included in scatter graphs.


· Tracking horizontally across a screen to take readings from a chart or graph can be very difficult.  Grid lines should be used to aid the tracking process.  


· A grid line that disappears behind the fill used for a bar makes tracking more difficult.


· When using grid lines ensure they are not spaced at such small intervals apart that they could cause visual disturbance.


· On line graphs with multiple lines, use different markers for each line to assist with discriminating each data set. 


· Use clear colour differentiation on all the charts where multiple colours are needed.


· Charts should be large enough to support straightforward identification of key markings, e.g. the median value.


Tables


· Where candidates are required to track information across a row, avoid placing this row in the middle of the table. If possible, place it near the bottom of the table to assist with visual tracking.


· Add spacing above and below the contents of each cell to assist with discriminating between rows.


· Centre align contents of cells, unless there is a decimal point when content should be centred on the decimal point e.g:


	£1.20


	£11.20


Helen Claydon	9	14/08/2015
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Inclusion General Principles


For use with the Professional Skills Tests for prospective teachers.


Guidance for Item Writing Agencies


This guidance comprises a list of general principles around inclusion and accessibility, for item writing agencies and STA to consider when writing and reviewing test questions. 


Education experts with specialism in visual impairments, hearing impairments, dyslexia, dyscalculia, SEN, EAL and motor control as well as educational psychologists and experts on religious and cultural inclusion have contributed to this guidance. 





Please also refer to the equalities act: http://www.legislation.gov.uk/ukpga/2010/15 when considering all aspects of item writing. 



All questions should comply with this guidance as far as is practical.


1. Universal design checklist (based on guidance from the UK Association for Accessible Formats – UKAAF) 


· The concept/construct should be clearly defined. Are we clear about what we are intending to measure? Is the item effectively measuring this?


· Items should be unbiased. Are there characteristics that may create difficulties for particular groups of candidates? 


· Items should be easily modified. Can accommodations/modifications be easily made to allow access to modified test takers (i.e. blind and visually impaired candidates)?


· Instructions should be clear. Are instructions clear and in understandable language? Will a candidate’s experience, knowledge or language skills have a bearing on their level of understanding of the instructions? 


· Items should be legible. Will any physical features interfere with a candidate’s focus on, or understanding of, the construct that the question is assessing? 


· Readability and comprehensibility should be maximised. Is there irrelevant information or words in the item? Are there any low frequency words, idiom or jargon? Could any words be misread or misinterpreted? Do any words have unusual or irregular spellings? 


Diagrams, Graphics and Pictures


Diagrams can cause accessibility issues for candidates with visual impairments, but if diagrams are over cluttered or poorly designed they can be inaccessible for other groups too. Well-designed diagrams will allow access for the majority of candidates, and will also be easily modified for groups with visual impairments. 


· Diagrams should be presented in a clear, uncluttered way. Does the diagram contain unnecessary information? Could clutter be reduced by putting information in a different format/across two diagrams?


· Diagrams, graphics and pictures should be presented in a familiar form. Will the type/layout of the diagram be familiar to all candidates? If not what barriers may prevent candidates accessing the diagram? 


· Colours should reflect the colour blind palette and house style document.


Are all the colours as recommended? Is the juxta position light dark?





· What is shown in a diagram is clear. Is there adequate information so candidates know what a diagram is showing? Is it clear how the information links to the task? 


· Labelling should be clear. Are labels clear and in the house style? Is there ambiguity as to what a diagram is showing? 


· Shading should only be used when it is essential to the understanding of the diagram. 


· Gridlines should only be used when necessary to the diagram. Are gridlines creating background ‘noise’? 


· Text should be an appropriate size. Is text, at a minimum, equal in size to the standard text used in the test?


· Illustrative pictures. Is the interpretation of a picture required in order to answer a question? Will being able to access an illustrative picture be advantageous in answering a question? 


Language accessibility


Language accessibility principals are another useful tool in reviewing how accessible items are. It is useful to consider both context and content difficulty when looking at language accessibility. It is also important to look at the characteristics of the text alongside the characteristics of the reader, and the relationship between both. 





Characteristics of text


· Word difficulty. Will all words be familiar to all candidates? Is knowledge of words that are less familiar part of the construct being tested? 


· Sentence difficulty, Are sentences an appropriate length? Would information be better displayed across more than one sentence? Is the complexity of sentences appropriate? 


· Text cohesion, Is information presented in a structured, coherent way? Is information presented in the most appropriate order? 


· Content structure. Is there any ambiguity within the information? Are there an appropriate number of ideas expressed for the length of the text? Are there appropriate links where multiple pieces of information are given?


· Suitability for a range of candidates, Is the text accessible to both pre-university and post graduate candidates? Is the text laid out appropriately? Is understanding the content dependent on particular knowledge? 






2. Considerations for all aspects of inclusion to be considered where possible and appropriate, and to be discussed with STA when necessary


Question contexts


· Keep redundant context information to the minimum required to reduce the reading requirement.


· Avoid over use of technical language, unless it is what is being assessed.


· Use contexts that are engaging and relevant to the candidate. Contexts should be related to education.


· Aim to avoid topics that rely on knowledge of teaching that may be outside the experience of the candidate.


· Spelling sentences should not include words that can be easily confused, or outside a likely education vocabulary. 





Question wording


· Keep language as simple as possible.


· Be concise and use short, simple sentences in a direct style.


· Use active rather than passive voice.


· Sentences should be kept short without any unnecessary information or ambiguous wording which can cause candidates with slow reading or processing skills to lose their train of thought and become distracted.


· Layout of comprehension passages is important. Dense and lengthy paragraphs do not support candidates who are unable to skim and scan.


· For mathematics consider whether charts could convey information more clearly with reduced need for text. 


· Bullet points are easier to read than long sentences.


· Construct the question so that as far as possible context, facts and the text outlining the answer required are in separate sentences. Best practice is to present these in the following order:


· context


· facts


· answer required.


· The wording of a question should follow the sequence/process for answering the problem.


· Where there are multiple stages to instructions, use separate sentences where possible. 


· Instructions and layout throughout the assessment should be consistent. 


· Give instructions clearly in the order you want them doing (e.g. ‘you can go outside when you have finished your work’ becomes ‘finish your work and then you can go outside’).


· The wording and content of a context can cause some candidates more difficulties than the subject knowledge and skills that are being tested.


· Check terms used in a question are consistent throughout the question i.e. in stem and answer options.


· Check command words are chosen judiciously to achieve a particular response. They should not just be varied for the sake of interest.


· Use simple words where possible in carrier language e.g. replace ‘within’ with ‘in’ and ‘utilise’ with ‘use’.


· Colloquial phrases can cause difficulties, so avoid using them (e.g. replace ‘getting the hang of it’ with ‘understanding’).


· Words and phrases with more than one meaning can cause difficulties (e.g. ‘carry out’ could mean ‘perform’, ‘do’, or ‘physically lift and move’).


· Be aware of literal or alternative interpretations. 


· Try not to have embedded phrases or clauses (e.g. ‘The teacher supervising the child is tired…’; who is tired?).


· If pronouns are used, make sure they can refer only to one thing: if there is any doubt clarify it by using the name of the person or thing again (He took the plant out of the pot and weighed it: the plant or the pot?).


· Tell candidates what they have to do rather than expecting them to infer (e.g. instead of ‘Don’t shout the answer out’ use ‘If you know the answer, put your hand up’).


· Keep negatively worded questions to a minimum since they are more difficult to respond to (i.e.’ which of the following is not a xx’ is more difficult than ‘which of the following is a xx’).


· Avoid double negatives.


· Use ‘no’, ‘not’, ‘none’ rather than hidden negatives such as ‘forbidden’, ‘refrain from’, or ‘desist’.


· Avoid complicated abbreviations and acronyms (with the obvious exceptions of cms, kms etc).


· Avoid jargon.





Presentation


Appearance of questions on screen is defined by the style guide for the test deliver contractor.


Where a particular layout is required to make the item effective this should be communicated in the template.  Editable text cannot be formatted so the punctuation texts must not rely on particular pagination or hierarchies of text.  


· Minimal use of bold: just key words such as ‘which shape is not a triangle?’ or ‘select three’.


· Use bold consistently to highlight actions within questions 


· Avoid text in block capitals. 


· Use bold and/or larger font for headings and emphasis


· Use off white background where possible.


· Do not use pale font on a dark background and ensure there is sufficient contrast. 


· Do not use patterned backgrounds behind text. 


· Use line breaks to separate out contextual information from questions.


· Where colour backgrounds are used behind text, ensure there is sufficient contrast to distinguish the text. Avoid dark colour backgrounds.  


· Avoid text overlapping with illustrations and text in small blocks that could be missed.


· Avoid situating key information to the right of a chart.


· Avoid centred headings. This makes reading harder for candidates with visual tracking difficulties.


· Where instructions indicate that a line should be drawn between points or answers should be circled, ensure there is sufficient space for candidate to demonstrate they are selecting the right answers when poor coordination skills could make it difficult for them to mark the text appropriately. 


· Ensure that presentation is compatible with use of coloured overlays. 


· Consider the positioning of diagrams and text and try to be consistent.


· If there is a choice in the presentation of the question, avoid formats that require fine motor skills.


Presentation of information – design considerations for use of tables and charts


Item writing guidance provides detailed information about how to use style in charts and diagrams.  The following principles should be considered when designing questions to ensure there will be no problem as the item migrates to on –screen assessment.


Text and layout


· Ensure table headings and axis labels exactly match the terms in the question wording. It helps even to have the same use of upper and lower case.


· Ensure labels are readable in a similar font size to text. If possible, present all text in labels in a horizontal text direction (not vertical text).


· Information on the right hand side of the page, such as the key to a chart, is more likely to be missed. This is particularly the case when positioned to the right of any artwork.


Graphs and charts


· Large numbers of points on graphs that need to be identified and decided upon can take a very long time for some candidates. 


· Grid lines should be used on charts and graphs to aid the tracking process.  


· A grid line that disappears behind the fill used for a bar makes tracking more difficult.


· When using grid lines ensure they are not spaced at such small intervals apart that they could cause visual disturbance.


· On line graphs with multiple lines, use different markers for each line to assist with discriminating each data set. 


· Use clear shading differentiation on all the charts where multiple shades are needed, in line with the colour blind palette.


· Charts should be large enough to support straightforward identification of key markings, 
e.g. the median value.


· Avoid strong contrasts, eg black and white in busy diagrams.


Tables


· Where candidates are required to track information across a row, avoid placing this row in the middle of the table. If possible, place it near the bottom of the table to assist with visual tracking.


· Add spacing above and below the contents of each cell to assist with discriminating between rows.


· Centre align contents of cells, unless there is a decimal point when content should be centred on the decimal point e.g:


	£1.20


	£11.20


Presenting units of measures


· Use a consistent approach to using abbreviation or words for units in written questions. 
For example, do not write out kilometres if in other questions km is used. 


· Avoid the user of the word ‘pound’ for weight as easily confused with money. 
Use ‘lb’ as the units. 


· Instructions relating to the units to be used for the answer should be given in a separate sentence after the question prompt.


· Ensure correct labelling of diagrams where appropriate (ie ‘not to scale’)












3. Cultural and religious considerations for text selection (reading NCT and literacy skills test) which can also inform context choices (all tests)





Consider the following points with particular reference to the age group.  Skills tests comprehension will have greater freedom than KS1 & 2, but with the caveat of ensuring careful consideration is given to use of any topic referred to below: 





· Consider the context of an assessment. Some themes would be appropriate for a classroom discussion, but not appropriate for a test situation where candidates don’t have chance to talk about the issues raised and could take everything presented as factual. This doesn’t mean the topics couldn’t be broached in classrooms.


· Consider the Department for Education and the Standard and Testing Agency’s position of authority:


· Would this be perceived as our view? 


· Does the content contradict current government policy?


· Is the topic controversial and likely to cause public reaction?


· Avoid generalisations in terms of introductions to other cultures / countries. Don’t assume everyone is coming from the same place / perspective.


· Do not stereotype groups / nationalities. Fables that resolve these stereotypes are fine. Consider: 


· would the group feel dehumanised or offended?


· the aspect being portrayed, would you like it as a representation of your own culture?


· Think… can I justify the use of this text if STA receive a complaint? 


· If texts include references to disabilities, ensure use of the social model of disability. Don’t assume people suffer from the condition.


· Consider the intentions behind the texts.


· Take a balanced view  - don’t draw attention to situations that could cause offence to certain groups whilst trying to please other groups.





Content and contexts to consider carefully


· You would need a very clear justification for the use of any of the following: 





· ageist contexts / references 


· texts that mention mental disabilities – including depression


· contexts about bullying 


· references to drugs, alcohol, smoking etc


· references to serious illness / injury / death


· references to criminal behaviour – or anything which might be seen as endorsing/encouraging criminal/anti-social behaviour


· references to dares/daring/dangerous/violent behaviour 


· texts about celebrities


· references to aliens


· religious and contemporary political contexts 


· religious celebrations / birthdays


· references to teenage relationships


· reference to violence, corporal punishment, inferences of domestic violence, weapons, wars, fighting…


· texts that contain humour / sarcasm / are tongue in cheek


· texts in which the sun / moon are referred to as ‘God’ 


· references to pirates due to current events. If specifically rooted in historical non-fiction that would be fine





Animals


· It is fine to include pets and animals, but be aware of the tone. 


· Take care with anthropomorphism.


· Certain animals are less problematic than others. 


· Texts including pigs are fine, particularly in natural environments, however, avoid pigs as narrative heroes.


· The treatment of cows also has cultural sensitivities.


· Be aware of religious dietary restrictions eg pork, bacon, shellfish.





Magic


· There is a distinction between fantasy and magical creatures. 


· do not include: demons, witches, genie, jinns etc


· ok to include dragons, unicorns and most fantasy creatures


· The word ‘magic’ is controversial and would be best avoided.





Vocabulary to use cautiously


· Colloquial language


· Slang


· Unexplained acronyms


· Idioms / phrases and cultural references some candidates will be unfamiliar with 


· Culturally specific names – eg ‘gran’ without context or explanation


· Stereotypical dialogue


· Regional dialects 





Texts from other cultures


· Should be authentic.


· Should be representative.


· Be cautious around myths – do your research, some myths have different connotations in certain cultures.


· Texts from other cultures can be from within the UK.


Illustrations


· Include a balance of ethnicities.


· Don’t perpetuate stereotypes (ie disfigured baddies).


· Do as much as possible to portray diversity.
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Skills Test Item Writing Template – Fill in the blank


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type





			Numeracy


			


			


			


			1


			FB











			STA ID


			Trial Block Number


			Question Number





			


			


			











			Question text:
Please insert the question text here. 





			














			Question image (if applicable):
If the question includes a table, diagram, graph or chart please note that it will presented separately from the question text in the onscreen version of the question. Question text should be worded accordingly.





			














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





			











			Answer box 1: correct answer(s):
Please list all acceptable variations of the correct answer





			· 





			Answer box 2: correct answer(s):
Please list all acceptable variations of the correct answer. 
Only use this space if the question has more than one answer box.





			· 





			[bookmark: _GoBack]Correct answer method:
Please describe the steps in the most likely method(s) for reaching the correct answer.





			














			Notes for construction of images
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Skills Test Item Writing Template – 
multiple answer Drag and Drop (numeracy)


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type
please delete 
as applicable





			Numeracy


			


			


			


			[bookmark: _GoBack]1


			D&D











			STA ID


			Trial Block Number


			Question Number





			


			


			











			Question text:
Please insert the question text here. 





			














			Question image (if applicable):
If the question includes a table, diagram, graph or chart please note that it will presented separately from the question text in the onscreen version of the question. Question text should be worded accordingly.





			














			Alternatives:
Please list/describe the location of each area on which the answer cards are to be dropped.





			1) 





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





			a) 





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





			














			Rationale for answer options:
Please describe the rationale for each answer option (i.e. drag and drop card)





			














			Notes for construction of images
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Skills Test Item Writing Template – Hot Spot (numeracy)


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type
please delete 
as applicable





			Numeracy


			


			


			


			1


			HS











			STA ID


			Trial Block Number


			Question Number





			


			


			











			Question text:
Please insert the question text here. 





			














			Question image (if applicable):
If the question includes a table, diagram, graph or chart please note that it will presented separately from the question text in the onscreen version of the question. Question text should be worded accordingly.





			














			Hot spot areas:
Please include a copy of the table/diagram/chart/graph clearly indicating the borders for each hot spot area. 
If each hot spot each cannot be easily described, please include a unique number for each hot spot area.





			











			Correct answer(s):
Please provide details of the correct hot spot area(s).





			· 





			Rationale for answer options:
Please describe the rationale for each answer option (i.e. hot spot)





			














			Notes for construction of images
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Skills Test Item Writing Template – Mental arithmetic


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type





			Numeracy


			


			MA


			


			1


			FB











			STA ID


			Trial Block Number


			Question Number





			


			


			











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





			














			Onscreen text (Standard version):
Please insert any numbers or text that will be displayed onscreen here.





			














			Onscreen text version:
Please insert the question text here, as you would like it to display in the onscreen text version of the question. Typically numbers should be presented as numerals rather than as words.





			














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





			











			Answer box 1: correct answer(s):
Please list all acceptable variations of the correct answer





			· 





			Answer box 2: correct answer(s):
Please list all acceptable variations of the correct answer. 
Only use this space if the question has more than one answer box.





			· 





			Correct answer method:
Please describe the steps in the most likely method(s) for reaching the correct answer.
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Skills Test Item Writing Template – 
Multiple Choice / single answer Drag and Drop (Numeracy)


			Subject


			IWA ID


			Test Section


			Syllabus ref(s)


			Mark(s)


			Item Type
please delete 
as applicable





			Numeracy


			


			


			


			1


			MC  /  D&D











			STA ID


			Trial Block Number


			Question Number





			


			


			











			Question text:
Please insert the question text here. 





			














			Question image (if applicable):
If the question includes a table, diagram, graph or chart please note that it will presented separately from the question text in the onscreen version of the question. Question text should be worded accordingly.





			














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





			1) 





			Rationale for answer options:
Please describe the rationale for each answer option





			














			Notes for construction of images





			· 
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Item Audit Template


Item writing agency: _______________________


Date of handover: _________________________


Summary of coverage per work package


			Section


			Required number 
of questions


			Number of questions submitted





			Mental arithmetic


			36


			





			Written data


			21


			





			Written arithmetic


			27


			








Summary of item type coverage (written questions only)


			Item type


			Required number 
of questions


			Number of questions submitted





			Fill in the blank


			12 – 17


			





			Multiple choice


			16 – 22


			





			Drag and drop


			7 – 12 


			





			Hot spot


			3 – 8


			








Percentage of questions with diagrams/tables/charts/graphs (written questions only)


			Required percentage


			Total number 
of written ques submitted


			Total number of 
written ques with D/T/C/G


			Percentage 
of questions submitted





			75 – 95%


			


			


			








Percentage of questions with common stimulus (written questions only)


			Maximum percentage


			Total number of written ques submitted


			Total number of written ques with common stimulus


			Percentage of questions submitted





			25%


			


			


			








*For written questions only, the question stem can be used for up to three items. However, there must not be any ‘follow through’ from one item to another, i.e. the answer to one item should not be required to answer any subsequent items. No more than 25% of the total number of written questions should have stimulus in common with other items.






Coverage of the test specification


Mental arithmetic


			Number


			Required no. 
of questions


			No of ques.
submitted
(PRIMARY reference)


			No of ques.
submitted
(SECONDARY reference)








			· 1r


			4 - 6


			


			





			· 1f, 1g, 1h


			4 - 6


			


			





			· 1c, 1d, 1e


			2 - 4


			


			





			· 1l, 1m, 1n, 1o, 1p 1q


			3 - 5


			


			








			Measures


			


			


			








			· 1a


			3 - 5


			


			





			· 1b


			6 - 9


			


			





			· 1i, 1j, 1k, 1s


			7 - 10


			


			








Written data


			Written data


			Required no. 
of questions


			No of ques.
submitted
(PRIMARY reference)


			No of ques.
submitted
(SECONDARY reference)








			· 2a


			3 – 6 


			


			





			· 2b


			6 – 9 


			


			





			· 2c


			9


			


			















Written arithmetic


			Number


			Required no. 
of questions


			No of ques.
submitted
(PRIMARY reference)


			No of ques.
submitted
(SECONDARY reference)








			· 3u.1, 3u.2


			2 - 4 


			


			





			· 3h, 3i, 3g, 3l, 3m.1, 3m.2, 3m.3


			3 - 6


			


			





			· 3c, 3d, 3e, 3f


			2 - 4


			


			








			Measures


			


			


			








			· 3a


			4 - 6


			


			





			· 3b


			4 - 6


			


			





			· 3j, 3k, 3v, 3w, 3x, 3n


			2 - 4


			


			








			Statistics


			


			


			








			· 3o, 3p, 3q, 3r, 3y


			2 - 4


			


			








			Algebra


			


			


			








			· 3t


			2 – 3


			


			








[bookmark: _GoBack]
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Sheet1


			COST BREAKDOWN - Provision of Skills Tests [Literacy / Numeracy - delete as applicable]


			[Supplier Name]





			No			Requirement/Output			Work Package 1
Costs £			Work Package 2
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			£   - 0			£   - 0













image15.emf

Copyright  permissions letter V2.docx




Copyright permissions letter V2.docx

[image: ]Department for Education
53-55 Butts Road
Earlsdon Park
Coventry
CV1 3BH





Tel: 0370 000 2288





National Curriculum Assessments Helpline: 0300 303 3013


assessments@education.gov.uk


www.education.gov.uk/assessment





























Dear [         ]		Comment by PARKES, Catharine: Please ring/email the publisher before sending this letter in order to be able to send it to a named individual. 








Permission for Use of [Text Extract and/or Graphic]





The Standards and Testing Agency, an Executive Agency of the Department for Education, is responsible for developing Professional skills tests for trainee teachers, which includes commissioning the production of test questions. We are writing to you because we have identified [a piece of text / graphic] (“the Material”) that may be used in a Professional Skills Test for trainee teachers and we believe that you own the copyright in the Material. The details of the Material are as follows/ as set out in the attached Annex [x]:








[«EXTRACT» by «AUTHOR»


«NOTE»





[Insert title, edition, date published, page(s) on which the text/graphic appears. If the graphic/text appears on an electronic media source, the link/reference must be given here. If on a website, an print screen/print out/scan of the page  should also be provided.]]





It is not possible to say when or whether the Material will be used in a live test but it has been selected for use in the early stages of the test development process and subject to successful trialling, will go into an item bank for future use.





Section 32(3) of the Copyright, Designs and Patents Act 1988 permits the use of copyright-protected works for examination purposes. However, in accordance with Government policy in relation to Crown-owned copyright, when tests are retired from live use, STA intends to make all its Skills Test questions available for re-use on the National Archive website, subject to the terms of the Open Government Licence. Further information and a link to the Open Government Licence may be accessed via the following link:





http://www.nationalarchives.gov.uk/legal/copyright.htm.    





In order to be able to release Skills Test questions in this way, STA requests the following permissions from you as the copyright owner, for the duration of the Material’s copyright period:





1. the right to upload the Material to the National Archive website for the purpose of disseminating Skills Test questions;


2. once uploaded to the National Archive website, the right to make the Material available subject to the terms of the Open Government Licence, insofar as the Material forms part of the skills test questions.





STA will ensure that in the event that the Material is made available under the Open Government Licence, it is accompanied by an attribution statement which acknowledges both the source of the Material and your ownership of the copyright. 





We should be grateful if you would read the terms of the Open Government Licence and confirm that the above permissions are granted to STA by signing and returning the enclosed duplicate copy of this letter by [date], by registered post or password-protected email to:		Comment by WAITE, Josephine-LAO: Just suggestions – Geoff Locke will be able to input on the security issue


	





[                           ]


53-55 Butts Road,


		Earlsdon Park	


		Coventry CV1 3BH	





In the meantime, in light of the confidential nature of the Skills Tests, we would ask that you treat this request for permission to use the Material as confidential and do not disseminate or forward it to any third parties.








Yours etc,











--------------------------------


(Authorised signatory)











--------------------------------


(Position)


For and on behalf of The Standards and Testing Agency




















I confirm that [    ] is/I am the owner of the copyright in the Material [described in this letter/the attached Annex x] and I/ [     ] hereby agree[s] to grant a licence to the Crown for use of the Material on the terms set out in the above letter.











--------------------------------


(Authorised signatory)











--------------------------------


(Position)





For and on behalf of (copyright owner name and details)














ANNEX [x] (if required)
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The Future Works
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THIS DEED is dated [DATE]


Parties


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


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


Background


(A) The Assignor [has created the Works (as defined below) on the instructions of the Assignee.


(B) [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)].


(C) [By the Main Agreement (as defined below)] 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.


Agreed terms


1. Interpretation


1.1 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.]


[Main Agreement: an agreement dated [DATE] between the Assignor and the Assignee;]


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.


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


1.3 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.


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


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


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


1.7 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.


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


1.9 Writing or written includes faxes but not e-mail.


1.10 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.


1.11 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]. 


2. Assignment


[Pursuant to and for the consideration set out in the Main Agreement OR In consideration of the sum of £[AMOUNT] (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:


(a) 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]];


(b) 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


(c) 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.


3. 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.


4. 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]:


(a) the Works [and the Future Works] are [and will be] [its original work OR the original work of the author(s)], and have not been [and will not be] copied wholly or substantially from any other work or material or any other source;


(b) the Assignor is the sole legal and beneficial owner of the rights assigned by this Deed [and the Assignor is the sole author of the Works [and will be the sole author of the Future Works] which have not been [and will not be] created in the course of employment OR no other person apart from [NAME OF PERSON] was involved [or will be involved] with the Assignor in the creation of the Works [or the Future Works] which have not been [and will not be] created in the course of employment OR 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];


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


(d) the Assignor has not assigned or licensed and will not assign or license any of the rights assigned by this Deed 


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


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


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


(h) the Works [and the Future Works] contain nothing that is defamatory or indecent[; and]


(i) .]


5. Indemnity


5.1 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.


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


5.3 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.


5.4 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.


6. Moral rights


[The Assignor shall provide to the Assignee, on or before the date of this Deed, written absolute waivers from all authors of the Works in relation to all their moral rights arising under the Copyright, Designs and Patents Act 1988 and, so far as is legally possible, any broadly equivalent rights such authors may have in any territory of the world [and shall provide to the Assignee absolute waivers of all moral rights in each Future Work promptly on its creation].


OR


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


7. Further assurance


7.1 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].


8. 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.


9. Entire agreement


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


9.2 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.


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


10. Variation


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


11. Severance


11.1 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. 


11.2 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.


12. 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. [No counterpart shall be effective until each party has executed at least one counterpart.]


13. Third party rights


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


14. Notices


14.1 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:


(a) Assignor: [NAME OF CONTACT] [ADDRESS]


(b) Assignee: [NAME OF CONTACT] [ADDRESS]


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


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


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


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


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


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


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


15. Governing law and jurisdiction


15.1 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.


Schedule 1 The Works


Schedule 2 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


 





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


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


[SIGNATURE OF WITNESS]


[NAME, ADDRESS [AND OCCUPATION] OF WITNESS]


 


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


[SIGNATURE OF DIRECTOR]


Director
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DATED……………………………………………………..























(1)   SECRETARY OF STATE FOR EDUCATION





- and –








(2) XXXXXXXX
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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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Security procedures for test development suppliers
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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
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Security Policy:









External Suppliers
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