


o Reading (approx. 270 items and 7 texts) 
• Review of proposed KS2 English reading texts (approx. 35 texts) 
• Provision of a helpline and past papers service and validation of orders for 

KS1 and KS2 







 

  • equality plan and social value management 

 
 
Project Plan 

 

PM.3 

The Supplier must provide a detailed project plan detailing the resources, tasks and timescales required to 

be performed to mobilise and deliver the Services within the Agreement together with a summary 

milestone plan, which details the deliverables outlined in the PID, and requirements / dependencies upon 

STA. Both plans are to be kept up-to-date and communicated weekly or as required to STA. 

 
 
 
Process 
Management 

 
 
 
 
 
PM.4 

The Supplier must document, provide, and maintain all processes and procedures utilised in the delivery of 

the services, including interfaces with other relevant parties ensuring that all relevant standards are 

applied or adhered to including project management methodologies. 

 
 
The Supplier must keep a clear and comprehensive record of all electronic and hard copy papers at all 

times and full access must be granted to STA representatives for inspection where requested. 

 
 
 
Project 
Closure 
report 

 
 
 
 
 
 
 
PM.6 and 
MP.10 

The Supplier must formally close the call-off order by providing a Project Closure report. 
 
 
The Supplier must conduct a review of modification, proofing and production processes and provide a 

lessons learnt report to inform future cycles. 

 
The Supplier must conduct a review of the helpline activities, processes and past paper requests using 

feedback from schools and STA. (See MI Template in Document 6) 





 

 
 
 
 
 
 
 
 
 
 
Security Plan 

 
 
 
 
 
 
 
 
 
 

S.1 

The Supplier must ensure that a security manager is appointed who must have ultimate responsibility for 

all aspects of information governance and security management relating to the Supplier Services. 

 
 
The Supplier must produce and adhere to a security plan, based on and compliant with the principles, and 

outcomes required of government. 

Departments, in HMG Security Policy Framework (SPF) (see 
 
https://www.gov.uk/government/collections/government-security/ ). The plan shall incorporate detailed 

security policies, standards and controls, which may be those the Supplier operates within an ISO27001 

information security management system. This security plan shall cover all aspects of the Supplier 

services including physical security, infrastructure, platforms, transportation of sensitive material, 

applications and services and interfaces. 

 
The security plan shall be reviewed and approved by STA and, if necessary, must be updated to meet 

STA requirements prior to the commencement of the services. 

 
 

Data policy 

 The Supplier must have a policy in place, to be agreed with STA, to ensure the security of data on 

computers and the security of data on the network. 

The Supplier must ensure that: 
 

• all computers are password-protected 
• all computers lock automatically after five minutes of inactivity 









 

 
 
 
 
 
English 
Reading text 
review (if 
required) 

 
 
 
 
 
MP.2 

English Reading text review 
 
STA will provide the Supplier with a number of texts to complete an assessment on them. The Supplier 

must provide a written report to STA with the outcome of their assessment, providing information on all 

texts and stating whether they: 

• require no modification. 
• require modification and to what extent. 
• are unsuitable for modification or are unsuitable topics for children with special educational needs 

(SEN), visual impairment (VI) or hearing impairment (HI) 

Item 
Validation 
Trial Report 

 
 
 
 
 
MP.2 

Item Validation Trial Report 

The Supplier will receive copies of all items to be included in the Item Validation Trial (IVT) and must 
complete an initial assessment of them. The Supplier must provide a written report to STA with the 
outcome of their assessment. This report must provide information on all items and state whether they: 

• require no modification 
• require modification and to what extent 
• are unsuitable for modification or 
• are unsuitable topics for children with special educational needs (SEN), visual impairment (VI) or 

hearing impairment (HI) 



 

 
 
 
 
 
 
 
 
 
 

Technical 
Pre-test 
review 

 
 
 
 
 
 
 
 
 
 

MP.3 

Technical Pre-test review and report 

In advance of meeting 1, STA will provide the Supplier with copies of all items that are included in the 
technical pre-test (TPT) electronically via the portal. The Supplier must undertake an initial review of the 
materials to indicate potential modifications required for the different modified versions of the test. 
(Including where models may be required) The Supplier must use the item bank template provided by 
STA. (See Document 6) 

 
 
Modification meeting 1. 

The Supplier must attend Meeting 1 with STA staff to recommend, discuss and agree modifications based 
on the modifier's initial review of the items. 

 
 
The Supplier must take notes at the meeting and update the template provided by STA. These notes must 

be provided no later than 2 working days after the meeting to be signed off by STA Subject TDRs as an 

agreed record of decisions. 

 
 
 
 
 
Draft proofs 
of TPT items 

 
 
 
 
 
MP.4 

Draft proofs -TPT items 

Following Meeting 1, the Supplier must produce draft proofs for each TPT item, based on the agreed 
record of decisions from Meeting 1. 

 
 
The Supplier must provide all draft proofs of TPT items (electronically via the portal) for storage in the STA 

item bank. (See MP.10) 



 

 
 
Meeting with 
HI 
specialist(s) 

 
 
MP.7 

HI Meeting 

The Supplier must hold a meeting with HI specialist(s) to compile guidance (using a template provided by 

STA) to support pupils using BSL and / or lip reading. The specialists must have expertise in modifying for 

pupils in each subject / key stage using BSL and lip reading. This guidance will be included in the standard 

Test Administration Instructions (TAI) by STA. 

 
 
Discussion 
proof 

 
 
MP.5 

Before modification meeting 2 (Discussion proof) 

Once the Standard live test has been constructed, STA will provide the Supplier with the construction 
information. 

 
 
The Supplier must construct modified discussion test booklets. 

 
 
STA will indicate if there are any changes to the Standard test following Project Board 3 (Approval board). 
The Supplier must incorporate those changes to the booklets. 

 
 
Five working days before meeting 2, the Supplier must send both electronic and hard copies of discussion 
proof materials (excluding electronic copies of Tactile Braille) to STA: 

• Discussion MLP test booklets 
• Discussion Tactile Braille 
• Discussion braille transcript booklets (including diagram sketches/specifications) 
• Discussion MTAIs 
• Discussion mark schemes with proposed amendments (MSA). 
• Discussion model specifications (see Model Spec Templates in Document 6) 



 

   
At this stage we will require 3 hard copies of each document and 1 hard copy of Tactile Braille which 
may need to be delivered via a courier to various locations at different times.). A cover sheet should be 
included to clearly identify these are Discussion proofs for Meeting 2. 

 
 
 
 
 
 
 
 
 
 
 
 
Modified 
meeting 2 

 
 
 
 
 
 
 
 
 
 
 
 
MP.6 

Modification meeting 2. 

The Supplier, including project staff and modifiers, must attend Meeting 2 with STA. The purpose of the 
meeting is to discuss all materials and agree final modifications. 

The Supplier must maintain a complete record of decisions agreed at the meeting (updating the item bank 
template provided) on the following: 

 
 

• Discussion MLP test booklets 
• Discussion Tactile Braille 
• Discussion braille transcript booklets (including diagram sketches/specifications) 
• Discussion MTAIs 
• Discussion mark schemes with proposed amendments (MSA). 
• Discussion model specifications (see Model Spec Templates in Document 6) 

 
The agreed decisions will then be signed off by STA. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

First proof of 
all materials 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MP.8 

First proof (All materials) 

The Supplier must produce first proof of all materials based on the agreed record of decisions from 
meeting 2. 

 
 
The first proof must be quality assured before dispatch to STA, including a proof by the Supplier’s modifier. 

 
 
All materials must be quality assured to the highest standards to ensure that the modified tests do not 

include any errors or unintended differences from the standard tests. This must include: 

• a parallel read against the standard tests to ensure changes that have taken place in the standard 
test have been included 

• a review of modified documents to ensure that a consistent approach has been taken 
 
The Supplier must send the first proof of all materials to STA for STA’s first proofing round. The Supplier 
must send both electronic and hardcopies of discussion proof materials (excluding electronic copies of 
Tactile Braille). A cover sheet should be included to clearly identify these are First proofs. 

 
 
At this stage, the Supplier must provide 6 hard copies of each document and 1 hard copy of Tactile 
Braille (which may need to be delivered via a courier to various locations at different times). 

 
 
STA will return the first proof to the Supplier with any amendments clearly marked up electronically. The 
Supplier must make any amendments to the first proof accurately reflecting STA’s mark-up. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
Sign off proof 

 Sign-off Proof – All materials. 

Following the first proofing process, the Supplier must make any amends and will produce a final sign off 
copy and dispatch to STA. This will include a full list of all documents produced to ensure a full set of 
materials is received. 

 
 
The Supplier must provide the final figures of pagination after the sign-off proofs are delivered. The 
Supplier must provide estimated paginations if requested during previous proofing stages. 

 
 
STA will complete a sign-off proofing round, checking that all amendments have been made according to 
STA mark-ups from the first proof. 

 
 
If any further amendments are required as a result of errors by the Supplier, the costs of additional rounds 
of proofing will be borne by the Supplier. 

 
 
The Supplier must send the Sign-off proof of all materials to STA for STA’s sign-off proofing round. The 
Supplier must send both electronic and hardcopies of discussion proof materials (excluding electronic 
copies of Tactile Braille) 

 
 
At this stage, the Supplier must provide 4 hard copies of each document and 1 hard copy of Tactile 
Braille which may need to be delivered via a courier to various locations at different times. 

 
 
STA Head of Test Development Research (HoTDR) sign off. 



 

  
 
MP.9 

Following the sign-off proofing round and in preparation for the STA HoTDR sign-off, the Supplier must 

provide the following: 

• MLP test booklets - web and print ready PDF files 
• Braille test booklets in dxb and brf format 
• Braille transcripts - web and print ready PDF files 
• Separate cover sheets for the braille tactile in pdf, dxb and brf format 
• MTAIs - web and print ready PDF files 
• MSAs - web ready files PDF files 

Handover of materials and the format types will be confirmed at the start-up meeting. 
 
Post HoTDR sign-off. 

 
STA will provide a date and a location to the Supplier for delivery of all master templates for the production 

of braille artwork and Braille collation notes to hand over to the current Live Test Operations Supplier. 

 
 
Once approval to print has been achieved, the Supplier must provide all remaining ‘working files’ to STA. 

STA will confirm when these are required. 

Project close 
down report 

MP.10 Project close down report 

The Supplier must conduct a review of modification, proofing and production processes and provide a 

lessons learnt report to inform future cycles. 

The Supplier must provide all draft proofs of TPT items (electronically via the portal) for storage in the STA 

item bank. 

















 

Format of 
materials to 
be delivered 

 
 
DR.3 

Materials must be supplied at each appropriate stage in the following format: 
 

• a minimum of 2 hard copies 
• PDF files and/or open artwork files as required.PDF files and/or open artwork files as required. 

 
A full list of all documents produced must be provided to ensure completeness. 

Schedule for 
origination, 
proofing and 
sign off 

 
 
DR.6 

The Supplier must work with STA to agree a schedule for origination, proofing and sign off. 



















 

 
 
Delivery requirements 

 
 
DR.2 

The Supplier must deposit materials under 

development with STA in both hard and 

electronic copy at key stages throughout the 

cycle. 

To be confirmed on or after start-up 

meeting (dates for each subject may 

vary) 

 
Delivery requirements 

 
DR.3 

Materials must be supplied at each appropriate 

stage in the requested format 

To be confirmed on or after start-up 

meeting (dates for each subject may 

vary) 

 
Delivery requirements 

 
DR.6 

The Supplier must work with STA to agree a 

schedule for origination, proofing and sign off. 

To be confirmed on or after start-up 

meeting (dates for each subject may 

vary) 
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Department for Education 
Sanctuary Buildings 
Great Smith Street 
London SW1P 3BT 

 
Date: XXXX 

 
INVITATION TO TENDER (ITT) 

Modified Tests Framework STA-0299 - Call off 01 
for the Standards and Testing Agency 

 
 

1. This Invitation to Tender (ITT) has been issued by the Standards and Testing 
Agency (STA), an executive agency of the Department for Education (DfE) fo 
purpose of review of materials, modified test production, past paper service a 
provision of modified test helpline services. 

 
2. STA is responsible for producing national curriculum tests (in a standard and 

modified format) in mathematics, English reading and English grammar, 
punctuation and spelling for pupils in Key Stage 1 (KS1) and Key Stage 2 (KS 
Phonics Screening Check (PSC) and Reception Baseline assessments (RBA 
ITT consists of two work packages to provide materials in a modified format. 

 
3. Your organisation, along with others, is invited by the Standards and Testing 

Agency (STA) (acting on behalf of the Secretary of State for Education), to off  
tender for provision of Call off 1 from the Modified Tests Framework (STA-029 
the specification outlined in the following documents. 

 
Document 1 Instructions on the tendering procedures (Please also refer to th 
framework for Departmental standard requirements document) 

 
Document 2 Summary of requirements 

 
Document 3 Specification of requirements: 

a) Deliverables and outputs 

b) General functional requirements 

c) Functional requirements 

Document 4 Evaluation Process and Criteria 

Document 5 Modified Tests Framework Tender Response Document 
 

Document 6 Attachments and Appendices 
 
3 Please read the instructions on the tendering procedures carefully. Failure to 

with them may invalidate your tender which must be email 
 by 12:00hrs BST on 23 May 2023. 

 








