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Invitation to Tender

Provision of Curriculum Expert resource for the Standards and Testing Agency (Skills Tests Numeracy Curriculum Advisor)

Contract Ref:		STA-0160/24




	Name of Bidding company / Individual:
	

	Name of single point of contact:
	

	Email address:
	

	Phone Number:
	

	Postal Address:
	




	


[bookmark: _Toc309139678]1. INTRODUCTION
[bookmark: _Toc268270517][bookmark: _Toc269721180][bookmark: _Toc270072683][bookmark: _Toc270072933][bookmark: _Toc270072995][bookmark: _Toc309139679]
1.1 Purpose
This Invitation to Tender (ITT) has been issued by the Standards and Testing Agency (STA) in connection with a competitive procurement exercise (Ref: STA-0160/23).  The purpose of this procurement is to acquire Curriculum Expert resource to support test development processes within STA in relation to the professional Skills Tests for prospective teachers.  STA is looking to procure a Curriculum Advisor for Skills Tests Numeracy for the period 01 March 2019 and 31 January 2020.

[bookmark: _Toc268270518][bookmark: _Toc269721181][bookmark: _Toc270072684][bookmark: _Toc270072934][bookmark: _Toc270072996][bookmark: _Toc309139680]1.2 Structure
This document:
· sets out the context for the required services;
· outlines the planned procurement process; and
· contains a response section to evaluate the Bidder's proposed response to STA's requirements.

[bookmark: _Toc268270519][bookmark: _Toc269721182][bookmark: _Toc270072685][bookmark: _Toc270072935][bookmark: _Toc270072997][bookmark: _Toc309139681]1.3 Disclaimer and conditions
No information contained in this ITT or in any communication made between STA and any Bidder shall be relied upon as constituting a contract, agreement or representation that any contract will be offered. 

STA reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive process or to terminate the process at any time.

The information contained within this document is confidential and should not be disclosed except for purposes related to its completion.

[bookmark: _Toc268270520][bookmark: _Toc269721183][bookmark: _Toc270072686][bookmark: _Toc270072936][bookmark: _Toc270072998][bookmark: _Toc309139682]1.4 Freedom of information and transparency
STA is committed to open government and to meeting its legal responsibilities under the Freedom of Information Act 2000. All information submitted to a public authority may need to be disclosed by the public authority in response to a request under the Act. STA may also decide to include certain information in the publication scheme, which it maintains under the Act. 

STA also has a commitment to the Government's transparency initiative relating to public sector suppliers, their transactions and their contracts. This includes:
· publication of Tender or Quote documentation;
· publication of financial transactions relating to expenditure with third parties; and
· publication of new contracts.

If a Bidder considers that any of the information included in its response to this Invitation to Tender (ITT) is commercially sensitive, the information should be identified in the table below with an explanation of what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity. Bidders should be aware that, even where they have indicated that information is commercially sensitive, STA might be required to disclose it under the Freedom of Information Act or as part of the Government's transparency arrangements. 

	Section
	Commercial sensitivity
	Time period
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2. SPECIFICATION OF REQUIREMENTS
[bookmark: _Toc309139684]
This section of the ITT sets out the Specification of Requirements and should be read in conjunction with the following annexes which are provided towards the end of this ITT:
· Annex A: Test Development Process
· Annex B: Glossary of Test Development Terms

2.1 Overview
[bookmark: _Toc309139685]The Standards and Testing Agency (STA) is looking to procure a curriculum expert (Curriculum Advisor) to provide independent expertise for the development of the professional Numeracy Skills Tests for prospective teachers between 01 March 2019 and 31 January 2020.

STA is seeking to engage a Curriculum Expert who has:
· Substantial and recent expertise in Numeracy at GCSE level or beyond;
· Expertise in critically analysing assessment materials;
· An understanding of the format and demand of the professional skills tests;
· The ability to communicate effectively with various stakeholders, providing constructive feedback at all meetings and to provide workable solutions to any problems and/or issues identified during this project; and
· Experience of test / assessment development processes, gained from either previous work on the professional skills tests, or similar activity for another project (desirable).

The Curriculum Expert will be required to provide independent advice on the suitability of the professional skills tests. The Curriculum Expert will fulfil the role of a Curriculum Advisor.


2.2 The Role

We are looking to appoint a Curriculum Expert (Curriculum Advisor) who possesses excellent knowledge of their subject area to provide advice to ensure that test instruments are accurate, valid and meet the relevant test specifications. The Curriculum Expert will review assessment materials and comment on their suitability in assessing Numeracy skills and for the test population in relation to Skills Tests Numeracy.

The Curriculum Expert will have a thorough understanding of numeracy, including relevant professional experience and experience in the use of data. Such experience is likely to come from work in the classroom, as a subject advisor to schools, in curriculum development or test development.

The Curriculum Advisor will be expected to:
· Carry out rigorous review of all materials developed in relation to Skills Tests Numeracy and provide detailed feedback on materials reviewed and constructive suggestions for improvement;
· Review items created by item writing agencies or internal item writers, including item classification spreadsheets, and written report;
· Attend item writing interim review meetings;
· Review expert review meetings materials prior to resolution meetings and produce written reports;
· Attend and participate in resolution meetings and carry out review of items generated outside of the main expert review process;
· Attend and participate in project board meetings;
· Review new items for the agency;
· Review live mark scheme and other guidance documents and attend mark scheme finalisation meeting;
· Advise on the future development of items;
· Participate in test construction;
· Participate in review meetings and advise on future development.

The Curriculum Advisor is also  expected to work methodically with good attention to detail.  It is essential that Curriculum Experts have the ability to communicate effectively with various stakeholders, provide constructive feedback within a given brief and suggest solutions for any problems and/or issues identified.

The successful candidate must also:
· Be flexible and available to carry out their duties as and when required in agreement with the project team;
· Have the capacity to meet the requirements set out in this ITT document;
· Confirm that they are not working on the professional skills tests in any other capacity or, if they are, provide additional information in the Further Information Section of this ITT; and
· Provide details of any work currently being undertaken for awarding bodies, publishers, or other commercial organisations, related to the development of assessment materials. 

[bookmark: _Toc309139693]2.3 Conflict of interest
[bookmark: _DV_M249]Any conflicts of interest should be declared in the bidder’s application including other work for STA that could conflict with the objective and successful discharge of these services.

Those accepting work as a Curriculum Expert will not be able to accept other work on the development of the same tests. This includes, but is not limited to, pre-test marking, item writing and attending test review groups, teacher panels or inclusion panels as a panel member. Where other contracts are currently in place, the Curriculum Expert will be able to complete that work, but there may be some limitations as to the meetings they can attend in order to prevent a Curriculum Expert from reviewing their own work. 

[bookmark: _Toc308624825]2.4 Department resources 
The successful Bidder will be expected to work closely with:
· Test Development Researchers
· Skills Tests Project Manager

Most activity will occur at STA offices in London (Sanctuary Buildings, Great Smith Street, London, SW1P 3BT) or STA offices in Coventry (Cheylesmore House, 5 Quinton Road, Coventry CV1 2WT), with some additional QA and UAT activities at the offices of our suppliers. 

2.5 Allocation of work and timelines
It is anticipated that the Curriculum Advisor will be required for approximately 20 days over the period March 2019 – January 2020.  However, this is indicative only as the total number of days will be dependent on the amount of work requiring completion.

Timelines for individual assignments will be defined upon commencing each test development cycle.  Successful contractors will be required to agree with the contract manager the anticipated number of days to complete each assignment before commencing with the work. 

The meeting dates for Skills Tests Numeracy are currently unavailable but will be provided in due course once the contract is in place.  Please note that there is likely to be some curriculum expert activity taking place for Skills Tests Numeracy in March 2019.

The successful contractor would be expected to complete the work and attend the Skills Tests Numeracy meetings. Please indicate any non-availability in the Further Information section (Part C of Bidder’s Response).

Test Development Researchers will try to allow time for Curriculum Experts to review materials in order for their comments to be considered in meetings if they are not able to attend all meetings. There is an expectation that Curriculum Experts will attend as many meetings as they possibly can.

[bookmark: _Toc309139686]

3. INSTRUCTIONS TO BIDDERS

Bidders should read these instructions carefully as well as the Specification of Requirements section above (section 2) before completing the Tender documentation. 

These instructions are designed to ensure that all Bidders are given equal and fair consideration. It is important therefore that you provide all the information asked for in the format and order specified.  

The Bidder shall not make contact with any other employee, agent or consultant of the STA who is in any way connected with this procurement exercise during the period of the exercise, unless instructed otherwise by the STA. 

All material issued in connection with this ITT shall remain the property of the STA and shall be used only for the purpose of this procurement exercise. Any confidential STA information shall either be returned to the STA or securely destroyed by the Bidder (at STA’s discretion) at the conclusion of the procurement exercise.

The Bidder shall ensure that each and every proposed sub-contractor, consortium member and adviser abides by the terms of these instructions.

The STA shall not be committed to any course of action as a result of:
· [bookmark: _DV_M233]Issuing this ITT or any invitation to participate in this procurement exercise;
· [bookmark: _DV_M234][bookmark: _DV_M235][bookmark: _DV_M236][bookmark: _DV_M237]Communicating with a Bidder or a Bidder’s representatives or agents in respect of this procurement exercise; or 
· [bookmark: _DV_M238][bookmark: _DV_M239][bookmark: _DV_M242][bookmark: _DV_M243][bookmark: _DV_M245][bookmark: _DV_M247]Any other communication between the STA (whether directly or by its agents or representatives) and any other party.

Bidders shall accept and acknowledge that, by issuing this ITT, the STA shall not be bound to accept any application, and reserves the right not to conclude a contract for the services for which applications are invited.

The STA reserves the right to amend, add to, or withdraw all or any part of this ITT at any time during the procurement exercise.

[bookmark: _Toc309139687]3.1 Application validity
Your application should remain open for acceptance for a period of 30 days from the submission date.

[bookmark: _Toc309139688]3.2 Proposed contract
This contract will be let under the terms and conditions of contract ref: STA-0160/23.  The following special terms will be applied:
· The parties acknowledge that, except for any information which is exempt from disclosure in accordance with the provisions of the Freedom of Information Act (FOIA), the contents of this Order are not Confidential Information. STA shall be responsible for determining at its absolute discretion whether any of the content of the Order is exempt from disclosure in accordance with the provisions of the FOIA.
· Notwithstanding any other term of the Order, the Contractor hereby gives consent for STA to publish the Order publicly in its entirety, including from time to time agreed changes to the Order, as well as payments made in accordance with the Order.

Bidders should set out below any concerns relating to the use of the contract terms and conditions or Order Special Terms for this work, noting that STA gives no undertaking to agree to any changes.

	Contract Reference
	Issue
	Proposed mitigation

	
	
	


[bookmark: _Toc309139689]
3.3 Procurement and delivery timescales
The proposed procurement timetable is set out below:

	Date
	Stage

	08/01/2019
	ITT issued

	Midday 28/01/2019
	Deadline for clarification questions

	Midday 11/02/2019
	Deadline for submission of applications

	27/02/2019
	Notification to successful supplier 


[bookmark: _Toc309139690]
3.4 Clarification questions
[bookmark: _Ref270655914]Clarification requests should be submitted by e-mail only to TendersTD.STA@education.gov.uk and copied to Rashida.akbar@education.gov.uk.

In order to ensure equality of treatment of Bidders, STA intends to publish the questions and clarifications raised by Bidders, together with the STA's responses (but not the source of the questions), to all participants at regular intervals along with is ITT and the proposed contract.

Bidders should indicate if a query is of a commercially sensitive nature – where disclosure of such a query and the answer would or would be likely to prejudice its commercial interests. However, if STA at its sole discretion does not either consider the query to be of a commercially confidential nature, or one which all Bidders would potentially benefit from seeing, then STA will either:
· Invite the Bidder submitting the query either to declassify the query or allow the query, along with the STA’s response, to be circulated to all Bidders; or
· Request the Bidder, if it still considers the query to be of a commercially confidential nature, to withdraw the query.

STA reserves the right not to respond to a request for clarification or to circulate such a request where it considers that the answer to that request would be likely to prejudice its own commercial interests.

[bookmark: _Toc309139691]3.5 Preparation of application
Bidders are solely responsible for their costs and expenses incurred in connection with the preparation and submission of their application. Under no circumstances will STA, or any of their advisers, be liable for any costs or expenses borne by Bidders, sub-contractors, suppliers or advisers in this process.

Bidders are required to complete and provide all information required by the STA. Failure to comply with these requirements may lead STA to reject an application.

STA relies on Bidders' own analysis and review of information provided. Consequently, Bidders are solely responsible for obtaining the information which they consider is necessary in order to make decisions regarding the content of their applications and to undertake any investigations they consider necessary in order to verify any information provided to them by STA during the procurement process.  

[bookmark: _Toc309139692]3.6 Confidentiality
All information supplied by STA to Bidders must be treated in confidence and not disclosed to third parties except insofar as this is necessary to obtain sureties for the purposes of submitting the Quote. 

All information supplied by Bidders 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.

3.7 Daily rates and payment
Bidders must state their daily rate in Part C of Section 5 (Bidder’s Response).  Any successful applicants will be paid on the completion of the relevant work.  Travel and subsistence will be paid in line with government guidelines. For overnight stays accommodation will be paid for within the limits of government policy.

[bookmark: _Toc309139695]3.8 Submission of applications
The application must be submitted in the form specified by completing the Bidder’s Response section and using Arial 12 font and in English.  Word limits must be adhered to and material in excess of these limits will not be evaluated.

Bidders must submit their responses in electronic format as a Microsoft Word 2016 (or equivalent) of the Bidders Response with their name (individual applicants) or their organisation name (if bidding company) in the document title.

Applications must be received by midday on 08 February 2019 and should be sent to TendersTD.STA@education.gov.uk and copied to Rashida.akbar@education.gov.uk.

Applications will be accepted at any time up to this deadline but will not be opened or evaluated until the deadline has passed. 

Any application received after the deadline may be rejected unless the Bidder can provide irrefutable evidence that the application was capable of being received by the due date and time and that delivery failure was beyond their reasonable control.

[bookmark: _Toc309139696]3.9 Right to reject/disqualify
The STA reserves the right to reject or disqualify a Bidder where:
· the Bidder fails to comply fully with the requirements of this ITT, including proper completion of the format for response, or is guilty of a serious misrepresentation in supplying any information required in this document; or
· [bookmark: _Toc309139697]there is a change in identity, control, financial standing or other factor relating to the Bidder that impacts on the selection and/or evaluation process.

3.10 Debriefing
Following the conclusion of the process, all unsuccessful Bidders will have the opportunity of a debriefing. Unsuccessful Bidders should notify STA by email that they wish to be debriefed. STA will aim to debrief unsuccessful Bidders within 10 working days of receiving such a request.

[bookmark: _Toc309139698]

4. EVALUATION METHODOLOGY
[bookmark: _Toc309139699]
4.1 Basis of award decision
· Technical Evaluation		70%
· Commercial Evaluation		30%

Applications will be reviewed individually against the stated criteria and evaluated in order to determine the most advantageous solution for STA in line with the contract ordering process.

[bookmark: _Toc309139700]4.2 Evaluation process
Applications will be formally logged upon receipt. Any application that is received after the deadline may be rejected.

Following the deadline, a compliance check will then be conducted on all bids that are received on time to determine whether they correspond to the application requirements. STA may reject any application that does not comply with these requirements.

	Evaluation sections and questions
The method of scoring the evaluation sections will be a 5 point scale, evaluators will use this to assign a score to each evaluation question response:



	Score
	Guidance

	0
	No response submitted

	1
	The answer does not demonstrate that the Bidder possesses the relevant ability, flexibility, understanding, skills, resource and quality measures required to meet the Agency’s requirements.

	2
	The answer includes some of the evidence specifically requested by the question and demonstrates that the Bidder possesses the relevant ability, flexibility, understanding, skills, resource and quality measures required to meet some of the Agency’s requirements, but with some major omissions.

	3
	The answer includes most of the evidence specifically requested by the question and demonstrates that the Bidder possesses the relevant ability, flexibility, understanding, skills, resource and quality measures required to meet most of the Agency’s requirements, but with some minor omissions.

	4
	The answer includes all evidence specifically requested by the question and demonstrates that the Bidder possesses the relevant ability, flexibility, understanding, skills, resource and quality measures required to meet the Agency’s requirements in full.


[bookmark: _Toc309139701]
4.3 Award decision
[bookmark: _Toc270073007][bookmark: _Ref271010389][bookmark: _Toc309139702]Tender evaluation will comprise three stages:
1) Legal evaluation – confirmation of acceptance of the terms and conditions of the standard Contract 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 and experience in numeracy teaching and assessment (Question 1)
	35%

	Experience in theories and techniques of assessment (Question 2)
	20%

	Knowledge and expertise of GCSE level work in Maths or numeracy (Question 3)
	15%

	Competency based exercise (Question 4)
	30%



3) Commercial evaluation – assessment of the price for the services as set out in the pricing schedule

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 60% for their technical score will then be considered for award.
· The tender will be awarded to the bidder with the highest combined score.










			 Page 2 of 27

5. BIDDER’S RESPONSE
[bookmark: _Toc309139703]
Part A: General

Please provide responses to questions in the table below:  Please note that these will not be scored.

	How many years’ knowledge and experience in numeracy do you have?
	Please specify


	Are you able to demonstrate knowledge and understanding in the field of numeracy? 

This knowledge could be gained in a practical setting, such as in the classroom or as an LA advisor, or through writing materials or curricula. Experience of assessing numeracy through test development will be looked on favourably, but the candidate would also need to demonstrate wider experience of the numeracy field in addition to test development experience.
	Yes / No
 

	Do you have expertise in critically analysing learning and assessment materials and developing solutions for issues identified?
	Yes / No


	Can you confirm you are not working on the professional skills tests in any other capacity or, if you are, that you agree to the associated condition and will provide additional information in the Further Information Section of this ITT?
	Yes / No


	Can you be flexible and available to review materials, attend meetings and carry out other duties as and when required in agreement with the project team?
	Yes / No


	Do you have capacity to meet the requirements set out in this ITT document?
	Yes / No


	If you are currently in employment, please confirm that you have agreed with your employer that you will be able to meet the requirements for this contract.  
	




Part B: Expertise and Experience

Applications will be evaluated solely on the responses and associated evidence provided by the Bidder in this section of the ITT.  The weighting being applied to each question is provided next to each question. 

Please note that all questions in this section are mandatory and will be scored according to the following 5-point scale:

	Score
	Guidance

	0
	No response submitted

	1
	The answer does not demonstrate that the Bidder possesses the relevant ability, flexibility, understanding, skills, resource and quality measures required to meet the Agency’s requirements.

	2
	The answer includes some of the evidence specifically requested by the question and demonstrates that the Bidder possesses the relevant ability, flexibility, understanding, skills, resource and quality measures required to meet some of the Agency’s requirements, but with some major omissions.

	3
	The answer includes most of the evidence specifically requested by the question and demonstrates that the Bidder possesses the relevant ability, flexibility, understanding, skills, resource and quality measures required to meet most of the Agency’s requirements, but with some minor omissions.

	4
	The answer includes all evidence specifically requested by the question and demonstrates that the Bidder possesses the relevant ability, flexibility, understanding, skills, resource and quality measures required to meet the Agency’s requirements in full.



Please provide an answer for each question explicitly. References to answers in other questions/sections may not be considered, and could result in a lower score being applied.

Evaluators cannot take into account previous knowledge of your delivery unless it is included in the bid, therefore please be explicit about outcomes you have delivered and provide clear evidence and examples of your skills and experience.

	Q1.  In no more than 750 words, please give details of your experience of numeracy teaching and assessment.   

You should provide details of where your expertise has been used in other circumstances, such as other test development situations, as an advisor to curriculum development or reviews, to LAs, at conferences or in academic or education articles.

Your response should demonstrate substantial experience in your chosen subject, clearly outlining how expertise was developed over time.

Question weight: 35%

	Bidder’s Response:




















Word count = 


	Q2. In no more than 500 words, please outline your experience in the theories and techniques of assessment.

Question Weighting = 20%

	Bidder’s Response:


























Word count = 


	Q3.  In no more than 500 words, please provide details of knowledge and expertise of GCSE level work in Maths or numeracy.

Your response should demonstrate understanding of work covered in Maths or numeracy at this level, as well as personal qualifications.

Question weight: 15%

	Bidder’s Response:





















Word count =


	Q4.  You have been provided with some example items for the numeracy skills test as embedded documents below. 

Please look at the items provided and answer the following questions.  The maximum word limit for this question is 750 words.
1. Comment on the suitability or fitness for purpose of the example items provided in the section below.
2. Identify potential solutions to any issues identified with the example items. 
3. Provide details of likely misconceptions / incorrect answers to be given by candidates for each question.
4. Provide a rationale for the answers that you give.

Your response should: 
1. Demonstrate the ability to communicate effectively with various stakeholders, provide constructive feedback at meetings and offer solutions to identified problems and/or issues;
2. Demonstrate outstanding communication skills particularly written skills;
3. Evidence the understanding of clear, concise, stimulating, challenging and accessible materials;
4. Demonstrate the ability to review test materials from a subject perspective; and
5. Demonstrate the ability to critically review test materials in order to make the materials more valid.






Skills Tests Numeracy



Question weight: 30%

	Bidder’s Response:










Word count =




The technical quality threshold is 60%.  


[bookmark: _Toc270073015][bookmark: _Ref271010909][bookmark: _Toc309139711]Part C: Pricing and Further Information

Please answer the questions in the table below.  Please note that the daily rate provided will be used for pricing evaluation (total weighting = 30%).  All other question responses will not be scored.

	Please provide your daily rate excluding VAT.
	£

	Are you classed as a Small Medium Enterprise (SME)?
	Yes / No 

	Is VAT to be charged in addition to your net bid? VAT registered suppliers are encouraged to satisfy themselves whether VAT should be charged. The services as set out in this ITT may be exempt under the relevant HMRC legislation VATEDU.  
	

	If you are currently working on any test development / marking activities for STA or any other organisation, please provide details here.
	

	Please indicate periods of known unavailability for the duration of the contract.
	

	Please confirm that all monies you are receiving in respect of contract(s) you have with the Department for Education are being paid into your company bank account.
	




Declaration by Bidder

I have examined STA's requirements and the additional special terms set out in this ITT, and hereby offer to enter into a contract with STA for the required services and at the prices set out in this ITT.

I furthermore warrant that:

· I have the required corporate authority to sign this Tender;
· There has been no breach of STA's confidentiality requirements; 
· There is no conflict of interest in our proposed delivery of this service;
· There has been no collusion with other Bidders or potential Bidders;
· There has been no canvassing of STA staff; and
· The 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 Quotes on behalf of [organisation name]:
	





Annex A: Test Development Process
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Annex B: Glossary of Test Development Terms

This is a glossary of terms commonly used in test development. Not all terms will be relevant to every subject specification. 

Contractors should note that, in the event of a conflict between the following glossary and the definitions contained within the contract terms and conditions, the definitions within the contract shall take precedence.

	Term 
	Definition

	Cultural review
	This is a review that considers the cultural suitability of the items in terms of appropriateness for the full range of candidates.

	Curriculum advisors
	These are members of STA staff or affiliated consultants that have a knowledge and understanding of the curriculum in England and how it is applied in schools. Their input is required at a number of stages in the test development process.

	DD, Test Development
	Deputy Director, Test Development – manager of the Test development and Psychometrics and Assessment teams.

	English as an Additional Language (EAL)
	Candidates who have learnt a language other than English as their first language.

	Expert review
	This is the process by which items and other test materials are reviewed by various experts to assess their suitability. Reviewers will look at a range of things, including the suitability of materials for the target population and whether they assess the Programme of Study at the appropriate difficulty.

	File structure
	The file system and naming convention provided by STA in which to save the items, texts, artwork and papers. 

	HI
	Hearing Impaired versions of the tests are produced. See ‘Modified tests’.

	HoPA
	Head of Psychometrics and Assessment

	HTDR
	Head of Test Development Research

	Inclusion
	Inclusion involves making the test accessible to as many candidates as possible, including those with a variety of special educational needs including candidates with English as an additional language and candidates with disabilities. 

	Item
	An item is a unit which can be used to construct a test. Items are often called ‘questions’, but the item includes more than just the wording of the ‘question’. It also includes how the answer is constructed or formatted and the mark scheme. 
Items can take a number of forms including multiple choice, true/false, matching, cloze, keys, completing diagrams or graphs and open response items. 
An item is typically worth 1 mark. 
An assessment unit can have two sub-parts, but if these can be marked independently, they would be considered as two items. 

	Item classification
	This is the process by which the features of an item are defined. Features of an item include which part of the syllabus is being assessed, the number of marks, etc.

	Item group
	A group of Items, and can range from a single Item to a complete Test Paper. Items may be grouped for a number of reasons in the test development process, but this is mainly used in marking.

	Item-level data
	‘Item-level data’ means the collection of mark data for individual Items on pupil Test Scripts.

	Item shell
	This is an item which is devoid of specific content, into which specific content is introduced, in order to develop a range of different items. 

	Live test
	A test that has gone ‘live’ in test centres. ‘Live’ tests remain confidential.

	Mark scheme
	The rubric which explains the creditworthy responses or the criteria that must be applied to award the mark for an item.

	Modification
	Modified versions of the tests are available for hearing impaired candidates. 

	Modified tests
	A test that has been modified for pupils with a hearing impaired (HI), which is the same as the standard version only with no audio and, in the example of the spelling section for literacy tests, multiple answer options.

	Question
	In common usage ‘question’ is often used in place of item (see definition for ‘Item’).


	Special Educational Needs (SEN)
	Candidates with SEN must be taken into account when developing the tests. 

	Specification
	A detailed definition of requirements for the contract. 

	Syllabus
	Contains information about the structure of the test and the skills / knowledge being tested.

	TDR
	Test Development Researcher – there are a number of researchers in each subject.

	Test
	Each test paper is compiled from items. 

	Test construction
	The process used to agree the items to be included in a test.
When the items going into a test have been agreed, the e-assessment agency will construct the onscreen version of the test. 

	Test or item review group
	A group convened by STA to review the items submitted by the item writing agency. The group is made up of ITT tutors, local authority consultants and other education or inclusion experts.

	Test materials
	A more generic term for assessment materials that may include items, papers, tests, mark schemes, marker training materials and administrator guidance. 

	Trialling (or pre-testing)
	Trial is a generic name for potential test items and/or papers to be sat under specified conditions in test centres with candidates. 
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Comment on the suitability or fitness for purpose of the example items provided in Appendix 1. Identify potential solutions to any issues identified within those example items. Provide details of likely misconceptions / incorrect answers to be given by candidates for each question and provide a rationale for the answers that you give.



· Demonstrates the ability to review and reference test materials from a curriculum perspective.

· Demonstrates the ability to critically review test materials in order to make the materials more valid.

· Demonstrates outstanding communication skills particularly written skills.

· Demonstrates the ability to offer solutions to identified problems and/or issues.

· Evidences clear, concise, stimulating, challenging and accessible materials.

In order to demonstrate the skills above, the potential associates should review the items in Appendix 1 below, alongside the Skills Tests Test Framework. 

Bidders should aim to provide up to 600 words in response to this question.





Appendix 1 – Example Materials



Refer to the following example questions for your response to Question 4 in the ITT document



Skills Test Item Writing Template – 
Fill in the Blank (audio)

		Subject

		IWA ID

		Test Section

		Syllabus ref(s)

		Mark(s)

		Item Type
please delete 
as applicable



		Numeracy

		Q1

		Mental arithmetic

		3a

		1

		FB







		

		 Audio text: 

Please insert the text that will be read out here. 









		

		 The school library is open for five hours twenty minutes per day on Monday and Wednesday, and for six hours thirty minutes per day on Tuesday and Thursday. 

What is the total time the library is open each week? 



		



		









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



		6 hours 30 minutes



		

		 Onscreen text (HI version): 

If the content of the onscreen display will be different for the hearing impaired version, please include the alternative text here. 









		The school library is open for 5 hours 20 minutes per day on Monday and Wednesday, and for 6 hours 20 minutes per day on Tuesday and Thursday. 

What is the total time the library is open each week? 



		Answer space: 

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





		_________ hours 





		Answer box 1: correct answer(s): 

Please list all acceptable variations of the correct answer 





		

· 24 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. 





		· 



		Alternatives (HI spelling only): 

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





		1)










Skills Test Item Writing Template – 
Hot Spot

		Subject

		IWA ID

		Test Section

		Syllabus ref(s)

		Mark(s)

		Item Type
please delete 
as applicable



		Numeracy

		Q2

		Written data

		 2b. 2c

		1

		HS







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



		In preparation for literacy teaching a newly appointed Year 2 teacher looked at the number of languages spoken by pupils in three classes of the year group in the school. 

Click on the class which has half of all of the pupils in the year group who speak exactly two languages. 







		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). 





		· Class W







Skills Test Item Writing Template – 
Multiple Choice / single answer Drag and Drop

		Subject

		IWA ID

		Test Section

		Syllabus ref(s)

		Mark(s)

		Item Type
please delete 
as applicable



		Numeracy

		Q3

		Written data

		 2a

		2

		MC







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



		To inform a discussion on Key Stage 2 mathematics test results, the subject leader presented the following graph showing the percentage of pupils achieving level 4 and above. 





Indicate all the true statements:



		Alternatives: 

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





		1) The school’s results were better than the national results in two of the five years (KEY) 

2) The school’s results were within 2% of the national results in each year 

3) The improvement for the school from year 2 to year 6 was 3 percentage points better than the national improvement from year 2 to year 6 (KEY) 
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