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Invitation to Tender

Provision of Quality Assurance resource for the Standards and Testing Agency

Contract Ref:		STA-0229




	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-0229).

The purpose of this procurement is to acquire resource to support Quality Assurance processes within STA in relation to the tests that STA are responsible for developing.

STA is looking to procure a pool of proofers to quality assure key stage 1 and key stage 2 national curriculum tests, reception baseline assessments and professional skills tests in literacy and numeracy to ensure that these tests are accurate and of high quality.  The national curriculum tests include the year 1 phonics screening check, English reading (key stage 1 and key stage 2), English grammar, punctuation and spelling (key stage 1 and key stage 2), mathematics (key stage 1 and key stage 2), the year 4 multiplication tables check (MTC) and key stage 2 science. 

Government policy changes may bring other assessments within scope of any contracts awarded to successful suppliers.


[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. Under no circumstances shall STA incur any liability in respect of this ITT or any supporting documentation and STA will not reimburse any costs incurred by Bidders or potential Bidders in connection with preparation and/or submission of their responses.
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

	

	
	


[bookmark: _Toc309139683]

2. SPECIFICATION OF REQUIREMENTS
[bookmark: _Toc309139684]
2.1 Overview
[bookmark: _Toc309139685]STA is looking to recruit a pool of proof readers to work with us to improve and assure the quality of our assessment materials. Bidders should be experienced professionals from a range of backgrounds including the key stage 1/key stage 2 curriculum, teaching, assessment, marking and editorial work, who can offer specialist or professional skills such as subject knowledge and/or proofing training or experience in paper and on-line environments.
There are two key areas:
· Paper-based review including proofing
· On-screen review including proofing, quality assurance and functionality

Ensuring overall quality at STA includes the following activities:

Paper-based and on-screen proofing to ensure:
· accuracy and consistency within and across documents;
· that tests and mark schemes reflect each other;
· the materials meet editorial and the style guidelines; and
· that the modified tests reflect and/or match the live tests, as appropriate.

Quality Assurance and User Acceptance Testing (UAT) of online tests to ensure 
· accuracy of content compared with previous versions;
· accuracy and consistency within and across test versions;
· test delivery programme function;
· information presentation;
· scoring accuracy; and
· reporting accuracy. 


2.2 The Roles 
We are looking for individuals or organisations who have a good understanding of the national curriculum for key stages 1 and 2 in England, in English reading / literacy, English grammar, punctuation and spelling, science or mathematics / numeracy, including application of skills and use of data in addition to relevant professional experience. 

Experience is likely to come from the classroom, working as a subject advisor to schools, curriculum development, test development or wider assessment development or from a publishing or professional proofing background.  

Additionally, experts engaged for proofing will have experience of proofing complex materials, on paper and preferably on screen. For the purposes of quality assuring the skills tests and the key stage 2 multiplication tables check, experience of QA and UAT in an e-assessment environment is desirable, but not essential.  All proof readers are expected to possess the essential skills of working methodically with high attention to detail.  The ability to communicate effectively with various stakeholders, providing constructive feedback within the remit of the brief and suggesting solutions for any problems and/or issues identified is also essential.

STA is looking to recruit to the following roles:

Subject specialists: Subject specialists are required to have excellent knowledge of their subject area and ensure that the test materials are accurate and in line with the test specifications as well as the current National Curriculum.  These proofers will be required to review materials in development to ensure all elements associated with the subject are correct (in the context of the age of pupils being assessed) and will stand up to scrutiny.

Editorial Proofers: Editorial proofers are expected to have experience in proofing and editorial environments and will be expected to check the layout and wording of the tests.  They will need to check on all house styles that apply to tests, confirm that the items meet the test style guides and ensure they are error free.

Marking Proofers: Marking proofers will need to review the tests and mark schemes and ensure the marks awarded for each question are appropriate.  They will be required to review the tests to ensure that the tests and mark schemes (and coding frames) reflect each other, that each item has a clear answer, that the mark schemes are usable and that none of the answers given are incorrect. Marking Proofers should have recent marking experience in the relevant key stage.

Grammar Proofers: Grammar proofers will be expected to ensure that all materials reflect, the grammar in the key stage 2 English grammar, punctuation and spelling tests and ensure grammatical accuracy of other materials. This is not a check of the content of the grammar test.

[bookmark: _Hlk2590818]Fresh Pair of Eyes Proofers: Fresh pair of eyes proofers are individuals who have not previously seen the materials and are expected to identify issues which may be seen when looking at tests for the first time, for example during test week. They should have recent teaching experience for the relevant age group so that they can recognise potential areas for concern. They will be required to check for any potential content overlaps, that the questions make sense and can be answered, that the children have all the information they need to answer the questions and there is no assumed information required (other than curriculum content being assessed).

User Acceptance Testers (UATs): User acceptance testers are required to check the system functionality as well as the content of onscreen tests and ensure that these are fit-for-purpose.  User acceptance testers are only required for the onscreen tests -  namely, the Literacy and Numeracy Skills Tests for teachers and the key stage 2 Multiplication Tables Check.  The User Acceptance Testers will review assessment materials on screen for accuracy and functionality to ensure test outcomes for candidates.  They will match onscreen texts and diagrams to those on paper handover copies; consider accuracy and appropriateness of materials; monitor the scoring, reporting and pass mark; record checks and defects; follow a checklist of responses and ensure that scoring and reporting are correct; and, check that pass and fail results are awarded for appropriate scoring outcomes.

The successful candidates for all roles must:
· Have experience of proof reading paper-based materials and / or on-screen materials;
· Have expertise in reviewing assessment materials;
· Be available to review materials in various locations when required, subject to agreement with the relevant project team;
· Have the capacity to meet the requirements set out in this ITT; and
· Confirm that they are not working on the tests in any other capacity or if they are, they must provide additional information in the Further Information Section of this ITT. 

The successful candidates for subject specialist, marker, grammar and fresh pair of eyes proofer roles must:  
· Have knowledge and experience of at least one of English reading / literacy, grammar, punctuation and spelling, science and mathematics / numeracy; and
· Have experience as a key stage 1 and / or key stage 2 marker in the subject of expertise, if applying as a marker proofer.

All Quality Assurance proofers are expected to possess the essential skills of working methodically with high attention to detail. The ability to communicate effectively with various stakeholders, providing constructive written and verbal feedback within the remit of the brief and suggesting solutions for any problems and/or issues identified is also essential.


[bookmark: _Toc308624825]2.3 Department resources 
The successful Bidders will be expected to work closely with:

· Test Development Researchers; and
· Project Managers.

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). For on-screen assessments, some activity will occur at any of our contractors’ workplaces. 


2.4 Specification of requirements

A brief overview of the types of proofers required by STA for each of the different key stage subjects and the Skills Tests over the life of this ITT is provided in the relevant sections below.  People can apply for a number of the proofing areas and curriculum areas, if they have appropriate experience and expertise.

Please note that the requirements in relation to proofer numbers set out below are indicative at this stage.  Work will be awarded subject to availability and number of proofers on the framework.
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Group 1: Paper based Quality Assurance

	Type of proofer
	Essential qualities of proofer
	Subjects or assessments 
	Indicative requirements (no. of proofers and no. of days for 2 year contract)

	Subject specialists
	Excellent subject knowledge

Prior experience of proofing

	Phonics screening check
	1 Subject specialist for 2 to 6 days

	
	
	KS1 and KS2 English reading
	5 Subject specialists (minimum) for 1 to 12 days each

	
	
	KS1 and KS2 English GPS (grammar, punctuation and spelling)
	5 Subject specialists (minimum) for 1 to 10 days each

	
	
	KS1 and KS2 mathematics
	5 Subject specialists (minimum) for 1 to 12 days each

	
	
	KS2 science
	5 Subject specialists (minimum) for 1 to 10 days each

	
	
	Skills Tests – literacy
	2 Subject specialists for 1-3 days each

	
	
	Skills Tests – numeracy
	2 Subject specialists for 1-3 days each

	Fresh pair of eyes proofers
	Familiarity with the tests overall and teaching experience is important.

No prior involvement with the items in development and no prior sight of these test materials.

Fresh pair of eyes proofers will be expected to proof read all subjects.
	Phonics screening check


KS1and KS2 reading



KS1 and KS2 English GPS (grammar, punctuation and spelling)

KS1 and KS2 mathematics


KS2 science



Skills Test – literacy



Skills Test – numeracy
	6 Fresh Pair of Eyes proofers for 1 day each

8 Fresh Pair of Eyes proofers for 1 - 4 days each

8 Fresh Pair of Eyes proofers for 1 to 3 days each


8 Fresh Pair of Eyes proofers for 1-4 days each

5 Fresh Pair of Eyes proofers for 1 to 4 days each

3 Fresh Pair of Eyes proofers for 1 to 3 days each

3 Fresh Pair of Eyes proofers for 1 to 3 days each

	Marker proofers
	Subject knowledge

Marking experience in the appropriate subject and key stage



	KS1 and KS2 English reading
	5 Marker proofers for 1 to 12 days each

	
	
	KS1 and KS2 English GPS (grammar, punctuation and spelling)
	5 Marker proofers for 1 to 10 days each

	
	
	KS1, KS2 mathematics
	5 Marker proofers for 1 to 12 days each

	
	
	KS2 science
	5 Marker proofers for 1 to 10 days each

	Grammar, punctuation and spelling (GPS) proofers
	Strong curricular understanding of the grammar in GPS

Subject knowledge (in GPS)

	KS1 and KS2 English reading

KS1 and KS2 mathematics

KS2 science
	5 Grammar proofers for 1 to 10 days each – to be utilised across all 3 subjects

	Editorial proofers
	Editorial proofing expertise.

Familiarity with the style guides for the tests.

Subject knowledge is less important for editorial proofers.

Editorial proofers will be expected to proof read all subjects. 
	Phonics screening check

KS1 and KS2 English reading


KS1 and KS2 English GPS (grammar, punctuation and spelling)

KS1 and KS2 mathematics

KS2 multiplication check

KS2 science




	1 Editorial proofer for 1 to 4 days

5 Editorial proofers for 1 to 12 days each

5 Editorial proofers for 1 to 10 days each


5 Editorial proofers for 1 to 12 days each
1 Editorial proofer for 1 day

5 Editorial proofers for 1 to 10 days each





Group 2: Screen based Quality Assurance

STA is looking to recruit those with relevant experience in digital assessment QA or UAT or working on skills tests to check the system functionality as well as the content of onscreen tests and ensure that these are fit-for-purpose.  User acceptance testers are only required for the onscreen tests - at present, the Literacy and Numeracy Skills Tests for teachers and the key stage 2 Multiplication Check.  We are looking to recruit the following:
· 2 User Acceptance Testers for 1 to 5 days each to quality assure the key stage 2 multiplication check.
· 12 User Acceptance Testers for 4 to 8 days each to quality assure the literacy and numeracy for the Skills Tests.
· Subject knowledge of either English or mathematics is desirable, but not essential and prior experience of UAT in digital environments is preferable.  User Acceptance Testers for the Skills Tests are required to have:
· Expertise in either English literacy OR numeracy, preferably at GCSE level;
· Recent experience in proof reading on paper and on screen;

2.5 Timescales
The proofing roles will be for 2 years from August 2019 to July 2021.

Timelines for individual assignments will be defined upon commencing each test development cycle.  Successful contractors will be required to confirm with the contract manager their availability for QA and UAT activities as requested.

The periods when most proofing is likely to take place is between October and May of each year. QA and UAT will be taking place throughout the year. Details of the specific times will be outlined closer to the times when work is required.


[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 employee, 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 Framework Ref: STA-0229.  The contract will be for a period of two years from 1 August 2019 to 31 July 2021.  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 Framework 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]
A copy of the draft contract is included in the Appendix for your information.


3.3 Procurement and delivery timescales
The proposed procurement timetable is set out below:

	Date
	Stage

	03/04/2019
	ITT issued

	Midday 15/05/2019
	Deadline for clarification questions

	Midday 29/05/2019
	Deadline for submission of applications

	17/07/2019
	Notification to successful supplier s and contracts issued

	18/07/2019 – 31/07/2019
	Successful suppliers to sign and return contracts

	01/08/2019
	Contract start date


[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.gsi.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.


[bookmark: _Toc309139693]3.7 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.

Curriculum advisors will not be able to act as proofers for the subject / key stage for which they are currently contracted. 

Expert review panel members will not be able to act as a fresh pair of eyes proofer for the subject / key stage that they have been a panel member for.

Senior marking team members for a key stage 2 subject will be able to apply for a marker proofer role, but will not be involved in the proofing of the final live test.

Bidders should not be employed by the item writing agency that is contracted by STA to develop test materials.


3.8 Daily rates and payment
The daily rate for all types of proofing work is £250. VAT is not applicable and individuals will be taxed at source.

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]3.9 Submission of applications
The application must be submitted in the form specified by completing the Bidder’s Response section and using Arial 11 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 document (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 29 May 2019 and should be sent to TendersTD.STA@education.gsi.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]3.10 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
· 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.
[bookmark: _Toc309139697]
3.11 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
Applications will be evaluated in order to determine the most advantageous solution for STA in line with the Framework ordering process. Applications that meet the quality threshold of each applicable section will be added to the Quality Assurance Framework 2019 –2021.

There will be two groups within the Framework and based on your choices indicated below and your application you will be added to 1 or more of these groups.
· Paper-based Quality Assurance; and
· Screen-based Quality Assurance.


[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.

Applications will be evaluated solely on the responses and associated evidence provided by the Bidder in the following sections of this ITT.

The method of scoring the evaluation sections will be a 0 - 4 point scale. Evaluators will use this to assign a score to each evaluation question response.

	Score
	Description

	4 marks
	A score of 4 will reflect that the bidder has demonstrated highly relevant experience and expertise and therefore has a high probability of successfully delivering the required work.

	3 marks
	A score of 3 will reflect that the bidder has demonstrated sufficient relevant experience and expertise and therefore has a good probability of successfully delivering the required work.

	2 marks
	A score of 2 will reflect that the bidder has demonstrated some relevant experience and expertise and therefore has some probability of successfully delivering the required work.

	1 mark
	A score of 1 will reflect that the bidder has not demonstrated relevant experience and expertise and therefore is unlikely to be able to successfully deliver the required work.

	0 marks
	No answer provided. 



[bookmark: _Toc309139701]4.3 Award decision
Applications will be reviewed individually against the stated criteria. All applicants who exceed the threshold scores for each applicable section will be considered for inclusion on the Framework.

[bookmark: _Toc270073007][bookmark: _Ref271010389][bookmark: _Toc309139702]Successful applicants will be logged against the subject and proofer type (‘Combination’) according to their indications and if they have provided satisfactory evidence to support their selections.


4.4 Allocation of Work
Work will be awarded on first come first served basis subject to availability of proofing experts.  We will write to all successful proofers on the Quality Assurance Framework 2019-2021 the first time we require proofers for each proofing category and award the work to those experts who express an interest first. The next time we require these services, we shall write to the proofers again but remove those who were awarded work the first time around from the circulation. Subsequent work will continue to be allocated using this method (i.e. those already allocated work will be excluded) until all proofers on the framework have been allocated one piece of work, subject to the volume of work available. Once all proofers have been allocated work, the cycle will repeat. Allocating work in this way is designed to ensure fairness and mitigate the risk of work always being awarded to the same individuals.

4.5 Quality
A quality assessment will be carried out upon completion of each allocated piece of work. Proofers who pass the quality assessment will be eligible for later allocation according to the rules above.
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5. BIDDER’S RESPONSE
[bookmark: _Toc309139703]
Please provide responses to questions in the table below:

	How many years’ experience of proofing print-based materials do you have?
	

	How many years’ experience of on-screen User Acceptance Testing (UAT) do you have?
	

	Have you previously undertaken any formal training in proofing print-based materials?
	Yes / No

	Have you previously undertaken any formal training in on-screen User Acceptance Testing (UAT) processes?
	Yes / No

	Please list any formal training undertaken / qualifications which you have in relation to print-based proofing and on-screen UAT.
	




Please indicate on the grid below with an ‘X’ any areas of work you wish to be considered for. As much evidence as possible should be provided to support your selections by answering the questions in the relevant sections which follow.

Please note that Editorial proofing, Fresh Pair of Eyes proofing and Grammar proofing roles are subject non-specific.  Those selected for these roles will be expected to cover all subjects.









	
	Subject specialist
	Editorial proofer
	Marker proofer
	Grammar proofer
	Fresh Pair of Eyes proofer
	UAT Expert

	Phonics

	
	
	
	
	
	n/a

	English reading KS1
	
	
	
	
	
	n/a

	English reading KS2 
	
	
	
	
	
	n/a

	English GPS KS1
	
	
	
	
	
	n/a

	English GPS KS2
	
	
	
	
	
	n/a

	Maths KS1

	
	
	
	
	
	n/a

	Maths KS2 

	
	
	
	
	
	n/a

	Multiplication Check KS2
	
	
	
	
	
	

	Science KS2

	
	
	
	
	
	n/a

	Skills Test
- Literacy
	
	
	
	
	
	

	Skills Test 
- Numeracy
	
	
	
	
	
	






Applications will be evaluated solely on the responses and associated evidence provided by the Bidder in the following sections of the ITT.  The quality and grammatical accuracy of the application itself will also be taken into account.

Please note that different people may score the responses for different questions; therefore it is important that you include all relevant information in the response for each question even if this duplicates information that you have given in other responses.

Evaluation criteria set out in section 4.2 will be used for evaluating responses to questions provided by bidders in Parts A to G.  The evaluation criteria are set out below for ease of reference.

	Score
	Description

	4 marks
	A score of 4 will reflect that the bidder has demonstrated highly relevant experience and expertise and therefore has a high probability of successfully delivering the required work.

	3 marks
	A score of 3 will reflect that the bidder has demonstrated sufficient relevant experience and expertise and therefore has a good probability of successfully delivering the required work.

	2 marks
	A score of 2 will reflect that the bidder has demonstrated some relevant experience and expertise and therefore has some probability of successfully delivering the required work.

	1 mark
	A score of 1 will reflect that the bidder has not demonstrated relevant experience and expertise and therefore is unlikely to be able to successfully deliver the required work.

	0 marks
	No answer provided. 



Please note that Part A below is MANDATORY: All applicants MUST complete this section in order to be considered for enrolment onto the Quality Assurance Framework.  Failure to provide responses to questions in this section will result in your application being rejected.



Part A: Quality Assurance (Mandatory Section)

	Expertise and experience of Quality Assurance


	Q1.  In no more than 750 words, please give details of your expertise and experience in quality assuring and proof reading print based materials, including any formal training in print-based QA processes).  

Provide details where expertise has been used in other educational settings, such as educational publishing, other test development situations, to LAs, at conferences or in academic or education articles.

Your response should demonstrate substantial experience in the quality assurance of print-based materials (and in on-screen environments if applying for UAT roles). 

Please note that the quality of your application will also be taken into account.


Question weight: 60%

	Bidder’s Response:










Word count = 


	Q2.  To demonstrate your proofing ability, please complete the proofing exercise contained in the embedded PDF document below by identifying and marking up any errors.  

Please read every page carefully and mark up any errors you find either directly onto the PDF electronically, or printed off, hand written and scanned back in.

Errors may be related to content, grammar, house style, font, layout etc. Please mark up anything you feel could be a mistake.

Please note that the scoring criteria for this question will be as follows:

4 marks = 81%-100% of errors have been identified
3 marks = 61%-80% of errors have been identified
2 marks = 31-60% of errors have been identified
1 marks = 30% or less of the errors have been identified
0 marks = No errors have been identified / proofing exercise has not been completed

Question weight: 40%

	






The technical quality threshold is 60%.  


Role related response: All applicants must complete at least one of the sections below, matching their selections in the table on page 18.

Part B: Subject specialist

	In no more than 500 words, please give details of your expertise in your subject area(s) and provide details where expertise has been used in other circumstances.

Your response should demonstrate substantial experience in at least one of the following: English (Reading, Grammar, Literacy, Phonics) or mathematics (including numeracy) or science, clearly outlining how expertise was developed over time.

Question weighting: 100%

	Bidder’s Response:










Word Count = 



The technical quality threshold is75%.













Part C: Editorial proofer

	In no more than 500 words, please give details of your expertise in editorial proof reading. 

Your response should:
· demonstrate substantial experience in Editorial proofing; and
· demonstrate familiarity with the style guides for tests.

Question weighting: 100%

	Bidder’s Response:










Word Count = 



The technical quality threshold is75%.


Part D: Marker proofer


	In no more than 500 words, please give details of your expertise in marking and your familiarity with the national curriculum test mark schemes

Your response should demonstrate substantial experience in marking in at least one of the following: English (reading, grammar, literacy, phonics) or mathematics (including numeracy) or science, clearly outlining how expertise was developed over time.

Question weighting: 100%

	Bidder’s Response:










Word Count = 



The technical quality threshold is 75%.








Part E: Grammar proofer

	In no more than 500 words, please give details of your expertise in grammar associated with the KS1 and KS2 curricula and provide details of where grammar proofing has been used.

Your response should demonstrate substantial experience in grammar checking and use.

Question weighting: 100%

	Bidder’s Response:










Word Count = 



The technical quality threshold is75%.


Part F: Fresh Pair of Eyes proofer

	In no more than 500 words, please give details of your proof reading expertise and provide details of where fresh pair of eyes proofing expertise has been used.

Your response should demonstrate experience in at least one of the following: English (reading, grammar, literacy, phonics) or mathematics (including numeracy) or science, clearly outlining how expertise was developed over time.

Question weighting: 100%

	Bidder’s Response:










Word Count = 



The technical quality threshold is75%.


[bookmark: _Hlk3198744][bookmark: _Toc270073015][bookmark: _Ref271010909][bookmark: _Toc309139711]Part G: User Acceptance Testers

	[bookmark: _Hlk3198688]In no more than 500 words, please give details of your expertise in your subject area(s) and also indicate any experience you have of quality assurance in an on-screen environment (this should include any formal training or qualifications in UAT processes or software testing and examples of where you have used this expertise.

Your response should demonstrate:
· prior experience of UAT or software testing;
· substantial and recent expertise in English grammar, punctuation and spelling OR substantial and recent expertise in mathematics; and
· recent experience in QA in an on-screen environment

Question weighting: 100%

	Bidder’s Response:










Word Count = 



The technical quality threshold is75%.


Additional questions (not scored)


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

	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.
	




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 if applicable]:
	





APPENDIX: DRAFT CONTRACT

This draft contract document is for your information only.  Successful bidders will be issued with contracts following the conclusion of the procurement process.
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First name


Middle name


Last


Date of birth Day Month Year


School name


dfe number


2019 national curriculum tests


Key stage 1


QA ITT task *non-secure*


E00070A0110







Page 2 of 10 


QA ITT task *non-secure*


[BLANK PAGE]


Please this page.


E00070A0210







Page 3 of 10 


QA ITT task *non-secure*


Questions and answers


You have one hour to complete this test, answering the questions in the answer 
booklet. Read one text and answer the questions about that text before moving 
on to read the next text. There are three texts and two sets of questions.


In this booklet, there are different types of question for you to answer in different 
ways. The space for your answer shows you what type of question is needed. 
Write your answer in the space provided. Do not write over any barcodes.


�Short answers 
Some questions are followed by a short line or box. This shows that you need 
only write a word or a few words in your answer.


�Several line answers 
Some questions are followed by a few lines. This gives you space to write more 
words or a sentence or two


�Longer answers 
some questions are followed by a large box. This shows that a longer, more 
detailed answer is needed to explain your opinion. You can write in full sentences 
if you want to.


�Selected answers 
For some questions you do not need to write anything at all and you should tick, 
draw lines to, or put a ring around your answer. Read the instructions carefully so 
that you know how to answer the question.


Marks


The number under each line at the side of the page tells you the 
maximum number of marks for each question.


You should work through the booklet until you are asked to stop, referring to your 
reading booklet when you need to. When a question includes a page referee, you 
should refer to the text on that page to help you with your answer.


You have one hour to read the texts in the reading booklet and answer the 
the question in these booklets.


Instruction


Page 17 of 10 E00070A0310
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QA ITT task *non-secure*


Write a sentence using the word point as a verb. 
Do not change the word.  
Remember to punctuate your sentence correctly.


  


 
 
 


Write a sentence using the word point as a noun. 
Do not change the word.  
Remember to punctuate your sentence accurately.


  


38


1 mark
 


1 mark
G003547


(b)


KS2 item template version 1.2


G003547  –  13 March 2019 2:41 PM – Version 5


KS2 item arithmetic template version 1.0


M004539  –  10 October 2016 12:25 PM – Version 1


7 89994 + 7643 =


 
1 mark 


 


E00070A0410
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QA ITT task *non-secure*


17


(page 10)


The greedy man’s first surprise was that there was no gold  


or silver on the moon.  


 


On page 11, what was the second big surprise for the  


greedy man?


 


1 mark 
R024950 


R024950  –  10 October 2016 12:41 PM – Version 2


E00070A0510
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QA ITT task *non-secure*


Next morning William wrote a 


message and tied it to Bella’s 


leg. “Fly away home!” he said. 


I can do it, thought Bella. She 


flew straight to the Harbour 


Cafe. The other fishermen set out 


to rescue William and his boat. 


“Brave Bella!” said William. 


“When I get a new boat you can 


come with me whenever I go to 


see.” Bella was happy. 


At the end of the story, Joe was happy. Why?


 


1 mark 
R024965 


6


R024965  –  10 October 2016 12:45 PM – Version 1


E00070A0610
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QA ITT task *non-secure*


 Josh investigates if the distance he  
 puts the lamp from the block affects  
 the length of the shadow on the floor. 


 Josh records their results in the  
 table below.


 


Distance of lamp 
from block (cm)


Length of block’s 
shadow


5 7


10 9


15 12


20 14


25 17


 
Describe the relationship between the distance of the lamps from 
the block and the length of the shadow.


 Josh found out that the distance of the lamp from an object does affect 
 how long the shadow is.  
 
 He wants to find out more about how to change shadow size


Suggest another investigation that Josh could carry out using 
the same lamp and block to find out more about how the size of a 
shadow changed.


b


Distance from block to 


 


1 mark
 


WSUe


c


 


1 mark
 


WSUd, 
P3e


KS2 science_shadows  –  13 March 2019 2:50 PM – Version 1


KS2 item arithmetic template version 2.1 (2017)E00070A0710
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QA ITT task *non-secure*


Tick to show whether each sentence is written in the  


past tense or the present tense. 


 


Sentence
Past  Present 


tense


Aziz gave out the paint pots. 


Aziz spills water on the table.


Aziz will need some glue.


  


 


1 mark 
G004885 


19


G004885  –  13 March 2019 2:53 PM – Version 1


1  The numbers in this sequence increase by 14 each time.


Write the missing numbers.


82   96 125   138
2 marks
M003127


M003127_pimpernel  –  10 October 2016 12:59 PM – Version 2


KS2 item template version 1.1


3C1


E00070A0810
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QA ITT task *non-secure*


There are 50 crayons in a box. 


  


Sam takes 17 crayons. 


 


Kemi takes 10 crayons. 


 


How many crayons are left? 


 


crayons
 


2 marks
 


M003882 


Show 


your 


working


28


M003882  –  10 October 2016 1:01 PM – Version 5


E00070A0910
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Using infromation from the text, tick one box in each row to show whether 
each statement is true or false. 
 


True False


Two families fought for the throne.


maria’s family symbol was the lion.


The monument was for a prince.


It was hot on the island?


 


11


 mark
 


KS2 item template version 1.1


R026282  –  13 March 2019 2:54 PM – Version 3


E00070A01010
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Dated:    DD / MM / 2019



[bookmark: party1]



Contract No STA 0229/XX





(1) Secretary of State for Education



- and -



(2)  [Name of QA Proofer], [name of organisation if applicable]











[bookmark: heading1]AGREEMENT FOR STANDARDS AND TESTING AGENCY QUALITY ASSURANCE GROUP (August 2019 – July 2021)







[bookmark: draft]

























[bookmark: day1]THIS AGREEMENT IS MADE BETWEEN:



(1) [bookmark: one2]The Standards and Testing Agency (“STA”), acting on behalf of the Secretary of State for Education, Sanctuary Buildings, Great Smith Street, London, SW1P 3BT

And



(2) [Name and postal address of QA Proofer]



1. [bookmark: two2][bookmark: three2][bookmark: _Toc507315495][bookmark: _Toc104955117][bookmark: _Toc104955258][bookmark: _Toc104955367][bookmark: _Toc104956470][bookmark: _Toc105401637][bookmark: _Toc105401705][bookmark: _Toc196193608][bookmark: _Toc358795324]Duration

[bookmark: _Toc104955259][bookmark: _Toc104955368][bookmark: _Toc104956471]This Agreement shall commence on 01 August 2019 and shall expire on 31 July 2021 subject only to earlier termination in accordance with the terms of this Agreement. 



2. SERVICES

2.1 The member’s consultancy for the Test Development Team, Quality Assurance Group.

The quality assurance group (QAG) will provide independent expertise to the various proofing stages of test development. 

The extent of the services will be provided in advance to the selected members via a call-off order form, an example of which is provided in the Annex to this agreement.



2.2 Quality

You will be expected to: 

· Contribute fully and positively to the whole process and bring to bear your full breadth of knowledge and understanding as a quality assurance expert. 

· Prepare for, and attend all applicable QA sessions in person, and take a full and active part in the process.

· Provide feedback on the materials in the agreed format and within the agreed timeframe.

2.3 Quality Assessment

A quality assessment will be carried out upon completion of each allocated piece of work. Members who pass the quality assessment will be eligible for later allocation according to the process outlined in section 8. Those who do not pass the quality assessment will no longer be eligible for later allocations.



2.4	Venues

Most activities related to this will take place at the following STA offices. In some instances, on-screen QA may be hosted by the software provider at their offices.



Department for Education

Cheylesmore House

5 Quinten Road

Coventry

CV1 2WT



Department for Education

Sanctuary Buildings

Great Smith Street

London

SW1P 3BT



3. Renumeration

A flat daily rate of £250 plus travel, subsistence and reasonable expenses, in line with government regulation will be paid.

Individuals will be taxed at source.

Limited companies will not be taxed at source.

VAT is not applicable.   

Payment of the fees due will be made on a rolling basis. On completion of any work, an invoice should be submitted for fees and expenses, all original receipts and / or tickets must be attached to the invoice, for audit purposes.



4. Payment Terms

Payment of the fees will be made within 30 days upon receipt of an invoice.

Individuals will need to claim via the STA fees and payments system.

Limited companies will claim using purchase orders.



5. expenses

5.1	The member shall be entitled to be reimbursed by the Department for expenses. Expenses will be limited to the rates stipulated below and in the supporting documentation. Expenses will only be paid if supported by a valid receipt.

5.2 	For the avoidance of doubt where stated rates apply these shall be based on the Department’s rates at the time of awarding the Contract and shall be fixed for the duration of the Contract.

5.3 	All travel and accommodation in pursuance of the work covered in this contract will be booked independently by the member whilst adhering to the Department’s travel policy as stated in 5.4 to 5.4.2.

5.4 	Travel and accommodation costs will only be payable as actual costs incurred, subject to the Departmental rates shown below:

5.4.1 All QAG members should use economy class air tickets, or an alternative which costs the same or less, with a few exceptions. With prior agreement, members with disability or health reasons who are unable to secure suitable facilities in economy class, may travel business class. Members who manage to purchase a cheaper business class ticket than an economy ticket for the same journey, may also travel business class (a copy of the price comparisons must be printed off and retained for audit purposes).

5.4.2 Such reasonable travelling and hotel expenses shall be limited as follows and no other out of pocket expenses will be allowable.

Hotel accommodation, bed and breakfast: the Department to reimburse the Contractor’s actual expenditure which shall not exceed the Department’s rates of London £110.00 including VAT, elsewhere £75.00 including VAT;

Rail travel: the Department to reimburse the Contractor’s actual expenditure which shall be restricted to standard class;

Car mileage: the Department to reimburse the Contractor at the Department’s “Public Transport Rate” (PTR) of 25 pence per mile;

Taxis: the Department to reimburse the Contractor’s actual costs only where their use can be justified against public transport.



6. [bookmark: _Toc104955125][bookmark: _Toc104955294][bookmark: _Toc104955404][bookmark: _Toc104956507][bookmark: _Toc105401645][bookmark: _Toc105401713][bookmark: _Toc196193613][bookmark: _Toc358795328]CONFLICT OF INTEREST

The members of the QAG must be independent of any involvement with the item development of the national curriculum tests for English reading, English grammar, punctuation and spelling, mathematics or science, or for the Professional Skills Tests for Prospective Teachers.

[bookmark: _Toc104955276][bookmark: _Toc104955385][bookmark: _Toc104956488]Subject to the terms of this Agreement, the member is free to perform services for any other person, firm, company or organisation, provided that the performance of such services does not or is not likely to result in a conflict of interest between the performance of the Services, and the performance of services for the other party or parties.  The member must notify STA immediately if it becomes aware of any potential conflict of interest under this clause.

[bookmark: _Toc507315502][bookmark: _Ref526659223][bookmark: _Toc104955126][bookmark: _Toc104955295][bookmark: _Toc104955405][bookmark: _Toc104956508][bookmark: _Toc105401646][bookmark: _Toc105401714]

7. Confidentiality

[bookmark: _Toc104955300][bookmark: _Toc104955410][bookmark: _Toc104956513]7.1 	Test materials viewed in the course of development are confidential and should be treated as such by anyone who is invited to examine them.  For the purpose of this Agreement, all Test Materials should be treated as Confidential Information.  The Contractor or any individual with access to Test Materials should not therefore disclose or discuss such information, either verbally or in writing, between themselves or to any other party or person without the prior written consent of STA.

7.2	All reasonable efforts must be made to protect confidential information in compliance with the Confidentiality clauses contained within this section, the Data Protection Act and the Freedom of Information Act.  By signing this contract, the member agrees to abide by all confidentiality requirements set out within this contract.

7.3	Anyone dealing with test materials must, at all times, ensure their confidentiality. The contents of any test, mark scheme or related materials must not be discussed with any person unless expressly authorised by STA.

7.4	Materials may not be copied and a written record of their content must not be made without the express agreement of STA.

7.5	Materials being viewed must not be left visible or unattended at any time. Whilst not in use, materials must be securely locked away. Proofers working at STA premises should contact the STA member of staff specified by STA if the proofer requires assistance during proofing to ensure that confidential test material is never left visible or unattended.

7.6	Materials must not be transmitted electronically, unless through systems authorised by DfE such as via Egress, a secure portal or encrypted memory stick. Email and text etc are not permitted means of communication when dealing with test materials. 

7.7	If any material is, at any time, lost, stolen, or viewed by an unauthorised party, STA must be contacted immediately. As directed by STA, all materials should be returned after use. Should anyone involved in test development have reason to believe that confidentiality has been breached they must immediately report their suspicions to their STA contact.

       The member will comply with the Data Protection Act and co-operate and aid STA so as to enable STA to meet its obligations under Freedom of Information Act. 



8. [bookmark: _Ref507246605][bookmark: _Toc507315504][bookmark: _Toc104955129][bookmark: _Toc104955305][bookmark: _Toc104955415][bookmark: _Toc104956518][bookmark: _Toc105401649][bookmark: _Toc105401717][bookmark: _Toc196193617][bookmark: _Toc358795331]Allocation of work

8.1	Work will be awarded on first come first served basis subject to availability of proofing experts.  We will write to all successful proofers on the Quality Assurance Framework 2019-2021 the first time we require proofers for each proofing category and award the work to those experts who express an interest first. The next time we require these services, we shall write to the proofers again but remove those who were awarded work the first time around from the circulation. Subsequent work will continue to be allocated using this method (i.e. those already allocated work will be excluded) until all proofers on the framework have been allocated one piece of work. Once all proofers have been allocated work, the cycle will repeat. Allocating work in this way is designed to ensure fairness and mitigate the risk of work always being awarded to the same individuals.

9. INTELLECTUAL PROPERTY

[bookmark: _Toc104955306][bookmark: _Toc104955416][bookmark: _Toc104956519][bookmark: _DV_M478][bookmark: _DV_M479][bookmark: _DV_M483]The ownership of and sole right to copyright and all other proprietary and intellectual property rights, materials, documents or other papers written or prepared by the member in providing the Services shall be vested in and is hereby assigned to the Crown.

10. Termination

This Agreement may be terminated or suspended for any period with immediate effect upon issue of notice in writing or suspended for any period with immediate effect upon issue of notice and without further obligation of payment, except for payments already paid or due at the date of termination.	

11. VARIATION

No variation to or alteration of the terms and conditions of the Agreement shall have effect unless in writing signed by the member and a duly authorised representative of STA.



		Signed on behalf of STA

		Signed by Member 









		

		



		Name:

		Name:



		Title:

		Title:



		Date:

		Date:












Annex – Example Call-Off Order Form



Order Form for Standards and Testing Agency Quality Assurance Group

		Name:

		



		Unique Contract Ref.:

		



		Role:

		



		Subject:

		



		Key stage / Level etc:

		



		Dates required:

		From:

		

		To:

		



		Maximum No of Days

		



		Proofing Format:

		



		Location:

		



		STA contact person:

		







In witness whereof this Call-Off Contract has been duly executed.

		Signed for and on behalf of the Department for Education:





		Date:









		Signed for and on behalf of the Supplier:





		Date:












