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Invitation to Quote – Call-Offs 25 to 28

Trialling and Sampling Framework
(Contract STA_0090)

	Call-Off
	Trial
	Subjects

	25
	KS1 Technical Pre-Test Administration 
	Key stage 1 English reading; English grammar, punctuation and spelling; mathematics and phonics

	26
	KS2 Technical Pre-Test Administration 
	Key stage 2 English reading; English grammar, punctuation and spelling; and mathematics

	27
	KS1 Item Validation Trial Administration 
	Key stage 1 English reading; English grammar, punctuation and spelling; and mathematics

	28
	KS2 Item Validation Trial Administration 
	Key stage 2 English reading; and English grammar, punctuation and spelling; and Science



	Tenderer:
	

	Single Point of Contact:
	

	E-mail:
	

	Phone:
	



Please indicate which Call-Offs you are submitting a bid for, by ranking them in your order of preference for award (1 being your highest preference). Please also state the maximum number of call-offs you would wish to be awarded as a result of your organisation’s capacity.

	Call-Off 25
KS1 TPT 
	Call-Off 26
KS2 TPT
	Call-Off 27
KS1 IVT
	Call-Off 28
KS2 IVT

	
	
	
	

	

	Capacity (Maximum number of call-offs)
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	1. [bookmark: RANGE!A1:F22]Specification of Requirement
1.a Context

	
	TPT
	IVT

	Section subtitle
	No.
	KS1 TPT
	KS2 TPT
	KS1 IVT
	KS2 IVT

	Introduction
	1.1
	This Invitation to Quote (ITQ) provides details for 4 different Call-Offs under the 'Trialling Agency Framework’ STA_0090.
· Call-off 25- Key stage 1 (KS1) Technical Pre-test (TPT) 
· Call-off 26- Key stage 2 (KS2) Technical Pre-test (TPT) 
· Call-off 27- Key stage 1 (KS1) Item Validation trial (IVT) 
· Call-off 28- Key stage 2 (KS2) Item Validation trial (IVT) 

Please note this ITQ outlines the requirements of these call-offs while the Trialling Agency Framework details the specifications. Suppliers will need to reference both documents when completing their Bid(s).

	
	1.2
	A Technical Pre-Test (TPT) is required in the following National Curriculum subjects and will provide data on the performance of all items included in the test papers.
	An Item Validation Trial (IVT) is required in the following National Curriculum subjects and will provide data on the performance of all items included in the test papers.

	
	
	KS1 English reading; English grammar, punctuation and spelling; mathematics; and phonics.
	KS2 English reading; English grammar, punctuation and spelling; and mathematics. 
	KS1 English reading; English grammar, punctuation and spelling; and mathematics;
	KS2 English reading; English grammar, punctuation and spelling; and science 

	Background to Requirement
	1.3
	The Standards and Testing Agency (STA) is responsible for developing National Curriculum tests on behalf of the Department for Education (DfE). It must ensure that all contracted agencies and consultants are aware of, and comply with, the relevant sections of the Ofqual Regulatory Framework for National Assessments: National Curriculum and Early Years Foundation Stage (February 2011).

	
	1.4
	Each contract will be project managed within the Test Development Team at STA. The Supplier will need to interface with the Trialling project manager(s), Assistant project manager(s), Head of Test Development Research, Head of Assessment Research and Psychometrics, Head of Test Development Delivery and assigned STA Test Development Researchers (TDRs), Project Managers, Project Co-ordinators and Psychometricians for each subject.

	Freedom of Information and Transparency
	1.5
	As the executive agency of a public authority, STA is committed to open government and to meeting its legal responsibilities under the Freedom of Information Act 2000 (“FOIA”). Accordingly, Tenderers should be aware that all information submitted to a public authority may need to be disclosed by the public authority in response to a request under the FOIA and that, in addition, DfE may also decide to include certain information in the publication scheme, which it maintains under FOIA.

	
	1.6
	STA participates fully in the Government’s transparency arrangements. As such, Tenderers should be aware that:
• any contracts or agreements resulting from its procurement exercises may be published in full, subject to limited redactions in line with FOIA exemptions; and
• financial transactions in relation to any contracted goods or services will be published and so cannot be deemed commercially sensitive. 

	
	1.7
	 If a Tenderer considers that any of the information included in its Tender is commercially sensitive, it should identify this information in the table below and explain a) what harm may result from disclosure if a request is received, and b) the time period applicable to that sensitivity. Tenderers should be aware that, even where they have indicated that information is commercially sensitive in certain circumstances this information may have to be released.
	Section
	Commercial Sensitivity
	Time Period

	
	
	






	
	1.8
	The table below shows an example of the level of information disclosed to all bidders following evaluation:
	
	Technical threshold result
	Relative Quality Score
	Relative Price Score
	Weighted Combined Score
	Rank for Compliant Bidders

	 
	 
	70%
	30%
	 
	 

	Tenderer A
	PASS
	0.73
	0.12
	0.55
	2

	Tenderer B (WINNER 1)
	PASS
	1.00
	1.00
	1.00
	1






	Scope of Services Required
	1.9
	This document sets out the Specification of Requirements (SOR) for delivering a Technical Pre-Test (TPT) for key stage 1 English reading; English grammar, punctuation and spelling; mathematics; and phonics.
The KS1 TPT trialling must take place in April/May 2017 during the administration window specified.
The KS1 phonics trialling must take place in June 2017 during the administration window specified.

(See 1.b Deliverables and outputs table)
Please note the phonics trial, does not require any coding activities.
	This document sets out the Specification of Requirements (SOR) for delivering a Technical Pre-Test (TPT) key stage 2 English reading; English grammar, punctuation and spelling; and mathematics.
In addition, there will be an anchor paper in each subject to be administered in the window specified in April.  The reading anchor (RABXAT) will also be trialled in combination with other trial papers but these combinations will also have to be administered in the early window.
The KS2 TPT trialling must take place in April/May 2017 during the administration window specified.
(See 1.b Deliverables and outputs table)
Please note the separate anchor trial requires all the same deliverables as all other TPT subjects just on an earlier timescale.
	This document sets out the Specification of Requirements (SOR) for delivering an Item Validation Trial (IVT) for Key stage 1 English reading; English grammar, punctuation and spelling; and mathematics;
The trialling must take place in June 2017 during the administration window specified.
(See 1.b Deliverables and outputs table)
	This document sets out the Specification of Requirements (SOR) for delivering an Item Validation Trial (IVT) for Key Stage 2 English reading; English grammar, punctuation and spelling; and science.
The trialling must take place in May 2017 during the administration window specified.
(See 1.b Deliverables and outputs table)

	
	1.10
	School participation in National Curriculum Assessment trials is statutory. The STA will provide the Supplier with the sample of schools to recruit.
For all trials except phonics, only one class will be asked to participate in each trial from each school. STA will supply minimum requirements for each test combination. For the phonics TPT, 20 children from each school will be selected to participate.
The Supplier will let local authorities know of any schools participating in a trial in their area or jurisdiction.
The Supplier is responsible for managing and contacting the schools selected by the STA for statutory participation in the trial.

	
	1.11
	The Supplier is responsible for the end to end process of the recruitment and management of Administrators, Supervisory and non-supervisory coders.

	
	1.12
	The table below provides the high level requirements with respect to this specification. It outlines what aspects of the Framework Agreement will be required for these trialling call-offs.
	Core
	Technical Pre-Test (TPT) – KS1 and KS2 all subjects
	Technical Pre-Test (TPT) – phonics
	Item validation trials (IVT) KS1 and KS2 all subjects

	Project Management
	
	
	

	Management of schools
	
	
	

	 Informing schools of statutory participation
	
	
	

	Recruit and train administrators
	
	
	

	Printing
	
	
	

	Collation and distribution
	
	
	

	Administration 
	
	
	

	Helpline
	
	
	

	Script Management during coding
	
	X
	

	Data Capture
	
	
	

	Handling pupil background data
	
	
	

	Trial / Sample Administration Report
	
	
	

	Recruitment, management and payment of Supervisory and non- supervisory coders
	
	X
	

	Sourcing a suitable venue for all training and coding events required for administrators and coders
	
	X
	

	Coding 
	
	X
	

	Systems management
	
	X
	

	Optional Services
	
	
	

	* Disseminating an incentive payment to participating schools 
	 X
	 X
	 X

	* Drawing the sample
	X
	X
	X


*Please note - as participation in 2017 trialling (and beyond) is statutory, it is not appropriate to offer an incentive payment to schools.
KEY
	Included in trial
	

	Not included in trial
	X




	
	
	

	
	1.13
	The dates in table 1.a. are fixed dates, for all trials, which are non-negotiable.
Table 1.a
	No
	Milestone
	KS1 TPT
	KS2 TPT
	KS1 IVT
	KS2 IVT

	11
	Printing – STA handover to Supplier final test booklets to print
	TPT:
W/C 06/03
	TPT: 
W/C 06/03
	
W/C 08/05
	
W/C 03/04

	
	
	Phonics:
W/C 1st May

	Anchors:
W/C 06/03
	
	

	7
	Administration windows
	TPT:
18/04-05/05

	TPT:
18/04-05/05
	19-30/06
	15-26/05

	
	
	Phonics:
12-16/06
	Anchors:
18-28/04
	
	

	4&5
	Coder recruitment window
	TPT: 12/12-23/01/2017
	TPT: 12/12-23/01/2017
	
12/12-23/01/2017
	
12/12-23/01/2017

	
	
	Phonics:
n-a
	Anchors:
12/12-23/01/2017
	
	

	4&5
	Coder contract award
	TPT: 06/03
	TPT:
06/03
	
06/03
	
06/03

	
	
	Phonics:
n-a
	Anchors:
06/03
	
	

	8
	Pre-coding - Initial sample of scripts to STA
	TPT:
05/06
	TPT:
26/06
	
24/07
	
24/07

	
	
	Phonics:
n-a
	Anchors:
06/04
	
	

	10
	Coding window
	TPT:
26/06-07/07
	TPT:
10-21/07*
	
21-25/08
	
21-25/08

	
	
	Phonics:
n-a
	Anchors:
02-12/05**
	
	

	7
	Electronic delivery of pupil background characteristics data (To be delivered to STA by 10:00am).
	TPT:
19/05

	TPT:
19/05
	

14/07
	

09/06

	7
	
	Phonics:
14/07
	Anchors:
12/05
	
	

	12
	Data feed - item level (100% of marks) (To be delivered by 10:00am).
	TPT:
24/07
	TPT:
04/08
	18/09
	18/09

	12
	
	Phonics:
14/07
	Anchors:
31/05
	
	

	*KS2 Coding can happen earlier if the supplier feels that they can have materials in place post pre-coding. But the latest date of completion remains 21/07.
**anchor coding dates can be either 2 weeks or 1 depending on the number of scripts returned and whether suppliers decide to do panel based marking.




	
	1.14
	The project deliverables and outputs (milestones) for each trial are provided in table 1.b.
Timelines and project plans will need to be presented and discussed at the start-up meeting. 



1

	1. Specification of Requirements

1b Deliverables and Outputs

	There are 15 deliverable sections that have been identified. The numbering below relates to deliverable/output activity. The deliverables and outputs detailed in the table below are presented in chronological order for each trialling project.





	Deliverable and Outputs
	No.
	
	Milestone
	Due date

	
	
	
	
	KS1 TPT & Phonics
	KS2 TPT & Anchors
	KS1 IVT
	KS2 IVT

	Project Management
	1.01
	Start-up meeting
	The Supplier to attend a face-to-face start-up meeting with STA. Outline project plans, risks / issues, reporting structures, school management strategy, Equalities, Apprentices and Exit and transition plan, a document tracker to include dates of when documents should be available to review and when sign off is needed, draft coder training plan and proposed product descriptions will be discussed at the project start-up meeting. (See 1.c functional requirements for details).
STA will provide the coder model for use in each trial.
	Nov
	Nov
	Nov
	Nov

	Project Management
	1.08
	Project meetings
	The Supplier to attend regular project meetings as agreed with STA, providing regular management information, progress reports, change requests, risks and issue reports in advance of the meeting.
Maintain and manage risk and issue logs. Use project meetings to highlight the risks that have changed RAG status or to escalate issues. Full risk and issues logs will be discussed at the start-up meeting and monitored through senior supplier meetings during the course of the project. Suppliers to consider all equality actions and report on these during KITs where appropriate. 
	On going
	On going
	On going
	On going

	Printing
	11.01
	Test information confirmation
	Supplier to confirm all documents which require cover information including sample numbers, booklet type identifiers etc. and include these on the test information spread sheet (TIS see appendix C)
	Dec
	Dec
	Dec
	Dec

	Project management documentation
	1.07
	Equalities plans
	The Supplier shall produce an equality plan for each call-off outlining their commitment and compliance to the Public Sector Equality Act. With regards to all recruitment it will include evidence of a fair, open and transparent process. These activities will be discussed during weekly KITs.
An Equality plan must be submitted at regular intervals during the project, and include details of the equality logs kept and decisions made:
• First report within four weeks, following the start-up meeting (see dates opposite)
• The Supplier shall report any changes to the original plan during the project cycle and provide an updated version.
• Final equalities report at end of project and shall include a final statement within the final administration report.
	1 Dec
	8 Dec
	15 Dec
	22 Dec

	Apprentices
	1.06
	Apprentices report
	The Supplier is required to support the DfE apprenticeship policy and shall employ apprentices and report the numbers of apprentices employed during the delivery of this contract to the STA. 
	1 Dec
	8 Dec
	15 Dec
	22 Dec

	Exit and Transition
	1.05
	Exit and Transition plan
	The Supplier must submit a Trialling and Sampling Framework emergency exit and transition plan and a routine exit and transition plan for review and comment by STA before sign off. (see template in Appendix B)
	1 Dec
	8 Dec
	15 Dec
	22 Dec

	Management of schools
	2
	STA - to provide the list of schools 
	STA to provide the Supplier the list of schools selected for Statutory participation.
	9th Jan
	9th Jan
	9th Jan
	9th Jan

	Printing
	11
	STA - Handover of draft test booklets from STA
	STA will provide draft test booklet templates for the Supplier to print to check there are no printing/scanning issues
	Jan/Feb 

	Jan/Feb

	Jan/Feb
	Jan/Feb

	Printing
	11
	Scanning check and assurance
	The Supplier must provide confirmation that printing and their proposed scanning process works. This must be provided to STA by the dates shown. Please see Framework Section PL2.2 for more information.
	TBC in start-up meeting
	TBC in start-up meeting
	TBC in start-up meeting
	TBC in start-up meeting

	Management of schools
	2
	Contacting LAs
	The Supplier must contact LAs to inform them of schools selected for statutory participation in the trial, before schools are contacted.
	Jan 

	Jan

	Jan
	Jan 

	Management of schools
	2
	Contacting schools
	The Supplier must contact all schools and inform them of their statutory participation in the trial.
	
Jan
	
Jan
	
Jan
	
Jan

	Management of schools
	2
	Contacting schools
	The supplier must inform STA should they require a TOP up sample of schools
	TBC at start up
	TBC at start up
	TBC at start up
	TBC at start up

	Management of schools
	2
	Data capture; Delivery of confirmed pupil data from participating schools to STA
	For phonics only- the supplier must provide data to STA regarding confirmed pupil data from participating schools.
	TBC at start up
	n-a
	n-a
	n-a

	Project Management
	1
	Process walk through meeting
	Process walk through meeting is to take place on the Supplier’s main site, where the project will be conducted.
The Supplier must provide DfE / STA with a complete process walk through, from end to end, including a detailed explanation of the script and data management process. (See 1.c functional requirements for details)
STA to sign off the end to end process once agreed. 
	End of January
	End of January
	End of January
	End of January

	Project Management
	1.04
	Product descriptions
	Final product descriptions to be submitted and signed off no later than two weeks following the process walk though. Actual dates to be agreed once the Process walk-through dates are confirmed.
	Early Feb
	Early Feb
	Early Feb
	Early Feb

	Management of schools
	2
	STA - to provide the Supplier with a Top up sample 
	STA to provide the Supplier with a TOP up sample if required to cover any short fall due to non -compliance of Statutory participation.
	1 week after request
	1 week after request
	1 week after request
	1 week after request

	Update project documentation
	1
	Update project documentation
	The Supplier must work in consultation with STA, in order to update the Administrator Guide, Pupil Data Forms, Administrator Questionnaire and Teacher Questionnaire.


	Dec-Mar
	Dec-Mar
	Dec-Mar
	Dec-Mar

	Printing
	11
	STA - Handover of final test booklets from STA (fixed date)
	STA will provide final signed off test booklet templates for the Supplier to print. (Exact subject dates will be confirmed at start up.)
	TPT:
W/C 06/03
	TPT:
W/C 06/03
	
W/C 08/05
	
W/C 03/04

	
	
	
	
	Phonics:
W/C 01/05

	Anchors:
W/C 06/03
	
	

	Printing
	11
	Print proofing
	The Supplier will supply print proofs for STA to check the quality of each booklet version, and sign off, before printing commences. Test proofs must match the hard copy of the test provided to the Supplier.
Print quality must be as specified in the Framework.
	TPT:
W/C 06/03
	TPT:
W/C 06/03
	
W/C 08/05
	
W/C 03/04

	
	
	
	
	Phonics:
W/C 01/05

	Anchors:
W/C 06/03
	
	

	Management of schools
	2
	Data capture: STA to provide Sampled Pupil Data and Reserves
	STA will provide the supplier with sampled pupil data and reserves for KS1 TPT Phonics only.
	TBC at start up
	n-a
	n-a
	n-a

	Management of schools
	2
	Submission of report on number of schools participating and visits required
	The Supplier must provide a report showing the final number and allocation of schools and pupils to test combination, confirmation of number of pupils per school and number of visits and to demonstrate the representativeness of the sample recruited. This must be provided before the trial administration period.
As trialling is statutory, suppliers will need to have a process in place for schools who do not reply or who refuse to take part. Suppliers will need to share this process with the STA. It is expected that Suppliers will be able to engage with the vast majority of schools. 
	March
All trials

	March
All trials

	March
	March

	Printing
	11
	Admin guidance, teacher and administrator questionnaires
	Supplier to provide final versions of the administrator guidance, teacher questionnaires and administrator questionnaires for STA review and sign off. (Phonics will only require administrator guidance, Anchors as per rest of TPT)
	March
	March
	May
	April

	Administrator Recruitment
	3
	Recruitment of administrators
	The Supplier must recruit a sufficient number of administrators to ensure administration of all DfE trials can be completed in the administration window.
	By March
	By March
	By May
	By April

	Administrator Training
	6
	Training of administrators
	The Supplier must train administrators if they have not been trained specifically on DfE administration within the last two years. STA to attend training events to deliver parts of the training on test development, teacher and administrator feedback and security. Administrators must be trained before receiving any test materials.
No more than two training events should be held per year to train all administrators; regardless of the number of call-offs won by a Supplier. Suppliers must obtain a minimum of 3 quotes for the venues and offer value for money when selecting. Supplier should consider a central location which can be reached by public transport.
	March/April
	March
	April
	April

	Coder Recruitment
	5
	Coder recruitment 
	It is the responsibility of suppliers to ensure the number of recruited coders meets the requirements of the STA coding model. The type of recruitment is for the supplier to decide and manage; it can include open recruitment. The supplier will expected to build a register/database of all coders contacted in relation to the trials with the outcome of their invite/application and that this must be provided to STA at the end of the contract. Supplier(s) will be expected to undertake this activity within the fixed time frame see 1.14 table 1.a for details.
STA will provide the organisational structure and pay levels for supplier organisations to use in recruitment. (see appendix C)
The criteria to be used for coder recruitment to be agreed with STA before recruitment starts. Suppliers should aim to recruit people who have taught primarily at the age group being assessed. Ideally, they will have marking/coding experience at that age group. Those being recruited into lead marker positions must have previous, successful experience as a lead or deputy lead marker in the subject. Those being recruited into deputy lead marker roles must have previous, successful experience as a supervisory marker or a few years marking trials in the subject.     
Prior to recruitment, the supplier should share with STA any tasks that they are planning to use as part of the recruitment activities. 

	



See 1.14 table 1.a for details



N.B- there are no coding requirement for phonics
	See 1.14 table 1.a for details.

	See 1.14 table 1.a for details.

	See 1.14 table 1.a for details.


	Project management documentation
	1.10
	Coder training plan
	The Supplier must provide a final coder training plan for review and sign off with STA no later than two weeks after Initial pre-coding meeting. See Deliverable and outputs 17.1 for details of what needs to be included.
	March
	March
	March
	March

	Coding
	10.07
	Initial pre-coding meeting
	STA and suppliers to meet to discuss requirements and expectations for pre-coding; these should include the number of meetings required, post pre-coding activities and production of training materials for individual subjects and trials. The supplier should work with STA to produce an agenda for the day and ensure it covers all trials that the supplier is managing. This meeting can happen at either the supplier’s site or one of the STA’s.
	To be agreed at start up
	To be agreed at start up
	To be agreed at start up
	To be agreed at start up

	Administrator Recruitment
	3
	Recruitment of administrators -assurance
	The Supplier must provide an assurance statement detailing the allocation of tests to administrators.
	End of March
	End of March
	Beginning of May
	End of April

	Final administration report
	12.01
	Final report and questionnaire analysis report
	Supplier to propose contents of the final trial report and questionnaire analysis report for STA to review and sign off.
	Beginning of April
	Beginning of April
	Beginning of May
	Beginning of May

	Printing
	11
	Printing confirmation
	The Supplier must provide confirmation that printing of all test booklets and supporting materials has been complete by the date shown as per the agreed sample and additional contingency of 10% on top of the minimum numbers listed in section 1.c. Functional Requirements
	TPT:04/04
	04/04 All trials
	05/06
	05/06

	
	
	
	
	Phonics: 26/05
	
	
	

	Supervisors Recruitment
	4
	Recruitment of Supervisory coders
	The Supplier must recruit a sufficient number of Supervisory coders to ensure pre-coding, training and coding of all 'live' tests can be completed on time.
	06/03
	06/03
	06/03
	06/03

	Administration
	7
	Collate and distribute test booklets to administrators/schools
	The Supplier must collate the booklets for all trial tests into school packs and securely distribute test booklets as per requirements specified, per trial, as detailed in the trialling information spread sheet (TIS in Appendix C).
	w/c 10/04
	w/c 10/04
	16/06
	08/05

	
	
	
	
	Phonics:
w/c 5/06
	Anchors:
w/c 10/04
	
	

	Data capture 
	12
	Data Spec (draft)
	STA to provide the Supplier with a draft data specification. The dates shown are currently proposed dates and may be subject to change.
	TPT: 07/07
	TPT: 28/07
	10/08
	10/08

	Supervisors Recruitment
	7.2b
	Recruitment of Supervisory Coders - assurance
	The Supplier must provide an assurance statement detailing the allocation of tests to Supervisory coders
	
TPT: 25/04
	25/04 All trials
	26/06
	26/06

	
	
	
	
	Phonics: 15/06
	
	
	

	Supervisors events including Pre-coding
	8
	Pre-coding meeting 1
	The supplier must obtain 3 quotes and source a suitable venue accessible by public transport. The aim of the meeting is for the suppliers to brief the lead coders and deputies about the expectations of being a lead including time and quality. (STA would suggest using a previous good lead to share best practice.) The Leads will then work with TDRs to familiarise themselves with the coding frames.
	A minimum of 1 week before pre-coder meeting 2 (TBC at start up)
	A minimum of 1 week before pre-coder meeting 2 (TBC at start up)
	A minimum of 1 week before pre-coder meeting 2 (TBC at start up)
	A minimum of 1 week before pre-coder meeting 2 (TBC at start up)

	Administration 
	7
	Test administration
(fixed dates)
	The Supplier must ensure the administration of the trial period is managed securely and all questionnaire and test scripts are available for coding by the date specified by STA.
The suppliers must ensure the KS2 TPT Anchor materials are administered early on the in the test window to ensure data return. This includes the reading anchor paper (RABXAT) that is included in combination with other trial papers.
	
18/04-05/05

	18/04-05/05
	19-30/06
	15-26/05

	
	
	
	
	Phonics:
12-16/06
	Anchors:
18-28/05
	
	

	Administration
	7
	Test administration
	The Supplier must ensure the administration of the trial period is managed securely and all questionnaire and test scripts are securely returned within three working days at the end of the trial period
	11/05
	11/05
	06/07
	01/06

	
	
	
	
	Phonics:
22/06
	Anchors:
4/05
	
	

	Supervisors events including Pre-coding (KS2 TPT only)
	8
	OSM training materials
	Where appropriate any specific OSM training guidance from the Supplier must be reviewed and signed off by STA at least one week before training commences.
	29/05
	19/05
	n-a
	n-a

	Supervisors events including Pre-coding (TPT Only)
	8
	On-screen pre-coding review area (OSM is optional for TPT)
	The supplier must create an on-screen coding preview area. See 1.c functional requirements for details.
	Date to be agreed with Supplier. Must not be later than
w/c 29 May
	Date to be agreed with Supplier. Must not be later than w/c 19 June
	n-a
	n-a

	Supervisors events including Pre-coding All Trials
	8
	Pre-coding meeting 2 TDRS & Supervisory coders
	The Supplier must obtain 3 quotes and source a suitable central venue accessible via public transport. The venue must meet all security and technology requirements including on site printing and arrange a pre-coding event that all TDRS and Supervisory coders should attend.
The format of the pre-coding event must include input from the TDRs and will take place in the timeframes indicated. Exact pre-coding dates and length, for each subject may vary, confirmation of this will be provided during the Initial pre coding meeting.
The Supplier must ensure pre-coding meeting 2 includes access to all pre-coding scripts, a discussion / explanation of any administrative requirements, roles and responsibilities and reporting / monitoring expectations.
Considerations must be taken and costed to ensure that a sensible solution is in place to ensure senior coders can securely work on materials away from pre-coding. TDRs will confirm with the supplier during pre-coding the expectations of the amount of time required to complete any post pre-coding work. 
Where pre-coding and coding is via an OSM system, access to coding scripts, may be useful for leads and deputy leads between coding and pre-coding. Where the scripts are being coded on paper, access to scripts after the pre-coding meeting. Practice / training scripts may need to be copied for leads and deputy leads during pre-marking. 
Anchors- Pre-coding will follow a different format and will run earlier than other TPT subjects and last only 1 day. Training materials, standardisation and seeding responses will be produced from STA’s script archive by TDRs.  Some KS2 TPT combinations also include anchor item groups (Maths and GPS) and the training materials and standardisation and seeding responses for these anchor item groups will be produced from the script archive and existing materials. Likewise, the anchor training and quality assurance materials for the KS1 TPT may be created from existing materials. Leads will then be expected to spend at least 1 day with TDRs to review the materials and familiarise themselves with what has been created.
N.B. – Anchors - existing standardisation and seeding responses will need to be loaded into the onscreen marking system (if marking is online) or incorporated into paper materials (if marking is on paper)
	5-9/06
	

26-30/06


	n-a
	n-a

	
	
	
	
	
	











	
	

	Supervisors events including Pre-coding TPT (OSM is optional for KS1 TPT only)
	8
	Pre-coding meeting 2 and OSM training for TDRS & Supervisory coders
	The Supplier must ensure the event includes training on the use of the their OSM system, access to all pre-coding scripts, a discussion / explanation of any administrative requirements, roles and responsibilities and reporting / monitoring expectations
Anchors - Pre-coding will follow a different format and will run earlier than other TPT subjects and last only 1day. Training materials, standardisation and seeding responses will be produced from STA’s script archive by TDRs.  Some KS2 TPT combinations also include anchor item groups (Maths and GPS) and the training materials and standardisation and seeding responses for these anchor item groups will be produced from the script archive and existing materials. Likewise, the anchor training and quality assurance materials for the KS1 TPT may be created from existing materials. Leads will then be expected to spend at least 1 day with TDR’s to review the materials and familiarise themselves with what has been created.
N.B. – Anchors - existing standardisation and seeding responses will need to be loaded into the onscreen marking.
Pre-coding for anchors is primarily to allow supervisory coders to gain some familiarity with the papers and coding frames. In most cases, standardisation scripts and seeding scripts can be carried forward from the previous year. 
	5-9/06
	

26-30/06


	n-a
	n-a

	
	
	
	
	
	Anchors
Either 6th or 7th April

	
	

	Supervisors events including Pre-coding
	8
	Initial sample of scripts for pre-coding meeting 2
(fixed date)
	Initial sample of scripts, at least 100 scripts, per test version must be made available on the first day of the pre-coding window. (Pre-coding window dates for each trial, as detailed opposite.)
KS1 TPT pre-coding - can be either an on-screen or a paper based solution. All pre-coding scripts must be available for the first day of pre-coding, on the date shown. Note that STA may wish to use existing materials from previous trials to produce training and QA materials for anchor items/papers.
KS1 TPT Phonics will not require any coding activities
KS2 TPT pre-coding - All pre-coding scripts must be available for the first day of pre-coding, on screen on the date shown. Note that STA may wish to use existing materials from previous trials to produce training and QA materials for anchor items/papers and therefore a process will be required for loading existing standardisation and seeding responses for anchor item groups into the onscreen marking system. 
KS2 TPT pre-coding- Anchors will be using the script archive and happen earlier than the main KS2 TPT pre-coding.
KS1 and KS2 IVT pre-coding - should be paper based - all IVT pre-coding scripts should be available in batches (of 25 where possible) for the first day of pre-coding, on the date shown.
	5-9/06
	

26-30/06


	24-27/07
	24-27/07

	
	
	
	
	
	Anchors:
STA to provide for use by the supplier for pre-coding familiarisation day



	
	

	Coding
	10
	Validate returned scripts and report nil responses
	The Supplier must provide evidence that all trial materials have been returned from the administrators and all are accounted within the agreed timescales. The Supplier must validate returned scripts and provide a written report to STA to explain why any scripts have been removed due to nil responses or any other reasons.
	TPT:26/05
	26/05 All trials
	21/07
	27/07

	
	
	
	
	Phonics: 07/07
	
	
	

	Coding
	10
	Electronic delivery of pupil background characteristics data
(fixed date)
	The Supplier to securely transfer final confirmed pupil background characteristics data to STA for all tests in a format agreed with STA. An example of a pupil characteristic background data specification is provided by STA in annex C (to be delivered by 10:00am)
	19/05
	19/05
	14/07
	09/06

	
	
	
	
	Phonics:
14/07
	Anchors:
12/05

	
	

	Data capture
	12
	Data Spec (final)
	STA to provide the Supplier with a final data specification. The dates shown are currently proposed dates and may be subject to change.
	w/c 30/07
(TBC)
	TPT: w/c 23/07 (TBC)
	w/c 11/08 (TBC)
	w/c 11/08 (TBC)

	
	
	
	
	
	Anchors:
w/c 18/04 (TBC)

	
	

	Coder Recruitment
	5
	Recruitment of Non-supervisory coders
	The Supplier must recruit a sufficient number of Non-supervisory coders to ensure coding of all tests can be completed on time.
	06/03
	06/03
	06/03
	06/03

	Administration 
	7.06
	Data capture of questionnaires 
	The Supplier must fully data capture all responses from the teacher and administrator questionnaires and provide to STA in an electronic file format to be agreed with STA. Further, the outcomes from the analysis of the questionnaires should be provided in a spread sheet formatted as per STA instructions see Appendix B.
	TPT :16/06
	
16/06

	11/08
	07/07

	
	
	
	
	Phonics: 28/07
	
	
	

	Coder Recruitment
	5
	Recruitment of Non-supervisory coders assurance
	The Supplier must recruit suitably qualified pool of coders for all coding activities. The supplier must provide an assurance statement detailing the allocation of tests to Non- supervisory coders, for TDRs to review. It is the supplier’s responsibility to allocate roles/scripts/teams to coders; TDRs should only review and comment if someone is no longer suitable. 
	05/06
	
25/05 All trials

	07/08
	07/08

	Coder training events
	9
	Training materials for all coders 
	The Supplier must print and collate all materials, following pre-coding that will be required for the delivery of coder training. The Supplier will provide any training materials required for administrative aspects of their work as well as any materials required for OSM training (if required). 
STA remain the owners of the training materials- leads and deputies help produce these materials but it is important that STA have copies a week before coding begins to ensure they are fit for purpose alongside the coding frames and additional documentation. The materials developed should have enough examples to match the difficulty of the item. The most difficult questions to mark should also include commentaries.
Anchor materials will be created from the script archive by the TDRs, at an earlier date, and will be used by lead coders when training their teams and on the familiarisation day.
The Supplier must ensure that all administrative guidance relating to coder recruitment/payment is prepared.
The supplier must work with STA to enable supplier’s availability in potentially short timescales for print and collation of additional materials which may not have been a previous requirement but are now following pre-coding.

	19/06
	03/06
	14/08
	14/08

	
	
	
	
	
	Anchors:
25/05






	
	

	Coder training events
	9
	Training of non-supervisory coders
	The Supplier must obtain 3 quotes and source a suitable central venue accessible via public transport. The venue must meet all security and technology requirements including on site printing. The Supplier must arrange a training event where Supervisory coders can provide training to non-supervisory coders. STA TDRs will also attend the event.
The supplier will print and provide the training materials, developed following the pre- coding event and send copies to STA to ensure quality. (STA will supply the coding frames and potentially other support materials, these will be logged on the TIS)
The Supplier must encourage and ensure coder participation in the event. The format of system training must be proposed by the Supplier for the trial and is subject to prior approval by STA.
	26/06
	TPT: 10/07
	n-a
	n-a

	
	
	
	
	
	Anchors:
02/05
	
	

	Coding
	10
	Coding window TPTs
	The Supplier must ensure that all coding, is completed within the dates specified by STA.
The supplier should produce a contingency plan and agree triggers for when this could/should happen in the event of issues.  The plan should be provided to STA a week before coding. 
For the Anchor papers, STA have provided two dates for suppliers to consider for coding. Either a 2 week or 1 week window to ensure data is returned by the specified date. Should the 1 week window be selected suppliers must be aware the marking should then be completed as a panel to ensure all marking is completed by the deadline and if OSM is selected then coders will require access to computers. Suppliers will be asked to explain their choices as part of the evaluation.
	06/06-07/07
	10-21/07
	n-a
	n-a


	
	
	
	
	
	Anchors:
02-12/05
	
	

	Coding
	10
	Coding event IVTs
(fixed dates)
	The Supplier must obtain 3 quotes and source a suitable central venue accessible via public transport. The venue must meet all security and technology requirements including on site printing. The Supplier must arrange a panel based coding event that all TDRs, Supervisory and non-supervisory coders must attend.
The Supplier must ensure that all training from supervisory coders, coding, including QA of coding completeness and accuracy, is completed within the coding window detailed.
For IVTs, the coding will occur at a panel coding meeting, following immediately after the training.
	n-a
	n-a
	21-25/08
	21-25/08

	Coding
	10
	Coding report
	Post coding leads and deputies will be expected to produce a report and may be asked to meet/discuss this with STA. STA and the supplier will work together to ensure this is effectively planned for and communicated. 
	TBC with STA
	TBC with STA
	TBC with STA
	TBC with STA

	Coding
	10
	Coder coding quality assurance data
	The Supplier to capture coding quality assurance data, for all coders for on-going coding quality assurance. The Supplier to agree the mechanism of on-going coder QA with the STA and then provide in the data an electronic file format.
The type of QA data to be provided will depend on the coding solution and will need to be agreed with the STA prior to the event.
Suppliers will need to outline their intention with respect to QA to the STA in the bid. 
	TBC
	TBC
	TBC
	TBC


	Coding
	12.03
	Coder register 
	The Supplier is to maintain a register of all successful and unsuccessful applicants for supervisor and non-supervisor roles and provide to STA on the following basis: 

1. Upon contracting sufficient Coders required to reach the agreed coding capacity for each Test;
2. After Standardisation has taken place in order to review coders that did not pass. (TPT only);
3. A complete copy of the final Coder Register will be provided to STA within three weeks following the coding completion deadline for the trial, to include results from supervisory QA processes.



	28/07
	11/08 All trials
	15/09
	15/09

	Data capture
	10.6
	Data capture of responses highlighted by coders 
	The Supplier must data capture the responses highlighted or flagged by coders during coding, and deliver to STA in the format agreed.
	07/08
	

07/08


	11/09
	11/09

	Data capture
	12.4
	Data feed - item level (100% of marks) - coder data
(Fixed date) 
	The Supplier to securely provide 100% data feed of coder coding item level data to STA in an electronic file format to be agreed with STA (to be delivered by 10:00am)
Phonics:  the Supplier is to securely provide 100% data feed of answer sheet data to STA in an electronic file format to be agreed with STA (to be delivered by 10:00am)
The Supplier must provide secure transfer of item level data to STA in compliance with the Data Protection Act and the requirements set out in the Framework Agreement.

	

TPT: 24/07


	TPT:04/08
	18/09
	18/09

	
	
	
	
	Phonics:

14/07
	Anchors:
31/05
	
	

	Handover electronic archive
	12.02
	Handover electronic archive
	Electronic archive (questionnaires and item level scripts) handed over to STA on required date. All scanned item level script files should follow the naming convention:
yeartest]_[subject]_[componentcode]_[pupilID]_[pagenumber]

Phonics the supplier is required to handover all scanned answer sheets to STA.
	TPT: 24/07
	TPT:04/08
	18/09
	18/09

	
	
	
	
	Phonics:

14/07
	Anchors:
31/05
	
	

	Final administration report
	12.01
	Final administration report
	The Supplier must produce a trial administration report with the level of detail and in the format set out in the 1.c Functional Requirement section. The trial administration report should be split into three parts; A B and C.
• Part A – Administration report
• Part B – Analysis of questionnaire data (Excel, or compatible report)
• Part C – Reporting on the trial test papers (Word, or compatible report)
	TPT: 03/08
	
TPT:14/08

	28/09
	28/09

	
	
	
	
	Phonics:
24/07
	
Anchors:
14/06

	
	

	Project Management
	1
	Lessons learnt meeting
	The Supplier to attend lessons learnt meeting towards the end of the project. Contribute to a constructive evaluation of the project and identify areas for further improvement and innovation in future trials.
	w/c 4 Sept
	w/c 11 Sept
	w/c 18 Sept
	w/c 25 Sept




	1. [bookmark: RANGE!A1:E41]Specification of Requirements
1.c Functional Requirements



	Functional Requirements 

	Technical pre-test (TPT)
	Item validation trial (IVT)

	
	KS1 TPT
	KS2 TPT
	KS1 IVT
	KS2 IVT

	Subjects
	English reading
English grammar, punctuation and spelling
Mathematics
Phonics
	English reading
English grammar, punctuation and spelling
Mathematics
	English reading
English grammar, punctuation and spelling
Mathematics

	English reading
English grammar, punctuation and spelling
Science

	Level Assessed
	Key stage 1
	Key stage 2
	Key stage 1
	Key stage 2

	Sub-Contractors
	The Supplier shall ensure that each and every proposed sub-Contractor, consortium member and adviser abides by the requirements of the Framework Agreement and this ITQ.

	Project Management
	Attend weekly Checkpoint meetings to review the timeline, discuss the progress of the project, highlight any risks, issues and actions.
Provide weekly Checkpoint reports one working day in advance of the weekly meeting.
Manage project plans. The plans should clearly outline which activities are the responsibility of the supplier and STA.
Supplier should produce a document tracker which may form part of the checkpoint reports or project plan or be a separate document, but it should clearly highlight what documents are being produced, when they will be available for review and when they need to be signed off by.
Risk / issue logs need to be updated with any changes and these should be made available one working day in advance of checkpoint
Change request: STA require a change request for all variations to the contract. This includes instances where there is a nil, reduction or increase to costs. Each change request must clearly state the original amount bid, the differences and how this was included and the reasons why. This information should be provided regardless of who requested the initial change. (Please see appendix C for a copy of the template to be used during this contract.)
Product descriptions should be provided for (but not limited to) the following deliverables and need to consider the quality criteria, quality tolerances and quality method in line with PRINCE2 methodologies:
· Management and communication with schools
· Management, recruitment and training of all administrators
· Management and recruitment of all supervisory and non-supervisory coders
· Printing, logistics and scanning
· Trial administration 
· On-screen coding (OSM) or paper based coding and coding quality assurance (as applicable for the trial as detailed in section 16.2 of the functional requirements)
· Data capture and quality of data
Product descriptions will be used at the handover of each deliverable to check that the criteria and quality detailed by the Supplier have been achieved before consideration for sign off by STA.
The Product Description template provided at Appendix C should be used.
Should a supplier win more than one trial, all naming conventions, plans, and documentation should be consistent across all trials and any unfamiliar terminology agreed with STA at start up.

	
	KS1 and 2 TPT
	KS1 and 2 IVT 

	Management Information
	The following management Information (MI) is required at different points throughout the project:
· Parcel tracking (on-going at points when scripts are in transit);
· Coder recruitment (on going throughout recruitment);
· Coding capacity;
· Allocation of scripts to coders;
· Daily coding progress report on a per booklet/ per cluster/ per team basis (during coding windows);
· Coder status: number of approved, suspended, stopped, withdrawn, etc.;
· Scanning progress / scanning reconciliation (pre and post administration and coding windows), if OSM is used;
· Data capture progress (post coding window);
· A reconciliation report following administration and coding.
	The following MI is required at different points throughout the project:
· Parcel tracking (ongoing at points when scripts are in transit);
· Coder recruitment (on going throughout recruitment);
· Coding capacity;
· Allocation of scripts to coder;
· Daily coding progress report on a per booklet/ per cluster/ per team basis (during coding windows);
· Coder status: number of approved, suspended, stopped, withdrawn, etc.;
· Data capture progress (post coding window);
· Reconciliation (pre and post administration and coding windows);
· A reconciliation report following administration and coding.


	Equalities
	Please refer to Section G4 of the Trialling and Sampling Framework for details
The Supplier shall produce an equality plan including all personnel contributing to the ITQ, for each call-off, outlining their commitment and compliance to the Public sector equality duty (PESD).
The Supplier will include within the equality plan the strategy for recruiting and selecting administrators and coders. The Supplier will provide evidence of a fair, open and transparent process, including but not limited to protective characteristics. STA will provide guidance on the experience criteria requirements for coders.
The Supplier shall report 3 times during the project cycle regarding all equality considerations (on completion of coder and administrator recruitment) and provide an updated version of the plan should it be affected.
All activities where equalities have been considered should be documented on the next equality reports and logged at the time of consideration on the weekly progress reports.
The Supplier shall include a final statement within the final administration report.
Refer to 1.b Deliverables and Outputs table for dates.


	Apprentices
	The DfE requires the successful tenderers to support the Department’s apprenticeship programme whilst delivering this contract. The Supplier is required to support the DfE apprenticeship policy and shall employ apprentices and report the numbers of apprentices employed during the delivery of this contract to the STA.
The Supplier shall ensure five per cent of the employees, or that a similar specified proportion of hours worked in delivering the contract (including administration and support staff and sub- contractors), are to be delivered by an employee on a formal apprenticeship programme.

	Exit and Transition
	Please refer to section G7 of the Trialling and Sampling Framework.
The supplier should provide a 2 part exit and transition plan outlining a i) routine exit, ii) an emergency exit.
The exit and transition plan must be signed off by STA no later than 2 months after the start of the contract. A template and guidance have been provide in Appendix B.

	Start-up Meeting
	Supplier to provide the following documentation at least 2 days in advance of the start-up meeting:
· Detailed project risk and issue log (risk log) for review and joint sign-off;
· Detailed project timeline;
· Draft exit and transition plan;
· Draft equality plan;
· A test booklet specification, populated to show what barcodes and alpha numeric references will be included by the Supplier and where they will be positioned. (See ‘Trialling booklet template_Genericspec’ in Appendix C ) This will need to be aligned with our test paper template;
· Scanning requirements;
· Product descriptions proposed for the project by the Supplier will be discussed at the start-up meeting and then will be signed-off no later than two weeks following the process walk through;
· A list of the documents that the supplier intends to produce which require sign off and review by STA this must include the dates the supplier intends these documents to be available to review from and the dates they’d need them reviewed by (the supplier can include this in project plans, KIT notes or a separate document).



	Trial Type and Administration

	Administration window
	The KS1 TPT trial administration window runs from 18/04-05/05/2017
Phonics- 12-16/06/2017
	The KS2 TPT trial administration window runs from 18/04-05/05/2017
Anchors: 18-28/04/2017
	The KS1 IVT trial administration window runs from 19-30/06/2017
	The KS2 IVT trial administration window runs from 15-26/05/2017

	Administration times
	For KS1, administration times are a guide.
If the majority of children are still working at the end of the administration time, the administrator / teacher can use their judgement and allow the children to continue. However, the test should not continue for more than a few minutes. If the children become restless and unproductive, you may need to stop the paper, even if it’s slightly earlier. Do not keep the paper going for longer than the recommended time if the majority of pupils appear as though they have finished.
Teachers / administrators can stop the children during the test if the children need a break. After a short break, the pupils can continue the test, so that they have had the appropriate total time.
As the administration arrangements are more flexible for KS1, administrators should try to meet reasonable requests for administering the trial papers (administering to smaller groups, a longer break between papers, stopping mid paper etc). Administrators may need to discuss any requests with the Supplier to see how they may be met.
	For KS2 TPT, the administration time in the administration should not be changed for the majority of pupils. SEN children, who would normally require additional time, can have the appropriate amount of additional time. This should be discussed with the teacher prior to the administration.
	The times given below are approximate. In IVT, it is more important in this trial that children finish as much of the booklet as they are able in a reasonable time than stick to the times prescribed. If children are still working, the administrator,  in consultation with the teacher, should use their judgement and allow them to continue. If the children are restless and obviously not working, administrators should stop the test any time after the guide time.

	Subject requirements for pupils in each subject / trial
	KS1 TPT English reading

Each child will sit one complete test comprising of two booklets. There are two booklet types; booklet 1 (RPABs), with the text and questions combined and booklet 2 (RABs) with a separate reading booklet and answer booklet. Each child will attempt both booklets.

The administration time is 30 minutes for booklet 1 and 40 minutes for booklet 2.
Booklet 1 and booklet 2 must be trialled with the same children on two separate days.

Total test time is 70 minutes over two days.

	KS2 TPT English reading
Each child will sit two complete tests each comprising of one reading prompt and one answer booklet. The administration time for each test is 60 minutes. Total trial test time is 2 hours.
The children should have a reasonable break in-between each paper.
Anchor only combination: Each child will sit one complete test comprising of one reading prompt and one answer booklet. The administration time is 60 minutes.
	KS1 IVT English reading

Each child will sit one type of booklet, either booklet 1 or booklet 2.

Booklet 1 (RPAs) has text and questions combined and booklet 2 (RABs) has a separate reading booklet and answer booklet.

Each booklet will take approximately 40 minutes.

It is recommended that a short break should be taken between the administrations of each booklet.

Please note - a school could complete the RPAB and RAB on separate days if preferred.



	KS2 IVT English reading

Each child will sit one complete test which will take approximately one hour. One test consists of a reading prompt booklet and a separate answer booklet.



	
	KS1 TPT English grammar, punctuation and spelling
Each child will sit one complete test comprising one spelling paper and one question paper. The spelling paper will take approximately 15 minutes and should be administered, by the class teacher, as a whole class activity before question paper 2. This should be discussed by the teacher and administrator to see if it would be useful.
The question paper will have 5 minutes at the beginning for practice questions, followed by the remainder of the test, which will take approximately 20 minutes.
The question paper may be administered in small groups. The total time for this paper is 25 minutes.

There should be a break in-between each paper.

	KS2 TPT English grammar, punctuation and spelling
Each child will sit two complete tests (two question papers and two spelling papers) which will take approximately two hours.
Each test booklet contains a question paper and a spelling paper. The papers should be administered in the order they appear in the live test (question paper, followed by spelling).
Anchor trial: Each child will sit one complete test containing a question paper and a spelling paper, which will last approximately one hour. 
	KS1 IVT English grammar, punctuation and spelling
Each child will sit a question paper. This paper may be administered in small groups. The total time for this paper is 25 minutes.

Spelling questions are not trialled at IVT. The test should have 5 minutes at the beginning for practice questions, followed by 20 minutes for the children to complete the test.
	KS2 IVT English grammar, punctuation and spelling
Each child will sit one question paper which is approximately 45 minutes long.

Spelling questions are not trialled at IVT.


	
	KS1 TPT mathematics
Each child will sit one complete test comprising one arithmetic paper and one mathematical reasoning paper.
The arithmetic paper will take approximately 25 minutes and the reasoning paper will take approximately 35 minutes. There should be a break in-between each paper.

	KS2 TPT mathematics
Each child will take one complete test comprising of three papers. Paper 1 (Arithmetic) should be administered first followed by paper 2 and paper 3 (Reasoning). The arithmetic paper will take 30 minutes and the reasoning papers 2 and 3 will take 40 minutes each. The children should have a break in-between each paper.

Anchor trial: Each child will take one complete test comprising up to three papers (TBC at start up). Paper 1 (Arithmetic) should be administered first followed by paper 2 and paper 3 (Reasoning). The arithmetic paper will take 30 minutes and the reasoning papers 2 and 3 will take 40 minutes each.
The children should have a break in-between each paper.
	KS1 IVT mathematics
Each child will take one complete mathematical reasoning test that will take approximately 35 minutes. There will not be an arithmetic paper at IVT.

	KS2 IVT mathematics
The will be no Mathematics papers trialled for KS2 IVT in 2017.


	
	KS1 Phonics
Each child will sit one booklet comprising 40 words. All trial booklets must be administered by a teacher from the pupils’ school on a one-to-one basis with each pupil.

The administration must take place on one day in each school. A maximum of 20 pupils per school will be selected to take the check.
	
	
	KS2 IVT Science
Each child will sit one complete test comprising of three papers. Each paper will take 25 minutes. The papers must be administered in the order specified.

There can be a break in between each paper.

	Additional comments
	KS1 TPT
All KS1 trial test booklets must be administered by teachers and supported by trained administrators (including Phonics).
Any school selected for participation will be involved in the administration of only one trial.
With the exception of KS1 English reading, the Supplier must ensure that each school trials all materials on the same day.
For each subject, the papers need to be administered in the prescribed order detailed in the administrator guidance.
When administering the tests there should be an appropriate break in-between each paper.
	KS2 TPT
All KS2 trial test booklets must be administered by trained administrators.
Any school selected for participation will be involved in the administration of only one trial.
For each subject, papers need to be administered in the prescribed order detailed in the administrator guidance.
When administering the tests there should be an appropriate break in-between each paper.
	KS1 IVT
All KS1 trial test booklets must be administered by teachers and supported by trained administrators.
Any school selected for participation will be involved in the administration of only one trial.
For each subject, papers need to be administered in the prescribed order detailed in the administrator guidance.

	KS2 IVT
All KS2 trial test booklets must be administered by trained administrators.
Any school selected for participation will be involved in the administration of only one trial.
For each subject, papers need to be administered in the prescribed order detailed in the administrator guidance

	Versions for trialling

	Versions for Trialling
	KS1 TPT English Reading

There will be 14 English reading answer booklets and three reading prompt booklets (RPS000, RPT000 and RP1AT0)

The KS1 Reading test has two types of answer booklets: 

• a combined reading prompt and question booklet (RPABs)

• a reading answer booklet (RABs) with accompanying reading prompt 

	KS2 TPT English reading 

There will be 8TPT English reading answer booklets each associated with one of four reading prompt booklets (RP0025, RP0026, RP0027 and RP0028) plus one anchor answer booklet and reading prompt booklet (RPAT00).

	KS1 IVT English reading 


There will be 8 English reading answer booklets and two reading prompt booklets (RPU000 and RPV000).

The KS1 Reading test has two types of answer booklets: 

• a combined reading prompt and question booklet (RPABs)

• a reading answer booklet (RABs) with accompanying reading prompt
	KS2 IVT English reading


There will be 10 English reading answer booklets each associated with one of four reading prompt booklets (RP0029, RP0030, RP0031, RP0032 and RP0033).


	
	KS1 TPT  English grammar punctuation and spelling

There will be 8 versions of the spelling paper and eight versions of the question paper.

	KS2 TPT English grammar, punctuation and spelling 


There will be 8 TPT test versions and one anchor test version. Each version has two papers – questions and spelling.


	KS1 IVT English grammar, punctuation and spelling 


There will be 4 versions of the question paper.

	KS2 IVT English grammar, punctuation and spelling 

There will be 4 versions of the question paper.


	
	KS1 mathematics

There will be 8 versions of the arithmetic paper and 8 versions of the reasoning paper.

	KS2 mathematics 


There will be 10 TPT test versions plus one anchor test version. Each test version comprises of three papers: 


Paper 1 - arithmetic paper Paper 2 - reasoning paper Paper 3 - reasoning paper 
	KS1 IVT mathematics 


There will be 6 (to be confirmed by no later than start up) mathematical reasoning paper versions.
 No arithmetic paper will be included in this trial.
	KS2 IVT mathematics
The will be no mathematics papers.



	
	Phonics
There will be 12 test versions.
	
	
	KS2 IVT Science
There will be 9 test versions each comprising three papers: biology, chemistry and physics.

	Test information and combinations
	The test information and combinations of papers for each trial, per subject, and the minimum number of pupils required can be found in the ‘trialling information spread sheet’ for each trial in Appendix C.

	Process Walk Through
	The Supplier must provide DfE/STA with a complete end-to-end process walk through, including a detailed explanation of their management of the trialling process, with a particular focus on:
· printing, collating, and distribution of hardcopy test materials;
· the processes for auditing/monitoring scripts: reconciliation of scripts sent, scripts received, scripts unused;
· tracking physical movements of materials;
· data capture and collecting pupil data;
· 
QA processes at key stages in the process;
· End to end demonstration of the onscreen coding process (TPT trials only) for example coding, coder queries, exception handling, illegible script, coder management, standardisation set up, etc.;
· A presentation to explain the end to end script management process, including scanning and coding;
· A presentation explaining how the Supplier intends to manage the administrator recruitment and training;
· A presentation explaining how the Supplier intends to manage the coder recruitment and training;
· Creation of script archive;
· Presentation to explain data capture, cleaning and quality assurance processes (including checklists for the QA checks that will be carried out).
The Supplier shall carry out assurance tests and demonstrate to STA, at the process walk though, that the chosen packaging is fit for purpose.
STA may ask the Supplier to focus on certain aspects of their processes that were presented in their Tender.
STA will provide feedback on the process and recommendations for improvements/changes. The Supplier must provide evidence of steps taken to address areas for improvement, weakness or security concerns. STA to sign off the end to end process once agreed.

The process walk through should be a full day, on a date to be agreed at the start-up meeting. It will take place at the Supplier’s main base for the trialling operations.
Product descriptions which have been discussed at the start-up meeting will be reviewed agreed and signed off no later than two weeks following the process walk through.
Draft product descriptions must be provided to STA prior to the process walk through.


	School Management
	From 2016, schools participation in trialling is statutory. The STA will provide the Supplier with the samples. The sample is stratified by prior attainment and region to ensure the sample resembles the population of assessing schools on these factors.
Only one class will be asked to participate in a trial from each school, with the exception of phonics, where up to 20 children will be selected to take the check, plus 5 reserves.
The Supplier will let local authorities know of any schools participating in a trial in their area or jurisdiction 
The Supplier is responsible for managing and contacting the schools selected by the STA for statutory participation in the trial.
The trial will need to go ahead even if an Ofsted inspection is called on the day of the trial administration. If a school has any notice of the inspection, it may be possible to change the date, but this will depend on the circumstances.

	Administration and administrators

	Project management documentation
	The Supplier will update the Administrators Guide template to reflect their specific requirements for the trial. ( See template in appendix C)
Test specific information relating to each subject section will be provided by STA in the TIS.
The Supplier will include details about confidentiality and security, especially relating to the use of social media and electronic communication.
The pupil data form to be updated in agreement with STA.
Teacher and administrator questionnaires to be updated for use in each trial. The Supplier will have the opportunity to input into the questionnaire design and can build into the timeline the opportunity to test questionnaire design prior to its use / data capture.

	Administrator Training
	All trial administrators must have been trained by the Supplier, specifically for STA, within the last 2 years.
Any training that is required must be organised by the Supplier. STA will attend the face-to-face administrator training in order to present an overview of the test development processes, highlight security issues and the administrators’ role in regards to the test development process.
Some aspects of the training may be reinforced by the Supplier with an online training tool.

The Administrator’s Guide must be approved by STA and provided to administrators prior to any training, to allow time for any questions or concerns to be raised.
 No more than two training events per year should be held to train all administrators regardless of the number of call-offs won by a Supplier.

The Supplier will source a suitable central venue ensuring value for and adequate refreshments and catering is provided.

Suppliers are responsible for everyone they recruit. A breach in security should be treated as severe and we would expect a full incident report to be completed and information on the supplier’s next steps, regardless of where the breach was identified.

	Pupil Data
	TPT
	IVT 

	
	Every attempt must be made to confirm pupil data prior to trial administration. If this is not possible it must be confirmed by the Administrator on the day of administration.
Pupil data forms must be used to ensure records and data can be linked to pupil IDs.
KS1 and KS2 TPT:
STA will provide an extract of school census data for all the pupils in the relevant year group in the schools in the TPT sample. It will contain the fields listed below. The Supplier will need to identify the pupils in the class selected from each school and provide a pupil id. Schools will need to confirm or amend the pupil data provided and add pupil data for any pupils not included in the initial data (e.g. those new to the school). 
Phonics:
STA will provide an extract of school census data for all the pupils in the relevant year group in the schools in the TPT sample. It will contain the fields listed below. Schools will need to confirm or amend the pupil data provided and add pupil data for any pupils not included in the initial data (e.g. those new to the school). The supplier will need to provide a pupil id. STA will select up to 25 pupils from this list (with 5 pupils acting as a reserve). 

All trials:
The Supplier will need to collect attendance data for each pupil. The attendance information will need to indicate whether a pupil is in the class selected for the trial, present or absent from school on the day of administration and if present whether they were given each test paper or not.
The Supplier will need to reconcile test data with pupil data.
Checks should be done to ensure the quality of the pupil data that has been amended or added, including:
· All fields contain only valid values (as per the pupil data for specification) and have no leading or trialling blanks 
· Forename and surname are in the correct fields and not inverted
See Appendix B for an example of the Pupil Background Characteristics Data File. Required data:
· UPN
· Name (forename and surname)
· DOB
· Gender
· School
· EAL
· SEN
· Date of Tests
· Attendance information
	For the IVT the pupil data that needs to be collected is:
· Name (forename and surname)
· DOB
· Gender
· School
· Attendance information
See Appendix B for an example of the Pupil Background Characteristics Data File.
Name, DOB and gender can be collected from the front of pupil booklet so a separate pupil data form may not be necessary. However, the Supplier will need to ensure that this information is completed on the pupil booklet and that attendance information is collected on the day of administration and can be reconciled with test data.
The attendance information will need to indicate whether a pupil is present or absent from school on the day of administration and if present whether they were given each test paper or not. The Supplier must propose how they intend to collect this information.

	Secure Deliveries of Test Materials
	The Supplier is to securely manage deliveries of test materials to and from administrators. The Supplier must track all deliveries and be able to account for all materials at all times. Daily management information (MI) should be provided to STA during the delivery period.
Administrators are to receive training and guidance relating to the confidential nature of the test materials, secure handling and security procedures to be followed to ensure the integrity of the materials.
Administrators must check and count all materials received and sent, and provide signed confirmation that all materials are present. Supplier must confirm that all materials arrived securely into schools for administration and we securely returned following administration.
All security breaches, missing materials or other events must be reported to the Supplier immediately and escalated to STA via a security issue report on the same day the security breach is identified.
If any material is incorrectly delivered, the Supplier is responsible for supplying replacement materials to the administrator in time for all test administrations. Any replacement materials must be tracked and the same procedures followed as per the original delivery.
The Supplier must inform the STA if any materials do not arrive at their destination, for any reason. Any materials that are not delivered in line with the delivery expectations must be reported to STA immediately. Security issues reports for all incidents must be reported to STA outlining in detail: what has happened, what the supplier has done and what the planned next steps are. It is the responsibility of the supplier to ensure all materials are accounted for.
Suppliers are responsible for everyone they recruit. A breach in security should be treated as severe. We would expect a full incident report to be completed and information on the supplier’s next steps, regardless of where the breach was identified.
For any deliveries, the Supplier and any subcontractors need to agree exactly what is being sent and must include a manifest.
The Supplier will be required to collate materials for administrators according to the requirement (section SA1 .15 Trial Administration)
The Supplier will be held accountable for all materials going out to administrators.
The materials must be collated into secure sealed packages to go to administrators who will take them to and from schools.
The materials must be collated into packages to go out to schools and the number of tests in each package will be dependent on the number of pupils to be tested in each school.
The school packages must contain all the information and material that is required in any one school (the correct combination of papers) for the administration of the materials in schools.
Each package must be double wrapped in tamper evident packaging to suit the pack size and logistic method; each layer must be addressed to the recipient.
The Supplier shall carry out assurance tests and demonstrate to STA, at the process walk though, that the chosen packaging is fit for purpose.
The Supplier is responsible for the management of all logistical movements of materials.
The Supplier shall provide daily reports at 12pm or 5pm to identify what packages are in the logistics network. Any concerns about the whereabouts of any package should be raised with STA immediately (See DM1.1 Trialling framework).

	Trial Administration
	Every attempt must be made to capture pupil data prior to trial administration. If this is not possible it must be captured by the Administrator on the day of administration.
The exact data requirements are shown is section 14.3 – Pupil data.
Unless specified, all trialling should occur in a school on the same day.
The Supplier must provide all necessary materials to administrators that will be required in schools.
Materials must not be photocopied.
 If any pupil requires access arrangements, schools will need to notify the Supplier prior to the test administration. The Supplier will need to identify the access arrangements in regards to pupil data.
The administrator should confirm with schools prior to administration whether access arrangements are required.

KS2 TPT Anchors have the same administration date as the rest of the KS2 TPT but the anchor papers must be administered first in the trialling window- this is to ascertain that enough time is left for coding to take place. This includes the reading anchor paper (RABXAT) that is included in combination with other trial papers. There are 2 coding options for suppliers to consider details of which are provided in the coder sections.
There are no modified version of trial tests (e.g. modified large print, Braille). It is the responsibility of the Supplier to provide simple modified materials such as enlarged photocopies or copies on coloured paper. Consideration will need to be given to any scanning or coding implications these may have. The Supplier will need to clearly identify, in the pupil data, where modifications have been made.

If any issues arise while the administrator is in the school, he/she should contact the Supplier for advice. The Supplier must ensure there are individuals available to take calls from administrators throughout the administration window.
 Suppliers are responsible for everyone they recruit. A breach in security should be treated as severe. We would expect a full incident report to be completed and information on the supplier’s next steps, regardless of where the breach was identified

	Trial Observations
	DfE / STA staff may wish to observe a number of the trials in schools in order to gain feedback on the performance of items and to feed into the test development process.
Supplier to provide as standard details of trials (dates, schools, locations) to allow STA staff to select the most appropriate visits to attend.
Observations will be negotiated and agreed between STA and the Supplier.

	Incentives
	From 2016, school participation will be statutory. As a result no incentives will be offered to schools for participation.

	Coder recruitment 

	Recruiting and contracting all supervisory and non-supervisory coders
	The Supplier will be required to manage, recruit and contract all supervisory and non-supervisory coders. It is the responsibility of Suppliers to ensure the number of recruited supervisor and non-supervisory coders meets the requirements of STAs coding model. It is the supplier’s responsibility to decide how to manage the recruitment campaign and who to recruit provided those recruited meet with the minimum requirements in the Framework agreement. 
Suppliers are responsible for everyone they recruit and a breach in security will be treated as severe. In the event of a breach of security STA would expect to be provided with a full incident report and information on the supplier’s next steps, regardless of where the breach was identified.
The supplier will be expected to maintain a register of coders themselves, which is similar to that used for administrators.
STA will provide criteria for selecting coders and Leads and Deputies. All senior coders must meet the criteria to be a deputy and a coder before they can be considered for a senior position. All deputies must have previous coding experience. It would be expected that all levels of recruitment would complete a relevant task.
STA can review the lists of coders but the supplier has final decision.
STA will provide a timeline for recruitment of coders and contract award. (see table 1.a)
STA will provide the coder model for all trials (see appendix C).
The Supplier may offer contracts to individuals for one or more of the trials and should confirm their approach to this in the coding strategy. Applicants who are not selected to be supervisory coders but meet the criteria to be coders, and wish to participate, should be added to the coder pool.
The Supplier must provide an update on the coder recruitment progress, to STA, in the weekly check point meetings.
The Supplier must submit draft contracts for each unique role to STA for comment.
It would be desirable for coders of all ranks to have completed coding (to the required quality standards) in previous trialling since 2012. Where this is not the case, coders should have Qualified Teacher Status (QTS) and at least one year’s qualified teaching experience in the relevant subject and key stage; or have equivalent experience in teaching their subject or other suitable experience in a relevant subject specific educational field (anyone who does not have a teaching background must be approved by STA). DfE will facilitate the distribution of invitations to coders by providing the current national curriculum Register of Coders to the Supplier. However, the Supplier will be required to consider recruiting individuals that are not on this list and will need to develop criteria for selection, agreeing these with STA.
The supplier must provide a coder training plan outlining how they plan to implement the coder model as provided by the STA. The plan should clearly highlight the following:
· Coding hierarchy, roles and responsibilities.
· Allocations - The minimum number of test items or item groups (whichever is relevant to the solution) coders and supervisory coders will be required to code. (The STA will determine the way in which the test scripts are split up to code i.e. by item / item group / test booklet which would contribute to determining the level of flexibility that may be present in the coding pool.) Please note that Reading will be expected to have lower allocations than previous trials to support all coding to be completed on time.
· Amount of contracted spare coding capacity – The volume of unutilised coding capacity available as a contingency against unforeseen delays to coding progress and due to coders withdrawing or not meeting the coding QA criteria.
· A plan to describe how coders will be managed throughout the coding window to ensure that all coding will be complete by the agreed timeline.
· A plan for contingency outlining trigger points for action. 
All test scripts should be coded during the live coding window; the coding capacity model should reflect this requirement.
A complete list of the coder to team and item / item group allocations must be provided to STA for information, prior to the coding event.
The Supplier must ensure that they assign responsibility for acting as points of contact for escalation to the STA test development researchers and that they minimise the number of individuals assigned to this role.


	Recruiting and contracting supervisory coders 
	The Supplier will be responsible for the recruitment, contracting and management of the supervisory coding team, who will:
· Produce training, practice, standardisation and ongoing quality assurance materials- STA maintains responsibility for this document similar to the coding frames and would expect to see copies of proposed materials for sign off before use at coding. Suppliers are to consider this and timelines to ensure STA have enough time view the documentation efficiently.
· Train coders 
· Manage and support coders throughout practice, standardisation and coding, providing appropriate feedback.
· Attend and complete all pre-coding related activities.
· Adjust, amend and develop the mark schemes/ coding frames.
· Conduct ongoing quality assurance where appropriate.
Supervisory coders may be required to work for a few nominated days with STA. The requirements for this may vary from subject to subject and will be discussed with the Supplier during pre-pre coding meetings.

	Recruiting and contracting coders 
	The Supplier will be responsible for the recruitment, contracting and management of a sufficient number of coders in order to complete all coding within the agreed milestone dates and to agreed quality standards. Suppliers are responsible for everyone they recruit. A breach in security should be treated as severe, and we would expect a full incident report to be completed and information on the supplier’s next steps regardless of where the breach was identified.

Section M1.5 of the trialling framework also applies.

	Coder Payment

	The Supplier must utilise an appropriate mechanism for paying coders the correct amount for all work undertaken, completed, and the coding quality based on accurate data. This is likely to include analysis of information regarding the quantity of test script codes submitted or the time spent coding, supervisory duties undertaken and attendance at meetings. The total payment expected for each role should be calculated to ensure that it accurately reflects status in the coding hierarchy. The payments should reflect the grade /role of the coder and any ongoing quality assurance they are expected to complete. STA will provide the supplier with a payment model for coders and an advised performance related structure linked to the responsibility fee. These fees are outlined in the coder model and fees document found in appendix C. To help support this STA’s TDRs will provide the supplier with a report on each lead coder from STA’s own view point. The dates for these and exact detail will be negotiated with the supplier and STA.
The Supplier must administer payments to coders and reimburse associated expenses. The Supplier must ensure that all expense claims are verified in order to mitigate fraud and may be required to provide evidence of this to STA. The Supplier must provide a mechanism to ensure that coders are paid without delays and in any case no later than 30 days after the completion of services.
Expenses structures are to be agreed with STA. Once approved the Supplier shall not amend the terms on which coders are engaged without STA’s prior written consent.
The proposal must contain details of fixed and variable costs for coder recruitment. Costs must be transparent and presented in a way which will allow STA to pre-estimate costs of call-off orders.

	Coder communications

	Section M1.2 of the trialling framework applies.
Coder communications should be covered in the coding management strategy and in the coder training plan.

	Pre-coding - Pre-coding allows STA staff and supervisory coders to review trial scripts and to use them to check coding frames, select any standardisation and seeding script and to develop other training materials. Test Development researchers, for each subject at STA must be involved in the pre-coding planning process.

	Pre-coding format and dates
	Pre-coding for the KS1 TPT subjects will take place between 05-09/06
Final dates to be confirmed by STA.
The pre-coding/coding for the KS1 TPT trial can be completed using either an OSM system
or 
A paper-based coding solution.

The Supplier must clearly indicate in their bid which solution they propose.
	Pre-coding for the KS2 TPT subjects will take place between 26-30/06
Final dates to be confirmed by STA.
The pre-coding/coding for the KS2 TPT trial is to be completed using an OSM system. Anchor pre-coding will only take 1 day for familiarisation; with the pre prepared materials by STA’s TDRs this can be either 6th or 7th April.
	Pre-coding for the KS1 IVT subjects will take place between 24-27/07
 
Final dates to be confirmed by STA.
It is the preferred option that all pre-coding for the IVT trials will be marked on paper. However, an OSM solution may be considered by STA if proposed by the Supplier.

	Pre-coding for the KS2 IVT subjects will take place between 24-27/07
Final dates to be confirmed by STA.
It is the preferred option that all pre-coding for the IVT trials will be marked on paper. However, an OSM solution may be considered by STA if proposed by the Supplier.


	Pre-coding – OSM system preview area
	If an OSM solution is proposed, the Supplier must create an on-screen coding preview area where STA staff can familiarise themselves with the functionality and layout of the on-screen coding system. This must be available prior to pre-coding and allow enough time for the STA staff to explore the system. The preview area does not need to include 'live' scripts' but must clearly reflect the layout and functionality specific to each subject.
STA would like access to this area for a few days following the completion of pre-coding.
Any specific OSM training guidance from the Supplier must be reviewed and signed off by STA at least one week before training commences.
	The Supplier must create an on-screen coding preview area where STA staff can familiarise themselves with the functionality and layout of the on-screen coding system. This must be available prior to pre-coding and allow enough time for the STA staff to explore the system prior to pre-coding. The preview area does not need to include 'live' scripts but must clearly reflect the layout and functionality specific to each subject.
STA would like access to this area for a few days following the completion of pre-coding.
Any specific OSM training guidance from the Supplier must be reviewed and signed off by STA at least one week before training commences.
	The requirements in the TPT columns opposite apply if an OSM solution for pre-coding is proposed by the Supplier.
	The requirements in the TPT columns opposite apply if an OSM solution for pre-coding is proposed by the Supplier.

	Pre-coding





















Pre-Coding continued





















Pre-coding continued

	All pre-coding scripts must be made available for pre-coding on the dates detailed in 1.b Deliverable and outputs table. There must be 100 scripts for each test version, for each subject.

During pre-coding, Supervisory coders will need to select the following items:
· Standardisation responses;
· Practice scripts;
· Training exemplars;
· Seeding responses for quality assurance.
Note that STA may wish to use existing materials from previous trials to produce training and QA materials for anchor items/papers.
STA test development researchers will work closely with the supervisory coding teams during pre-coding on the development of training, practice, standardisation and ongoing quality assurance materials. They will accordingly require access to the Supplier’s OSM.
Senior coders and STA staff must be able to work together as a team in order to agree how responses will be marked.
The Supplier must consider how the items selected above will be collated and created into training materials.

The Supplier should consider photocopying materials in pre- coding as a means of preparing training materials.

Following the completion of pre-coding, the Supplier must ensure that all pre-coding scripts are added to the allocation pool of scripts for ‘live’ coding.


Senior coders may need to complete seeding and standardisation after the pre-coding event, and suppliers should have processes in place to manage materials securely and ensure STA receives updated training materials a minimum of a week before coder training. 
Allowable codes may need to be amended after pre-coding and any proposed process must allow for this.
	All pre-coding scripts must be made available on the dates detailed in 1.b Deliverable and outputs table. There must be 100 scripts for each test version, for each subject.
During pre-coding, Supervisory coders will need to select the following items:
· Standardisation responses;
· Practice scripts;
· Training exemplars;
· Seeding responses for quality assurance.
Note that STA may wish to use existing materials from previous trials to produce training and QA materials for anchor items/papers and therefore a process will be required for loading existing standardisation and seeding responses for anchor item groups into the onscreen marking system. 
STA test development researchers will work closely with the supervisory coding teams during pre-coding on the development of training, practice, standardisation and ongoing quality assurance materials. They will accordingly require access to the Supplier’s OSM.
Senior coders and STA staff must be able to work together as a team in order to agree how responses will be marked.
The Supplier must consider how the items selected above will be collated and created into training materials.

The Supplier should consider photocopying materials in pre- coding as a means of preparing training materials.

Supervisory coders may want to tentatively mark some scripts. These marks will need to be deleted before coding starts.

Following the completion of pre-coding, the Supplier must ensure that all pre-coding scripts are scanned and added to the allocation pool of scripts for ‘live’ coding.
Allowable codes may need to be amended after pre-coding and any proposed process must allow for this.

Anchors- Pre-coding will follow a different format and will run earlier than other TPT subjects and last only 1 day. Training materials, standardisation and seeding responses will be produced from STA’s script archive by TDRs.  Some KS2 TPT combinations also include anchor item groups (Maths and GPS) and the training materials and standardisation and seeding responses for these anchor item groups will be produced from the script archive and existing materials. Likewise, the anchor training and quality assurance materials for the KS1 TPT may be created from existing materials. Leads will then be expected to spend at least 1 day with TDRs to review the materials and familiarise themselves with what has been created.
N.B. – Anchors - existing standardisation and seeding responses will need to be loaded into the onscreen marking system (if marking is online) or incorporated into paper materials (if marking is on paper)
	All pre-coding scripts must be made available on the dates detailed in 1.b Deliverable and outputs table.

There must be 100 scripts for each test version, for each subject.

Scripts must be batched with a completed batch header. 
 When batching scripts for both pre-coding and coding there should be 25 scripts in each batch, as far as possible.


Pre-coding scripts are used by Supervisory coders to select the following items:
· Training scripts;
· Practice scripts;
· Training exemplars.
STA test development researchers will work closely with the supervisory coding teams during pre-coding on the development of training, practice, standardisation and ongoing quality assurance materials.
The Supplier must consider how the items selected above will be collated and created into training materials.

The Supplier should consider photocopying materials in pre-coding as a means of preparing training materials.

If paper based IVT pre-coding scripts will not be marked by the supervisory team.

If on screen coding, Supervisory coders may want to tentatively mark some scripts. These marks will need to be deleted before coding starts.

Following the completion of pre-coding, the Supplier must ensure that all pre-coding scripts are added to the allocation pool of scripts for ‘live’ coding. 


Allowable codes may need to be amended after pre-coding and any proposed process must allow for this.




	Pre-coding 
	All trials
For all standardisation and seeding items, on-going quality assurance, selection exercises, regardless of test type, should be via a system that allows two members of the supervisory coding team to independently code scripts and then compare outcomes to ensure reliability. The system should automatically flag discrepancies and also confirm to supervisory coders when this work has been completed.


	Coding- additional considerations
	KS2 TPT Anchors are working to an earlier data return date and should be marked on screen as with the KS2 TPT - STA are providing two date options for suppliers to consider. It is for the supplier to decide which one they could manage most effectively.
Option1 -  2 week coding window
Option2 - 1 week window coding would need to be Panel based.
KS2 TPT coding window dates are only fixed by the end of coding date 21/07 to ensure that data return is achieved. Should the supplier feel that it is possible to complete sooner STA would be happy to discuss options. 
Live marking activities happen throughout the TPT coding window so flexibility maybe required when recruiting coders.



	Coder training and coding

	Coding model and coding plan
	STA have created a draft coder model (see annex C). This includes the number of teams, Leads and Deputies STA envisages for each trial. The Supplier must decide how many coders they will require and recruit to these to ensure they can meet the data return dates. Please note that following lessons learnt in 2016, Reading needs to have lower allocations to support coding.

Coding plan
The Supplier must develop a coding plan which outlines: 

· management of script availability and allocation of coding throughout the coding window including any reallocations that are required;
· the mechanism that will be employed to ensure the security of all test scripts and to ensure all test scripts are accounted for both before and after coding is completed;
· the coding timeline (including projected coding completion profiles and deadlines to be issued to coders);
· the mechanism that will be employed to allow coders to escalate coding frame queries or clarifications to the supervising coder and the STA Test development researchers during the coding period;
· the mechanism that will be employed to capture feedback from coders on the draft coding frames during or following the coding period;
· the mechanism that will be employed to allow supervising coders to view and re-mark items / item groups of their allocated coders;
· the venue and venue staffing requirements for all planned activities requiring a venue;
· plans for test script logistics.

	Coder training plan
	The Supplier must develop a coder training plan which outlines who the Supplier will train, in what, when, how, where and the rationale for the selected approach (see 17.3 for details). Venue details and staffing requirements for all planned activities requiring a venue, plans for test script logistics, plans for test script security during training.

The plan should also include detail about roles, responsibilities and expectations:
· an explanation of the coders' role in the test development process;
· explanation of initial quality assurance processes and on-going quality assurance checks will take place;
· an explanation of what will happen to the data generated by testing;
· an explanation of how comments made or responses flagged by coders will be dealt with;
· 
the process of escalating coding queries;

· Supervisory coders to delivering the training to non-supervisory coders.

Roles and responsibilities for Agency and STA need to be agreed in advance.

For TPT the plan should also include:
· Meetings with TDRs for pre- event planning;
· The mechanism the Supplier will adopt to develop, print all required training materials following pre-coding, and then distribute (what meetings will be held, what will the inputs and outcomes be, what is the rationale for the selected approach);
· details of the delivery of training on the on-screen coding system for each subject (and TDRs) – preferably face to face;



	Coder training requirements
	 TPT paper based solution - Please note if the Supplier is providing a paper based solution for KS1 TPT please refer to the coder training requirements for the IVT trials opposite.
For KS1 and KS2 On-screen coding solutions
The Supplier must ensure all Supervisory and non-supervisory coders attend the coding events as required according to their role(s). All supervisory and non-supervisory coders must attend training for each TPT trial they are contracted to. Training events must include (but not be limited to):
· a discussion / explanation of any administrative requirements;
· expectations of allocations to coders/teams and coding progress;
· Training for all coders (including supervisors) on the use of its OSM. It is highly desirable that this be face to face, and subject specific, to demonstrate the system. The Supplier must ensure that the OSM system has a practice area which allows coders to familiarise themselves with the functionality of the system away from the area containing live scripts, once again practice scripts must be in the relevant subject, and as far as possible reflect the set-up and functionality that the live area is likely to have. The Supplier should also produce step by step guides on the use of the OSM for both supervisory and non-supervisory coders;
· Supervisors and TDRs need full training on reporting/ aspects of the system;
· explanation of Standardisation and Seeding processes;
· an explanation of what will happen to the data generated by testing;
· an explanation of how comments made or responses flagged by coders will be dealt with;
· the process of escalating coding queries;
· communication with the supervising coder and other coders;
· security and confidentiality;
· coder payments;
· a discussion of and training on the coding frames, delivered by the Supervisory coders to their allocated teams;
· training and guidance to administrators relating to the confidential nature of the test materials, and security procedures.



The Supplier must also ensure that STA and its nominated representatives (regulatory or stakeholder) are also invited to attend all meetings / training events sufficiently in advance to allow travel and other arrangements to be made. It must also provide an agenda, details of the venue and relevant materials.

KS2 Anchors:
Anchor coders require the same level of training as regular TPT coders, but earlier. Suppliers are asked to consider this and include how they would manage this training should suppliers bid for KS2 TPT.

	For the IVT trials, coder training is expected to take place at the beginning of the paper based coding event (rather than as a separate event). The Supplier must ensure all Supervisory and non-supervisory coders attend the coding events as required according to their role(s). All coders must attend training for each IVT trial they are contracted to. Coding events must include (but not be limited to):
· a discussion / explanation of any administrative requirements;
· expectations of allocations to coders/teams and coding progress;
· communication with the supervising coder and other coders;

· security and confidentiality;

· coder payments;
· a discussion of and training on the coding frames /coding frames delivered by the Supervisory coders to their allocated teams;
· training and guidance to administrators relating to the confidential nature of the test materials, and security procedures;
· Supervisors and TDRS need full training on reporting processes.
The Supplier must also ensure that STA and its nominated representatives (regulatory or stakeholder) are also invited to attend all meetings / training events sufficiently in advance to allow travel and other arrangements to be made. It must also provide an agenda, details of the venue and relevant materials.

	
	Training materials 
For all subjects, there is a requirement to develop training materials, following the pre-coding event. Copies of these should be provided to STA a week before coding for review and sign off.
The Supplier must manage the supervisory coders to:
· Work with STA test development researchers to apply the draft coding frame (provided by STA) to the live pre-coding examples (from early sample of at least 100 pre-coding scripts per, test version);
· Complete coding frame development;
· Select standardisation scripts and seeding items for ongoing quality assurance;
· Print and distribute the coder training materials.
STA will be responsible for developing the coding required for coders.

Any paper training materials required by the Supervisory coders should be printed on different coloured paper to make sure they are easily identified as training materials. 
The Supplier must print sufficient copies of materials for these exercises to be completed and organise venues.
The Supplier must print training materials according to coder numbers and ensure that practice, standardisation scripts and items for ongoing quality assurance are made available(either on paper or in the OSM system) for coders to use. This includes practice, standardisation and ongoing quality assurance scripts for anchor items that may be produced from pre-existing material rather than selected from the live TPT scripts.
Items that will be used for ongoing quality assurance must appear no differently from live test items.
The Supplier must produce guidance (agreed with STA) for members of the supervisory coding team to them to enable them to deliver training, support and manage the coder pool.
The Supplier will be required to manage the printing and collation of coder training materials and provide them to coders at the training event/meetings.
The Supplier and STA will agree dates for handover of any files from STA which will support coder training.
All supervisory coder materials must be returned to the Supplier, including any hand written note, and handed over to STA to aid future test and coding frame development.
Following coding, the Supplier must ensure that:
· all materials belonging to the Supervisory coding team are logged and handed over to STA;
· all coder materials (other than those of the Supervisory coding team) are securely destroyed by the coders and must provide evidence of this to STA upon request. Where responsibility for this is with coders, each must be required to complete a declaration form confirming secure destruction. STA will require MI to track progress of destruction of materials.
· The supplier must discuss with TDRs how they plan to manage the report production by leads and deputies and ensure this time is factored into any payments. 
	Training materials
 
For all subjects, there is a requirement to develop training materials, following the pre-coding event. Copies of these should be provided to STA a week before coding for review and sign off.
The Supplier must manage the supervisory coders to:
· Work with STA test development researchers to apply the draft coding frame (provided by STA) to the live pre-coding examples (from early sample of at least 100 pre-coding scripts per, test version);
· Complete coding frame development;
· Select training scripts, practice scripts and exemplars for training purposes;
· Print, distribute and manage the coder training materials.
STA will be responsible for developing the coding frames required for coders.

Any paper training materials required by the Supervisory coders should be printed on different coloured paper to make sure they are easily identified as training materials.
The Supplier must print sufficient copies of materials for these exercises to be completed and organise venues.
The Supplier must produce guidance (agreed with STA) for members of the supervisory coding team to them to enable them to deliver training, support and manage the coder pool.
The Supplier will be required to manage the printing and collation of coder training materials and provide them to coders at the training event/meetings.
Following coding, the Supplier must ensure that:
· all materials belonging to the Supervisory coding team are logged and handed over to STA;
· all coder materials (other than those of the Supervisory coding team) are securely destroyed and must provide evidence of this to STA upon request. Where responsibility for this is with coders, each must be required to complete a declaration form confirming secure destruction. STA will require MI to track progress of destruction of materials.
All supervisory coder materials must be returned to the Supplier, including any hand written notes, and handed over to STA to aid future test and coding frame development.

	Event management - (pre-coding, coder training and coding event)

	The Supplier must source centrally located venues suitable for use at the following events:
· Pre-coding meetings 1 and 2 - Hosting pre-coding events for each subject - to be attended by the supervisory coders and the STA test development researchers.
· TPT Coder training - hosting coding training events which will include OSM training from the Supplier and coder training from the Supervisory coders, before the coding window begins. To be attended by the supervisory coders, non-supervisory coders and the STA test development researchers.
· IVT Coding event (to include training) - hosting coding events, which will incorporate coder training (to be delivered by the Supervisory coders) at the beginning of the coding weekend, before coding begins – to be attended by the supervisory coders, non-supervisory coders and the STA test development researchers.
Venue security checklists need to be completed (see Appendix C) and sent to STA before a venue is approved.
The Supplier will need to consider their solution for capturing pupil responses and whether a secure, technology requirements can be met; such as printing/photocopying.
In addition to the services detailed in M1.15 of the framework, STA staff will require access (for a wired connection), and/or Wi-Fi availability.
Space requirements per coder / group (for coder training)
For the duration of the training event, each coder should have enough space to open two A4 booklets side by side and also a pile of A4 booklets in front of them.













The STA recommends the minimum table space, per coder, should be 70cm (depth) by 100cm (width), but the Supplier should not restricted to these measurements.
Consideration should be given to the location of subject teams in a venue.
Groups should not be distracted by others having breaks or lunch if all break times do not coincide.
Consideration should also be given to the number of teams in a shared space and the raised noise levels that may occur when training is conducted by different teams.



	
	KS1 TPT
	KS2 TPT
	KS1 IVT
	KS2 IVT

	Coding requirement type
	Either on-screen coding or central panel paper based coding
	On-screen coding
	Central panel paper based coding is important. It can either be on screen or on paper.

	
	DfE expects that the approach to on-going coding Quality assurance checks will differ between the Supplier’s paper based solution and OSM solution. The Supplier will need to justify its approach to show that it provides coding/coding of equivalent quality standards across both solutions (if both on-screen coding and paper based trials are tendered for).

	Coding
	KS1 TPT - The coding mode for the KS1 TPT trial can be either onscreen coding or paper based. The on-screen coding option can be completed remotely or at a centralised location. The paper based coding solution must be at a centralised location.
KS2 TPT - The coding mode for the KS2 TPT is on-screen. The on-screen coding option can be completed remotely or at a centralised location. The paper based coding solution must be at a centralised location.
KS2 TPT Anchors - The coding mode for the KS2 TPT anchor trial is onscreen coding. The on-screen coding option can be completed remotely should option 1 of the coding window be selected or at a centralised location. If option 2 is selected the supplier would need to ensure that coders can provide adequate IT equipment to complete in a panel based environment. 
If a supplier would prefer to offer an off-site coding solution they must present this in their bid but they need to consider how they will meet the data return.
On-screen coding system
The on-screen coding system requirements are clearly detailed in the Framework (Section M1 - OSM system requirements are emboldened. Each states whether it is essential (coloured red) or desirable (coloured blue). Suppliers will either need to demonstrate that they can meet the essential requirements, or have a viable work around that will allow the requirement to be met. The Supplier will need to provide STA with a full, end to end demonstration of their OSM solution and be prepared to evidence system functionality relating to various scenarios that could occur within the coding window.
Script management during coding 
The Supplier must ensure that the allocation of work is approximately equivalent across all coders of equal rank in the coding hierarchy. Coders who have completed their initial allocation may be allocated additional scripts if they confirm that they have capacity to code more. The Supplier must ensure that there is a full audit trail of all test scripts (including re-allocated test scripts) that is maintained at all times. Coders should be able to track progress against their initial allocation and any additional allocations throughout the coding window.
	The coding model that should be used for IVT trials is paper based coding. This must take place at a centralised location to allow coders to interact to discuss responses and possible amendments to coding frames.
STA will supply the coding model to the supplier- to allow sufficient time for recruitment and time for the supplier to plan how they will manage coding.
Supplier must provide a mechanism to capture all coding data. The solution must also enable the capture of a valid attendance code for a pupil where no test script has been presented for coding, either by the coder or Supplier.
The Supplier will need to provide STA with evidence relating to various scenarios that could occur within the coding window.
Script management during coding 
The Supplier must ensure that the allocation of work is approximately equivalent across all coders of equal rank in the coding hierarchy. Coders who have completed their initial allocation may be allocated additional scripts if they confirm that they have capacity to code more. The Supplier must ensure that there is a full audit trail of all test scripts (including re-allocated test scripts) that is maintained at all times. Coders should be able to track progress against their initial allocation and any additional allocations throughout the coding window.


	Coding quality assurance

	All coding quality assurance mechanisms must be fully documented in the coding quality assurance product description.
(Please refer to the Framework, Code quality assurance sections M1.21 – M1.31)
The Supplier must ensure that there is a mechanism to verify that each coder is consistently and accurately applying the mark scheme/ coding frame to test items to the agreed standard prior to the coding period. This mechanism is to be known as ‘standardisation’.
Those Coders that fail to accurately apply the coding frame to the responses in the Standardisation materials to an agreed standard after the permitted number of attempts will not be permitted to code that Item / item group and must be stopped from accessing further coding / coding in the OSM system for that Item / item group. 
	All coding quality assurance mechanisms must be fully documented in the coding quality assurance product description.
(Please refer to the Framework, Code quality assurance sections M1.21 – M1.31)
The Supplier must ensure that there is a mechanism to verify that each coder is consistently and accurately applying the coding frame to test items to the agreed standard prior to the coding period. This mechanism is to be known as ‘standardisation’.
For those coders who are not consistently and accurately applying the coding frame to the agreed standard there must be a mechanism by which further training is provided in order to get the coder to the required standard.

	On-going coder quality assurance

	The Supplier must also ensure that there is a mechanism to verify that each coder is consistently and accurately applying the coding frame to test items to the agreed standard throughout the coding / coding period and must agree this with STA prior to implementation. This mechanism is to be known as ‘on-going Coding Quality assurance’
The on-going coder quality assurance process/mechanism should consider the following:
· regularly checking coders’ coding accuracy for example, 1 in 5 item groups coded (20%);
· applying the same standard against each coder for each test;
· providing all coders, regardless of whether they pass or fail, with feedback should ensure that feedback given to coders is consistent;
· suspending coders from coding where their coding quality falls below the standard for that test;
· efficiently allow supervising coders to monitor all coders coding including coding quality items / item groups and “live” items / item groups;
· allow supervising coders to view and re-code their subordinate coders;
· allowing the manual approval and suspension of coders;
· having a mechanism or process which calculates the error rate for each item group coded by each coder, as specified by STA.
Allow the use of live scripts for coding quality assurance. All coders should be aware of the agreed process if they fail standardisation or on-going quality assurance.
All coding completed by a stopped coder must be cleansed, re-allocated and re-coded by coders coding to the standard. The Supplier’s approach to data cleansing should be agreed with STA as part of the agreement of the coding capacity model.
The Supplier must agree coding forecasts with STA, and ensure that expectation is set with coders accordingly regarding deadlines and progress milestones. During the coding window the Supplier must manage coders to ensure that appropriate progress is being made. Where this is not the case the Supplier must take action to remedy this either by chasing the coder(s) in question or by retrieving and re-allocating un-coded test scripts.
The Supplier must discuss any emerging issues with STA and agree planned interventions if coding capacity is significantly reduced. Contingencies for coding not meeting the forecast schedule must have been identified and logged on the risk register.
All queries raised by coders throughout the coding process should be reported to STA. The report must include a copy / transcript of the pupil response.
	The Supplier must also ensure that there is a mechanism to verify that each coder is consistently and accurately applying the coding frame to test items to the agreed standard throughout the coding / coding period and must agree this with STA prior to implementation. This mechanism is to be known as ‘on-going Coding Quality assurance’.
The on-going coder quality assurance process/mechanism should consider the following:
· regularly checking coders’ coding accuracy for example, 1 in 5 item groups coded (20%);
· applying the same standard against each coder for each test;
· providing all coders, regardless of whether they pass or fail, with feedback should ensure that feedback given to coders is consistent;
· suspending coders from coding where their coding quality falls below the standard for that test;
· efficiently allow supervising coders to monitor all coders’ coding including coding quality items / item groups and “live” items / item groups;
· allow supervising coders to view and re-code their subordinate coders;
· allowing the manual approval and suspension of coders.
Allow the use of trial scripts for informal coding quality assurance. All coders should be aware of the agreed process if they fail any agreed process on quality of coding or on-going quality assurance.
All coding completed by a stopped coder must be, re-allocated and re-coded by coders coding to the standard. The Supplier’s approach to data cleansing should be agreed with STA as part of the agreement of the coding capacity model with special consideration given to how this will be addressed in a paper based coding scenario.
The Supplier must agree coding forecasts with STA, and ensure that expectation is set with coders accordingly regarding deadlines and progress milestones. During the coding window the Supplier must manage coders to ensure that appropriate progress is being made. Where this is not the case the Supplier must take action to remedy this either by chasing the coder(s) in question or by retrieving and re-allocating un-coded test scripts.
The Supplier must discuss any emerging issues with STA and agree planned interventions if coding capacity is significantly reduced. Contingencies for coding not meeting the forecast schedule must have been identified and logged on the risk register.
All queries raised by coders throughout the coding process should be reported to STA. The report must include a copy / transcript of the pupil response.

	Coder register

	The Supplier must provide a valid record in the Coder Register for all data fields required by STA. The Supplier must ensure that data from the Coder Register is accessible, up-to-date, 100% accurate and made available in the format to be agreed by STA (see appendix B – Coder register – which indicates the requirements for the coder register).
The Supplier must ensure that all contracts with Coders state that STA shall be the data controller (as defined in the Data Protection legislation) of any Personal Data that relates to the Coders and that is processed in connection with national testing. The Supplier must also ensure that the contracts include notices stating the purposes for which Personal Data will be processed by STA and its Suppliers (one of which will be to audit the quality of the coding).
The coder register will be supplied as an Excel or equivalent file, with a minimum of a column per field and row per Coder per Test and will be encrypted to Cabinet Office Security Policy Framework requirements and transferred via a secure portal or other secure transfer mechanism.

The Supplier shall ensure that the storage and security of data relating to Coders, including during its transfer to STA, complies with current Data Protection Legislation.

	Script management during coding
	Script management during coding 
The Supplier must ensure that the allocation of test scripts is approximately equivalent across all coders. Those who have completed their initial allocation may be allocated additional scripts. The Supplier must ensure that the allocation of all test scripts (including re-allocated test scripts) is accurately recorded and an audit trail is maintained at all times.

Please refer to relevant sections of the framework sections G3, DM1, DM2 and IT1 for script security and protection of data.
	Script management during coding 
 The Supplier must ensure that the allocation of test scripts is approximately equivalent across all coders. Those who have completed their initial allocation may be allocated additional scripts. The Supplier must ensure that the allocation of all test scripts (including re-allocated test scripts) is accurately recorded and an audit trail is maintained at all times.

Please refer to relevant sections of the framework sections G3, DM1, DM2 and IT1 for script security and protection of data.

	Data capture, analysis and reporting

	Data Capture and Data Analysis
	Every attempt must be made to capture pupil data prior to trial administration. If this is not possible it must be captured by the Administrator on the day of administration.


See Appendix B for examples of the Pupil Background Characteristics Data File. The format for the pupil data must be agreed with the STA Psychometrics Team before collection starts.


Supplier must provide a system that will be used to capture all coding data. The solution must also enable the capture of a valid attendance code for a pupil where no test script has been presented for coding, either by the coder or Supplier.

The Supplier must fully data capture all responses from the teacher and administrator questionnaires and provide to STA in an electronic file format to be agreed with STA.


The outcomes from the analysis of the questionnaires should be provided in a spread sheet formatted as per STA instructions. Copies of generic questionnaires are attached in Appendix C and an example questionnaire report template is attached in Appendix B.

Where there are similarities in responses to a particular question from a number of different sources, these should be grouped together in the spread sheet.

The format of the data for the questionnaires will be agreed with STA in advance of data collection in an agreed data product description.


	Trial Administration Report
	The trial administration report must be handed over in three parts; A, B and C: 
• Part A: administration report
A comparison between the schools recruited and the achievement in the national population at the relevant Key Stage, local authority (LA) type, region and school type to show representativeness, a summary of the trial itself including information on school and administrator recruitment and training (where required).

• Part B: data analysis of information for individual questions
• Analysis of administrator and teacher questionnaires. An analysis of the qualitative and quantitative information collected from the questionnaires. In the report, the Supplier should highlight themes or issues that are picked up by a number of administrators or schools. See sample questionnaires in Appendix C. The qualitative and quantitative elements of the report must be provided in a format compatible with Microsoft Excel. (see template in Appendix B)

Part C: reporting on the trial; test papers as a whole. 
This prose report should include information about the number of questionnaires received, any overarching comments, details from the administrators regarding any difficulties experienced when administering the tests, timing issues, accessibility issues, administration issues and any external factors that could have had an influence on the pupils’ ability to complete the test.(e.g. excessive noise, illness).

	Handover of electronic archive
	All item level scanned script files should follow the naming convention, for example: 
2016KS2TPT_ mar _componentcode_pupilID_pg01

· [yeartest]_[subject]_[componentcode]_[pupilID]_[pagenumber]

· [yeartest]: a test/trial identifier comprising the year, 3 character code for key stage and 3 to 4 character code for, TPT or IVT.

· [subject]: 3 character code for subject – e.g. mathematics reasoning = mar, mathematics arithmetic = maa, English reading = EnR, English GPS = GPS, science =sci

· [component code]: character code determined elsewhere in spec – booklet identifier.
[pupil id]: unique to pupil ID determined elsewhere in spec – pupil identifier
[page number]: a 2 character code identifying each page of the booklet – 01, 02, 03 etc 

The Supplier must provide secure transfer of item level data to STA in compliance with the Data Protection Act and the requirements set out in the Framework Agreement.


	Supporting requirements

	Trial Security
	Supplier to provide training and guidance to administrators, coders and subcontractors relating to the confidential nature of the test materials, secure handling and security procedures to be followed to ensure the integrity of the materials, especially relating to the use of social media and electronic communication.
 The supplier should provide details pertaining to how they plan to manage these requirements and how they will continually enforce this message throughout the contract. Security incident reports to be written for all breaches and potential breaches of security and confidentiality during the Trial.


All security breaches, missing materials, mis-administration or other events must be reported immediately to STA via a security issue report. This includes known security incidents reported by trial administrators, incidents identified through administrator questionnaires or feedback or from other sources. If any tests are not administered in accordance with STA requirements, the Supplier is to inform STA immediately.


	Helplines
	Suppliers will be required to provide a helpline to deal with calls regarding all aspects of the Trialling to support administrators, coders teachers and schools, at all times during the working day. STA will not require MI on this in relation to the trials.

	ICT Requirements
	The following elements from the Framework apply:
• IT1.1 Data Standards
• IT1.2 Website compatibility and accessibility
• IT1.3 Accessibility (with the exception of on-screen measuring implement within the on-screen coding system, e.g. ruler, protractor)
• IT1.11 Secure Transfer of Data
• IT1.12 Audit
• IT1.13 User Authentication and Security - the Supplier must demonstrate they could enforce user access control on a granular basis by User, Group and/or Role, including the ability to add and/or remove users. The solution must be capable of controlling access to the system for users both from within the DfE (GSI) environment and externally. NB. The list of users may not be limited to DfE employees and may include representatives of DfE, other DfE Service Providers and other relevant stakeholders
• IT1.14 Access to data

	Service Management
	The DfE approach to Service management is currently aligned with ITIL version 3. The Supplier shall ensure their approach to Service Management is aligned ITIL version 3.

	Printing specification (1c only)
	Tests to be printed on a minimum of 90gsm.
Booklet covers should be printed on coloured paper so that they are easily distinguishable from each other. Exact colours for each test version to be agreed with STA. Colours will need to take into consideration any scanning requirements.
The cover of each test version is to be barcoded such that each booklet is unique using a combination of sample number, school number and pupil ID. Where a pupil sits two or more booklets, the pupil ID must match across those booklets. Each individual page will also have a page ID barcode.
The format of all barcodes to be agreed with STA and must be readable by a barcode scanner.
The Supplier and STA to check the quality and consistency of print, in terms of positioning of print on the page for scanning. The Supplier to provide advance print run copies of test booklets for scan checks by the STA. (see 1.d Deliverables and outputs, number 15.4 for dates) The printing specifications can be found in the trialling information spread sheets (one for each trial). These can be found in Appendix C.


Note: All figures are estimates for the purposes of bidding. All figures must include a contingency of 10%, due to pupil non-attendance on the day of the trial, 1 spare copy per school pack for administrator use and copies of each test version for STA.
























	1. Specification of requirements

1.d Performance requirements

	· Managing key performance requirements are essential to delivering this project on-time and in full, and will be monitored throughout the life of the project and form part of the contractual relationship. Please review and confirm acceptance within your submission.
· The following table lists the key performance requirements for this contract. Failure to complete one or more of these to the required standard will impact upon payment with reference to the payment with reference to the payment milestones schedule in section 1.f.

	
	Deliverable
	Service Requirements for all trials
	Performance measure

	1
	Project management
	Full attendance at project start-up meeting, process walk through, project management meetings and lessons learnt meeting (face to face and teleconference as necessary). 

Progress reports, product descriptions, recruitment and management strategy, exit and transition plans, change requests, equality plans, and risk and issues reporting to be submitted. Daily management information (MI) provided on all deliveries of secure materials to and from administrators.

Change requests to be written for any deviations from the agreed contract. Security incident reports to be written for all breaches and potential breaches of security and confidentiality. 100% – meeting documents to be provided at least 24 hours prior to organised project meetings. MI submitted daily during agreed windows.
Supplier to update the Administrator Guide, Pupil Data Forms, Administrator Questionnaire and Teacher Questionnaire to agreed quality level with STA.

	100% - meeting documents to be provided at least 24 hours prior to organised project meetings. MI submitted daily during the agreed window, at the agreed time.

	1.07
	Equalities
	The Supplier provided an equality plan and reports at intervals as agreed, fulfilling their obligations under the Equality Act 2010. 
	100%

	1.06
	Apprentices
	The Supplier provided a report detailing the number of apprentices employed during the delivery of each call-offs.
	100%

	1.05 
	Exit and Transition
	The Supplier provided and maintained a detailed, fully resourced and costed exit and transition plan. 
	100%

	2
	Management of schools
	Contact and manage all schools and LAs selected for statutory participation.

Provide a submission report on number of schools/pupils participating and visits required showing allocation of schools to test combinations, and that minimum number for each booklet combination for each test was achieved, matching sample stratifiers.
	100%

	3
	Recruitment of administrators 
	Recruit sufficient administrators and all coding roles in order to administer the trials and mark all scripts in the stated timeframes and provide an assurance statement detailing the allocation of tests to administrators/coders.
	100%

	4
	Recruitment of supervisors
	Recruit sufficient supervisors in order to train coders and manage them during the coding of all scripts in the stated timeframes and provide an assurance statement detailing the allocation of tests to administrators/coders.
	

	5
	Recruitment of Coders
	Recruit a sufficient number of coders in order to code all scripts in the stated timeframes and provide an assurance statement detailing the allocation of tests to administrators/coders.
	

	6
	Training of administrators 
	Training of administrators who have not been trained on DfE trialling administration within the last 2 years. STA to review and input into training.


	100%

	7
	Administration
	All test materials collated and distributed to correct schools/ test administrators.


Trial is administered securely and completed on time. Number of pupils specified in Functional Requirements (section 1.c.) to sit each trial booklet combination in each subject.

Return of all test papers, scripts and other test materials to and from administrators/schools, with notification and acknowledgement of delivery of all materials. 100% – all materials accounted for at all stages of the administration process.


	100% - all materials accounted for at all stages of the administration process.

	8
	Supervisor events including Pre-coding
	FOR TPT only - The supplier must create an on-screen coding preview area and provide OSM training to TDRs and supervisory coders.

Pre-coding sample of scripts is provided to STA by agreed date.

Attendance at all Pre-coding events. Venues should be sourced and hosted by the Supplier. Clear agendas and roles should be agreed to ensure the most is achieved during these meetings.

As a result of final pre-coding all trials and subjects should have a selection of training materials produced in the given timeframe. STA should review these for sign off prior to use at coding.

The Supplier must develop, print and collate all materials, following pre-coding that will be required for the delivery of coder training including any administrative guidance.
	100%

	9
	Coder training event
	The supplier is to arrange and host coder training. Support leads and deputies so coders are trained to a high standard. Ensuring quality of coding data, suppliers are to inform the STA should any concerns become apparent during training and highlight proposed actions. 
	100%

	10
	Coding
	The Supplier must provide a coding plan and ensure that all coding, including coding completeness QA, is completed within the coding window detailed.

FOR IVT only - The Supplier must source a secure central venue and arrange a panel based coding event that all TDRS, Supervisory and non-supervisory coders must attend.

Validate returned scripts and report nil responses. Supplier to confirm that all scripts used in the trial have been returned. Provide a written report on validated returned scripts and scripts removed due to nil response.

Electronic delivery of pupil background. Securely transfer final pupil background characteristics that have been reconciled with finalised script manifest files and provided to STA.

Coder quality assurance data - Supplier to capture and supply to STA all Standardisation, on-going coder quality assurance and re-coding data.

Coder register - Supplier to capture and supply to STA a valid record in the Coder Register for all data fields required by STA.

	100%

	7.06, 10.6 12.04
	Data capture and analysis
	The Supplier must accurately capture of all responses from the teacher and administrator questionnaires and provide to STA in an electronic file format to be agreed with STA, the outcomes from the analysis of the questionnaires should be provided in a spreadsheet formatted as per STA instructions.

The Supplier must data capture the responses highlighted by coders during coding, in the format agreed with STA.

The Supplier must carry out data capture of information from the tests, including a 100% check of data entry from tests and data cleaning. The format of the data to be agreed with STA in advance.


	100%

	12.01
	Final administration report
	Administration report; Part A administration report, Part B analysis of questionnaire responses. Part C – A prose, reporting on the trial papers. Report content to be reviewed and agreed by STA prior to handover. Parts A and B completed and submitted to STA by required date to agreed quality standard.
	100%

	 12.02
	Handover - electronic archive
	Electronic archive (questionnaires and item level scripts) handed over to STA on required date. All scanned item level script files should follow the naming convention: 
yeartest]_[subject]_[componentcode]_[pupilID]_[pagenumber]
The Supplier must provide secure transfer of item level data to STA in compliance with the Data Protection Act and the requirements set out in the Framework Agreement.

	100% accurate

	12.03
	Handover- coder register
	Supplier to maintain a register of coders for each trial. Suppliers to Handover a copy of this register to the STA including any performance grading information recorded.
	100%

	11
	Printing 
	The Supplier must provide confirmation that printing and their proposed scanning process works. This must be provided to STA by the dates shown. Please see Framework Section PL2.2 for more information.
The Supplier will supply print proofs for STA to check the quality of each booklet version, before printing commences. Test proofs must match the hard copy of the test provided to the Supplier.
The Supplier must provide confirmation that printing of all test booklets and supporting materials has been complete by the agreed date.
100% tests must meet the print quality standards, on time, and are signed off by STA.
	100%






	
1. Specification of Requirements

1.e. Payment Milestones

	Payment wiw the Payment will follow the completion of the milestones listed below:

		Milestone (See deliverables and Outputs table in section 1.b for further details)
	
	Payment %

	No.
	Deliverable
	KS1 TPT
	KS2 TPT
	KS1 IVT
	
KS2 IVT
	ALL

	1.01
	Start-up meeting
	04/04
	04/04
	09/06
	







08/05
	15%

	11.06
	Scanning check and assurance
	
	
	
	
	

	2.01
	Contacting LAs
	
	
	
	
	

	2.01
	Contacting schools
	
	
	
	
	

	11.06
	Print proofing
	
	
	
	
	

	1
	Update project documentation
	
	
	
	
	

	2
	Submission of report on number of schools / pupils recruited and visits required
	
	
	
	
	

	3
	Recruitment of administrators
	
	
	
	
	

	6
	Training of administrators
	
	
	
	
	

	3
	Recruitment of administrators –assurance
	
	
	
	
	

	11
	Printing confirmation
	22/05
	15/05
	10/07
	



05/06
	25%

	4
	Recruitment of Supervisory coders
	
	
	
	
	

	11.03
	Collate and distribute test booklets to administrators/schools
	
	
	
	
	

	4
	Recruitment of Supervisory Coders – assurance
	
	
	
	
	

	7
	Test administration 
	
	
	
	
	

	8.03
	Pre-coding event and OSM training for TDRS & Supervisory coders (TPT only)
	28/07
	05/07
	14/08
	






21/07

	20%

	8.03
	Initial sample of scripts for pre-coding 
	
	
	
	
	

	7
	Validate returned scripts and report nil responses
	
	
	
	
	

	7
	Electronic delivery of pupil background characteristics data 
	
	
	
	
	

	5
	Recruitment of Non-supervisory coders
	
	
	
	
	

	7.06
	Data capture of questionnaires 
	
	
	
	
	

	5
	Recruitment of Non- supervisory Coders –assurance
	
	
	
	
	

	8
	Training materials for all coders 
	
	
	
	
	

	8
	On-screen pre-coding review area (TPT only)
	
	
	
	
	

	8
	Pre-coding event (IVT only)
	
	
	
	
	

	9
	Training of Non-supervisory coders (TPT only)
	
	
	
	
	

	10
	Coding window TPTs 
	15/09
	15/09
	09/10
	









09/10
	40%

	10
	Coding event IVTs 
	
	
	
	
	

	10
	Coder coding quality assurance data
	
	
	
	
	

	10
	Coder register 
	
	
	
	
	

	10.06
	Data capture of responses highlighted by coders 
	
	
	
	
	

	12.04
	Data feed - item level (100% of marks) 
	
	
	
	
	

	1.10
	Coder training plan
	
	
	
	
	

	12.02
	Handover electronic archive
	
	
	
	
	

	12.01
	Final administration report
	
	
	
	
	

	1
	Project management
	
	
	
	
	

	1.07
	Equalities plans
	
	
	
	
	

	1.06
	Apprentices report
	
	
	
	
	

	1.05
	Exit and Transition plan
	
	
	
	
	







	

	1. Specification of Requirements 
1.f Instructions to Tenderers

	Instructions to Tenderers 

	1.17 Tenderers should read these instructions carefully before completing their Tenders.
1.18 These instructions are designed to ensure that all Tenderers are given equal and fair consideration. It is important therefore that you provide all the information asked for in the format and order specified.
1.19 The Tenderer shall not make contact with any other employee, agent or consultant of STA who is in any way connected with this ITQ exercise during the period of this ITQ exercise, unless instructed otherwise by the Test Development Procurement Manager at STA, Mark Horton.
1.20 All material issued in connection with this ITQ shall remain the property of STA and shall be used only for the purpose of this ITQ exercise. Any confidential STA Information shall either be returned to STA or securely destroyed by the Tenderer, with the permission of the STA, at the conclusion of the exercise.
1.21 The Tenderer shall ensure that each and every proposed sub-Contractor, consortium member and adviser abides by the terms of these instructions and by the requirements of the Trialling and Sampling Framework Agreement (STA_0090) and this ITQ.
1.22 STA shall not be committed to any course of action as a result of:
• Issuing this ITQ or any invitation to participate in this ITQ exercise;
• Communicating with a Tenderer or a Tenderer’s representatives or agents in respect of this ITQ exercise; or 
• Any other communication between STA (whether directly or by its agents or representatives) and any other party.
1.23 Tenderers shall accept and acknowledge that, by issuing this ITQ, STA shall not be bound to accept any Tender and reserves the right not to conclude a contract for the services for which Tenders are invited.
1.24 STA reserves the right to amend, add to, or withdraw all or any part of this ITQ at any time during the ITQ exercise.


	Tender Validity

	1.25 Your Tender should remain valid for a period of 30 days from the submission date.4

	Proposed contract 

	1.26 Contracts for the provision of all trials will be let under the STA’s Trialling and Sampling Framework Agreement (STA_0090).

	Clarification questions 

	1.27 Clarification Questions should be submitted by e-mail only to: testdevelopment.sta@education.gsi.gov.uk, cc’d to james.heathcote@education.gsi.gov.uk. No further requests for clarifications will be accepted after the date shown in the table below. All communications should clearly indicate which call-off it refers to (if not generic) and should include the name, contact details and position of the person making the communication.
1.28 STA will endeavour to answer all questions as quickly as possible, but cannot guarantee a minimum response time.
1.29 In order to ensure equality of treatment of Tenderers, STA intends to publish the questions and clarifications raised by Tenderers, together with the STA’s responses (but not the source of the questions), to all participants on a regular basis via email.
1.30 Tenderers should indicate if a query is of a commercially sensitive nature – where disclosure of such query and the answer would or would be likely to prejudice its commercial interests. However, if STA at its sole discretion either does not consider the query to be of a commercially confidential nature, or considers the query to be one which all Tenderers would potentially benefit from seeing, then STA will either:
• Invite the Tenderer submitting the query to either declassify the query and allow the query, along with the STA’s response, to be circulated to all Tenderers; or
• Request the Tenderer, if it still considers the query to be of a commercially confidential nature, to withdraw the query.
1.31 STA reserves the right not to respond to a Clarification Question or to circulate such a question where it considers that the answer to that question would be likely to prejudice its own commercial interests

	Preparation of Tender
 

	1.32 Tenderers are solely responsible for their costs and expenses incurred in connection with the preparation and submission of their Tender. Under no circumstances will STA, or any of its advisers, be liable for any costs or expenses borne by Tenderers, sub-contractors, suppliers or advisers in this process.
1.33 Tenders must contain details of fixed and variable costs for Trialling and a plan to show the potential number of schools for each subject and potential number of visits. Costs must be transparent and presented in a way which will allow DfE to pre-estimate costs of call-off orders.
1.34 Tenderers are required to complete and provide all information required by STA. Failure to comply with the ITQ requirements may lead STA to reject a Tender.
1.35 STA relies on Tenderers' own analysis and review of information provided. Consequently, Tenderers are solely responsible for obtaining the information which they consider is necessary in order to make decisions regarding the content of their Tenders and to undertake any investigations they consider necessary in order to verify any information provided to them by STA during the procurement process.

	STA Point of Contact

	1.36 Unless stated otherwise in these instructions or in writing from STA, all communications from Tenderers (including their sub-contractors, consortium members, consultants and advisers) during the period of this procurement exercise must be directed to the contact identified above.
1.37 All communications should clearly indicate which Call-Off it refers to (if not generic) and should include the name, contact details and position of the person making the communication.

	Confidentiality

	1.38 All information supplied by STA to you must be treated in confidence and not disclosed to third parties except insofar as this is necessary to obtain sureties or quotations for the purposes of submitting the Tender.
1.39 All information supplied by Tenderers to STA will similarly be treated in confidence except for the disclosure of such information as may be required in accordance with the requirements of UK government policy on the disclosure of information relating to government contracts including the Freedom of Information Act and forthcoming transparency procedures.

	Conflict of Interest

	1.40 Any known conflicts of interest, or any potential conflicts of interest that may be reasonably foreseen, should be declared in the Tender.

	Value Added Tax

	1.41 STA is VAT registered. It is also an “eligible body” as classified in VAT Notice 701/30 "Education and Vocational Training". Proposals must therefore include VAT where applicable. Where any doubt exists, Tenderers are expected to have sought clarification from HM Customs and Excise. Prices in the Tender will be accepted on this basis.
1.42 Tenderers are requested to set out their understanding of the VAT status of the contract based on the services to be provided and the status of STA. There will be no adjustment to the contract sum if VAT is subsequently found to be payable.

	Submission of Tenders

	1.43 The Tender must be submitted in the format specified by completing the Tenderer's Response using Arial 11 font and in English and using pounds sterling. Where applicable, word limits must be adhered to and material in excess of these limits will not be evaluated.
1.44 Tenderers must submit their responses by email to TendersTD.STA@education.gsi.gov.uk in the following format:
i. One complete and signed electronic version in MS Word 2010 (or compatible) format labelled 'priced' of their Tender and with their organisation name in the document title; and
ii. One electronic version in MS Word 2010 (or compatible) format labelled 'not priced' of their Tender excluding the pricing information and with their organisation name in the document title.
1.45 Tenders must be received by 09/09/2016.
1.46 Tenders will be accepted at any time up to this deadline but will not be opened or evaluated until the deadline has passed.
1.47 Any Tender received after the deadline may be rejected unless the Tenderer can provide irrefutable evidence that the Tender was capable of being received by the due date and time and that delivery failure was beyond their reasonable control.

	Right to Reject/Disqualify

	1.48 STA reserves the right to reject or disqualify a Tenderer where:
· The Tenderer fails to comply fully with the requirements of this ITQ, including proper completion of the format for response, or is guilty of a serious misrepresentation in supplying any information required in this document; or
· There is a change in identity, control, financial standing or other factor relating to the Tenderer that impacts on the selection and/or evaluation process.

	Debriefing

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


	1. Specification of Requirements 

1.g Procurement timescales

	Date
	Activity

	5 August 2016
	STA Issues ITQ

	25 August 2016
	Clarification questions on ITQ to STA by midday

	09 September 2016
	Bids on ITQ to STA by midday

	17 October 2016
	Contracts awarded

	26 October- 30 November 2016 (TBC with suppliers)
	Start-up meetings



	1. Specification of Requirements 

1.h. Tender Evaluation Methodology

	This ITQ contains four individual call-offs.

Tenderers have been asked to indicate which call-offs they are bidding for, and to rank their order of preference too. Tenderers should also clearly indicate the maximum number of call-offs they wish to be awarded to allow for their own capacity (see front cover).


	Each call-off will be awarded to a single supplier, and STA intends to award call-offs to at least two suppliers across the set of four call-offs.


	Each call-off will be reviewed, evaluated and scored individually, and will be awarded to the Tenderer with the highest combined score (see below) in each case.


	STA reserves the right to award all call-offs to a single supplier in the event only one supplier scores higher than the Quality Threshold (see below) for all call-offs.


	STA reserves the right to withhold awarding a call-off in the event no supplier scores higher than the Quality Threshold (see below) for that call-off.


	In the event a single supplier scores highest in all four call-offs, they will be awarded up to their first three preferences according to their capacity. The remaining call-offs will be awarded to the second placed eligible supplier in each case.

	
	
	

	The information below applies to each call-off equally and individually.


	The objective of the Invitation to Quote (ITQ) is to evaluate the technical and pricing proposals of Suppliers, who have been awarded a Trialling and Sampling Framework Agreement, to meet DfE's requirements in 2017. The ITQ will award a call-off contract to the Supplier offering the most economically advantageous compliant proposal.

The most economically advantageous compliant tender will be determined by combining a technical evaluation of the proposed solution (Part A), and a commercial evaluation of the proposed price (Part B) according to the following weightings:
• Technical Evaluation 70%
• Commercial Evaluation 30%

The ITQ evaluation process will consist of the following phases:
• Opening and compliance checks for the completeness of the response to the required format including the Tenderer's declaration
• Technical evaluation of the un-priced responses by an independent evaluation panel according to the scoring criteria set out for each question in Part A, and with a minimum Quality Threshold of 50% across the technical section.

Each question in Part A will receive a score of: 0, 1, 2, 3, 4 or 5 (0 being the lowest and 5 being the highest).

Commercial evaluation of the priced responses (Part B) for qualified and compliant bids will only be undertaken on those that have exceeded the technical evaluation threshold of 50%.



	Call-off Contract Award Decision

	The technical and commercial evaluation scores will then be combined using the following methodology:
• Technical score = 100 x (bidder's technical score / best technical score)
• Price score = 100 x (lowest price / bidder's price)
• Combined score = (70% x technical score) + (30% x price score)





	2. Annex A:Suppliers Proposal



	

Wherever possible, you should provide a single response to each question which covers all of the requirements for all of the Call-Offs you are bidding for. Where specific information needs to be provided it should be made absolutely clear which Call-Off the information refers to.
 



	

Questions and weighting overview:

		Question no.
	Question detail
	Weighting %

	Q1
	Method statement
	20

	Q2
	Coding processes including recruitment and management of all coders
	25

	Q3
	Administrator recruitment, training and management
	10

	Q4
	Data Integrity
	25

	Q5
	Resource Strategy
	5

	Q6
	Security
	15

	Q7
	Sub-contractors
	0

	 
	 
	100%




	
Scoring - Each question will be evaluated using the definitions shown below:
	Evidence
	Score
	Definition

	None
	0
	No evidence demonstrated

	Very Poor
	1
	Very little evidence of appropriate skills or experience relating to these criteria. Strong reservations would exist over the bidder’s capability to perform satisfactorily.

	Poor
	2
	Some evidence of appropriate skills or experience relating to these criteria. Some reservations would exist over the bidder’s capability to perform satisfactorily.

	Adequate
	3
	Reasonable evidence of appropriate skills and experience has been provided in relation to these criteria. Displays an understanding of the work required with some evidence of innovative thinking.

	Good
	4
	Good evidence of appropriate skills and experience has been provided in relation to these criteria. Displays a good understanding of the work required with extensive evidence of innovative thinking.

	Excellent
	5
	Exceeds expectations. Very strong evidence of appropriate skills and experience in relation to these criteria. Adds extra value and it is clear the bidder has extensive knowledge of the issues it faces. No reservations.




	









Q1) Method Statement

	Please provide a method statement on how your organisation will ensure this project is delivered successfully. In your response, particularly focus on: 
· Communication and management of schools;
· Overview of the Administrator recruitment, training and management (details to be provided in Q3);
· Overview of the Supervisory and non-supervisory recruitment, training and management of coding progress (details to be provided in Q2);
· Overview of the appropriate coding solution (either on-screen, paper based or both as applicable) and management of all coders (details to be provided in Q2);
· Materials management – including print collation, scanning and storage;
· Collecting and accurately managing pupil and questionnaire data;
· Monitoring and managing the administration processes, to ensure requirements are met.

	Supplier response:






	Q2) Coding processes including recruitment and management of all coders roles.


	Please provide details of the end to end process you will implement in order to successfully deliver the coding, for the subject and trials you are tendering for, as detailed in this ITQ, 

In your response, particularly focus on: 

· Coding plan;
· Coder training plan;
· Recruitment, contracting, management and payment of coders;
· Generation of training, standardisation and seeding materials;
· Coder administration and training;
· Coder Quality assurance;
· Coder conduct and final payments linked to TDR’s feedback reports
· Data capture - end to end process.

For KS2 TPT - the Supplier must include the functionality of your proposed solution for an; on-screen coding system showing how it meets the requirements detailed in the Trialling Framework.

For KS1 TPT - the Supplier must include the functionality of your proposed solution; either on-screen coding systems or a paper based coding solution showing how it meets the requirements detailed in the Trialling Framework.

For IVT - the Supplier must include the functionality of your proposed paper based coding solution / process, showing how the system meets the requirements detailed in the Trialling Framework. Coding is not a requirement of the KS1 early release so no information will be required for this element.



	Supplier response:




	Q3) Administrator recruitment, training and management 


	Provide details of how you will recruit; what training will be provided and what information you will give to administrators to ensure:

· They present a professional image to schools;
· They are aware of the purpose of the trial;
· They are aware of what information is required to collect from schools in order to analyse the data appropriately;
· The process for the recruitment, management and payment of administrators is clear;
· All materials are administered securely.

	Supplier response:










	Q4) Data Integrity 

	
Provide details of the procedures that you will use and processes that you will undertake in order to maintain data integrity and deliver 100% data quality. Consider specifically:
· How you will ensure that the correct tests are attributed to the correct children;
· How you will ensure the quality of the coding data is accurate;
· How you will ensure the quality of the data captured from questionnaires is accurate;
· How you will ensure the quality if the data captured for the coder registers is accurate.

	Supplier response:







	Q5) Resource Strategy

3.1) Describe your resource strategy for delivering the services outlined in this ITQ including:

· An organisation chart relevant to this contract, showing each individual’s time, as a percentage, of their contracted working week, will be dedicated to this project.
· Abridged CVs for named project staff showing relevant expertise and qualifications (single combined pdf/document for CVs).
· Management of sub-contractors, their roles, responsibilities and staff numbers.
· Availability of additional capacity to address contingencies.
· Your consideration to meeting the DfE Apprentices requirement 


3.2) This call-off is one of four contracts which will run concurrently. Please outline your approach to managing multiple contracts and conflicting demands to ensure that all deliverables are met with no degradation of performance.



	Supplier response:







	Q6) Security
Provide details of the procedure that you will use and processes that you will undertake in order to maintain the security of the test materials and data captured.
Your response should include but isn’t exclusive to the following:
· Training;
· Logs used;
· How breaches are to be managed.

	Supplier response:







	Q7)  Sub-contractors (please note this is for reference only and will not be scored)
Please provide details of all sub-contractors, consortium members and advisers you intend to use if successful with your bid. Please provide:
· Contact details and full physical address, including an individual named contact;
· Details of the elements that they will have responsibility for in this ITQ;
· How you intend to ensure sub-contractors meet minimum security requirements.
Confirmation that each sub-contractor, consortium member and adviser if aware of and will adhere to the confidentiality and security requirements on the Framework Agreement and this ITQ.


	Supplier response:















	3.Pricing schedule

	3.1.  Please complete the detailed Cost Breakdown spreadsheet (Appendix A), for each Call-Off you are submitting a bid for.
3.2. For the purposes of costing for this ITQ please work from the estimated number of schools in the table below:
	
	KS1 TPT
	
	KS2 TPT
	
	KS1 IVT
	
	KS2 IVT

	
	no of pupils
	no. of schools
	
	no of pupils
	no. of schools
	
	no of pupils
	no. of schools
	
	no of pupils
	no. of schools

	Reading
	7,120
	324
	
	5,060
	230
	
	2,400
	109
	
	3,000
	136

	GPS
	4,000
	182
	
	3,500
	159
	
	1,200
	55
	
	1,200
	55

	Maths
	4,000
	182
	
	6,500
	295
	
	1,800
	82
	
	
	

	Phonics
	6000
	300
	
	
	
	
	
	
	              Science
	900
	41

	Totals
	21,120
	988
	
	15,060
	684
	
	5,400
	246
	
	5,100
	232



If the bidder feels the expected number of schools is likely to vary significantly from these figures, please give an indication of the estimated numbers and the reasoning behind the difference.
3.3. The costs provided must include all charges that are applicable to the delivery of the DfE / STA Requirements. The Total Price submitted will be the fixed price included within any subsequent contract and there will be no adjustment to the contract pricing if additional charges are subsequently identified.
3.3.1. All amounts stated in this Agreement including supporting Schedules are inclusive of VAT where applicable unless the contrary is expressly stated.
3.3.2. The Fixed Price to deliver Call-Off 25 in full is £                       (incl. VAT) and is split into four instalments which correspond to the Deliverables and Outputs 1.b. and Payment Milestones section 1.e.
3.3.3. The Fixed Price to deliver Call-Off 26 in full is £                       (incl. VAT) and is split into four instalments which correspond to the Deliverables and Outputs 1.b. and Payment Milestones section 1.e.
3.3.4. The Fixed Price to deliver Call-Off 27 in full is £                       (incl. VAT) and is split into four instalments which correspond to the Deliverables and Outputs 1.b. and Payment Milestones section 1.e.
3.3.5. The Fixed Price to deliver Call-Off 28 in full is £                       (incl. VAT) and is split into four instalments which correspond to the Deliverables and Outputs 1.b. and Payment Milestones section 1.e.



	4. Appendices

	 Appendix A – Cost Breakdown





    

	Appendix B – Data and reporting templates
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	Appendix C – Trialling documents
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	5. Declaration by Tenderer

	 
I have examined DfE's requirements under the Contract STA_0090 Trialling Agency Framework and proposed Call-Off terms and conditions and hereby offer to enter into a contract with DfE/STA for the required services and at the rates and prices set out in my enclosed technical and pricing proposal.

I furthermore warrant that:
I have the required corporate authority to sign this tender.
There has been no breach of DfE's confidentiality requirements.
There is no conflict of interest in our proposed delivery of this service.
There has been no collusion with other Tenderers or potential Tenderers.
There has been no canvassing of DfE/STA staff.
The Tender shall remain open for acceptance by DfE/STA for a period of 30 days after the due date for return of tenders.




	Signed
	[Please complete]

	Name
	

	Date
	

	Role
	

	Authorised to sign tenders on behalf of [organisation name]
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1_Cover

				PROTECT - Commercial when completed.



				Trialling and Sampling Framework

				Contract No: STA_0090



				Trial name:		Key stage 1 Item Validation Trial

				Enter bidder's name:



				INSTRUCTIONS

				A.		The pricing model consists of a Cover worksheet, a Summary worksheet, an Activities details worksheet, and a worksheet for each subject in the trial. This pricing model is designed to demonstrate the basis of ALL the underlying costs for the Invitation to Quote. The Summary worksheet automatically sums costs from each subject worksheet therefore please do not alter the formulas on the Summary worksheet.


				B.		Please populate the subject worksheets with activities costs and provide details of unit volumes and costs.


				C.		Please populate the bidders comments column of each subject worksheet to explain what the costs include, rates being quoted and what, if any, contingency has been included. Comments can also be used to add explanation to each cell. Please refer to the Activity details worksheet for additional guidance on details to provide for each activity.


				D.		Fixed management costs, overheads, profit and other semi-variable costs that vary should be entered onto the subject worksheets with notes sufficient to explain each cost.


				E.		Costs that are general to the entire project should be spread across subjects according to a stated metric, for instance by script volumes of each subject, and should be added to subject worksheets Consideration must be taken for all expenditure added to this log as should you be successful it will be used if any changes occur during the project.


				F.		Indicative volumes for various trials are provided in the ITQ and should be used in completing the individual worksheets.


				G.		Profit should be completed in the subject worksheets and not included in any other costs.


				H.		DfE requires prices to be shown both before VAT and also including any relevant VAT chargeable. The status of VAT on these services is a matter between HM Revenue and Customs and each Bidder but DfE will not be liable for additional costs associated with any incorrect status assumed by the bidder.






2_Summary

		Key stage 1 Item Validation Trial - Summary

		All values on this page are calculated automatically

		Activities		English Reading		GPS		Mathematics		Total Cost



		1 Project Management documentation subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		2 Management of Schools subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		3 Administrator recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		4 Supervisors recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		5 Coder recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		6 Administrator training subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		7 Administration subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		8 Supervisor events including Pre-coding subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		9 Coder training events subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		10 Coding subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		11 Printing subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		12 Exit activity subtotal		£   - 0		£   - 0		£   - 0		£   - 0



		Sub Total £		£   - 0		£   - 0		£   - 0		£   - 0

		Profit £		£   - 0		£   - 0		£   - 0		£   - 0

		Total excluding VAT £		£   - 0		£   - 0		£   - 0		£   - 0

		VAT £		£   - 0		£   - 0		£   - 0		£   - 0

		Total Including VAT £		£   - 0		£   - 0		£   - 0		£   - 0





3_Activity details

		Activities		Completion details for activities

		Project Management documentation		Include costs for all key project meetings and travel where necessary

		Start up documentation

		Project Plan		For the production of plans and specifications

		Project Plan Review		On going project planning during the lifecycle of the project

		Product descriptions		Production of overall PD's and final review at the end of each appropriate stage

		Exit and transition plans		Plan created for use should an emergency exit take place, plan created for use during a routine exit

		Apprenticeship documentation		Production of 3 reports stating suppliers current apprenticeship provision and how they are linked with to the contract(s) as provided by STA 

		Equality and diversity documentation		For the production of 3 E&D plans plus logs and updates

		Progress reports		Weekly updates for use at KIT meeting

		Security documentation		For the provision of security related information, documentation and assurances

		Supervisor and coder documentation		Coder training plan, coding plan, coding model, etc.



		Activity specific categories

		Administrator fees

		Distribution costs to administrators/schools		Please list the logistical costs for distributing the test and associated administration materials

		Data capture - questionnaire		Please provide detail of costing for all data capture of questionnaires

		Supervisor fees		Please list the total supervisory fee amount calculated based on the fees structure and coder model details

		Coder fees

		Data capture and scanning		Please provide detail of costing for all data capture and scanning activities for test papers

		Test materials (Inc. test booklets, prompts, admin guidance, etc.) - Print and collation		Please cost for all materials listed on the "Test materials for print" tab in the trialling information spreadsheet for the relevant trial

		Training materials (Inc. coding frames, training materials, coding guidance, etc.) - Print and collation		Please cost for all materials listed on the "Training materials for print" tab in the trialling information spreadsheet for the relevant trial

		Questionnaires - Print and collation

		Exit activity

		Final Administration Report

		Handover Electronic Archive

		Handover of Coder Register

		Final data feed



		General activity categories

		Management and communications		On going management tasks needed for this element of the project and any associated communications

		Event(s)

		Travel and subsistence		T&S rates used by the supplier and expected multipliers

		Other		All other costs associated with this task category- these require an explanation of what they are and what variables/multipliers were used to calculate this additional expenditure. 

		IT & helplines





4_ER

		English reading

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s) – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0





5_GPS

		GPS

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s)  – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0





6_Maths

		Mathematics

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s)  – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0
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1_Cover

				PROTECT - Commercial when completed.



				Trialling and Sampling Framework

				Contract No: STA_0090



				Trial name:		Key stage 1 Technical Pre-Test

				Enter bidder's name:



				INSTRUCTIONS

				A.		The pricing model consists of a Cover worksheet, a Summary worksheet, an Activities details worksheet, and a worksheet for each subject in the trial. This pricing model is designed to demonstrate the basis of ALL the underlying costs for the Invitation to Quote. The Summary worksheet automatically sums costs from each subject worksheet therefore please do not alter the formulas on the Summary worksheet.


				B.		Please populate the subject worksheets with activities costs and provide details of unit volumes and costs.


				C.		Please populate the bidders comments column of each subject worksheet to explain what the costs include, rates being quoted and what, if any, contingency has been included. Comments can also be used to add explanation to each cell. Please refer to the Activity details worksheet for additional guidance on details to provide for each activity.


				D.		Fixed management costs, overheads, profit and other semi-variable costs that vary should be entered onto the subject worksheets with notes sufficient to explain each cost.


				E.		Costs that are general to the entire project should be spread across subjects according to a stated metric, for instance by script volumes of each subject, and should be added to subject worksheets Consideration must be taken for all expenditure added to this log as should you be successful it will be used if any changes occur during the project.


				F.		Indicative volumes for various trials are provided in the ITQ and should be used in completing the individual worksheets.


				G.		Profit should be completed in the subject worksheets and not included in any other costs.


				H.		DfE requires prices to be shown both before VAT and also including any relevant VAT chargeable. The status of VAT on these services is a matter between HM Revenue and Customs and each Bidder but DfE will not be liable for additional costs associated with any incorrect status assumed by the bidder.






2_Summary

		Key stage 1 Technical Pre-Test - Summary

		All values on this page are calculated automatically

		Activities		English Reading		GPS		Mathematics		Phonics		Total Cost



		1 Project Management documentation subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		2 Management of Schools subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		3 Administrator recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		4 Supervisors recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		5 Coder recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		6 Administrator training subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		7 Administration subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		8 Supervisor events including Pre-coding subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		9 Coder training events subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		10 Coding subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		11 Printing subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		12 Exit activity subtotal		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0



		Sub Total £		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		Profit £		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		Total excluding VAT £		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		VAT £		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0

		Total Including VAT £		£   - 0		£   - 0		£   - 0		£   - 0		£   - 0





3_Activity details

		Activities		Completion details for activities

		Project Management documentation		Include costs for all key project meetings and travel where necessary

		Start up documentation

		Project Plan		For the production of plans and specifications

		Project Plan Review		On going project planning during the lifecycle of the project

		Product descriptions		Production of overall PD's and final review at the end of each appropriate stage

		Exit and transition plans		Plan created for use should an emergency exit take place, plan created for use during a routine exit

		Apprenticeship documentation		Production of 3 reports stating suppliers current apprenticeship provision and how they are linked with to the contract(s) as provided by STA 

		Equality and diversity documentation		For the production of 3 E&D plans plus logs and updates

		Progress reports		Weekly updates for use at KIT meeting

		Security documentation		For the provision of security related information, documentation and assurances

		Supervisor and coder documentation		Coder training plan, coding plan, coding model, etc.



		Activity specific categories

		Administrator fees

		Distribution costs to administrators/schools		Please list the logistical costs for distributing the test and associated administration materials

		Data capture - questionnaire		Please provide detail of costing for all data capture of questionnaires

		Supervisor fees		Please list the total supervisory fee amount calculated based on the fees structure and coder model details

		Coder fees

		Data capture and scanning		Please provide detail of costing for all data capture and scanning activities for test papers

		Test materials (Inc. test booklets, prompts, admin guidance, etc.) - Print and collation		Please cost for all materials listed on the "Test materials for print" tab in the trialling information spreadsheet for the relevant trial

		Training materials (Inc. coding frames, training materials, coding guidance, etc.) - Print and collation		Please cost for all materials listed on the "Training materials for print" tab in the trialling information spreadsheet for the relevant trial

		Questionnaires - Print and collation

		Exit activity

		Final Administration Report

		Handover Electronic Archive

		Handover of Coder Register

		Final data feed



		General activity categories

		Management and communications		On going management tasks needed for this element of the project and any associated communications

		Event(s)

		Travel and subsistence		T&S rates used by the supplier and expected multipliers

		Other		All other costs associated with this task category- these require an explanation of what they are and what variables/multipliers were used to calculate this additional expenditure. 

		IT & helplines





4_ER

		English reading

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s) – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0





5_GPS

		GPS

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s)  – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0





6_Maths

		Mathematics

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s)  – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0





7_Phonics

		Science

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s)  – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0
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1_Cover

				PROTECT - Commercial when completed.



				Trialling and Sampling Framework

				Contract No: STA_0090



				Trial name:		Key stage 2 Item Validation Trial

				Enter bidder's name:



				INSTRUCTIONS

				A.		The pricing model consists of a Cover worksheet, a Summary worksheet, an Activities details worksheet, and a worksheet for each subject in the trial. This pricing model is designed to demonstrate the basis of ALL the underlying costs for the Invitation to Quote. The Summary worksheet automatically sums costs from each subject worksheet therefore please do not alter the formulas on the Summary worksheet.


				B.		Please populate the subject worksheets with activities costs and provide details of unit volumes and costs.


				C.		Please populate the bidders comments column of each subject worksheet to explain what the costs include, rates being quoted and what, if any, contingency has been included. Comments can also be used to add explanation to each cell. Please refer to the Activity details worksheet for additional guidance on details to provide for each activity.


				D.		Fixed management costs, overheads, profit and other semi-variable costs that vary should be entered onto the subject worksheets with notes sufficient to explain each cost.


				E.		Costs that are general to the entire project should be spread across subjects according to a stated metric, for instance by script volumes of each subject, and should be added to subject worksheets Consideration must be taken for all expenditure added to this log as should you be successful it will be used if any changes occur during the project.


				F.		Indicative volumes for various trials are provided in the ITQ and should be used in completing the individual worksheets.


				G.		Profit should be completed in the subject worksheets and not included in any other costs.


				H.		DfE requires prices to be shown both before VAT and also including any relevant VAT chargeable. The status of VAT on these services is a matter between HM Revenue and Customs and each Bidder but DfE will not be liable for additional costs associated with any incorrect status assumed by the bidder.






2_Summary

		Key stage 2 Item Validation Trial - Summary

		All values on this page are calculated automatically

		Activities		English Reading		GPS		Science		Total Cost



		1 Project Management documentation subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		2 Management of Schools subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		3 Administrator recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		4 Supervisors recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		5 Coder recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		6 Administrator training subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		7 Administration subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		8 Supervisor events including Pre-coding subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		9 Coder training events subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		10 Coding subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		11 Printing subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		12 Exit activity subtotal		£   - 0		£   - 0		£   - 0		£   - 0



		Sub Total £		£   - 0		£   - 0		£   - 0		£   - 0

		Profit £		£   - 0		£   - 0		£   - 0		£   - 0

		Total excluding VAT £		£   - 0		£   - 0		£   - 0		£   - 0

		VAT £		£   - 0		£   - 0		£   - 0		£   - 0

		Total Including VAT £		£   - 0		£   - 0		£   - 0		£   - 0





3_Activity details

		Activities		Completion details for activities

		Project Management documentation		Include costs for all key project meetings and travel where necessary

		Start up documentation

		Project Plan		For the production of plans and specifications

		Project Plan Review		On going project planning during the lifecycle of the project

		Product descriptions		Production of overall PD's and final review at the end of each appropriate stage

		Exit and transition plans		Plan created for use should an emergency exit take place, plan created for use during a routine exit

		Apprenticeship documentation		Production of 3 reports stating suppliers current apprenticeship provision and how they are linked with to the contract(s) as provided by STA 

		Equality and diversity documentation		For the production of 3 E&D plans plus logs and updates

		Progress reports		Weekly updates for use at KIT meeting

		Security documentation		For the provision of security related information, documentation and assurances

		Supervisor and coder documentation		Coder training plan, coding plan, coding model, etc.



		Activity specific categories

		Administrator fees

		Distribution costs to administrators/schools		Please list the logistical costs for distributing the test and associated administration materials

		Data capture - questionnaire		Please provide detail of costing for all data capture of questionnaires

		Supervisor fees		Please list the total supervisory fee amount calculated based on the fees structure and coder model details

		Coder fees

		Data capture and scanning		Please provide detail of costing for all data capture and scanning activities for test papers

		Test materials (Inc. test booklets, prompts, admin guidance, etc.) - Print and collation		Please cost for all materials listed on the "Test materials for print" tab in the trialling information spreadsheet for the relevant trial

		Training materials (Inc. coding frames, training materials, coding guidance, etc.) - Print and collation		Please cost for all materials listed on the "Training materials for print" tab in the trialling information spreadsheet for the relevant trial

		Questionnaires - Print and collation

		Exit activity

		Final Administration Report

		Handover Electronic Archive

		Handover of Coder Register

		Final data feed



		General activity categories

		Management and communications		On going management tasks needed for this element of the project and any associated communications

		Event(s)

		Travel and subsistence		T&S rates used by the supplier and expected multipliers

		Other		All other costs associated with this task category- these require an explanation of what they are and what variables/multipliers were used to calculate this additional expenditure. 

		IT & helplines





4_ER

		English reading

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s) – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0





5_GPS

		GPS

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s)  – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0





6_Science

		Science

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s)  – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0
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1_Cover

				PROTECT - Commercial when completed.



				Trialling and Sampling Framework

				Contract No: STA_0090



				Trial name:		Key stage 2 Technical Pre-Test

				Enter bidder's name:



				INSTRUCTIONS

				A.		The pricing model consists of a Cover worksheet, a Summary worksheet, an Activities details worksheet, and a worksheet for each subject in the trial. This pricing model is designed to demonstrate the basis of ALL the underlying costs for the Invitation to Quote. The Summary worksheet automatically sums costs from each subject worksheet therefore please do not alter the formulas on the Summary worksheet.


				B.		Please populate the subject worksheets with activities costs and provide details of unit volumes and costs.


				C.		Please populate the bidders comments column of each subject worksheet to explain what the costs include, rates being quoted and what, if any, contingency has been included. Comments can also be used to add explanation to each cell. Please refer to the Activity details worksheet for additional guidance on details to provide for each activity.


				D.		Fixed management costs, overheads, profit and other semi-variable costs that vary should be entered onto the subject worksheets with notes sufficient to explain each cost.


				E.		Costs that are general to the entire project should be spread across subjects according to a stated metric, for instance by script volumes of each subject, and should be added to subject worksheets Consideration must be taken for all expenditure added to this log as should you be successful it will be used if any changes occur during the project.


				F.		Indicative volumes for various trials are provided in the ITQ and should be used in completing the individual worksheets.


				G.		Profit should be completed in the subject worksheets and not included in any other costs.


				H.		DfE requires prices to be shown both before VAT and also including any relevant VAT chargeable. The status of VAT on these services is a matter between HM Revenue and Customs and each Bidder but DfE will not be liable for additional costs associated with any incorrect status assumed by the bidder.






2_Summary

		Key stage 2 Technical Pre-Test - Summary

		All values on this page are calculated automatically

		Activities		English Reading		GPS		Maths		Total Cost



		1 Project Management documentation subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		2 Management of Schools subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		3 Administrator recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		4 Supervisors recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		5 Coder recruitment subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		6 Administrator training subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		7 Administration subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		8 Supervisor events including Pre-coding subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		9 Coder training events subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		10 Coding subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		11 Printing subtotal		£   - 0		£   - 0		£   - 0		£   - 0

		12 Exit activity subtotal		£   - 0		£   - 0		£   - 0		£   - 0



		Sub Total £		£   - 0		£   - 0		£   - 0		£   - 0

		Profit £		£   - 0		£   - 0		£   - 0		£   - 0

		Total excluding VAT £		£   - 0		£   - 0		£   - 0		£   - 0

		VAT £		£   - 0		£   - 0		£   - 0		£   - 0

		Total Including VAT £		£   - 0		£   - 0		£   - 0		£   - 0





3_Activity details

		Activities		Completion details for activities

		Project Management documentation		Include costs for all key project meetings and travel where necessary

		Start up documentation

		Project Plan		For the production of plans and specifications

		Project Plan Review		On going project planning during the lifecycle of the project

		Product descriptions		Production of overall PD's and final review at the end of each appropriate stage

		Exit and transition plans		Plan created for use should an emergency exit take place, plan created for use during a routine exit

		Apprenticeship documentation		Production of 3 reports stating suppliers current apprenticeship provision and how they are linked with to the contract(s) as provided by STA 

		Equality and diversity documentation		For the production of 3 E&D plans plus logs and updates

		Progress reports		Weekly updates for use at KIT meeting

		Security documentation		For the provision of security related information, documentation and assurances

		Supervisor and coder documentation		Coder training plan, coding plan, coding model, etc.



		Activity specific categories

		Administrator fees

		Distribution costs to administrators/schools		Please list the logistical costs for distributing the test and associated administration materials

		Data capture - questionnaire		Please provide detail of costing for all data capture of questionnaires

		Supervisor fees		Please list the total supervisory fee amount calculated based on the fees structure and coder model details

		Coder fees

		Data capture and scanning		Please provide detail of costing for all data capture and scanning activities for test papers

		Test materials (Inc. test booklets, prompts, admin guidance, etc.) - Print and collation		Please cost for all materials listed on the "Test materials for print" tab in the trialling information spreadsheet for the relevant trial

		Training materials (Inc. coding frames, training materials, coding guidance, etc.) - Print and collation		Please cost for all materials listed on the "Training materials for print" tab in the trialling information spreadsheet for the relevant trial

		Questionnaires - Print and collation

		Exit activity

		Final Administration Report

		Handover Electronic Archive

		Handover of Coder Register

		Final data feed



		General activity categories

		Management and communications		On going management tasks needed for this element of the project and any associated communications

		Event(s)

		Travel and subsistence		T&S rates used by the supplier and expected multipliers

		Other		All other costs associated with this task category- these require an explanation of what they are and what variables/multipliers were used to calculate this additional expenditure. 

		IT & helplines





4_ER

		English reading

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s) – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0





5_GPS

		GPS

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s)  – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0





6_Maths

		Science

		Activities		Type of cost
(fixed or variable)		Unit of measure		Cost per unit		Number of units		Total cost		Bidder's explanatory notes

		1 Project Management documentation

		1.01 Start up documentation		Fixed		Cost per document						£   - 0

		1.02 Project Plan		Fixed		Cost per document						£   - 0

		1.03 Project Plan Review		Fixed		Cost per document						£   - 0

		1.04 Product descriptions		Fixed		Cost per document						£   - 0

		1.05 Exit and transition plans		Fixed		Cost per document						£   - 0

		1.06 Apprenticeship documentation		Fixed		Cost per document						£   - 0

		1.07 Equality and diversity documentation		Fixed		Cost per document						£   - 0

		1.08 Progress reports		Fixed		Cost per document						£   - 0

		1.09 Security documentation		Fixed		Cost per document						£   - 0

		1.1 Supervisor and coder documentation		Fixed		Cost per document						£   - 0

		1.11 Other		Fixed/Variable								£   - 0

		1 Project Management documentation Subtotal										£   - 0



		2 Management of Schools

		2.01 Management and communications		Fixed		Cost per school						£   - 0

		2.02 IT/helplines		Fixed								£   - 0

		2.03 Other		Fixed/Variable								£   - 0

		2 Management of Schools Subtotal										£   - 0



		3 Administrator recruitment

		3.01 Management and communications		Variable		Cost per administrator						£   - 0

		3.02 IT/helplines		Fixed/Variable								£   - 0

		3.03 Other		Fixed/Variable								£   - 0

		3 Administrator recruitment Subtotal										£   - 0



		4 Supervisors recruitment

		4.01 Management and communications		Fixed		Cost per supervisor						£   - 0

		4.02 IT/helplines		Fixed								£   - 0

		4.03 Other		Fixed/Variable								£   - 0

		4 Supervisors recruitment Subtotal										£   - 0



		5 Coder recruitment

		5.01 Management and communications		Variable		Cost per coder						£   - 0

		5.02 IT/helplines		Fixed								£   - 0

		5.03 Other		Fixed/Variable								£   - 0

		5 Coder recruitment subtotal										£   - 0



		6 Administrator training

		6.01 Management and communications		Fixed		Cost per administrator						£   - 0

		6.02 IT/helplines		Fixed								£   - 0

		6.03 Training event(s)  – please list each separately										£   - 0

		6.03.1 Event 1		Variable		Cost per Administrator						£   - 0

		6.03.2 Event 2 (if required)		Variable		Cost per Administrator						£   - 0

		6.04 Travel and subsistence		Variable		Cost per Administrator						£   - 0

		6.05 Other		Fixed/Variable								£   - 0

		6 Administrator training subtotal										£   - 0



		7 Administration

		7.01 Management and communications		Fixed								£   - 0

		7.02 IT/helplines		Fixed								£   - 0

		7.03 Administrator fees		Variable		Cost per day						£   - 0

		7.04 Travel and subsistence		Variable		Est. standard cost per person						£   - 0

		7.05 Distribution costs to administrators/schools		Fixed		Cost per booklet						£   - 0

		7.06 Data capture - questionnaire		Variable		Cost per School						£   - 0

		7.07 Other		Fixed/Variable								£   - 0

		7 Administration subtotal										£   - 0



		8 Supervisor events including Pre-coding

		8.01 Management and communications		Fixed								£   - 0

		8.02 IT		Fixed								£   - 0

		8.03 Event(s) – please list each separately										£   - 0

		8.03.1 Event 1		Fixed		Cost per supervisor						£   - 0

		8.03.2 Event 2		Fixed		Cost per supervisor						£   - 0

		8.03.3 Event 3 (if required)		Fixed		Cost per supervisor						£   - 0

		8.03.4 Event 4 (if required)		Fixed		Cost per supervisor						£   - 0

		8.04 Travel and subsistence		Variable		Cost per supervisor						£   - 0

		8.05 Other		Fixed/Variable								£   - 0

		8 Supervisor events including Pre-coding subtotal										£   - 0



		9 Coder training events

		9.01 Management and communications		Fixed								£   - 0

		9.02 IT		Fixed								£   - 0

		9.03 Training event(s) – please list each separately										£   - 0

		9.03.1 Event 1		Fixed		Cost per supervisor/coder						£   - 0

		9.03.2 Event 2 (if required)		Fixed		Cost per supervisor/coder						£   - 0

		9.04 Travel and subsistence		Variable		Cost per supervisor/coder						£   - 0

		9.05 Other		Fixed/Variable								£   - 0

		9 Coder training events subtotal										£   - 0



		10 Coding

		10.01 Management and communications		Fixed								£   - 0

		10.02 IT		Fixed								£   - 0

		10.03 Supervisor fees		Fixed		Cost per supervisor						£   - 0

		10.04 Coder fees		Variable		Cost per coder						£   - 0

		10.05 Coding Event(s) – please list each separately										£   - 0

		10.05.1 Event 1 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.05.2 Event 2 (if required)		Variable		Cost per supervisor/coder						£   - 0

		10.06 Data capture and scanning		Fixed								£   - 0

		10.07 Other		Fixed/Variable								£   - 0

		10 Coding subtotal										£   - 0



		11 Printing

		11.01 Management and communications		Fixed								£   - 0

		11.02 IT		Fixed								£   - 0

		11.03 Test materials (incl. test booklets, prompts, admin guidance, etc.) - Print and collation		Fixed								£   - 0

		11.04 Training materials (incl. coding frames, training materials, coding guidance, etc.) - Print and collation		Fixed								£   - 0

		11.05 Questionnaires - Print and collation		Fixed								£   - 0

		11.06 Other		Fixed/Variable								£   - 0

		11 Printing subtotal										£   - 0



		12 Exit activity

		12.01 Final Administration Report		Fixed								£   - 0

		12.02 Handover Electronic Archive		Fixed								£   - 0

		12.03 Handover of Coder Register		Fixed								£   - 0

		12.04 Final data feed		Fixed								£   - 0

		12 Exit activity subtotal										£   - 0



		Sub Total £										£   - 0

		Profit £										£   - 0

		Total excluding VAT £										£   - 0

		VAT £										£   - 0

		Total Including VAT £										£   - 0
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Purpose

This Exit Management Plan is divided into the following principal sections:

Section 1: Document History

Section 2: Purpose

Section 3: Exit Management Structures

Section 4: Required actions

Section 5: Timetable

This Exit Management Plan sets out the Parties’ obligations with regard to facilitating the orderly transfer of the Services during the Exit Phase and the treatment of any relevant assets, materials, software, data, subcontracts and people to STA, on the expiry or termination of the Agreement or of any Service.

Within each Exit scenario, there are two different types of exit activity:

routine: those that are foreseeable, predictable and capable of being planned in detail as it relates to the “fixed” activities that will always take place on exit, irrespective of the cause or nature of the exit, and

emergency: individual services that may or may not be used, depending on the cause or nature of the termination, the point in the test cycle when termination occurs and the appetite of any incoming supplier to take advantage of them.

This Plan will identify the activities that are required for ‘Routine’ Exit (including Exit on Termination for Convenience). 



Overview of contract/project and exit activities required:

To provide some context to the plan, insert high level summary of:

(a) the services provided via the contract, start/end dates of service, sub-contractors involved; and

(b) the activity that will be required to close down/exit the contract at the natural expiry of the contract e.g. close down helpline, knowledge transfer to STA/incumbent, handover of data/documents, destruction of materials/data, etc.
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Exit management Structures

This Section describes the management structures and governance arrangements to be followed by the parties in order to facilitate the orderly exit of the call-off.



Exit key personnel - roles and responsibilities:

Include all stakeholders for both the supplier and STA, including: operational staff delivering/receiving the exit services, reviewers, approvers, escalation points, board responsibilities etc.

		Organisation:

		Name:

		Title:

		Responsibilities:



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		








	

Exit meetings:

Describe the various meetings that will take place during exit, e.g. kick-off meeting, regular KiTs, Exit Board; where they will take place, who will attend, etc.  Also indicate when the meetings will likely commence and finish e.g. start 6 months and end 1 month after contract expiry.

		Meeting title:

		Purpose:

		Proposed start/ end dates:

		Frequency:

(if recurring)

		Location

(or telekit) 

		Attendees:

		Agenda:



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







Exit reporting:

Describe the reports that will be used to monitor exit, e.g. milestone plan, highlight report, action log and any other specific documentation.

		Document title:

		Description:

		Format

		Frequency:

		Distribution list



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		










Risk summary of routine exit:

High level risks that are associated with the success of routine exit:

		Risk ID:

		Risk title:

		Owner:

Name and organisation

		Counter measures 

		Contingencies 



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







Schedule of Exit Project Boards:

There should be at least one exit board at the end of the project that will sign off that exit has occurred as required.

		Meeting title:

		Proposed date:

		Location

(or telekit) 

		Agenda:

		Routine exit, emergency exit or both?



		Project Board 1

		

		

		e.g. Exit plan requirements

· Exit schedule

· Exit roles and responsibilities

· Key decisions

· Timing of termination 

· Payment schedule

· Contractual obligations 



		



		Project Board 2

		

		

		Agendas for further meetings (if required) will include:

· Review progress to exit plan

· Escalated risks and issues

· Incremental sign off

		



		Project Board 3

		

		

		

		



		Project Board 4

		

		

		

		







Escalation path for unresolved issues:

		Escalation tier

		[insert supplier name]

		STA



		

		Name:

		Title/role:

		Name:

		Title/role:



		1st tier escalation

		

		

		

		



		2nd tier escalation

		

		

		

		



		3rd tier escalation

		

		

		

		







[bookmark: _Toc398124781]Required Actions

This Section 4 describes the specific actions required in order to facilitate the orderly exit of the call-off. It is divided into the following sub-sections:

Subsection 4.2: Supplier Assets

Subsection 4.3: Systems and Software

Subsection 4.4: Data

Subsection 4.5: Contracts

Subsection 4.6: Documentation

Subsection 4.7: Training and knowledge transfer

Subsection 4.8: Staff matters

[Drafting note: this section will contain the real substance of the Exit Management Plan, in terms of the specific action required, assets to be transferred, contracts to be novated, training to be provided and so on. This template sets out the main headings that STA would normally expect to be addressed – there may of course be others that are specific to the particular engagement – but the whole section needs to be populated by the parties. It is emphasised that these obligations will not solely be Supplier responsibilities. Where there are any dependencies to be fulfilled by STA, these must be clearly spelled out as well.]

Supplier Assets

[List the principal assets (including computer hardware and other equipment) used wholly or mainly in the provision of the Services, and indicate in each case whether these are “exclusive assets” or “non-exclusive assets”. By “exclusive assets”, we mean any assets that are used solely for the provision of services to STA, which can therefore be transferred to STA if STA so wishes. By “non-exclusive assets”, we mean assets that are not used solely for STA. Indicate in each case whether the asset in question will be assigned to STA. If any asset is not to be assigned to STA, but STA wishes to continue to have access to and use of it (e.g. on a rental or licence basis), the terms of such use will be agreed and documented here.]

4.2.1 	Supplier assets – register:

		Exclusive / Non Exclusive: 

		Name/title:

		Description:

		Version no:

		System / Type / Format:

		Location:

		File size:

(where applicable)

		Ownership: (Supplier or STA)



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		







4.2.2	Supplier assets – action required:

		Name/title:

		“Transferring to STA” or “destroying”

		Method of transfer / destruction:

		When will transfer / destruction take place:

		 Supplier QA prior to transfer / destruction:

		Associated supplier approvals

		STA acceptance approval:



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







4.2.3	Supplier assets – additional notes:

		Additional notes (if required):



		[If required, opportunity for the supplier and/or STA to provide any supporting notes in addition to the information provided in the tables]









Systems and Software

[Describe the specific steps required to ensure the effective migration of systems from the Supplier to STA on routine exit. These might include, for example, requiring the Supplier to analyse and provide information about capacity and performance requirements, generate computer listings of all relevant Source Code, and assist with parallel running, as well as the physical transfer of hardware and of copies of software. Deletion of STA software from Supplier systems will also be relevant.

4.3.1	Systems and software - register:

		Name/title:

		Description:

		Version no:

		Format:

		Location:

		File size

(where applicable)

		Ownership (Supplier or STA)



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







4.3.2	Systems and software – action required:

		Name/title:

		“Transferring to STA” or “destroying”

		Method of transfer / destruction:

		When will transfer / destruction take place:

		 Supplier QA prior to transfer / destruction:

		Associated supplier approvals

		STA acceptance approval:



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







4.3.3	Systems and software – additional notes:

		Additional notes (if required):



		[If required, opportunity for the supplier and/or STA to provide any supporting notes in addition to the information provided in the tables]







Data

[Describe the specific steps required to ensure the effective transfer of data from the Supplier to STA.  These might include, for example, agreement of interfaces, formats and security requirements for data transfer, as well as the actual physical or electronic transfer itself, and arrangements for the deletion of data from the Supplier’s systems at a future point.] 

4.4.1	Data - register:

		Name/title:

		Description:

		Version no:

		Format:

		Location:

		File size

(where applicable)

		Ownership (Supplier or STA)



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







4.4.2	Data – action required:

		Name/title:

		“Transferring to STA” or “destroying”

		Method of transfer / destruction:

		When will transfer / destruction take place:

		 Supplier QA prior to transfer / destruction:

		Associated supplier approvals

		STA acceptance approval:



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







4.4.3	Data – additional notes:

		Additional notes (if required):



		[If required, opportunity for the supplier and/or STA to provide any supporting notes in addition to the information provided in the tables]













Assets held by sub-contractors

[Describe the assets held by sub-contractors in relation to the delivery of the call-off, and the associated actions required on Exit]

4.5.1	Assets held by sub-contractors - register:

		Name/title:

		Description:

		Version no:

		Format:

		Location:

		File size

(where applicable)

		Ownership (Supplier or STA)



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







4.5.2	Assets held by sub-contractors – action required:

		Name/title:

		“Transferring to STA” or “destroying”

		Method of transfer / destruction:

		When will transfer / destruction take place:

		 Supplier QA prior to transfer / destruction:

		Associated supplier approvals

		STA acceptance approval:



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







4.5.3	Assets held by sub-contractors – additional notes:

		Additional notes (if required):



		[If required, opportunity for the supplier and/or STA to provide any supporting notes in addition to the information provided in the tables]







Documentation (Subsection 4.6)

[List the documentation that will be provided to STA, including service guides, business process manuals, software documentation, security and quality plans, etc.] 

4.6.1	Documentation - register:

		Name/title:

		Description:

		Version no:

		Format:

		Location:

		File size

(where applicable)

		Ownership (Supplier or STA)



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







4.6.2	Documentation – action required:

		Name/title:

		“Transferring to STA” or “destroying”

		Method of transfer / destruction:

		When will transfer / destruction take place:

		 Supplier QA prior to transfer / destruction:

		Associated supplier approvals

		STA acceptance approval:



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







4.6.3	Assets held by sub-contractors – additional notes:

		Additional notes (if required):



		[If required, opportunity for the supplier and/or STA to provide any supporting notes in addition to the information provided in the tables]







Training and knowledge management

[Describe what the Supplier will do in terms of the provision of training and knowledge management to STA where applicable.] 

		Training and knowledge management



		









Staff matters and TUPE

Details of the supplier’s staff who are subject to TUPE should be described within the attached excel spreadsheet.





		TUPE information provided:

		Yes/No [delete as appropriate]







It is understood that this information will not identify an individual member of staff by name or other unique personal identifier so that the provisions of the Data Protection Act are not infringed.

You are also requested to make the following information available to prospective service providers in a convenient form, e.g. reference documents, notices, handbooks, instructions or electronic media.

a)  Employment terms and conditions applicable to those members of staff who may be transferred, (for example: probationary periods, retirement age, periods of notice, current pay agreements, working hours, entitlement to annual sick leave, maternity and paternity special leave, terms of mobility, loan or leasing schemes, occupational welfare, facility time arrangements, competencies, job descriptions and additional employment benefits).

b)  Relevant collective agreements.

c)  Details of the pension schemes.

Please note that in the event that the STA decides to appoint a different service provider and there is a relevant transfer to which TUPE applies, you will need to meet the requirements of the Transfer of Undertakings (Protection of Employment) Regulations 2006 as amended by the Collective Redundancies and Transfer of Undertakings (Protection of Employment) (Amendment) Regulations 2014 to provide Employee Liability Information to any new employer (the transferee).



4.8.2	Staff matters – supporting information:

		Notes additional to the information provided above:



		







[bookmark: _Toc398124782]

Timetable and milestones 

[The timetable for the exit and transition project, including completion of the specific actions and dependencies set out in Section 4, will be set out here including a detailed routine exit project plan. This section is to detail any specific milestones that are to be achieved as part of the routine Exit Project, together with the relevant completion criteria.

		Activity:

		Completion criteria:

		Start Date:

		End date:

		Owner / Role Title:

		Resource:

		Supplier or STA



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		









image1.emf

TUPE Information 


template.xlsx




TUPE Information template.xlsx

TUPE template


						Age in years 			Employment status 			Job title and job description.			Estimated percentage of their time spent working on the requirements of the current contract.			Length of current period of continuous employment (in years/months)			Weekly conditioned hours of attendance (gross).			Standard Annual Leave Entitlement 			Detail of current employer provided Pension Scheme Membership 			Redundancy liability information 			Annual Salary			Details of any regular overtime commitments 			Details of attendance patterns that attract enhanced rates of pay or allowances			Regular or recurring allowances.			Outstanding financial claims arising from employment 			Additional information about factors influencing staffing levels and costs.






























































Guidance


						Guidance:





						Age in years 			(not date of birth).


						Employment status 			(i.e. fixed term, casual, permanent) and work location (if appropriate).


						Job title and job description.


						Estimated percentage of their time spent working on the requirements of the current contract.


						Length of current period of continuous employment (in years/months)


						Weekly conditioned hours of attendance (gross).


						Standard Annual Leave Entitlement 			(not the ‘in year’ leave total that may contain carry over or deficit from the previous leave year).


						Detail of current employer provided Pension Scheme Membership 			(Name of scheme identifying whether it is a Defined Benefit, Defined Contribution or Stakeholder arrangement, including employee contribution rate (In addition, please indicate if the employee is a former Civil Servant participating in a pension scheme that has been the subject of certification for “broad comparability” by the Government Actuary’s Department.)


						Redundancy liability information 			(Statutory or Enhanced Company scheme and £)


						Annual Salary


						Details of any regular overtime commitments 			(These may be weekly, monthly or annual commitments for which staff may receive an overtime payment).


						Details of attendance patterns that attract enhanced rates of pay or allowances			 (i.e. shift or rostered attendance).


						Regular or recurring allowances.


						Outstanding financial claims arising from employment 			(i.e. season ticket loans, transfer grants – noting that these will only give an indication of the type and value of loan balances and that these will change during the bid period).


						Additional information about factors influencing staffing levels and costs.



























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































image7.emf
Change request 

example.docx


Change request example.docx
Change Request



		





Change request title 



		Project title

		

		Project code

		



		Project Manager

		

		Contract no

		



		Project director

		

		Date raised

		



		STA file name (ref no):

		

		Issue ref no:

		





Cost implication: 

Increase / Reduction/ Nil (delete as necessary)

		£





Amount: 



Proposed change in contractual milestones: Include the payment milestones the change links to and overall budget impact.

		





When does this change need to be made by and rationale for timescales:

		







What is the situation and why do we need to make a change? Please detail, factual/quantifiable information of what the situation is, an appraisal of the current position, the current impact and the potential impact should STA decide to do nothing (the risk).









	













How do we resolve? What is the proposed resolution to the situation and why is this thought to be appropriate? How does it align with past projects and what precedent does it set for the future? How would the fix be applied operationally? What is the communication strategy? Are there any associated operational risks for this / future test cycles? 





























Options: please use this section to highlight the options that were considered, explaining why the one titled in this change request is being proposed over alternatives and what was the rationale for discounting alternatives?



















Breakdown of costs: A breakdown must be comparable to the original bid and show the original costs and the recommended costs. It must clearly show all elements of the structure for payments including multipliers.


































Future proofing: Why did this situation arise? Please indicate what the cause was and include recommendations which will be logged on the lessons learnt log.  The below indicates considerations to be taken.

· How we may avoid (or indeed encourage, if this is an opportunity) the situation from occurring in future activity.

· Whether requirements have fundamentally changed since the outset of the project.

· What the contractual position is in terms of dealing with the change and who is responsible / liable. 













Escalation details:







Actions taken: 























Project Issue closed date:
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Question report template

		Test Session		Test Level		Ques ID		Ques No		Teacher Comments		Administrator Comments

		STA use only. TPT or IVT, letter for subject (R, G, M, S) plus date (year & month)		3-5 OR 6		For 2013 trialling for use by STA only. As written below mark line in test booklet (omit a/b etc from end of ID)		As test booklet, without any part letters		Summary of questionnaire feedback ordered by questions in questionnaire.  The item bank doesn't support any text formatting. Please use plain text only, ie no bold, italics or underlining.  Use a hyphen to indicate the start of the response to each questionnaire question, do not use standard bullet points.  It is okay to use line breaks within the cell. Use part letters to indicate where a comment relates to a specific item rather than the whole question and indicate number of times each comment was made.  Include examples of comments where appropriate.

- Q1) topic not covered in class
- Q2a) comment if question found time consuming
- Q2b) any comments on accessibility for EAL
- Q2c) any comments on accessibility for SEN
- Q3a) any comments on why question doesn't contribute to assessment of NC
- Q3b) any comments on question wording
- Q3c) any other comments on question layout
- Q3d) difficulties understanding requirements of question		Summary of questionnaire feedback ordered by questions in questionnaire.  The item bank doesn't support any text formatting. Please use plain text only, ie no bold, italics or underlining.  Use a hyphen to indicate the start of the response to each questionnaire question, do not use standard bullet points.  It is okay to use line breaks within the cell:

- Q1) comment if question found time consuming
- Q2a) any comments on help with reading
- Q2b) difficulties understanding requirements of question
- Q3a) any other comments
- Q3b) any comments from children


		TPT_M_APR13		6		M01901







Reading text report template

		Test Session		Test Level		Text Version		Text Name		Teacher Comments		Administrator Comments

		TPT or IVT, letter for subject (R) plus date (year & month)		3-5 OR 6		As written in bottom right corner of reading text cover		As written on booklet cover		Summary of questionnaire feedback ordered by questions in questionnaire.  The item bank doesn't support any text formatting. Please use plain text only, ie no bold, italics or underlining.  Use a hyphen to indicate the start of the response to each questionnaire question, do not use standard bullet points.  It is okay to use line breaks within the cell. Use part letters to indicate where a comment relates to a specific item rather than the whole question and indicate number of times each comment was made.  Include examples of comments where appropriate.

- Q2e) comments on engagement levels
- any comments specific to texts made elsewhere in questionnaire		Summary of questionnaire feedback ordered by questions in questionnaire.  The item bank doesn't support any text formatting. Please use plain text only, ie no bold, italics or underlining.  Use a hyphen to indicate the start of the response to each questionnaire question, do not use standard bullet points.  It is okay to use line breaks within the cell:

- Q2c) comments on engagement levels
- any comments specific to texts made elsewhere in questionnaire
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Front sheet

		Pupil data specification

		Trial		IVT

		Key stage		2

		Subject		English grammar, punctuation and spelling; English reading

		File details		STA will provide an SPSS data file compatible with version 21. The supplier should return the pupil data in the same format.





Pupil data specification

		Field Number		Field Title		Present in initial data supplied by STA		Null Allowed?		Data Type		Field Width		Allowable characters or range		Field description

		1		Schoolno		N		N		Numeric		4		4 digit number		Unique school id to be assigned by supplier

		2		DfENo		Y		N		Numeric		7		7 digit number		As provided by STA

		3		pupilid		N		N		Numeric		5		5 digit number		Unique pupil identfier to be assigned by supplier

		4		Forename		Y		N		String		35		Up to 35 characters		Pupil first name

		5		Middlenames		Y		N		String		35		Up to 35 characters		Pupil middle names

		6		Surname		Y		N		String		35		Up to 35 characters		Pupil surname

		7		DOB		Y		Y		String		10		Date in format DD/MM/YYYY		Pupil date of birth. Null by exception only.

		8		Gender		Y		N		String		1		One character: F, M		Gender of pupil: 
F - female
M - male

		9		Status		N		N		Numeric		1		0,1,2,3		Pupil in class selected for trialling: 
0 - No 
1 - Yes - no change
2 - Yes - edited data
3 - Yes - new pupil

		10		TestDate		N		Y		Numeric		8		Eight digit number in the format YYYYMMDD only covering valid dates in the trial administration period.		Date of all tests. Null only if pupil not selected and by exception if school does not take test.

		11		T1name		N		Y		String		6		RAB22a, RAB22b, RAB23a, RAB23b, RAB24a, RAB24b, G2V001, G2V002, G2V003, G2V004		Name of test 1. Null only if pupil not selected and by exception if school does not take test.

		12		T1attend		N		Y		Numeric		1		0,1,2		Test 1 attendance: 
null - pupil not in selected class 
0 - pupil absent from school
1 - pupil in school but excluded from test
2 - pupil present and given test
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Marker register requirements



The Supplier shall ensure that the ‘Marker Register’ contains the following information regarding each Marker and supervising marker (Data must be collected for each Marker and field; where data has not been provide by the Marker, a nil return should be recorded for that data field):



1. Full name (title, forename, surname); 

2. Marker ID number (as agreed with STA);

3. Home address and post code; 

4. Contact details (home phone number, personal mobile phone, personal email address); 

5. Marker Rank; 

6. Subject marker is allocated to;

7. Allocated supervising marker;

8. Items or item groups marked for each item/item group allocated;

9. Current contract status log (offered, accepted, contracted, stopped, withdrew, etc.) with justification and date;

10. Standardisation outcome (i.e. pass, fail, not attempted);

11. Summary of standardisation and on-going marker quality assurance data for each test/item group marked by each marker;

12. Details of any issues relating to Markers' performance for the current trial;

13. Details of declaration of interest by markers (where markers declare if they have any personal interest in any school or pupil)

14. Standardisation item level data;

15. On-going marking quality assurance item level data;

16. Re-marking item level data of both original marker and re-marker (where re-marking by a supervisor of a marker has resulted in a change to marks).
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Front sheet

		Pupil data specification

		Trial		TPT

		Key stage		1

		Subject		English grammar, punctuation and spelling; English reading; mathematics

		File details		STA will provide an SPSS data file compatible with version 21. The supplier should return the pupil data in the same format.





Pupil data specification

		Field Number		Field Title		Present in initial data supplied by STA		Null Allowed?		Data Type		Field Width		Allowable characters or range		Field description

		1		Schoolno		No		N		Numeric		4		4 digit number		Unique school id to be assigned by supplier

		2		DfENo		Yes		N		Numeric		7		7 digit number		As provided by STA

		3		pupilid		No		N		Numeric		5		5 digit number		Unique pupil identfier to be assigned by supplier

		4		UPN		Yes		N		String		13		13 characters		DfE unique pupil identifier

		5		Forename		Yes		N		String		35		Up to 35 characters		Pupil first name

		6		Middlenames		Yes		N		String		35		Up to 35 characters		Pupil middle names

		7		Surname		Yes		N		String		35		Up to 35 characters		Pupil surname

		8		DOB		Yes		Y		String		10		Date in format DD/MM/YYYY		Pupil date of birth. Null by exception only.

		9		Gender		Yes		N		String		1		One character: F, M		Gender of pupil: 
F - female
M - male

		10		SENprovision		Yes		N		String		1		N, S, E, K		Pupil SEN provision:
N - No SEN
S - Statement
E - Education, health and care plan
K - SEN support

		11		languagegroupminor		Yes		Y		String		3		ENB, ENG, OTB, OTH, PEN, REF		Language Group Minor:
ENB - not known but believed to be English
ENG - English
OTB - not known but believed to be other than English
OTH - other than English
PEN - classification pending
REF - refused

		12		Status		No		N		Numeric		1		0,1,2,3		Pupil in class selected for trialling: 
0 - No 
1 - Yes - no change
2 - Yes - edited data
3 - Yes - new pupil

		13		TestDate		No		Y		Numeric		8		Eight digit number in the format YYYYMMDD only covering valid dates in the trial administration period.		Date of all tests. Null only if pupil not selected and by exception if school does not take test.

		14		T1name		No		Y		String		6		RPA1AT, RPA14a, RPA14b, RPA14c, RPA15a, RPA15b, RPA15c, G1SP01, G1SP02, G1SP03, G1SP04, G1SP05, G1SP06, G1SP07, G1SP08, M1AR01, M1AR02, M1AR03, M1AR04, M1AR05, M1AR06, M1AR07, M1AR08		Name of test 1. Null only if pupil not selected and by exception if school does not take test.

		15		T2name		No		Y		String		6		RAB1AT, RABN01, RABN02, RABN03, RABO01, RABO02, RABO03, G1QS01, G1QS02, G1QS03, G1QS04, G1QS05, G1QS06, G1QS07, G1QS08, M1RP01, M1RP02, M1RP03, M1RP04, M1RP05, M1RP06, M1RP07, M1RP08		Name of test 2. Null only if pupil not selected and by exception if school does not take test.

		16		T1attend		No		Y		Numeric		1		0,1,2		Test 1 attendance: 
null - pupil not in selected class 
0 - pupil absent from school
1 - pupil in school but excluded from test
2 - pupil present and given test

		17		T2attend		No		Y		Numeric		1		0,1,2		Test 2 attendance: 
null - pupil not in selected class 
0 - pupil absent from school
1 - pupil in school but excluded from test
2 - pupil present and given test
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		Administration Manual


Technical Pre-tests for Level 3-5 English reading; English grammar, punctuation and spelling; mathematics; science;

and

Level 6: English reading; English grammar, punctuation and spelling; and mathematics.


April/May 2013
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1 Summary of Operations


1.1 Reminder of Key Points


· Read all of this Administration Manual thoroughly before you receive any trial materials from XXXXX.


· Contact XXXXX when specified in this document and if there are any problems or anything unexpected occurs.


· Count and check the materials at every stage of your work, store them securely and keep them in sight whilst in school.


· Ensure that all necessary confidentiality statements are completed.


· Implement carefully the procedures for identifying individual children and collecting background data.


· Make clear arrangements with schools in advance. The teacher should remain present and responsible for the children during the administration.


· Refer to Sections 6-9 for the details of these specific pre-tests.


· There is a checklist in section 9.3 that we recommend you complete to ensure that you have followed all the correct procedures throughout the process. 

1.2 Contacts at XXXXX

General administrator queries, claims, expenses, contracts and allocation


xxxxx

Specific queries about the administration of particular subjects, missing booklets or parcels


xxxxx

xxxxx


xxxxx


Central email for logging receipt and return of parcels


xxxxx


Central telephone number for reporting missing documents or parcels, which MUST be done as soon as you become aware of the situation:


xxxxx


Central telephones are staffed from 9am to 5pm every work day. Voicemail operates outside these hours.


2 Introduction and Overview


2.1 The importance of Technical Pre-test Administration


Developing tests is a painstaking and thorough research process, especially when the tests are for national use. The test results have implications for children, teachers and schools, so it is important that every stage of test development meets the highest possible standards.


The tests that are prepared for trialling have been through several months of development. Initial ideas are reviewed and refined. Draft questions are submitted to small-scale trials with children and then to review by teachers, subject specialists and an inclusion panel.


The technical pre-test is an important stage in development. Evidence is gathered from a large sample of children who take the test under controlled conditions. Statistical analyses pinpoint which questions work well and how difficult the overall test is. These analyses contribute to further refinement of the questions and decisions about which questions should go further in the test development process and, in some technical pre-tests, will contribute information for the final level setting process.


The collection of this large-scale evidence is one of the most vulnerable aspects of the development process, as tests which are in draft form and which must be kept secure are taken in very large numbers right across the country. Part of the rigour of the process is to use nationally representative samples of children, so the geographical spread is always wide.

During testing, the quality of the work of the Administrators is crucial in safeguarding the integrity of the entire test development process.


2.2 The Role of the Administrator


The role of the Administrator is to administer the tests in accordance with the instructions, so that the evidence derived from the pre-test can be relied upon. This involves making arrangements with the school, establishing a professional relationship with the relevant staff, dealing with the children, ensuring that every aspect of the administration is carried out meticulously, dealing with queries and problems and ensuring that all materials are returned to XXXXX, fully completed as required. As an Administrator, you are a representative of XXXXX in the schools you visit. XXXXX has a Code of Practice regulating all of its activities, available at:

As an XXXXX Administrator, you are part of a group of skilled and experienced professionals whose contribution is integral to the test development process. This manual provides comprehensive guidance on the general requirements for test administration (Sections 1-5); followed by the specific instructions for the pre-test you are involved in (Sections 6-9). Please ensure that you read all sections carefully.


3 Security


3.1 Importance


The security of the test materials is paramount. It is essential that you follow all of the guidelines in this manual. It is vital that all test booklets are stored securely and dealt with in a confidential manner. Keep all test materials with you at all times whilst in school and do not let them out of your sight. 

Once you, the administrator, have signed in receipt of the test materials you are responsible for the security and confidentiality of the materials until they are returned to XXXXX. Please ensure that you check the materials carefully once you receive them so that you are confident in what materials you have. 

All materials come from and must be returned to XXXXX and neither you nor anyone in schools should take photocopies. For security, the tests will be identified with an ID number. You and all other adults who have access to the tests must sign a confidentiality statement.


3.2 Procedures


Receiving the tests


As soon as you receive your delivery of test materials (whether by courier or by collecting direct from XXXXX), please open the packages and make sure that all the materials listed on the dispatch note for each school have been included. Please count the copies and ensure that all of the unique ID numbers on the test booklets match those stated on the dispatch notes. Two copies of the dispatch notes are included:


· check the contents of the delivery against the blue copies of the dispatch note, sign the blue copies and return to XXXXX immediately to confirm everything is present


· the green copies should be kept and signed after administration and returned to XXXXX to confirm that all materials were counted and checked before leaving the school and that all materials originally dispatched are enclosed. 


Please also confirm by email to xxxxx that you have received and checked all the documents.  The required information can be found in section 9.2 in this manual.  If you do not have access to email, please provide the information to us by telephone (see Section 1.2).

If there are any documents or packages missing telephone the office immediately. 


The tests in school


If there are any anomalies or unexpected circumstances at the school, please call the XXXXX for guidance.


Count the number of papers you take into the classroom and the number you collect in and take away from the school, using the green dispatch notes as reference. If there is a discrepancy, or any of the scripts cannot be accounted for you must telephone the XXXXX for advice. Do not leave the school premises until you have counted in all the materials.  During the administration, none of the materials should be taken out of the room.


If there are more children than you are expecting you must not photocopy the tests. Call the XXXXX for guidance.


Confidentiality statements


Please ensure that you and all teachers/other adults observing the tests or reviewing the test booklets sign the confidentiality statement. Remind the school staff that, in accordance with the confidentiality statement, the content of the materials relating to this pre-test must not be discussed with any other person.

After the administration


When you collect the scripts, check them against the green dispatch note to ensure that everything is present. Count the scripts carefully; checking that the number of scripts you have is the same as the number you brought with you to the school, referring to the identification numbers. If you find that this is not the case, please recount, as small booklets can stick together. Check the room carefully for any papers not collected and speak with the teacher to ensure that none have accidentally been removed from the room.


· Do not leave the school unless you are sure that you have collected all the documents.


· If you cannot locate a missing script despite your searches you must call XXXXX for advice.


Once the testing in your schools is complete, please ensure the secure return of all materials. Everything that you need to undertake this work will be provided. Return everything to the XXXXX securely sealed in the polylope provided. Further instructions can be found in Section 5 and in Section 9 at the end of this booklet.


4 Pupil Identifiers and Pupil Data


4.1 Pupil Identifiers


In order to ensure that all the data gathered is usable, a system of pupil identifiers is used which allows all the tests taken by a child to be linked together, and to be linked to that child’s background data. Without accurate identification, the data gathered in the pre-test cannot be included in the analysis.


All children are allocated a unique individual ID number. This is the number on the top right of the front of each booklet. It is important that you ensure each child always receives each component of the test with the same ID number. No child must take tests with different ID numbers and no set of test booklets with the same ID number should be taken by different children. (You will receive clear instruction about which test is to be taken first in each school.)  

To achieve this uniformity, start by giving each child both/all the relevant test booklets with identical ID numbers. Tell the children to write their name, date of birth and school on all the booklets they have in front of them. There is space for the ‘DfE number’ on the front cover of the test booklets. Please ask children to ignore this box for the trial. Collect in the booklets that are to be administered later. If this method is inappropriate because of the age of the children or other circumstances, it may be necessary to write in the names yourself prior to the second administration.

It is important that tests with an ID number for a particular school are used only in that school. Information about the combination of tests to be taken in these pre-tests is given in Section 8.

4.2 Pupil Data


Level 3-5 Tests


Included in the materials will be spare copies of blank Pupil Data Forms (PDFs) which need to be completed for each participating child. All schools involved in level 3-5 tests have already been sent guidance for completion of electronic versions of the forms for submission directly to XXXXX via our secure portal.  The enclosed forms are for your information. 

On your visit to the school, please ensure that the school contact has completed the electronic form if they have not already done so. 


Level 6 Tests

Included in the materials will be copies of blank Pupil Data Forms (PDFs) which need to be completed for each participating child.  On your visit to the school, please ask the teacher to help you complete this form. Please ask teachers to help you complete all parts of the PDF, particularly the teacher assessment (TA) level for each child, as this information is very important to us. Schools taking part in the level 6 grammar, punctuation and spelling tests will have already been sent guidance for completion of electronic versions of the forms for submission directly to XXXXX via our secure portal.

Guidance notes for completion of the forms are included on the Pupil Data Form.  This can be done before, during or just after the test administration. 

It is vital that all schools supply pupil data to XXXXX. Without this additional information, the test data cannot be used and the children’s hard work goes to waste. If tests are not done in the order specified on the dispatch note please note this down on the green copy of the dispatch note for the school concerned. 

5
Administration Arrangements 


5.1
Making Arrangements with Schools


Telephone the contact person in each school to make the final arrangements for your visit(s).  You should do this at least a week before you are due to arrive in the school, wherever possible.


Please confirm the following points with the school before your visit:


· the time of your visit(s)


· details from your allocation listing (how many children will be taking each paper and in which class)


· that the school is clear about which children are to be tested and have arranged for a suitable room(s) to be available


· explain that a teacher or member of school staff must be present with you at all times during the technical pre-test administration

· the equipment children are allowed for the test (this is listed in Section 8) and the equipment that the school will need to provide. As these booklets will be marked on screen, children will need a black pen or 2B pencil

· the length of time that the tests will take (Section 7)

· whether any children require enlarged print copies of the tests or have other special educational needs requiring special arrangements (see below)


· any specific points about child grouping for the administration of the test


· confirm arrangements for collecting pupil background data (including what information you will need to complete the PDF) or inform they need to complete online beforehand

· if you are administering a level 3-5 mathematics trial paper, ensure that the school are aware that they will need to provide a CD player for the administration of the mental mathematics test


· explain to your contact person that you will need a few minutes after the testing to check, count and collate all testing materials before leaving the school

· if tests are to be administered in a classroom, ask the school to cover or remove any posters or displays which may help children to answer questions in the test.


If, when you arrive in school, any of the arrangements, supervision, accommodation etc are different from what was expected, please call XXXXX for guidance.


The expected number of children is listed on the dispatch note together with the telephone number and the name of the contact person. In addition, you should check that the quantity of booklets you receive from the XXXXX matches this agreed number of children and one extra for each school. The spare booklet must be returned to XXXXX with the school’s scripts.

Every effort should be made by you to keep to arrangements agreed with the school. If you are unable to do so please inform the school as soon as possible. Schools volunteer to participate in test trials; they are not obliged to do so and we are able to go into schools by invitation only. It is important that schools experience XXXXX as a responsible and professional organisation.

If you are asked, test results are not made available to schools as a result of item validation trials or technical pre-tests. This is because the questions are still in development; trials do not result in national curriculum levels.

Special educational needs


Children with special educational needs, working at the appropriate level of the test, should be included in pre-testing wherever possible and may have access to whatever special arrangements the school would expect to provide in the key stage 2 live national test situation. This could include readers, amanuenses or extra time. Arrangements should be made by the school in these cases. When extra time is required, the scheduling of the administration session must be long enough to include this. Children requiring different arrangements must be in the main classroom under your supervision and may not take the tests in a different room. Any adult, including special needs support staff, who has access to the tests must sign a confidentiality statement.


Enlarged papers can be provided for children with visual impairments when schools supply the details to XXXXX in advance. XXXXX will send you the enlarged papers for administration if the school has requested them. Questions or parts of questions may be enlarged for individual children if necessary but any mathematics question that requires accurate measurement will not be enlarged.


5.2
Before and During the Administration

All the details of the specific tests you are administering are in Sections 6-9.

Keep all test materials with you at all times whilst in school.


Ensure that each child has the appropriate equipment for the test (see specific subjects).

Tell the children that these trials are being carried out in a number of schools to help in the development of the tests. Please make clear that we are testing the questions, and not the children. Therefore, children need not worry about the tests, or about any questions that they are unable to answer. However, the children will need to do as well as possible to make the data reliable.


The class should be arranged (where possible) so that children cannot see each other’s booklets as they work. Before the testing commences you should answer questions from children asking for clarification of what to do.  Once testing has commenced, only respond to children who put up their hand.  Go over to them and answer their question privately but do not explain how to answer any question or explain subject-specific terms or expressions. In addition, you must not read any part of the English reading paper to children except for general instructions.


The teacher should be present in the classroom during the administration; you should not be responsible for discipline.


If a child leaves the room during any session, record the duration of the absence on the cover of the child’s answer booklet next to the child's name.  Please do not write on the front cover in any other location.  Please be particularly careful not to write near any barcodes or the square black boxes in the corners of the paper. This is because additional marks particularly on the front cover could interfere with the scanning required for on-screen marking or data capture after marking. 

At the end of the test, if time allows, a short discussion may be held with the children to gauge their reactions to the paper and particular questions. Either you, as the Administrator or the teacher may lead this discussion. Please write down any relevant points raised on the Administrator Questionnaire. Please note: all tests should be collected before any discussion begins. Any discussion should focus on the questions themselves, rather than the answers to the questions.

5.3 Teacher Questionnaires

Collecting teacher views of the tests is a valuable part of pre-testing, so teachers are requested to review the papers and complete a questionnaire during or after the administration.  Teachers’ views form part of the evidence collected on the tests and can contribute to the discussions on which questions go forward to live tests. 

While the children are taking the test, or immediately afterwards, please invite the teachers to look through the test materials and complete a questionnaire. The teacher can use the spare booklet provided to the administrator for this purpose. The teacher cannot take the booklet away from the administration room and must be returned to the administrator.  Child comments are helpful and may be noted on the Teacher Questionnaires or Administrator Questionnaires, however they need to be clearly identified as child comments. Please ensure the teacher clearly notes which test/question they are discussing on the form. 

Teacher questionnaires are also confidential and should not be taken out of the room. As questionnaires can contain information on the tests, they need to be treated with the same level of security as the tests. 

5.4 Administrator Questionnaire


Please complete an Administrator Questionnaire for the test versions administered for each of your visits.  Where relevant, you may include any comments made by other adults observing the administration. Child comments are helpful and can be noted on the Administrator Questionnaire; however they need to be clearly identified as child comments.

Where you comment on a question, please ensure that you clearly identify which question and paper you are referring to. 

5.5 Returning the Materials


· Please ensure that where you have comments on the tests, these are included in the administrator questionnaire(s) for each school visit.


· You must collate materials into pupil ID order, exactly as they were when you received them.  Reference to the dispatch note will help with this process. This may mean collating used and unused materials together.


· Count the test scripts and check against the green dispatch note.


· Pack the tests into the appropriate polylopes with labels for each school. Pack the polylopes into the blue bags or sacks and label with the XXXXX return address.


Once the testing in any of your schools is complete, please return all the materials to the XXXXX as soon as possible. If you are administering to more than one school, please do not wait for all your school visits to be complete before returning your materials.  You should make at least one dispatch each week, where possible. This project is running to a particularly tight timeline so please return materials as soon as you can. 


Detailed instructions for returning materials can be found at the end of this booklet.


6
Introduction to this Technical Pre-test

		Project:

		Technical Pre-tests for Level 3-5 English reading; English grammar, punctuation and spelling; mathematics; science; and Level 6: English reading; English grammar, punctuation and spelling; and mathematics.



		Code:

		



		Sample number(s):

		





Test components


Below are the combinations for the different technical pre-tests. This table lists the number of tests being trialled. 

		Level 3-5 English reading

		3 reading booklets, each with either 1 reading answer booklet or 2 alternative versions of an answer booklet:


· 2 reading booklets (RP5and RP6) have 2 alternative answer booklets each


· The anchor test reading booklet has 1 answer booklet.



		Level 3-5 English grammar, punctuation and spelling

		9 versions, each version made up of 2 components:

· Each version made up of Component 1 (short answer questions) and Component 2 (spelling).



		Level 3-5 mathematics

		8 versions:

· Each version will be made up of Component 1, Component 2, and one of two versions of Component 3 (mental mathematics test).



		Level 3-5 science

		15 test booklets (versions) in 15 combinations (which includes 3 anchor test booklets). Each pupil will trial three test booklets. 



		

		



		Level 6 English reading

		3 reading booklets, each with either 1 reading answer booklet or 2 alternative versions of an answer booklet:

· 2 reading booklets (RPAM and RPCD) have 2 alternative answer booklets each


· The anchor test reading booklet has 1 answer booklet.



		Level 6 English grammar, punctuation and spelling

		8 test versions, each version is made up of 3 components:

· Component 1 (extended response), Component 2 (short answer), Component 3 (spelling)



		Level 6 mathematics

		4 test versions:

· Version 1: paper 1 and a paper 2


· Version 2: paper 1 and a paper 2


· Version 3: paper 1 and a paper 2


· Anchor test: paper 1 and paper 2





Results will not be made available following this trial as the tests are still in development. All schools participating in the trial  will receive £100.


7
Timing


		Test

		Time



		Level 3-5 English reading

		60 mins each to read the reading booklet and complete a reading answer booklet.

Each child will sit two reading papers (2 hours test time).



		Level 3-5 English grammar, punctuation and spelling

		The trial consists of two components; short answer questions and a spelling test. Component 1 is 45 minutes long. Component 2 should take around 15 minutes to administer though it is not strictly timed. Allow for short breaks between the components. 

Most children will sit two complete booklets (a booklet contains both components) (approx. 2 hours test time). 

A sample of children will sit a single hour long paper only. This paper contains both components. 



		Level 3-5 mathematics

		45 minutes for each booklet and allow 20 minutes to admininster the mental test from CD. Children to be given a short break between papers.

Each child will sit two papers and a mental mathematics test (1 hour and 50 mins test time)



		Level 3-5 science

		25 mins to take each science test paper . Children should be given a short break between booklets.

Each child will sit three papers (1 hour and 15 minutes test time). 



		

		



		Level 6 English reading

		For each test, there will be 10 mins to read the reading booklet and 50 mins to answer the questions in the reading answer booklet.

Each child will take two tests (2 hours test time)



		Level 6 English grammar, punctuation and spelling

		The trial consists of three components; an extended task, short answer questions and a spelling test. Component 1 is 30 minutes long. Component 2 is twenty minutes long. Component 3 should take around 10 minutes to administer though it is not strictly timed.

Each child will sit two booklets (each booklet contains all three components) (approx. 2 hours test time).



		Level 6 mathematics

		30 minutes to complete each maths test booklet. Children should be given a short break between booklets.

Each child will complete four booklets (2 hours test time).





You will need to allow some additional time for handing out the papers, reading instructions, a short break between papers/components where applicable and collecting in and counting the papers at the end of the session.  


8
Administering the Tests 


8.1 Level 3-5 Reading

Please note the following change to the trials for Level 3-5 reading

For the Level 3-5 English reading live tests from  2014 onwards, there will not be any separated reading time. Therefore, there will not be any separated reading time in this technical pre-test. The children will be allowed to open the answer paper at the same time as the reading booklet. 


Children will be advised to spend some time reading before they start the test, but they do not have to, and should not be stopped if they start answering questions immediately. 


For the live National Curriculum tests taking place in May 2013 arrangements have not changed from previous years, ie: children will have 15 minutes separated reading time for Level 3-5. 


Children are required to complete two reading tests, which must be administered in two 60 minute sessions.


For each test, children will spend:


· 60 mins reading the texts and completing the reading answer booklet (Please note: the level 3-5 reading tests do not have separated reading time while the level 6 reading tests do).

Children should have a short break between tests.


The table below shows the combinations of test versions available in this technical pre-test and the order in which the versions are administered. 


It is important that the test versions are administered in the correct order. Please refer to your dispatch note for details of the order to be followed by the school you visit.


		Reading Prompts

		Order of administration of answer books



		Reading prompts RP5 and RP6

		RAB5A and RAB6A



		Reading prompts RP5 and RP6

		RAB6A and RAB5A



		Reading prompts RP5 and RP6

		RAB5B and RAB6B



		Reading prompts RP5 and RP6

		RAB6B and RAB5B



		Reading prompts RP5 and RP6

		RAB5A and RAB6B



		Reading prompts RP6 and RP5

		RAB6B and RAB5A



		Reading prompts RP5 and RP6

		RAB5B and RAB6A



		Reading prompts RP6 and RP5

		RAB6A and RAB5B



		Reading prompts RP5 and Anchor 

		RAB5A and RAB AT



		Reading prompts RP5 and Anchor

		RAB AT and RAB5A



		Reading prompts RP5 and Anchor

		RAB5B and RAB AT



		Reading prompts RP5 and Anchor

		RAB AT and RAB 5B



		Reading prompts RP6 and Anchor 

		RAB6A and RAB AT



		Reading prompts RP6 and Anchor

		RAB AT and RAB6A



		Reading prompts RP6 and Anchor

		RAB6B and RAB AT



		Reading prompts RP6 and Anchor

		RAB AT and RAB6B





Equipment: 


· Black pen or sharp 2B pencil. Please ensure that children do not use a gel pen.   If children are using pencil, please ask them to write firmly. Hard (H) pencils should not be used (Gel pens and faint writing in pencil will not scan well for on-screen marking).


· A dictionary is NOT allowed.


Test administration guidance:


First administration 


· Distribute all the test booklets each child is due to complete. 

When distributing the test booklets, please ensure that children are given the correct booklets as outlined in the dispatch note for their class and that the ID numbers on both reading booklets and both answer booklets all match.

Each reading test consists of a booklet containing the text prompt (RP) and a reading answer booklet (RAB). Make sure that children have the correct pair of booklets for each test. 

· In each school the order of tests may vary. Please follow the instruction on the dispatch note for clarification on which test should be taken first. If tests are not done in the order specified on the dispatch note please record this down on the green copy of the dispatch note for the school concerned. The table above outlines the order of administration of the various combinations. 

· Ask the children to write their name, date of birth and school name on the front cover of both answer booklets. There is space for the ‘DfE number’ on the front cover of the test booklets. Please ask children to ignore this box for the trial. 

· Collect back the text prompt and reading answer booklet the children will sit in the second session. 

· Tell the children that they will have 60 minutes to read the reading booklet and answer the questions in the reading answer booklet.  They should read each text and then move on to the answer booklet to answer the questions about that text before moving on to read the next text in the reading booklet. There is no longer a separate reading time for this test; if a child starts answering questions immediately, do not stop them.

· Tell the children that they can make notes on the texts whilst reading it.


· Tell the children:

· they have 60 minutes to complete the test, which includes reading time


· that they must not talk during the test


· they should change answers by crossing out neatly and to check their work carefully


· that you cannot help them to answer any test questions or read any of the words to them

· if they cannot answer a question, they should move on and return to it later if they have time.

· to put up their hand and wait for help if they have an urgent question

· (for RP5 pack and RP6 pack booklets only) on the front cover of their answer booklet there are some questions about how much they enjoyed the reading books; they should complete these at the end of the test. The enjoyment questions are NOT on the anchor test reading booklets.

· Read the instructions on page 3 of the reading answer booklets to the children. You can rephrase the explanations to ensure that all children understand the instructions.

· Tell the children to start the test.


· Remind children of the time remaining 10 minutes before the end of the paper.


· Ask children to check they have written their name, date of birth and school name on the cover of the booklet. 

· Collect the text prompts and reading answer booklets from children.


· Allow children a 5 minute break before starting the next paper.


Second administration


· Distribute the text prompt and reading answer booklet for the second version. Ensure that each child has the reading answer booklet bearing their name.

· Remind children that they will have 60 minutes to read the reading booklet and answer the questions in the reading answer booklet.  They should read each text and then move on to the answer booklet to answer the questions about that text before moving on to read the next text in the reading booklet. 

· Follow the remaining instructions for the first administration.


After the administration 


Administrators must not discuss the contents of the reading booklet with the children until the test is over and all scripts have been collected.


Collect all reading stimulus booklets and reading answer booklets in at the end of the administration. Count to check that the number matches the number brought in to school.


· Thank the children for their help in this trial. 


· Hand out the participation certificates to children. Administrators will need to fill in the names of the children at some point during the administration. 


Ensure that you check the scripts against the dispatch note for the class.


Do not leave the classroom until all scripts have been accounted for.


8.2 Levels 3-5 English grammar, punctuation and spelling 

Most children will each take two full trial tests, which should last around 60 minutes each. A sample of children will only take one paper, which will take an hour to administer. 

All children will receive only one booklet per test, which contains both components (short answer questions and the spelling task).


The components in the English grammar, punctuation and spelling papers need to be administered in the order shown in the table below.


Each component will require the time shown below:


Component 1 (grammar, punctuation and vocabulary short-answer questions) will take 45 minutes to complete. Pupils should stop at the end of this section until the time is up.



Component 2 (spelling) should take around 15 minutes (though not strictly timed). The spelling task will be read out to the children by administrators. 

Combinations: Most children are required to complete two English grammar, punctuation and spelling trial tests, which must be administered in two sessions. There should be a short break between sessions. A smaller sample of children will only sit one paper.

The table below shows the combinations of trial test versions that are available in this technical pre-test and the order in which the versions should be administered. Please refer to your dispatch note for details specific to the school you visit.

		Combination

		First session

		Second session



		1

		G35V1

		G35V5



		2

		G35V5

		G35V1



		3

		G35V2

		G35V6



		4

		G35V6

		G35V2



		5

		G35V3

		G35V7



		6

		G35V7

		G35V3



		7

		G35V4

		G35V8



		8

		G35V8

		G35V4



		9*

		G35VAT

		-





*Children sitting combination 9 will only sit one paper.

If tests are not done in the order specified on the dispatch note please note this down next to the date boxes at the top left of the Pupil Data Form.

 Equipment: 


· Black pen or sharp 2B pencil. Please ensure that children do not use a gel pen.  If children are using pencil, please ask them to write firmly. Hard (H) pencils should not be used (gel pens and faint writing in pencil will not scan well for on-screen marking).


· A dictionary is NOT allowed.


Test administration guidance:


· Distribute both the test booklets the children are due to complete. Check that both booklets given to each child have the same pupil ID number (printed on the top right hand corner of the booklets) 

· Each booklet contains both the questions / tasks and space for children to write their answers. 


· Ask the the children to write their name, date of birth and school name on the front cover of the test booklet. There is space for the ‘DfE number’ on the test booklets. Please ask children to ignore this box for the trial.

· Open the booklets and ask children to turn to the page headed ‘General instructions’. Read all instructions to the pupils. You may rephrase instructions to make sure children understand.

Administration of component 1 (grammar, punctuation and vocabulary short-answer questions)

· Read all of the instructions for component 1 to the pupils, drawing their attention in particular to the  ‘end of section’ notice. Children should not go past the notice until it is time to start the next section.  You may rephrase instructions to make sure children understand.

· Tell the children that:


· they have 45 minutes to complete component 1


· they must not talk during the test


· they should change answers by crossing out neatly and to check their work carefully if they have any time to do so

· you cannot help them to answer any test questions 

· you are able to read words or phrases from the test if they need help, but you cannot say what the words mean

· if they cannot answer a question, they should move on and return to it later if they have time

· they should put up their hand and wait for help if they have an urgent question

· they need to stop at the end of the component until they are given instructions to continue.

· Remind children of the time remaining 10 minutes before the end of the component.


· Once the time limit has ended for component 1, tell the children to put down their pens or pencils and close their booklets. 


· Ask children to check they have written their name, date of birth and school name on the cover of the booklet and ask the children to leave the books on the desk.

Administration of component 2 (spelling)

· Tell the children  to turn to component 2 and read the instructions to them (it may be helpful to look up the page number of component 2 in your version ahead of time). You may rephrase instructions to make sure children understand.

· tell the children that you will read out the sentence, then the missing word, then sentence agains. The children will need to write the missing words into their booklets. 


· At the end of the task, ask the children to close the booklets and leave them on the desk while they are collected.

Allow the pupils to have a short break before the administration of the second trial test. 

· Repeat the instructions for trial version 2 (if required).

After the administration 


Administrators must not discuss the contents of the booklets with the children until the test is over and all scripts have been collected.


Collect all booklets in at the end of the administration. Count to check that the number matches the number brought in to school.


· Thank the children for their help in this trial. 


· Hand out the participation certificates to children. Administrators will need to fill in the names of the children at some point during the administration. 


Ensure that you check the scripts against the dispatch note for the class. 


Do not leave the classroom until all scripts have been accounted for.

8.3 Level 3-5 Mathematics


Please note the following change to the trials for Level 3-5 mathematics

You will have seen the recent press announcement regarding changes to the availability of calculators for the completion of the National Curriculum tests.


For the Level 3-5 mathematics live tests from 2014 onwards, children will no longer be allowed to use a calculator when completing Test B.  For this reason, pupils will not be allowed to use a calculator for the Level 3-5 mathematics Test B in this technical pre-test.

Children taking the  Level 6 tests will continue to use a calculator when completing Paper 2 both in the trial and live papers.

For the live National Curriculum tests taking place in May 2013 arrangements have not changed from previous years, ie: children should continue to have access to a calculator when completing Test B.


The Level 3-5 mathematics technical pretest is constructed in a block and cartwheel design. Booklets consist of a number block (N1-6 or NA) and a shape, space and measure block (S1-6 or SA). Therefore booklets are referred to by the blocks that they are made up of with a post script of “P1” or “P2” depending on whether they are the first or second booklet to be administered in the suite. 


Two booklets and a mental test make up a suite and there are 8 suites in the trial. The following table indicates the eight combinations used in the trial. Each combination must be administered in the following order; paper 1, mental mathematics test and paper 2.

		Suite

		Component



		

		Paper 1

		Mental

		Paper 2



		1

		N1S1-P1

		MT1

		NAS6-P2



		2

		N4SA-P1

		MT1

		N1S3-P2



		3

		NAS5-P1

		MT1

		N2S1-P2



		4

		N3S2-P1

		MT1

		N5SA-P2



		5

		N2SA-P1

		MT5

		N4S6-P2



		6

		N5S4-P1

		MT5

		NAS2-P2



		7

		NAS3-P1

		MT5

		N6S4-P2



		8

		N6S5-P1

		MT5

		N3SA-P2





Note that blocks may appear in either P1 or P2 booklets eg N1

It is important that the test versions are administered in the correct order. If in doubt please refer to your dispatch note for details of the order to be followed by the school you visit or contact XXXXX.

If tests are not done in the order specified on the dispatch note please record  this on the green copy of the dispatch note for the school concerned. The table above outlines the order of administration of the various combinations.

Children should have a short break between the administration of each component.  The STA suggests a short break between the first written test and the mental test and a slightly longer break between the mental test and the second written component. However, administrators should coordinate with the class teacher to optimise this for each class.

Equipment: 

Please ensure the children have the following equipment available;

· Black pen or sharp 2B pencil. 

Please ensure that children do not use a gel pen.  If children are using pencil, please ask them to write firmly. Hard (H) pencils should not be used (Gel pens and faint writing in pencil will not scan well).


· Protractor/angle measurer 


· Mirror and tracing paper


· Ruler


· Note that calculators are NOT allowed during the administration of the technical pre-tests in 2013 on either paper. This is a change from previous technical pretests. Therefore no calculators for P1 or P2 booklets or the mental tests.


However, in 2013 children will be allowed calculators for test B of the national curriculum test in May as usual. From 2014 calculators will not be allowed in national curriculum tests. 

Test administration guidance:


· Each child will take one complete suite; consisting of a P1 booklet, a mental test and a P2 booklet in one of the combinations listed above. 

· Distribute the appropriate all the test booklets (including mental test answer sheet) to each child. 

· When distributing the test booklets, please ensure that each child is given the correct booklets as outlined in the dispatch note for their class and that the pupil ID number (top right hand corner) on the answer booklets and answer sheets all match. It is important that the children have the correct pair of booklets and mental test. 

· Ask the children to write their name, date of birth and school name on the front cover of both answer booklets and mental test answer sheet. There is space for the ‘DfE number’ on the front cover of the test booklets. Please ask children to ignore this box for the trial.

· Collect in the mental test sheet and P2 booklet for later. 


· Please follow the instruction on the dispatch note for clarification on which test should be taken first. If tests are not done in the order specified on the dispatch note please record this down on the green copy of the dispatch note for the school concerned.. The table above outlines the order of administration of the various combinations. 

· Tell the children that they will have 45 minutes to complete the written tests; the mental test takes about 20 minutes.

· Tell the children:

· that they must not talk during the test


· they should change answers by crossing out neatly and to check their work carefully


· you may reread the question or certain words to the children but you can not explain the wording

· if they cannot answer a question, they should move on and return to it later if they have time.

· to put up their hand and wait for help if they have an urgent question.

· Tell the children to start the test.


· Remind children of the time remaining 5 minutes before the end of the paper.


· Ask children to check they have written their name, date of birth and school name on the cover of the booklet. 

· Allow children atleast a break before starting the next component.


Administration of the mental mathematics test from CD


· Administration of the mental test is via the CD provided. Prior to the administration check that a CD player is available and working. Hand out the answer sheet for the mental test, ensuring each child gets the correct sheet. Play the CD. In the event of a failure, admininster the mental test using the transcript provided and a stopwatch. 


After the administration 


Administrators must not discuss the contents of the booklets with the children until the test is over and all scripts have been collected.


Collect all the booklets and answer sheets in at the end of each  administration. Count to check that the number matches the number brought in to school.


· Thank the children for their help in this trial. 


· Hand out the participation certificates to children. Administrators will need to fill in the names of the children at some point during the administration. 


Ensure that you check the scripts against the dispatch note for the class.


Do not leave the classroom until all scripts have been accounted for.


Level 3-5 Science


Test Booklets 1 - 15 


The science tests must be administered in three 25 minute sessions. 


Pupils should have a short break between tests.


The tests must be administered in the correct order depending on the combination of tests being administered. Please check the dispatch note for the order in which the tests should be administered.  

If tests are not done in the order specified on the dispatch note please record this on the green copy of the dispatch note for the school concerned. 


The table below shows the 15 combinations of test booklets and also shows the order the test booklets must be taken.

		1st booklet

		2nd booklet

		3rd booklet



		ST1B

		ST10CA

		ST11P



		ST2B

		ST7C

		ST12P



		ST3B

		ST8C

		ST13P



		ST4B

		ST9C

		ST15PA



		ST5BA

		ST6C

		ST14P



		ST10CA

		ST13P

		ST2B



		ST7C

		ST15PA

		ST3B



		ST8C

		ST14P

		ST4B



		ST9C

		ST11P

		ST5BA



		ST6C

		ST12P

		ST1B



		ST11P

		ST3B

		ST6C



		ST12P

		ST4B

		ST10CA



		ST13P

		ST5BA

		ST7C



		ST15PA

		ST1B

		ST8C



		ST14P

		ST2B

		ST9C





Equipment


· a black pen and/or a sharp 2B pencil


· a rubber


· a ruler.


Test administration guidance

General information for pupils:


· Pupils must not talk during the test


· Pupils can change answers by crossing out neatly 


· Pupils should check their work carefully


· If pupils have an urgent question, ask them to put up their hand and wait for help.

Test Booklet 1

· Distribute the three test booklets which the pupils are due to complete. The pupil ID numbers on all three booklets should match for each pupil. 

· Tell pupils that they have three science papers. Each paper will take 25 minutes to complete.

· Ask the pupils to write their name, date of birth, gender and school on the front cover of each of the test booklets. There is space for the ‘DfE number’ on the front cover of the test booklets. Please ask children to ignore this box for the trial.

· Collect back the test booklets the pupils will sit second and third. 

· Tell pupils that they have 25 minutes to complete test booklet 1.


· Before the pupils start the test tell them the following information:


· Read the instructions inside the front cover of the booklet to the pupils – you may ask the pupils to turn to this page so they can follow the instructions as you read them. Make sure the pupils understand and answer any questions. Then ask the pupils to close the test booklet again.


· Tell the children:


· that they must not talk during the test


· they should change answers by crossing out neatly and to check their work carefully if they have any time to do so


· that you cannot help them to answer any test questions 

· you are able to read word or phrases from the test if they need help, but you cannot say what the words mean

· if they cannot answer a question, they should move on and return to it later if they have time.

· to put up their hand and wait for help if they have an urgent question.

· when they have finished all the questions they should go back and check their answers and try and answer any questions they left out.

· when they are happy they have finished all they can do and checked their answers they should then close their test booklet.

· Remind pupils of the time remaining 5 minutes before the end of the paper.

· Once the time limit has ended tell the pupils to put down their pens or pencils and close their booklets. 


· Ask pupils to check they have written their name, birth date, gender and school on the cover of the booklet.


· Collect the test booklets from pupils.


· Allow pupils a short break before starting the next paper.


Test booklet 2/Test booklet 3

· Distribute the next paper. Ensure that each pupil has the test booklet bearing their name.

· Remind them that they have 25 minutes to complete the paper.

· Remind pupils of the time remaining 5 minutes before the end of the paper.


· Once the time limit has ended tell the pupils to put down their pens or pencils and close their booklets. 


· Ask pupils to check they have written their name, birth date, gender and school  on the cover of the booklet.


· Collect the test booklets from the pupils.

After the administration 

Count all the test scripts to ensure you have the same number you brought into school.

· Thank the pupils for their help in this trial. 


· Hand out the participation certificates to pupils. Administrators will need to fill in the names of the pupils at some point during the administration. 

Ensure that you check the scripts against the dispatch note for the class.


Do not leave the classroom until all scripts have been accounted for.

8.5 Level 6 Reading


Children are required to complete two reading tests, which must be administered in two 60 minute sessions.


For each test, children will spend:


· 10 minutes reading the booklet at the start of each test.  During this time children must not open the reading answer booklet (Please note: the level 6 tests have separated reading time while the level 3-5 tests do not).

· 50 minutes on the questions.  

Children should have a short break between tests.

The table below shows the combinations of test versions available in this technical pre-test and the order in which the versions are administered. 


It is important that the test versions are administered in the correct order. Please refer to your dispatch note for details of the order to be followed by the school you visit.

		Reading Prompts

		Order of administration of answer books



		Reading prompts CD and AM  (RPCD and RPAM)

		RAB CD1 and RAB AM1



		Reading prompts CD and AM  (RPCD and RPAM)

		RAB AM1 and RAB CD1



		Reading prompts CD and AM  (RPCD and RPAM)

		RAB CD2 and RAB AM2



		Reading prompts CD and AM  (RPCD and RPAM)

		RAB AM2 and RAB CD2



		Reading prompts D and Anchor (RPCD and RPAT)

		RAB CD1 and RAB AT



		Reading prompts D and Anchor (RPCD and RPAT))

		RAB AT and RAB CD1



		Reading prompts D and Anchor (RPCD and RPAT)

		RAB CD2 and RAB AT



		Reading prompts D and Anchor (RPCD and RPAT)

		RAB AT and RAB CD2



		Reading prompts AM and Anchor (RPAM and RPAT)

		RAB AM1 and RAB AT



		Reading prompts AM and Anchor (RPAM and RPAT)

		RAB AT and RAB AM1



		Reading prompts AM and Anchor (RPAM and RPAT)

		RAB AM2 and RAB AT



		Reading prompts AM and Anchor (RPAM and RPAT)

		RAB AT and RAB AM2





Equipment: 


· Black pen or sharp 2B pencil. Please ensure that children do not use a gel pen.   If children are using pencil, please ask them to write firmly. Hard (H) pencils should not be used (Gel pens and faint writing in pencil will not scan well for on-screen marking).

· A dictionary is NOT allowed.

Test administration guidance:


First administration 


· Distribute all the test booklets each child is due to complete. 

When distributing the test booklets, please ensure that children are given the correct booklets as outlined in the dispatch note for their class and that the ID numbers on both reading booklets and both answer booklets all match.

Each reading test consists of a booklet containing the text prompt (RP) and a reading answer booklet (RAB). Make sure that children have the correct pair of booklets for each test. 

· In each school the order of tests may vary. Please follow the instruction on the dispatch note for clarification on which test should be taken first. If tests are not done in the order specified on the dispatch note please record this down on the green copy of the dispatch note for the school concerned.. The table above outlines the order of administration of the various combinations. 

· Ask the children to write their name, date of birth and school name on the front cover of both answer booklets. There is space for the ‘DfE number’ on the front cover of the test booklets. Please ask children to ignore this box for the trial.

· Collect back the text prompt and reading answer booklet the children will sit in the second session. 

· Tell children that they have 60 minutes to complete the test. This includes 10 minutes to read the reading booklet.


· Tell the children they can make notes on the texts while they read but they must not open the Reading answer booklet during this first 10 minutes.  


· Tell the children they should attempt to read as much of the booklet as they can during the 10 minutes' reading time but it does not matter if they do not have enough time to read everything thoroughly as they will be able to refer back to the reading booklet throughout the test.


· Tell the children:

· that they must not talk during the test


· they should change answers by crossing out neatly and to check their work carefully


· that you cannot help them to answer any test questions or read any of the words to them

· if they cannot answer a question, they should move on and return to it later if they have time.

· to put up their hand and wait for help if they have an urgent question

· (for CD pack and LA pack booklets only) on the front cover of their answer booklet there are some questions about how much they enjoyed the reading books; they should complete these at the end of the test.

· Read the instructions on page 3 of the reading answer booklets to the children. You can rephrase the explanations to ensure that all children understand the instructions.

· Tell the children to start reading.


· When the 10 minutes are up, tell the children that they can open their Reading answer booklet and start to answer the questions. 

· Remind children of the time remaining 5 minutes before the end of the paper.

· Once the time limit has ended tell the children to put down their pens or pencils and close their booklets. 


· Ask children to check they have written their name, date of birth and school name on the cover of the booklet.


· On the trial booklets (CD pack and LA pack), there are questions on the front cover regarding the children’s enjoyment of the reading books and a start and finish times. Please remind children to fill these in when they have finished the test. These questions are not on the Anchor test papers.

· Collect the text prompts and reading answer booklets from children.


· Allow children a 5 minute break before starting the next paper.


Second administration


· Distribute the text prompt and reading answer booklet for the second version. Ensure that each child has the reading answer booklet bearing their name.

· Remind children that they have 60 minutes to complete the test. This includes 10 minutes to read the reading booklet.


· Follow the remaining instructions for the first administration.


After the administration 


Administrators must not discuss the contents of the reading booklet with the children until the test is over and all scripts have been collected.


Collect all reading stimulus booklets and reading answer booklets in at the end of the administration. Count to check that the number matches the number brought in to school.


· Thank the children for their help in this trial. 


· Hand out the participation certificates to children. Administrators will need to fill in the names of the children at some point during the administration. 


Ensure that you check the scripts against the dispatch note for the class.


Do not leave the classroom until all scripts have been accounted for.


8.6 Level 6 English grammar, punctuation and spelling 


The level 6 English grammar, punctuation and spelling test is an assessment of grammar, punctuation, vocabulary and spelling.


Children will each take two full trial tests, each of which should last around 60 minutes (see breakdown below). 


All children will receive only one booklet per test, which contains all three components and space for children to write their answers. Children should not be given additional paper for the extended task. If they fill both pages provided they should continue onto the blank page in the booklet itself.

The components in the English grammar, punctuation and spelling papers need to be administered in the order shown in the table below.


Each component will require the time shown below:


Component 1 (extended task) will take up to 30 minutes to complete. Pupils should stop at the end of this section until the time is up.

Component 2 (grammar, punctuation and vocabulary short-answer questions) will take 20 minutes to complete. Pupils should stop at the end of this section until the time is up.



Component 3 (spelling) should take around 10 minutes (though not strictly timed). The spelling task will be read out to the children by administrators. 

Combinations:


Children are required to complete two English grammar, punctuation and spelling trial tests, which must be administered in two 60 minute sessions.


· The table below shows the trial test versions that are available in this technical pre-test and the order in which the versions should be administered. Please refer to your dispatch note for details specific to the school you visit. 


· If tests are not done in the order specified on the dispatch note please record this on the green copy of the dispatch note for the school concerned.

· The table below outlines the order of administration of the various combinations. 

		Combination

		First session

		Second session



		1

		G6V1

		G6V7



		2

		G6V7

		G6V1



		3

		G6V2

		G6V8



		4

		G6V8

		G6V2



		5

		G6V3

		G6V5



		6

		G6V5

		G6V3



		7

		G6V4

		G6V6



		8

		G6V6

		G6V4





Equipment: 


· Black pen or sharp 2B pencil. Please ensure that children do not use a gel pen.  If children are using pencil, please ask them to write firmly. Hard (H) pencils should not be used (gel pens and faint writing in pencil will not scan well for on-screen marking).


· A dictionary is NOT allowed.


Test administration guidance:


· Distribute all the test booklets the children are due to complete. 

All children will receive only one booklet  for each of the two tests they complete. The booklet contains all three components containing the tasks and space for children to write their answers. 


· For each of the two tests children sit, ask the them to write their name, date of birth and school name on the front cover of the test booklet. There is space for the ‘DfE number’ on the front cover of the test booklets. Please ask children to ignore this box for the trial.

· Open the booklets and ask children to turn to the page headed ‘General instructions’. Read all instructions to the pupils. You may rephrase instructions to make sure children understand.


Administration of component 1 (extended task)


· Read all of the instructions for component 1 to the pupils, drawing their attention in particular to the  ‘end of section’ notice. Children should not go past the notice until it is time to start the next section.  You may rephrase instructions to make sure children understand.


· Tell the children that:


· they must not talk during the test


· they should change answers by crossing out neatly and to check their work carefully if they have any time to do so


· you cannot help them to answer any test questions 

· you are able to read words or phrases from the test if they need help, but you cannot say what the words mean

· if they cannot answer a question, they should move on and return to it later if they have time

· they may not use additional paper for their extended task. If they fill both pages of answer space, they should continue onto the blank page inside the trial test booklet

· they should put up their hand and wait for help if they have an urgent question

· they need to stop at the end of the component until they are given instructions to continue.

· Once the time limit has ended for component one, tell the children to put down their pens or pencils and close their booklets. 


· Ask the children to close the booklets and leave them on the desk.


· Allow children a 5 minute break before starting the next section.


Administration of component 2 (grammar, punctuation and vocabulary short-answer questions)


· Read all of the instructions for component 2 to the pupils, drawing their attention in particular to the  ‘end of section’ notice. Children should not go past the notice until it is time to start the next section.  You may rephrase instructions to make sure children understand.


· Tell the children that:


· they must not talk during the test


· they should change answers by crossing out neatly and to check their work carefully if they have any time to do so


· you cannot help them to answer any test questions 

· you are able to read words or phrases from the test if they need help, but you cannot say what the words mean

· if they cannot answer a question, they should move on and return to it later if they have time

· they should put up their hand and wait for help if they have an urgent question

· they need to stop at the end of the component until they are given instructions to continue.

· Once the time limit has ended for component 2, tell the children to put down their pens or pencils and close their booklets. 


· Ask the children to close the booklets and leave them on the desk.


· Allow children a 5 minute break before starting the next section.


Administration of component 3 (spelling) 

· Tell the children  to turn to component 3 and read the instructions to them. You may rephrase instructions to make sure children understand (it may be helpful to note the page number of component 3 for the version they are completing).


· Tell the children that you will read out sentences/a passage. The children will need to write the missing words into their booklets. 


· At the end of the task, ask the children to close the booklets and leave them on the desk while they are collected.

Allow the pupils to have a short break before the administration of the second trial test. 


· Repeat the instructions for trial version 2.

After the administration 


Administrators must not discuss the contents of the booklets with the children until the test is over and all scripts have been collected.


Collect all booklets in at the end of the administration. Count to check that the number matches the number brought in to school.


· Thank the children for their help in this trial. 


· Hand out the participation certificates to children. Administrators will need to fill in the names of the children at some point during the administration. 


Ensure that you check the scripts against the dispatch note for the class.


Do not leave the classroom until all scripts have been accounted for.

8.7 Level 6 Mathematics

Children will complete two test versions each comprising two booklets: paper 1 and paper 2 (ie four booklets altogether). Make sure that children have the correct booklets for each test and test session.

The mathematics tests should be administered in two 60 minute sessions.

In each session, children will spend:

· 30 minutes on paper 1 (calculator not allowed)  


· 30 minutes on paper 2 (calculator allowed)

Children should have a short break between test versions; they may also have a short break between test papers if the school wishes. 


The table below shows the combinations of test versions available in this technical pre-test and the order in which the versions are administered. 

It is important that the test versions are administered in the correct order. Please refer to your dispatch note for details of the order to be followed by the school you visit.

		Session 1 version (two papers)

		Session 2 version (two papers)



		MA1 (MA1P1 and MA1P2)

		MA2 (MA2P1 and MA2P2)



		MA2 (MA2P1 and MA2P2)

		MA3 (MA3P1 and MA3P2)



		MA3 (MA3P1 and MA3P2)

		MA1 (MA1P1 and MA1P2)



		MA1 (MA1P1 and MA1P2)

		Anchor (MATP1 and MATP2)



		Anchor (MATP1 and MATP2)

		MA1 (MA1P1 and MA1P2)



		MA2 (MA2P1 and MA2P2)

		Anchor (MATP1 and MATP2)



		Anchor (MATP1 and MATP2)

		MA2 (MA2P1 and MA2P2)



		MA3 (MA3P1 and MA3P2)

		Anchor (MATP1 and MATP2)



		Anchor (MATP1 and MATP2)

		MA3 (MA3P1 and MA3P2)





Within each session, Paper 1 must always be administered before 
Paper 2.


Equipment: 


· a black pen and/or sharp 2B pencil. Please ensure that children do not use a gel pen. If children are using pencil, please ask them to write firmly. Hard (H) pencils should not be used (Gel pens and faint writing in pencil will not scan well for on-screen marking or data capture).

· a rubber


· a ruler (showing cm and mm)


· a calculator (for Paper 2 ONLY). A scientific calculator is preferred but not required.

Children should also have access to the following equipment:


· an angle measurer or protractor


· a pair of compasses 


· tracing paper and a mirror (mirrors that are transparent as well as reflective must not be used).

Test administration guidance:

Session 1


· Distribute all the test booklets the children are due to complete. The pupil ID numbers on all booklets should match for each child. 

· In each school the order of tests may vary. Please follow the instruction on the dispatch note for clarification on which test should be taken first. If tests are not done in the order specified on the dispatch note please record this on the green copy of the dispatch note for the school concerned..

· Tell the children that they will be completing four mathematics test papers.

· Ask the children to write their name, date of birth and school name on the front cover of all the test booklets. There is space for the ‘DfE number’ on the front cover of the test booklets. Please ask children to ignore this box for the trial.

· Collect back all booklets except Paper 1 of the test they are taking in the first session.

· Tell children that they have 30 minutes to complete Paper 1, that these will be collected and they will then have 30 minutes to complete Paper 2. (If the school is allowing the children to have a short break before starting Paper 2, you should also tell them this.) 

· Tell the children:

· that they must not talk during the test


· they should change answers by crossing out neatly and to check their work carefully (they should only use a rubber if there is not space for them to record their new answer unless they rub out their previous answer)

· that you cannot help them to answer any test questions or read any of the words to them

· to put up their hand and wait for help if they have an urgent question.

· Read the instructions on page 3 of the test paper with the children. You can rephrase the explanations to ensure that all children understand the instructions.

· Remind children of the time remaining 5 minutes before the end of Paper 1.


· Once the time limit has ended tell the children to put down their pens or pencils and close their booklets.


· Ask children to check they have written their name, date of birth and school name on the cover of the booklet.


· Collect Paper 1 from children at the end of the first 30 minutes. If children are being allowed a short break this should take place at this stage. Then distribute the Paper 2 for Session 1 and a calculator. Ensure that each child has the Paper 2 bearing their name.


· Remind them that they have 30 minutes to complete Paper 2.


· Remind children of the time remaining 5 minutes before the end of Paper 2.


· Once the time limit has ended tell the children to put down their pens or pencils and close their booklets.


· Ask children to check they have written their name, date of birth and school name on the cover of the booklet.


· Collect Paper 2 from the children.

Session 2

Repeat these instructions for the second test session. 


Ensure that the calculators are collected in before the start of Paper 1.

After the administration


Administrators must not discuss the contents of the booklets with the children until the test is over and all scripts have been collected.


Count all the test scripts to ensure you have the same number you brought into school.


· Thank the children for their help in this trial.

· Hand out the participation certificates to the children. Administrators will need to fill in the names of the children at some point during the administration.

Ensure that you check the scripts against the dispatch note for the class.


Do not leave the classroom until all scripts have been accounted for.


9
Summary and Return Details


9.1
Reminder of Key Points


This is a technical pre-test, the outcome of which will inform the selection of the questions for future National Curriculum tests. There are tests in English grammar, punctuation and spelling, English reading, grammar, punctuation and spelling, mathematics and science. The length of the tests vary across subjects and National Curriculum levels.

Key points to note:


· Every child involved in the technical pre-tests is in year 6.

· Please ensure that all of the booklets completed by a single child must have matching pupil IDs (number in the top right hand corner of the booklets). 


· It is important that the children do the tests in the order specified on the dispatch note. If for some reason tests are not done in the order specified on the dispatch note please record this on the green copy of the dispatch note for the school concernedand make a comment on the Administrator questionnaire.

· Allow breaks between test versions – decide the placement of the breaks with the teacher beforehand.

· Ideally only children taking part in the pre-tests should be in the room.


· For level 3-5 testing, schools have been asked to offer one or more classes within the relevant year groups.  They will have been told by us which class(es) are to be involved with the testing and will have been given your name.


· For level 6 testing, schools have been asked to select their 12 most able children within year 6.  


· Please ensure that you collect all required pupil data including Teacher Assessment Levels before you leave the school. 

· For level 3-5 testing, this should be done electronically before the day of testing. If the teacher has not done so please collect their data on the paper forms provided in your dispatch materials. 

· All level 6 pupil data needs to be collected in paper format.

· If you are administering tests in more than one school, you may be administering different tests at each school.


· All schools taking part in the trial are being offered an incentive to take part in the form of a payment of £100. These payments will be made at the end of the summer term. Participation certificates will also be provided for children.  Results will NOT be returned to schools following these technical pre-tests.


· If you have any problems or queries, either before or during the testing, telephone one of the contact people listed in Section 1.2 of this manual.

· Materials must be returned as soon as possible due to the tight timings of this project.


· Please ensure that all tests are within your sight at all times and that all test papers, including both answer booklets and reading stimulus booklets, are returned to the XXXXX.


9.2
Arrangements for Collection of Tests


Telephone Customer Services on xxxxx  Choose option 2 – ‘any other enquiry’. 

When you telephone the courier, make sure that the operator knows that the collection is to be made from your address and not from the XXXXX (known as ‘carriage forward’). Please ask for the Next Day (24 hour) Service.  Please advise the courier of the number of parcels to be collected to ensure that the driver brings the correct number of labels.

Ensure that you are given a Booking Reference number and keep a note of this as you will be required to give it to XXXXX.


Please remember that tests should not be collected from you on a Friday as we are not allowed to have these in transit over the weekend.  

When the collection is made, please check that the number of items collected is recorded by the driver on his ‘debrief sheet’. For every collection made, please email the office, at xxxxx , to let us have the following information.  We need to know:


· Administrator Name


· Project Code  

· Sample Number (as per the table below)

		Sample number

		Test subject



		

		L35 English reading



		

		L35 English grammar, punctuation and spelling



		

		L35 mathematics



		

		L35 science



		

		L6 English reading



		

		L6 English grammar, punctuation and spelling



		

		L6 mathematics



		

		L35 English grammar, punctuation and spelling Anchor





· School XXXXX No.


· School Name


· Date that the collection was made on


· Courier Booking Reference No.


· No. of packages per school


If you do not have access to email, the above is the information that you need to provide when you telephone.  

The correct address for the return of test material is:


xxxxx


9.3 Checklist


We recommend that you complete this checklist to ensure that you have followed all the correct procedures.


		

		XXXXX number

		Received and checked all materials

		Told XXXXX of safe receipt

		Signed and returned blue dispatch note

		Phoned school to make all arrangements

		Testing complete and all materials present and correct (check on green dispatch note)

		Packed materials and booked TNT return collection

		Email/phone confirmation of courier collection, including consignment number



		School 1

		

		

		

		

		

		

		

		



		School 2

		

		

		

		

		

		

		

		



		School 3

		

		

		

		

		

		

		

		



		School 4

		

		

		

		

		

		

		

		



		School 5

		

		

		

		

		

		

		

		



		School 6
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Administrator’s Questionnaire

KS1 Grammar, Punctuation and Spelling – short task questionnaire



Item Validation Trial (IVT)

May 2014





In order to obtain as much information as possible from this trial, we would be grateful if you could answer some questions on each test you administer at the schools you visit. 



The questionnaire is split into two sections. Please complete section 1 for the first paper you administer in this school, and section 2 for the second paper (if there is more than one). 



Please complete the questionnaire in black ink and ensure the writing is clear.



Please complete this questionnaire as soon as you can after administering the tests, and return it to SQA with the test materials. 



We are grateful for the time you spend completing this questionnaire. 



















































School name:  

School number:	                                                  Date: 





























Administrator name: 	















											Grammar, Punctuation and Spelling AQ


KS1 Grammar, Punctuation and Spelling 

SECTION 1 – Paper 1	Comment by PARKES, Catharine: Given that no one is sitting two papers  - it may be better to a short task questionnaire and a question/spelling  questionnaire (two separate questionnaires). Otherwise, each questionnaire will have to have two sections and only one section will be answered by each school. 

1. Please indicate the first test booklet code for the short tasktest booklet you administer at this school. Refer to the bottom right corner of the test booklet cover for the test booklet code.

Tick one.



G1ST01		G1ST02		G1ST03		G1ST04	



											Comment by PARKES, Catharine: It would be better if these are closer to the label they are linked and centre with respect to the label. 	Comment by PARKES, Catharine: What are these for – they are not consistently placed with respect to boxes if they are something to do with data capture. Some  don’t have anything. They are also different sizes.



G1ST05		G1ST06		G1ST07		G1ST08	



										



G1ST09		G1ST10	



							

Questions 2-68 refer to the test version identified above. 

2. Twenty minutes were available to complete the test. For the majority of children, this time allowance was …

		too 
long.

		about right.

		not enough.



			Comment by PARKES, Catharine: These boxes are very light. It would be better if the style of the tick boxes was consistent.

		

		





3. Were there any questions that 3 or more children asked for help with? Please make sure that all responses are linked to a specific question. Please provide details.

		Question No. (e.g. 6b)

		Explain what they seemed to find difficult 



		

		



		

		



		

		



		

		







4. Were there any specific words or phrases that children asked for help with reading? Please make sure that all responses are linked to a specific question. Please provide details.

		Question No. (e.g. 6b)

		WSpecific word or phrase





		



		



		



		



		



		



		



		







5. Were there any questions where children had difficulty understanding what they were required to do? Please relate your comments to specific questions.

If the difficulty is related to unfamiliar vocabulary or inability to read it, and you have already provided details in a previous question, please do not repeat here.

		Question No. 
e.g. 6b

		Reason for difficulty



		

		



		

		



		

		



		

		







6. If you had an opportunity to speak with children after the test was completed please record any feedback (not recorded elsewhere) in the space below. Please include references to specific elements of the taskquestions, where appropriate or state if the comment applies to the whole paper.



		Question No. e.g. 6bTask element

		Comment



		













		



		

		



		

		



		

		







7. Were there any problems with the materials (for example, an insufficient number of booklets, or pages missing)?

If yes, please record details of the problem(s) in the table below: 

		Description of problem with materials

		No of pupils affected

		Effect on test administration



		

		

		Minor impact ()

		Major impact ()



		

		

		

		



		

		

		

		



		

		

		

		





Minor impact: e.g. booklet usable; replacement booklet available
Major impact: e.g. one or more pupils unable to complete part / all of the test



8. Did any events occur during the administration that could affect the results of the trial (for example, was there a fire alarm)? 

If yes, please record details of the event(s) in the table below: 

		Description of event(s) 

		No of pupils affected

		Effect on test administration



		

		

		Minor impact ()

		Major impact ()



		



		

		

		



		

		

		

		



		

		

		

		





Minor impact: e.g. minor disruption / late start that does not impact on time available
Major impact: e.g. trial discontinued or curtailed (pupils did not have all the specified time) or significant disruption for most / all of the administration period






SECTION 2 – Paper 2	Comment by PARKES, Catharine: Separate into new questionnaire?	Comment by PARKES, Catharine: Each school will sit  either the paper containing the short task or the paper containing the questions and spelling.

1. Please indicate the secondwhich grammar, punctuation and spelling booklet test you administered at this school. Refer to the bottom right corner of the test booklet cover for the test booklet code.

Tick one.



G1QS01		G1QS02		G1QS03		G1QS04		Comment by PARKES, Catharine: See comments regarding layout above. 



										



G1QS05		G1QS06		G1QS07		G1QS08	



										



G1QS09		G1QS10	



							

Questions 102- 816 refer to the test version identified above. 

2. Thirty Five minutes were available to complete both components of the test. For the majority of children, this time allowance was …



		too 
long.

		about right.

		not enough.



		

		

		





Component 1: Short Answer Section

3. Were there any questions that 3 or more children asked for help with? Please make sure that all responses are linked to a specific question or text. Please provide details.

		Question No. (e.g. 6b)

		Explain what they seemed to find difficult 



		

		



		

		



		

		



		

		









4. Were there any specific words or phrases that children asked for help with reading? Please make sure that all responses are linked to a specific question or text. Please provide details.

		Question No. (e.g. 6b)

		Word or phrase





		



		



		



		



		



		



		



		







5. Were there any questions where children had difficulty understanding what they were required to do? Please relate your comments to specific questions.

If the difficulty is related to unfamiliar vocabulary, and you have already provided details in the previous question, please do not repeat here.



		Question No. e.g. 6b

		Reason for difficulty



		



		



		



		



		



		



		



		







6. If you had an opportunity to speak with children after the test was completed please record any feedback (not recorded elsewhere) in the space below. Please include references to specific questions, where appropriate or state if the comment applies to the whole paper.



		Question No. e.g. 6b

		Comment



		













		



		

		



		

		



		

		







Component 2: spelling task



7.  Based on discussions with the children, are there any comments on the spelling task?

	________________________________________________________

	________________________________________________________





All components



8. Were there any problems with the materials (for example, an insufficient number of booklets, or pages missing)?

If yes, please record details of the problem(s) in the table below: 

		Description of problem with materials

		No of pupils affected

		Effect on test administration



		

		

		Minor impact ()

		Major impact ()



		

		

		

		



		

		

		

		



		

		

		

		





Minor impact: e.g. booklet usable; replacement booklet available
Major impact: e.g. one or more pupils unable to complete part / all of the test



9. Did any events occur during the administration that could affect the results of the trial (for example, was there a fire alarm)? 

If yes, please record details of the event(s) in the table below: 

		Description of event(s) 

		No of pupils affected

		Effect on test administration



		

		

		Minor impact ()

		Major impact ()



		

		

		

		



		

		

		

		



		

		

		

		





Minor impact: e.g. minor disruption / late start that does not impact on time available
Major impact: e.g. trial discontinued or curtailed (pupils did not have all the specified time) or significant disruption for most / all of the administration period



Thank you for your comments.
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		PRODUCT REFERENCE



		Project: KS2 Technical pre-test trialling - 2015





		Version:



		Product Reference No: 





		Version created:



		Product Name:





		CONFIGURATION



		Version

		Version date

		Changes made



		

		

		



		

		

		



		

		

		



		

		

		



		PRODUCT OWNERSHIP



		PRODUCT STAKEHOLDERS

The persons who have a role to play / interest in the product (development or end product).  Include any people used to help deliver this product.



		Product Owner:

The person who will be responsible for delivering the product

<name>

Functional Head:

Accountable for product delivery

<name>



		Name of stakeholder

		Role



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		PURPOSE

This defines the purpose that the product will fulfil and who will use it (short and concise description).



		








		
COMPOSITION

Description (include a list of the parts/requirements of the product where necessary).  This should include the scope of the product together with a list of expected deliverables which will contribute to the overall delivery of the product.  (NB for particularly complex products consider the need for separate product descriptions for sub-products)



		



		DEPENDENCIES

In this instance a dependency is something that product creation relies upon that is outside of the product owner’s direct control. 



		



		INPUTS

What products or deliverables of products are required for this product or its deliverables to be successfully created? Please provide an explanation in layman terms of the nature of the relationship e.g. reference other product descriptions, or specific deliverables within those PDs.

		OUTPUTS

What products or deliverables of products will be reliant on the successful creation of this product or its deliverables? Please provide an explanation in layman terms of the nature of the relationship e.g. reference other product descriptions, or specific deliverables within those PDs.



		

		



		
FORMAT

Any templates/presentation style required



		



		MANAGEMENT INFORMATION AND REPORTING

How the progress of delivery of the product be monitored. Include any detailed MI.



		





		

		PRODUCT DESCRIPTION TEMPLATE









5







		REF

PD_Q# e.g 1.2_Q1

		QUALITY CRITERIA

Criteria that must be satisfied for the product to be completed and accepted.  This should include any reporting requirements.

		QUALITY METHOD

How the quality will be measured or judged.

		PRODUCER

Who is responsible for producing the product deliverable for checking?

		REVIEWER(S)

Who will review the product deliverable to check its fit for purpose and meets the requirements?

		APPROVER

Who will provide approval of the product deliverable?



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		











		PRODUCT MILESTONES

Milestones that will be used to track the delivery of the product, including dates for quality checks. 



		Milestone

		Planned completion date



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		














END PRODUCT REPORT



DEVIATIONS FROM QUALITY

		REF

PD_Q# e.g 1.2_Q1

		QUALITY CRITERIA

Criteria that must be satisfied for the product to be completed and accepted.  This should include any reporting requirements e.g. production of management information and assessment of the Equality Act

		QUALITY DEVIATIONS

If the quality criteria was not met, describe the deviation and remedy used



		

		

		



		

		

		







DEVIATIONS FROM PLAN

		PRODUCT MILESTONES

Milestones that will be used to track the delivery of the product, including dates for quality checks.



		Milestone

		Planned completion date

		Actual completion date

		Reason for change



		

		

		



		

		

		









RISKS REALISED / ISSUES ENCOUNTERED

		RISK / ISSUE

		WERE CONTINGENCY PLANS IN PLACE?  IF SO, WERE THEY USED?

		COULD THIS BE AVOIDED IN FUTURE? IF SO HOW?



		

		

		









LESSONS LEARNED

		LESSON

		ROOT CAUSE

		PROPOSED RESPONSE



		

		

		







OPPORTUNITIES IDENTIFIED

Identify here any proposed changes, improvements or innovations for future delivery of this product.

		OPPORTUNITY

		DESCRIPTION OF CHANGE PROPOSED

		RATIONALE
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Teacher’s Questionnaire 

KS1 Grammar, Punctuation and Spelling



Technical Pre Test

MYYYY





Thank you for agreeing to take part in the trial.  



The main focus of this trial is to establish the performance and suitability of questions for possible use in future Key Stage 1 national curriculum tests.



We would be grateful if you would complete a questionnaire for the tests taken by your class. Your comments will make an important contribution to our knowledge about the working of the questions.



The questionnaire is split into two sections. Please complete section 1 for the short task booklet administered to your pupils, and section 2 for the  question and spelling task administered to your pupils. 



Please complete the questionnaire in black ink and ensure the writing is clear. 



Please complete this questionnaire while the tests are being administered and return it to the trial administrator before he/she leaves the school.



We are grateful for the time you spend completing this questionnaire. 













































School name: ______________________________________

School number: ___________________   Date: __________





























Teacher name: _____________________________________



















		Grammar, Punctuation and Spelling TQ


KS1 Grammar, Punctuation and Spelling



SECTION 1 – Class 1 Short Task Booklet

1. Please indicate the test booklet code for the short task booklet administered to your pupils. Refer to the bottom right corner of the test booklet cover for the test booklet code.

Tick one.



G1ST01		G1ST02		G1ST03		G1ST04	

										



G1ST05		G1ST06		G1ST07		G1ST08	

										



G1ST09		G1ST10	

							

Questions 2-6 refer to the test version identified above. 

2. Twenty minutes were available to complete the test. For the majority of children, this time allowance was …

		too 
long.

		about right.

		not enough.



		

		

		







3. Please indicate your level of agreement with the following statements:

a. The paper was accessible for children who have English as an additional language (EAL).

		Strongly agree

		Agree

		Neither agree or disagree

		Disagree

		Strongly disagree

		not applicable[footnoteRef:1] [1:  No EAL pupils working at the levels assessed by this test.] 




		

		

		

		

		

		









b. The paper was accessible for children with special educational needs (SEN).

		Strongly agree

		Agree

		Neither agree or disagree

		Disagree

		Strongly disagree

		not applicable[footnoteRef:2] [2:  No SEN  pupils working at the levels assessed by this test.] 




		

		

		

		

		

		







c. The language used in the test was appropriate for the majority of children.

		Strongly agree

		Agree

		Neither agree or disagree

		Disagree

		Strongly disagree



		

		

		

		

		





4. Were any of the words or phrases used in the tasks not understood by the majority of your class? 

		 Part of task

		Word or phrase



		



		



		



		



		



		



		



		







5. Did the children have any difficulty understanding what they were required to do in the task? Please relate your comments to specific part of the task. 

If the difficulty is related to unfamiliar vocabulary, and you have already provided details in the previous question, please do not repeat your comments here.



		Q. No. 
e.g. 6b

		Reason for difficulty



		



		



		



		



		

		









6. If you have any other comments (or comments from pupils) on the task, please provide them below.  

		Part of task

		Comment



		













		












SECTION 2 – Class 2 Question and Spelling Task

1. Please indicate the test booklet code for the question and spelling task booklet administered to your pupils. Refer to the bottom right corner of the test booklet cover for the test booklet code.

Tick one.



G1QS01		G1QS02		G1QS03		G1QS04	

										



G1QS05		G1QS06		G1QS07		G1QS08	

										



G1QS09		G1QS10	

						

Questions 2-9 refer to the test version identified above. 

2. Thirty-five minutes were available to complete the test. For the majority of children, this time allowance was …

		too 
long.

		about right.

		not enough.



		

		

		







3. Please indicate your level of agreement with the following statements:

a. The questions in the test were accessible for children who have English as an additional language (EAL).

		Strongly agree

		Agree

		Neither agree or disagree

		Disagree

		Strongly disagree

		not applicable[footnoteRef:3] [3:  No EAL pupils working at the levels assessed by this test.] 




		

		

		

		

		

		













b. The questions in the test were accessible for children with special educational needs (SEN).

		Strongly agree

		Agree

		Neither agree or disagree

		Disagree

		Strongly disagree

		not applicable[footnoteRef:4] [4:  No SEN  pupils working at the levels assessed by this test.] 




		

		

		

		

		

		







c. The language used in the test was appropriate for the majority of children.

		Strongly agree

		Agree

		Neither agree or disagree

		Disagree

		Strongly disagree



		

		

		

		

		





Component 1: short answer section



4. Were any of the words or phrases used in the texts or the questions not understood by the majority of your class?. Please ensure that your comments relate to specificquestions. 

		Text name OR
Q. No. (e.g. 6b)

		Word or phrase



		



		



		



		



		



		



		



		







5. Were there any questions where children had difficulty understanding what they were required to do? Please relate your comments to specific questions. 

If the difficulty is related to wording, and you have already provided details in the previous question, please do not repeat your comments here.

		Q. No. 
(e.g. 6b)

		Reason for difficulty



		



		



		



		



		



		



		



		







6. If you have any other comments (or comments from pupils) on individual texts, questions, or on this test version, please provide them below. 

		
Q. No. (e.g. 6b)

		Comment



		













		







Component 2: spelling task



7. List any of the spelling words that were unfamiliar to the majority of children.



		Q. No.

		Unfamiliar spelling word



		



		





		

		





		

		





		

		





		

		













8. Please indicate your level of agreement with the following statements:

a. The sentences in the spelling test were accessible for children who have English as an additional language (EAL).

		Strongly agree

		Agree

		Neither agree or disagree

		Disagree

		Strongly disagree

		not applicable[footnoteRef:5] [5:  No EAL pupils working at the levels assessed by this test.] 




		

		

		

		

		

		







b. The sentences in the spelling test were accessible for children with special educational needs (SEN).

		Strongly agree

		Agree

		Neither agree or disagree

		Disagree

		Strongly disagree

		not applicable[footnoteRef:6] [6:  No SEN  pupils working at the levels assessed by this test.] 




		

		

		

		

		

		







9. If you have any other comments (or comments from pupils) on the spelling test, please provide them below. 

		Q. No.

		Comment



		

















		







Thank you for your comments.

 

Page 8




image16.emf
Trialling booklet 

template_Genericspec.pdf


Trialling booklet template_Genericspec.pdf
2015 TRIAL TWO (TPT)

Key stage

Trialing booklet

Component code: Test 1

First name

Middle name

Last name

Date of birth Day Month Year

School name

Dark magenta areas denote existing clearance for scanning elements.
They are visible to the designer, but do not appear in PDF or print.
Designers are instructed not to place question elements in these areas.

Scanning elements placed within these areas must also include exclusion areas.

Light magenta areas are also available for scanning elements
subject to agreement with STA

Additional time

Sample Code
May15






[BLANK PAGE]

Please do not write on this page.

Barcode Exclusion Area

Page 02 of 10






INSTRUCTIONS

Read this carefully.

You have 25 minutes for this test.

Answers

\ This pencil shows where you will need to put
your answer.

For some questions you may need to draw an
answer instead of writing one.

Do not write in the grey margins.

Do not write on or near the bar codes.
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Page 03 of 10






Area reserved for question content
X10mm - Y20mm to X195mm - Y266mm

Page 04 of 10
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Area reserved for question content
X225mm - Y20mm to X410mm - Y266mm
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1 Health and digestion

a Josh is finding out about the digestive system.

Tick ONE box to show why we need a digestive system.

\ Tick one.

To control how To break down food for

the body moves. the body to absorb. Bad
To give support To transport blood

to the body. around the body. 1 mark

° Josh has some cards labelled with parts of the digestive system.

Write 1 to 6 to show the correct path through the parts of the
digestive system. The first one has been done for you.

N

mouth large intestine oesophagus

small intestine stomach Bad

1 mark

Barcode Exclusion Area
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The girl below is wearing an apron to show parts of the digestive system.

Draw an X to show the part that is the stomach.

B4d
WSLe

1 mark
n Complete the sentences below by writing the correct words on the
answer lines.
\ Water and nutrients pass from the small intestine into
the
B6e
They are then transported around the body by the
system. 1 mark

e To keep our bodies functioning well we need to eat a balanced diet.

Another way to keep healthy is by exercising.

Give TWO ways in which exercise can help keep our bodies
functioning well.

\ 1. B6d

1 mark
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[END OF TEST]

Please do not write on this page.
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[BLANK PAGE]

Please do not write on this page.
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All trial materials are confidential and must be handled in a secure and confidential manner.
All trial materials should be accounted for both before and after the trial is completed.

If materials are found please return to the trial administrator, or contact the national curriculum
assessments helpline on 0300 303 3013 or email assessments@education.gov.uk.
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Security – venue checking for secure materials for STA



		STA Training Venue - checklist  - please complete and send copies to : Leanne.kimberley@education.gsii.gov.uk and sandy.doyle@education.gsi.gov.uk 





		Date of visit:        

		

		Venue Name:          

		

     



		Assessor name:

(Print name)

		

		Venue address: 

		 





		Training Meeting details

		

		



		Subject

		Meeting #(s)

		Meeting date(s)

		



		

		

		

		



		

		

		

		







A security check of any venue managing STA secure materials should be undertaken and reviewed by the Marking team and the STA Security Manager (Geoff Locke).



We need to audit the venues to ensure they can deliver what has been specified in respect of marking training and the security of the STA test materials.



Please complete the checklist below, including the ‘Notes’ section at the end of the checklist, with details when the requirement is not met.  



		

		Requirement

		Met Y/N

		Notes



		1. 

		Check what booking details the venue has, and establish that meeting dates, times and delegate numbers match with our booking

		

		



		2. 

		The venue was readily found – signage in place and instructions clear to follow

		

		



		3. 

		The venue is served by a range of public transport 

		

		



		4. 

		Sufficient car parking available on-site or close by – for STA markers

		

		



		5. 

		The venue has access for the disabled - confirmed with venue

		

		



		6. 

		The Venue will assign a named event manager as the number one point of contact for the STA representatives running the event



		

		Name:



		7. 

		Reception can adequately accommodate the arrival of delegates within a 1hr window  

		

		



		8. 

		Registration desk can be located close to Reception or at the entrance to the meeting rooms

		

		



		9. 

		Venue staff will be available to direct delegates as necessary     

		

		



		10. 

		Venue staff will complete Registration desk set-up on the event day

		

		



		11. 

		Check the Registration desk set-up will be large enough, can accommodate 3 seats, and is presentable (full length good quality cloth covering)

		

		



		12. 

		The correct number of rooms are available for each event 

		

		



		13. 

		Meeting rooms are located close to each other in the same section of the venue

		

		



		14. 

		Meeting rooms will comfortably accommodate 10 delegates around a boardroom style table with a 1.5 table-space allowance per delegate 

		

		



		15. 

		Meeting rooms can accommodate Observers – up to 3 seats placed around the edge of the room

		

		



		16. 

		Rooms are clean and smell free

		

		



		17. 

		Rooms are bright and well-lit

		

		



		18. 

		Rooms are air conditioned

		

		



		19. 

		Rooms are protected from external distractions (particularly noise – adjoining rooms, traffic)

		

		



		20. 

		Meeting room entry points/corridor areas can be monitored readily by the event representatives (ideally in sight of the Registration desk)

		

		



		21. 

		Rooms must not be overlooked from a close proximity, either internally from the venue or from external buildings

		

		



		22. 

		Toilet facilities are clean and easily accessed from the meetings, and of sufficient quantity for the event size

		

		



		23. 

		Access to the rooms on the event day by 7.30am

		

		



		24. 

		Rooms can be locked by and access limited to the event organisers during the event (i.e. no housekeeping or non-management staff to access the rooms)

		

		



		25. 

		Light refreshments (tea, coffee, water & biscuits/pastries) will be provided on arrival in an area where all delegates can have their tea and coffee in close proximity to the meeting rooms

		

		



		26. 

		The venue has a procedure for receiving and storing STA materials prior to the event if required. A nominated named senior member of venue management to take responsibility for deliveries and report to our event manager.  Proof of delivery will be required (signature).  

		

		



		27. 

		The ‘secure room’ for the storage of event materials can be provided up to 3 days prior to the event (the secure room). The room has an audit control for access – or a key control to ensure only authorised personnel access the secure room



		

		



		28. 

		The ‘secure room’ has CCTV or sufficient controls to assure STA that only authorised personnel can access the secure room. 

		

		



		29. 

		The ‘secure room’ for the storage of event materials can be provided up to 3 days prior to the event (the secure room)

		

		



		30. 

		The location of the ‘secure room’ in relation to the meeting rooms ensures that the materials can be safely and securely moved between the rooms on the morning of the event – the storage room is on the same level of the venue and is alongside the meeting room section of the venue

		

		



		31. 

		The ‘secure room’ is an adequate size for the volume of materials to be stored – has space to accommodate the pre-event checking of materials

		

		



		32. 

		The storage room is secure – one lockable (key card and/or manual lock) doorway into it, the contents of the room are screened from internal or external viewing into the room, and any external windows are secured by grills and intruder alarm systems. The storage room must be kept locked from moment materials are delivered until the nominated event representative asks for access – see 27 above

		

		



		33. 

		The STA event representative must be able to gain access to the storage room from 4pm on the day prior to the event

		

		



		34. 

		Access to the storage room must be limited once the materials are in situ – keys limited to venue essentials for emergency access only (Duty Manager & Security Manager ) – no non-emergency access, by duty manager or otherwise, including housekeeping; confirmation of limitation will be required; proof of limitation and access may also be requested (viewing of key card system records)

		

		



		35. 

		The transportation of the materials from the delivery point/bay to the secure room will be secure (i.e. accompanied by Venue staff at all times)

		

		



		36. 

		The delivery procedure and facilities at the venue provide for security – CCTV coverage, Reception, delivery bay, any car park or perimeter guarding. Is the CCTV actively monitored? 

		

		



		37. 

		Confirm with the venue if other events are booked for the same time – assess the venue’s capability to provide the service & security levels required for our event – any conflict or interested parties e.g. Awarding bodies

		

		



		38. 

		A procedure for safeguarding venue security is operated at the venue (fire suppression and unwelcome intrusion)

		

		



		39. 

		CCTV is operated & footage stored for a minimum of 90 days – on what medium – tape or digital – Who can provide access to images if needed

		

		



		40. 

		IT Systems are readily available in each room (Projectors, laptops etc.) If required  

		

		



		41. 

		Photocopying facilities are available and will be made available only if directly requested by the event representatives

		

		









		NOTES

		



		Checklist Ref #

		Description of issue (s)
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Change Request



		





Change request title 



		Project title

		

		Project code

		



		Project Manager

		

		Contract no

		



		Project director

		

		Date raised

		



		STA file name (ref no):

		

		Issue ref no:

		





Cost implication: 

Increase / Reduction/ Nil (delete as necessary)

		£





Amount: 



Proposed change in contractual milestones: Include the payment milestones the change links to and overall budget impact.

		





When does this change need to be made by and rationale for timescales:

		







What is the situation and why do we need to make a change? Please detail, factual/quantifiable information of what the situation is, an appraisal of the current position, the current impact and the potential impact should STA decide to do nothing (the risk).









	













How do we resolve? What is the proposed resolution to the situation and why is this thought to be appropriate? How does it align with past projects and what precedent does it set for the future? How would the fix be applied operationally? What is the communication strategy? Are there any associated operational risks for this / future test cycles? 





























Options: please use this section to highlight the options that were considered, explaining why the one titled in this change request is being proposed over alternatives and what was the rationale for discounting alternatives?



















Breakdown of costs: A breakdown must be comparable to the original bid and show the original costs and the recommended costs. It must clearly show all elements of the structure for payments including multipliers.


































Future proofing: Why did this situation arise? Please indicate what the cause was and include recommendations which will be logged on the lessons learnt log.  The below indicates considerations to be taken.

· How we may avoid (or indeed encourage, if this is an opportunity) the situation from occurring in future activity.

· Whether requirements have fundamentally changed since the outset of the project.

· What the contractual position is in terms of dealing with the change and who is responsible / liable. 













Escalation details:







Actions taken: 























Project Issue closed date:
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		TDR		PDF		2017 KS1 IVT General Administrator guide - 		2017_KS1_IVT_General_Administrator_guide__[suffix]		General		Administrator guide		Administrators guide that is provided to all administrators for all subjects		1		50				20		Double Sided		Black & White		Black & White				NA		NA		x1 copy per administrator		x1 copy per administrator		x1 copy per administrator + 20		Not required				111111

		DTP		PDF		2017 KS1 IVT General Pupil data form - 		2017_KS1_IVT_General_Pupil_data_form__[suffix]		General		Pupil data form		Pupil form for gathering pupil data for all subjects		1		1				20		Double Sided		Black & White		Black & White				NA		NA		x1 copy per school		x1 copy per school		x1 copy per school + 20		Not required				111111

		DTP		PDF		2017 KS1 IVT English reading prompt booklet - RPV000		2017_KS1_IVT_English_reading_prompt_booklet_RPV000_[suffix]		English reading		prompt booklet		Reading prompt		1		12				20		Double Sided		Colour		Black & White		RPV000		NA		NA		600		660		680		Not required				222222

		DTP		PDF		2017 KS1 IVT English reading prompt booklet - RPU000		2017_KS1_IVT_English_reading_prompt_booklet_RPU000_[suffix]		English reading		prompt booklet		Reading prompt		1		12				20		Double Sided		Colour		Black & White		RPU000		NA		NA		600		660		680		Not required				222222

		DTP		PDF		2017 KS1 IVT English reading answer booklet - RABU01		2017_KS1_IVT_English_reading_answer_booklet_RABU01_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		12				20		Double Sided		Black & White		Black & White		RABU01						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS1 IVT English reading answer booklet - RABU02		2017_KS1_IVT_English_reading_answer_booklet_RABU02_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		12				20		Double Sided		Black & White		Black & White		RABU02						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS1 IVT English reading answer booklet - RABV01		2017_KS1_IVT_English_reading_answer_booklet_RABV01_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		12				20		Double Sided		Black & White		Black & White		RABV01						300		330		350		Scanning required				ERROR:#N/A

		DTP		PDF		2017 KS1 IVT English reading answer booklet - RABV02		2017_KS1_IVT_English_reading_answer_booklet_RABV02_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		12				20		Double Sided		Black & White		Black & White		RABV02						300		330		350		Scanning required				ERROR:#N/A

		DTP		PDF		2017 KS1 IVT English reading prompt and answer booklet - RPA21a		2017_KS1_IVT_English_reading_prompt_and_answer_booklet_RPA21a_[suffix]		English reading		prompt and answer booklet		booklet in which contains both the reading prompt and the questions for the pupil to answer		1		24				20		Double Sided		Colour		Black & White		RPA21a						300		330		350		Scanning required				ERROR:#N/A

		DTP		PDF		2017 KS1 IVT English reading prompt and answer booklet - RPA21b		2017_KS1_IVT_English_reading_prompt_and_answer_booklet_RPA21b_[suffix]		English reading		prompt and answer booklet		booklet in which contains both the reading prompt and the questions for the pupil to answer		1		24				20		Double Sided		Colour		Black & White		RPA21b						300		330		350		Scanning required				ERROR:#N/A

		DTP		PDF		2017 KS1 IVT English reading prompt and answer booklet - RPA22a		2017_KS1_IVT_English_reading_prompt_and_answer_booklet_RPA22a_[suffix]		English reading		prompt and answer booklet		booklet in which contains both the reading prompt and the questions for the pupil to answer		2		24				20		Double Sided		Colour		Black & White		RPA22a						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS1 IVT English reading prompt and answer booklet - RPA22b		2017_KS1_IVT_English_reading_prompt_and_answer_booklet_RPA22b_[suffix]		English reading		prompt and answer booklet		booklet in which contains both the reading prompt and the questions for the pupil to answer		2		24				20		Double Sided		Colour		Black & White		RPA22b						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS1 IVT English reading test administration instructions RP21 - RPAI21		2017_KS1_IVT_English_reading_test_administration_instructions_RP21_RPAI21_[suffix]		English reading		test administration instructions RP21		guidance for teachers when administering the reading prompt and answer booklet containing practice questions and useful words		2		8				20		Double Sided		Black & White		Black & White		RPAI21		NA		NA		x1 copy per school		x1 copy per school		x1 copy per school + 20		Not required				222222

		DTP		PDF		2017 KS1 IVT English reading test administration instructions RP22 - RPAI22		2017_KS1_IVT_English_reading_test_administration_instructions_RP22_RPAI22_[suffix]		English reading		test administration instructions RP22		guidance for teachers when administering the reading prompt and answer booklet containing practice questions and useful words		2		8				20		Double Sided		Black & White		Black & White		RPAI22		NA		NA		x1 copy per school		x1 copy per school		x1 copy per school + 20		Not required				222222

		TDR		PDF		2017 KS1 IVT English reading Administrator Questionnaire - 		2017_KS1_IVT_English_reading_Administrator_Questionnaire__[suffix]		English reading		Administrator Questionnaire		Subject specific questionnaire completed by test administrators which is returned with pupil scripts		1						20		Double Sided		Black & White		Black & White				NA		NA		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				222222

		TDR		PDF		2017 KS1 IVT English reading Teacher Questionnaire - 		2017_KS1_IVT_English_reading_Teacher_Questionnaire__[suffix]		English reading		Teacher Questionnaire		Subject specific questionnaire completed by teachers at each school where test was administered		1						20		Double Sided		Black & White		Black & White				NA		NA		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				222222

		DTP		PDF		2017 KS1 IVT GPS test administration instructions - 		2017_KS1_IVT_GPS_test_administration_instructions__[suffix]		GPS		test administration instructions		Instructions for teachers		1						20		Double Sided		Black & White		Black & White				NA		NA		x1 copy per school		x1 copy per school		x1 copy per school + 20		Not required				333333

		DTP		PDF		2017 KS1 IVT GPS question booklet - G1QS01		2017_KS1_IVT_GPS_question_booklet_G1QS01_[suffix]		GPS		question booklet				1						20		Double Sided		Black & White		Black & White		G1QS01						300		330		350		Scanning required				333333

		DTP		PDF		2017 KS1 IVT GPS question booklet - G1QS02		2017_KS1_IVT_GPS_question_booklet_G1QS02_[suffix]		GPS		question booklet				1						20		Double Sided		Black & White		Black & White		G1QS02						300		330		350		Scanning required				333333

		DTP		PDF		2017 KS1 IVT GPS question booklet - G1QS03		2017_KS1_IVT_GPS_question_booklet_G1QS03_[suffix]		GPS		question booklet				1						20		Double Sided		Black & White		Black & White		G1QS03						300		330		350		Scanning required				333333

		DTP		PDF		2017 KS1 IVT GPS question booklet - G1QS04		2017_KS1_IVT_GPS_question_booklet_G1QS04_[suffix]		GPS		question booklet				1						20		Double Sided		Black & White		Black & White		G1QS04						300		330		350		Scanning required				333333

		TDR		PDF		2017 KS1 IVT GPS Administrator Questionnaire - 		2017_KS1_IVT_GPS_Administrator_Questionnaire__[suffix]		GPS		Administrator Questionnaire		Subject specific questionnaire completed by test administrators which is returned with pupil scripts		1						20		Double Sided		Black & White		Black & White				NA		NA		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				333333

		TDR		PDF		2017 KS1 IVT GPS Teacher Questionnaire - 		2017_KS1_IVT_GPS_Teacher_Questionnaire__[suffix]		GPS		Teacher Questionnaire		Subject specific questionnaire completed by teachers at each school where test was administered		1						20		Double Sided		Black & White		Black & White				NA		NA		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				333333

		TDR		PDF		2017 KS1 IVT GPS test administration instructions - G1AI00		2017_KS1_IVT_GPS_test_administration_instructions_G1AI00_[suffix]		GPS		test administration instructions		Instructions for test administrator about how to deliver the practice questions in the test		1		4						Double Sided		Black & White		Black & White		G1AI00								x1 copy for school				Not required				ERROR:#N/A

		TDR		PDF		2017 KS1 IVT mathematics Administrator Questionnaire - 		2017_KS1_IVT_mathematics_Administrator_Questionnaire__[suffix]		mathematics		Administrator Questionnaire		Subject specific questionnaire completed by test administrators which is returned with pupil scripts		1						20		Double Sided		Black & White		Black & White				NA		NA		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				444444

		TDR		PDF		2017 KS1 IVT mathematics Teacher Questionnaire - 		2017_KS1_IVT_mathematics_Teacher_Questionnaire__[suffix]		mathematics		Teacher Questionnaire		Subject specific questionnaire completed by teachers at each school where test was administered		1						20		Double Sided		Black & White		Black & White				NA		NA		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				444444

		DTP		PDF		2017 KS1 IVT mathematics test administration instructions - M1AIAS		2017_KS1_IVT_mathematics_test_administration_instructions_M1AIAS_[suffix]		mathematics		test administration instructions		Teacher administration instructions and teacher transcripts for the aural questions 
		1						20		Double Sided		Black & White		Black & White		M1AIAS		NA		NA		x1 copy per school		x1 copy per school		x1 copy per school + 20		Not required				444444

		DTP		PDF		2017 KS1 IVT mathematics Test booklet - M1RP01		2017_KS1_IVT_mathematics_Test_booklet_M1RP01_[suffix]		mathematics		Test booklet				1		28-32				20		Double Sided		Black & White		Black & White		M1RP01						300		330		350		Scanning required				444444

		DTP		PDF		2017 KS1 IVT mathematics Test booklet - M1RP02		2017_KS1_IVT_mathematics_Test_booklet_M1RP02_[suffix]		mathematics		Test booklet				1		28-32				20		Double Sided		Black & White		Black & White		M1RP02						300		330		350		Scanning required				444444

		DTP		PDF		2017 KS1 IVT mathematics Test booklet - M1RP03		2017_KS1_IVT_mathematics_Test_booklet_M1RP03_[suffix]		mathematics		Test booklet				1		28-32				20		Double Sided		Black & White		Black & White		M1RP03						300		330		350		Scanning required				444444

		DTP		PDF		2017 KS1 IVT mathematics Test booklet - M1RP04		2017_KS1_IVT_mathematics_Test_booklet_M1RP04_[suffix]		mathematics		Test booklet				1		28-32				20		Double Sided		Black & White		Black & White		M1RP04						300		330		350		Scanning required				444444

		DTP		PDF		2017 KS1 IVT mathematics Test booklet - M1RP05		2017_KS1_IVT_mathematics_Test_booklet_M1RP05_[suffix]		mathematics		Test booklet				1		28-32				20		Double Sided		Black & White		Black & White		M1RP05						300		330		350		Scanning required				444444

		DTP		PDF		2017 KS1 IVT mathematics Test booklet - M1RP06		2017_KS1_IVT_mathematics_Test_booklet_M1RP06_[suffix]		mathematics		Test booklet				1		28-32				20		Double Sided		Black & White		Black & White		M1RP06						300		330		350		Scanning required				444444
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		TDRs		PDF		2017 KS1 IVT Example: Coding frame Team EXAMPLE		2017_KS1_IVT_Example_Coding_frame_Team_EXAMPLE_[suffix]		Example		Coding frame Team EXAMPLE		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		28				Double sided		B&W		Supplier		1 per team member inc. supervisors		CF-G2-teamX		Not required				ERROR:#N/A				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 IVT English reading: Coding Frame Team 1		2017_KS1_IVT_English_reading_Coding_Frame_Team_1_[suffix]		English reading		Coding Frame Team 1		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 IVT English reading: Coding Frame Team 2		2017_KS1_IVT_English_reading_Coding_Frame_Team_2_[suffix]		English reading		Coding Frame Team 2		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 IVT English reading: Coding Frame Team 3		2017_KS1_IVT_English_reading_Coding_Frame_Team_3_[suffix]		English reading		Coding Frame Team 3		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 IVT English reading: Coding Frame Team 4		2017_KS1_IVT_English_reading_Coding_Frame_Team_4_[suffix]		English reading		Coding Frame Team 4		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded																				222222

		TDRs		PDF		2017 KS1 IVT GPS: Coding Frame Team 1		2017_KS1_IVT_GPS_Coding_Frame_Team_1_[suffix]		GPS		Coding Frame Team 1		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 IVT GPS: Coding Frame Team 2		2017_KS1_IVT_GPS_Coding_Frame_Team_2_[suffix]		GPS		Coding Frame Team 2		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 IVT GPS: Coding Frame Team 3		2017_KS1_IVT_GPS_Coding_Frame_Team_3_[suffix]		GPS		Coding Frame Team 3		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 IVT GPS: Coding Frame Team 4		2017_KS1_IVT_GPS_Coding_Frame_Team_4_[suffix]		GPS		Coding Frame Team 4		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333				?TEAM OR CODING BLOCK?

		TDRS		Word		2017 KS1 IVT GPS: Training examples		2017_KS1_IVT_GPS_Training_examples_[suffix]		GPS		Training examples		General training document		1		A4		18

STOTT, Sarah: STOTT, Sarah:
If it has to be a multiple of 4 - 20pages				Double sided		B&W		Supplier		1 per team member inc. supervisors								333333

		TDRS		Word		2017 KS1 IVT GPS: Training coding frames and commentaries		2017_KS1_IVT_GPS_Training_coding_frames_and_commentaries_[suffix]		GPS		Training coding frames and commentaries		General training document		1		A4		18				Double sided		B&W		Supplier		1 per team member inc. supervisors								333333

		TDRs		Word		2017 KS1 IVT mathematics: Coding Frame Team 1		2017_KS1_IVT_mathematics_Coding_Frame_Team_1_[suffix]		mathematics		Coding Frame Team 1		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		16-20				Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-MA-TEAM[teamnumber]		Not required				444444				?TEAM OR CODING BLOCK?

		TDRs		Word		2017 KS1 IVT mathematics: Coding Frame Team 2		2017_KS1_IVT_mathematics_Coding_Frame_Team_2_[suffix]		mathematics		Coding Frame Team 2		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		16-20				Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-MA-TEAM[teamnumber]		Not required				444444				?TEAM OR CODING BLOCK?

		TDRs		Word		2017 KS1 IVT mathematics: Coding Frame Team 3

JENKINSON, Martin: JENKINSON, Martin:
if we have 4 reasonig booklets then we will have 2 teams; each team marking two booklets.		2017_KS1_IVT_mathematics_Coding_Frame_Team_3_[suffix]		mathematics		Coding Frame Team 3		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		16-20				Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-MA-TEAM[teamnumber]		Not required				444444				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 IVT English reading: General guidance		2017_KS1_IVT_English_reading_General_guidance_[suffix]		English reading		General guidance		General guidance documement for all ER teams		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		TM-ER-General_guidance		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 IVT GPS: General guidance

STOTT, Sarah: STOTT, Sarah:
What is this?														

STOTT, Sarah: STOTT, Sarah:
If it has to be a multiple of 4 - 20pages		2017_KS1_IVT_GPS_General_guidance_[suffix]		GPS		General guidance		General guidance documement for all GPS teams		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		TM-GP-General_guidance		Not required				333333				?TEAM OR CODING BLOCK?

		TDRs		Word		2017 KS1 IVT mathematics: General guidance		2017_KS1_IVT_mathematics_General_guidance_[suffix]		mathematics		General guidance		General guidance documement for all maths teams		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		TM-MA-TEAM[teamnumber]		Not required				444444				?TEAM OR CODING BLOCK?





Test combinations



		KS1 English reading		Test 1		Minimum number of pupils

		Combination 1		RPA21a		300

		Combination 2		RPA21b		300

		Combination 3		RPA22a		300

		Combination 4		RPA22b		300

		Combination 5		RABU01		300

		Combination 6		RABU02		300

		Combination 7		RABV01		300

		Combination 8		RABV02		300

		Total number of pupils				2400

		KS2 grammar punctuation and spelling		Test 1		Minimum number of pupils

		Combination 1		G1QS01

STOTT, Sarah: STOTT, Sarah:
Are we going with G1QS01 (same as TPT) or G1V001 (used this year on item booklets)?		300

		Combination 2		G1QS02		300

		Combination 3		G1QS03		300

		Combination 4		G1QS04		300

		Total number of pupils				1200

		KS1 mathematics		Test 1  - paper 1		Minimum number of pupils

		Combination 1		M1RP01		300

		Combination 2		M1RP02		300

		Combination 3		M1RP03		300

		Combination 4		M1RP04		300

		Combination 5		M1RP05		300

		Combination 6		M1RP06		300

		Total number of pupils				1800





Maths coding model

				Lead		Deputy		Booklets

EVISON, Rebecca: EVISON, Rebecca:
Pairs of booklets will have mostly the same items.

		Team 1		1		1		M1RP01		M1RP04

		Team 2		1		1		M1RP02		M1RP05

		Team 3		1		1		M1RP03		M1RP06



		or alternative model



				Lead		Deputy		Booklets

		Team 1		1		1		M1RP01		M1RP02

		Team 2		1		1		M1RP03		M1RP04



























GPS coding model

				Lead		Deputy		Booklets

		Team 1		1

STOTT, Sarah: STOTT, Sarah:
We only had 1 lead per team this year, but I don't know whether that works because we haven't had pre-marking yet. 		1		G1QS01

		Team 2		1		1		G1QS02

		Team 3		1		1		G1QS03

		Team 4		1		1		G1QS04





Reading coding model

				Lead		Deputy		Booklets

		Team 1		1		1		RABU01		RABU02

		Team 2		1		1		RABV01		RABV02

		Team 3		1		1		RPA21a		RPA21b

		Team 4		1		1		RPA22a		RPA22b



		Script selection and training materials responsibility fee

		Reading

		GPS

		Maths
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				ER		Lead		Deputy		Booklets										LC		DLC		Coder

				Team 1		1		1		RABU01		RABU02						ER		4		4

				Team 2		1		1		RABV01		RABV02						GPS		4		4

				Team 3		1		1		RPA21a		RPA21b						Maths		3		3

				Team 4		1		1		RPA22a		RPA22b

				GPS		Lead		Deputy		Booklets

				Team 1		1

STOTT, Sarah: STOTT, Sarah:
We only had 1 lead per team this year, but I don't know whether that works because we haven't had pre-marking yet. 		1		G1QS01

				Team 2		1		1		G1QS02

				Team 3		1		1		G1QS03

				Team 4		1		1		G1QS04

				Maths		Lead		Deputy		Booklets

EVISON, Rebecca: EVISON, Rebecca:
Pairs of booklets will have mostly the same items.

				Team 1		1		1		M1RP01		M1RP04

				Team 2		1		1		M1RP02		M1RP05

				Team 3		1		1		M1RP03		M1RP06
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		TDRs		PDF		2017 KS1 TPT GPS: Coding Frame Team 4		2017_KS1_TPT_GPS_Coding_Frame_Team_4_[suffix]		GPS		Coding Frame Team 4		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT GPS: Coding Frame Team 5		2017_KS1_TPT_GPS_Coding_Frame_Team_5_[suffix]		GPS		Coding Frame Team 5		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT GPS: Coding Frame Team 6		2017_KS1_TPT_GPS_Coding_Frame_Team_6_[suffix]		GPS		Coding Frame Team 6		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT GPS: Coding Frame Team 7		2017_KS1_TPT_GPS_Coding_Frame_Team_7_[suffix]		GPS		Coding Frame Team 7		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT GPS: Coding Frame Team 8		2017_KS1_TPT_GPS_Coding_Frame_Team_8_[suffix]		GPS		Coding Frame Team 8		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333		?TEAM OR CODING BLOCK?

		TDRS		Word		2017 KS1 TPT GPS: General training document		2017_KS1_TPT_GPS_General_training_document_[suffix]		GPS		General training document		General training document		1		A4		18

STOTT, Sarah: STOTT, Sarah:
If it has to be a multiple of 4 - 20pages				Double sided		B&W		Supplier		1 per team member inc. supervisors								ERROR:#REF!

		TDRS		Word		2017 KS1 TPT GPS: General training document		2017_KS1_TPT_GPS_General_training_document_[suffix]		GPS		General training document		General training document		1		A4		18				Double sided		B&W		Supplier		1 per team member inc. supervisors								ERROR:#REF!

		TDRs		PDF		2017 KS1 TPT mathematics: Coding Frame Team 1

JENKINSON, Martin: JENKINSON, Martin:
IF OSM takes place the first four teams will mark  4 blocks each of the reasoning paper only. Team 5 will mark all of the arithmetic blocks		2017_KS1_TPT_mathematics_Coding_Frame_Team_1_[suffix]		mathematics		Coding Frame Team 1		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-MA-TEAM[teamnumber]		Not required				444444		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT mathematics: Coding Frame Team 2

JENKINSON, Martin: JENKINSON, Martin:
If paper based marking; 6 teams will be required. The first four teams will mark 2 reasoning test booklets each. The fifth and sixth team will mark 4 arithmetic test booklets each.														

STOTT, Sarah: STOTT, Sarah:
If it has to be a multiple of 4 - 20pages		2017_KS1_TPT_mathematics_Coding_Frame_Team_2_[suffix]		mathematics		Coding Frame Team 2		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-MA-TEAM[teamnumber]		Not required				444444		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT mathematics: Coding Frame Team 3		2017_KS1_TPT_mathematics_Coding_Frame_Team_3_[suffix]		mathematics		Coding Frame Team 3		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-MA-TEAM[teamnumber]		Not required				444444		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT mathematics: Coding Frame Team 4		2017_KS1_TPT_mathematics_Coding_Frame_Team_4_[suffix]		mathematics		Coding Frame Team 4		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-MA-TEAM[teamnumber]		Not required				444444		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT mathematics: Coding Frame Team 5		2017_KS1_TPT_mathematics_Coding_Frame_Team_5_[suffix]		mathematics		Coding Frame Team 5		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-MA-TEAM[teamnumber]		Not required				444444		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT mathematics: Coding Frame Team 6		2017_KS1_TPT_mathematics_Coding_Frame_Team_6_[suffix]		mathematics		Coding Frame Team 6		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded						Double sided		Colour		Supplier		1 per team member inc. supervisors		xx-CF-MA-TEAM[teamnumber]		Not required				444444		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT English reading: General guidance		2017_KS1_TPT_English_reading_General_guidance_[suffix]		English reading		General guidance		General guidance documement for all ER teams		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		TM-ER-General_guidance		Not required				222222		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT GPS: General guidance

STOTT, Sarah: STOTT, Sarah:
What is this?		2017_KS1_TPT_GPS_General_guidance_[suffix]		GPS		General guidance		General guidance documement for all GPS teams		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		TM-GP-General_guidance		Not required				333333		?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS1 TPT mathematics: General guidance		2017_KS1_TPT_mathematics_General_guidance_[suffix]		mathematics		General guidance		General guidance documement for all maths teams		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		TM-MA-TEAM[teamnumber]		Not required				444444		?TEAM OR CODING BLOCK?

						2017 KS1 TPT : 		2017_KS1_TPT__[suffix]																														ERROR:#N/A





Test combinations



		KS1 English reading		Paper 1		Paper 2		Minimum number of pupils

		Combination 1		RPA1AT		RABS01		160

		Combination 2		RPA1AT		RABS02		160

		Combination 3		RPA1AT		RABS03		160

		Combination 4		RPA1AT		RABT01		160

		Combination 5		RPA1AT		RABT02		160

		Combination 6		RPA1AT		RABT03		160

		Combination 7		RPA1AT		RAB1AT		160

		Combination 8		RPA19a		RAB1AT		160

		Combination 9		RPA19b		RAB1AT		160

		Combination 10		RPA19c		RAB1AT		160

		Combination 11		RPA20a		RAB1AT		160

		Combination 12		RPA20b		RAB1AT		160

		Combination 13		RPA20c		RAB1AT		160

		Combination 14		RPA19a		RABS01		420

		Combination 15		RPA19b		RABS02		420

		Combination 16		RPA19c		RABS03		420

		Combination 17		RPA20a		RABT01		420

		Combination 18		RPA20b		RABT02		420

		Combination 19		RPA20c		RABT03		420

		Combination 20		RPA19a		RABT01		420

		Combination 21		RPA19b		RABT02		420

		Combination 22		RPA19c		RABT03		420

		Combination 23		RPA20a		RABS01		420

		Combination 24		RPA20b		RABS02		420

		Combination 25		RPA20c		RABS03		420

		Total number of pupils						7120

		KS1 grammar punctuation and spelling		Paper 1		Paper 2		Minimum number of pupils

		Combination 1		G1SP01		G1QS01		500

		Combination 2		G1SP02		G1QS02		500

		Combination 3		G1SP03		G1QS03		500

		Combination 4		G1SP04		G1QS04		500

		Combination 5		G1SP05		G1QS05		500

		Combination 6		G1SP06		G1QS06		500

		Combination 7		G1SP07		G1QS07		500

		Combination 8		G1SP08		G1QS08		500

		Total number of pupils						4000				688

		KS1 mathematics		Paper 1		Paper 2		Minimum number of pupils

		Combination 1		M1AR01		M1RP01		500

		Combination 2		M1AR02		M1RP02		500

		Combination 3		M1AR03		M1RP03		500

		Combination 4		M1AR04		M1RP04		500

		Combination 5		M1AR05		M1RP05		500

		Combination 6		M1AR06		M1RP06		500

		Combination 7		M1AR07		M1RP07		500

		Combination 8		M1AR08		M1RP08		500

		Total number of pupils						4000

		Phonics		Check				Minimum number of pupils

		Combination 1		PHCM01				500

		Combination 2		PHCM02				500

		Combination 3		PHCM03				500

		Combination 4		PHCM04				500

		Combination 5		PHCM05				500

		Combination 6		PHCM06				500

		Combination 7		PHCM07				500

		Combination 8		PHCM08				500

		Combination 9		PHCM09				500

		Combination 10		PHCM10				500

		Combination 11		PHCM11				500

		Combination 12		PHCM12				500

		Total number of pupils						6000





Teams and targets

		Subject		Target tests to achieve		Number of LMs		Number of DLMs		Number of non-supervisory markers		Total number of markers for the marking window (excludes LMs)		Average team size

		KS2 English reading												ERROR:#DIV/0!

		KS2 GPS												ERROR:#DIV/0!

		Totals		0		0		0		0		0		ERROR:#DIV/0!

				Subject		Reading												GPS

		Team information		Lead Marker name

				Deputy Lead marker name

				Test version allocated to LM and team









Maths coder model

		If OSM

				Lead		Deputy		Booklets

		Team 1		1		1		M1RP01		M1RP02

		Team 2		1		1		M1RP03		M1RP04

		Team 3		1		1		M1RP05		M1RP06

		Team 4		1		1		M1RP07		M1RP08

		Team 5		1		1		M1AR01-M1AR08











		If paper based marking

				Lead		Deputy		Booklets

		Team 1		1		1		M1RP01		M1RP02

		Team 2		1		1		M1RP03		M1RP04

		Team 3		1		1		M1RP05		M1RP06

		Team 4		1		1		M1RP07		M1RP08

		Team 5		1		1		M1AR01-M1AR04

		Team 6		1		1		M1AR05 - M1AR08























GPS coder model

				Lead		Deputy		Booklets

		Team 1		1		1		G1SP01		G1QS01

		Team 2		1		1		G1SP02		G1QS02

		Team 3		1		1		G1SP03		G1QS03

		Team 4		1		1		G1SP04		G1QS04

		Team 5		1		1		G1SP05		G1QS05

		Team 6		1		1		G1SP06		G1QS06

		Team 7		1		1		G1SP07		G1QS07

		Team 8		1		1		G1SP08		G1QS08





Reading coder model

				Lead		Deputy		Booklets

		Team 1		1		1		RABS01		RABS02		RABS03

		Team 2		1		1		RABT01		RABT02		RABT03

		Team 3		1		1		RPA19a		RPA19b		RPA19c

		Team 4		1		1		RPA20a		RPA20b		RPA20c

		Team 5		1		1		RPA1AT		RAB1AT

























Change log

		Please record the details of any changes made to this file

		Date		Change made by		Worksheet		Description of changes made

		7/8/16		Martin Jenkinson		Test materials tpo print		Addition of possibly two documents to the list pertinent to ks 1 mathematics test administration

		7/8/16		Martin Jenkinson		Maths coder model		Change to the proposed models to take into account OSM and paper based marking
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Cover sheet and key

		Year of trial		2017

		Key stage of trial		KS2

		Type of trial		IVT

		Prefix		2017 KS2 IVT 



		Columns in materials for print and supervisor and coder materials tabs should be completed/updated as follows:

		Subject teams

		Supplier supplied

		Psychometrics

		Trialling team

		Auto-generated

		DTP

		Production of documents. All documents produced for print must meet the following conditions:				Links to handover folders		All subjects should be placed in the same folder so all docs can be matched to "for print tabs"

		Front cover (must not show any confidencial test content)				Proof handover folder		<link>

		Back cover (must be blank so that no confidencial test content is visible)				Final handover folder		<link>

		Number of pages must be:
multiple of 4 if final document is to printed A3 folded
even number if final document is to be printed A4 (either single sheet or stapled)

		Pager numbers at the bottom of each page 

		Year of trial on front cover

		Key stage of trial on front cover

		Trial type on front cover

		Subject on front cover

		Sample number (if required) on front cover

		Unique booklet code on front cover

		Must be PDFed (unless otherwise agreed)

		Subjects		Sample numbers

		General		111111

		English reading		222222

		GPS		333333

		mathematics		444444

		science		555555





Guide for users

		User group		Instructions

		TDRs

		Trialling team

		Psychometrics

		Suppliers

		DTP





Test materials for print

		Produced by		File format		Auto-generated document title (suggested document title)
Please add the suffix:
Draft versions: _DDMMYYYY
Electronic final: _PDFA
Final print file: _PRINTHO 		Auto-generated document file name (STRONGLY suggested name to be given to these files). 
Please add the suffix:
Draft versions: _DDMMYYYY
Electronic final: _PDFA
Final print file: _PRINTHO		Subject		Document type (supplied by subject teams) 
Do not unclude subject, key stage, year, etc. as this will be auto generated.		Document description (for coding frames and training materials please list what is included in the document; for example, p, t, s scripts)		No. versions		Estimated number of pages (Other than single sheets all documents must be multiples of 4)
(Supplied by TDRs)		Confirmed number of pages
(Supplied by TDRs)		Number of spare copies required by STA		Single/double sided		Black & white or colour		Type of scan (if required)
black&white or greyscale		Booklet code
(supplied by DTP team)		No. items
(Supplied following test construction by Psychometrics)		No. questions 
(Supplied following test construction by Psychometrics)		Target (not inc. contingency)
(taken from combinations data)

EVISON, Rebecca: EVISON, Rebecca:
Partly for psychometrics to fill in		Number to be trialled + 10% (do not type in column)		Number to be printed (do not type in column)		Scanning requirement		Barcode
(TBC with Supplier)		Sample number 
(TBC with Supplier)		Colour of booklet
(TBC with Supplier)		Final number to be printed - inc NFER spares (TBC with Supplier)

		TDR		PDF		2017 KS2 IVT General Administrator guide - 		2017_KS2_IVT_General_Administrator_guide__[suffix]		General		Administrator guide		Administrators guide that is provided to all administrators for all subjects		1		50				20		Double		Black & white						0		0		x1 copy per administrator		x1 copy per administrator		x1 copy per administrator + 20		Not required				111111

		DTP		PDF		2017 KS2 IVT General Pupil data form - 		2017_KS2_IVT_General_Pupil_data_form__[suffix]		General		Pupil data form		Pupil form for gathering pupil data for all subjects		1		N/A				20		Double		N/A						N/A		N/A		x1 copy per school		x1 copy per school		x1 copy per school + 20		Scanning required				111111

		TDR		PDF		2017 KS2 IVT English reading Administrator Questionnaire - 		2017_KS2_IVT_English_reading_Administrator_Questionnaire__[suffix]		English reading		Administrator Questionnaire		Subject specific questionnaire completed by test administrators which is returned with pupil scripts		1						20		Double		Black & white						N/A		N/A		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				222222

		TDR		PDF		2017 KS2 IVT English reading Teacher Questionnaire - 		2017_KS2_IVT_English_reading_Teacher_Questionnaire__[suffix]		English reading		Teacher Questionnaire		Subject specific questionnaire completed by teachers at each school where test was administered		1						20		Double		Black & white						N/A		N/A		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				222222

		DTP		PDF		2017 KS2 IVT English reading reading booklet - RP0029		2017_KS2_IVT_English_reading_reading_booklet_RP0029_[suffix]		English reading		reading booklet		Reading prompt		1		12				20		Double		Black & white				RP0029		N/A		N/A		600		660		680		Not required				222222

		DTP		PDF		2017 KS2 IVT English reading  reading booklet - RP0030		2017_KS2_IVT_English_reading_reading_booklet_RP0030_[suffix]		English reading		 reading booklet		Reading prompt		1		12				20		Double		Black & white				RP0030		N/A		N/A		600		660		680		Not required				222222

		DTP		PDF		2017 KS2 IVT English reading  reading booklet - RP0031		2017_KS2_IVT_English_reading_reading_booklet_RP0031_[suffix]		English reading		 reading booklet		Reading prompt		1		12				20		Double		Black & white				RP0031		N/A		N/A		600		660		680		Not required				222222

		DTP		PDF		2017 KS2 IVT English reading  reading booklet - RP0032		2017_KS2_IVT_English_reading_reading_booklet_RP0032_[suffix]		English reading		 reading booklet		Reading prompt		1		12				20		Double		Black & white				RP0032		N/A		N/A		600		660		680		Not required				222222

		DTP		PDF		2017 KS2 IVT English reading  reading booklet - RP0033		2017_KS2_IVT_English_reading_reading_booklet_RP0033_[suffix]		English reading		 reading booklet		Reading prompt		1		12				20		Double		Black & white				RP0033		N/A		N/A		600		660		680		Not required				222222

		DTP		PDF		2017 KS2 IVT English reading answer booklet - RAB29a		2017_KS2_IVT_English_reading_answer_booklet_RAB29a_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		24				20		Double		Black & white		Black & white		RAB29a						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS2 IVT English reading answer booklet - RAB29b		2017_KS2_IVT_English_reading_answer_booklet_RAB29b_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		24				20		Double		Black & white		Black & white		RAB29b						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS2 IVT English reading answer booklet - RAB30a		2017_KS2_IVT_English_reading_answer_booklet_RAB30a_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		24				20		Double		Black & white		Black & white		RAB30a						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS2 IVT English reading answer booklet - RAB30b		2017_KS2_IVT_English_reading_answer_booklet_RAB30b_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		24				20		Double		Black & white		Black & white		RAB30b						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS2 IVT English reading answer booklet - RAB31a		2017_KS2_IVT_English_reading_answer_booklet_RAB31a_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		24				20		Double		Black & white		Black & white		RAB31a						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS2 IVT English reading answer booklet - RAB31b		2017_KS2_IVT_English_reading_answer_booklet_RAB31b_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		24				20		Double		Black & white		Black & white		RAB31b						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS2 IVT English reading answer booklet - RAB32a		2017_KS2_IVT_English_reading_answer_booklet_RAB32a_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		24				20		Double		Black & white		Black & white		RAB32a						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS2 IVT English reading answer booklet - RAB32b		2017_KS2_IVT_English_reading_answer_booklet_RAB32b_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		24				20		Double		Black & white		Black & white		RAB32b						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS2 IVT English reading answer booklet - RAB33a		2017_KS2_IVT_English_reading_answer_booklet_RAB33a_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		24				20		Double		Black & white		Black & white		RAB33a						300		330		350		Scanning required				222222

		DTP		PDF		2017 KS2 IVT English reading answer booklet - RAB33b		2017_KS2_IVT_English_reading_answer_booklet_RAB33b_[suffix]		English reading		answer booklet		booklet in which pupils answer questions on reading prompt		1		24				20		Double		Black & white		Black & white		RAB33b						300		330		350		Scanning required				222222

		TDR		PDF		2017 KS2 IVT GPS Administrator Questionnaire - 		2017_KS2_IVT_GPS_Administrator_Questionnaire__[suffix]		GPS		Administrator Questionnaire		Subject specific questionnaire completed by test administrators which is returned with pupil scripts		1						20		Double		Black & white						N/A		N/A		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				333333

		TDR		PDF		2017 KS2 IVT GPS Teacher Questionnaire - 		2017_KS2_IVT_GPS_Teacher_Questionnaire__[suffix]		GPS		Teacher Questionnaire		Subject specific questionnaire completed by teachers at each school where test was administered		1						20		Double		Black & white						N/A		N/A		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				333333

		DTP		PDF		2017 KS2 IVT GPS Paper 1 - short answer questions and spelling task - G2V001		2017_KS2_IVT_GPS_Paper_1_short_answer_questions_and_spelling_task_G2V001_[suffix]		GPS		Paper 1 - short answer questions and spelling task		short answer questions and spelling task		1						20		Double		Black & white				G2V001						300		330		350		Scanning required				333333

		DTP		PDF		2017 KS2 IVT GPS Paper 1 - short answer questions and spelling task - G2V002		2017_KS2_IVT_GPS_Paper_1_short_answer_questions_and_spelling_task_G2V002_[suffix]		GPS		Paper 1 - short answer questions and spelling task		short answer questions and spelling task		1						20		Double		Black & white				G2V002						300		330		350		Scanning required				333333

		DTP		PDF		2017 KS2 IVT GPS Paper 1 - short answer questions and spelling task - G2V003		2017_KS2_IVT_GPS_Paper_1_short_answer_questions_and_spelling_task_G2V003_[suffix]		GPS		Paper 1 - short answer questions and spelling task		short answer questions and spelling task		1						20		Double		Black & white				G2V003						300		330		350		Scanning required				333333

		DTP		PDF		2017 KS2 IVT GPS Paper 1 - short answer questions and spelling task - G2V004		2017_KS2_IVT_GPS_Paper_1_short_answer_questions_and_spelling_task_G2V004_[suffix]		GPS		Paper 1 - short answer questions and spelling task		short answer questions and spelling task		1						20		Double		Black & white				G2V004						300		330		350		Scanning required				333333

		DTP		PDF		2017 KS2 IVT science Administrator Questionnaire - 		2017_KS2_IVT_science_Administrator_Questionnaire__[suffix]		science		Administrator Questionnaire		Subject specific questionnaire completed by test administrators which is returned with pupil scripts		1						20		Double		Black & white						N/A		N/A		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				555555

		DTP		PDF		2017 KS2 IVT science Teacher Questionnaire - 		2017_KS2_IVT_science_Teacher_Questionnaire__[suffix]		science		Teacher Questionnaire		Subject specific questionnaire completed by teachers at each school where test was administered		1						20		Double		Black & white						N/A		N/A		x1 copy per test version/per school		x1 copy per test version/per school		x1 copy per test version/per school + 20		Not required				555555

		DTP		PDF		2017 KS2 IVT science  - SC001B		2017_KS2_IVT_science__SC001B_[suffix]		science						1						20		Double		Black & white				SC001B						300		330		350		ERROR:#N/A				555555

		DTP		PDF		2017 KS2 IVT science  - SC002B		2017_KS2_IVT_science__SC002B_[suffix]		science						1						20		Double		Black & white				SC002B						300		330		350		ERROR:#N/A				555555

		DTP		PDF		2017 KS2 IVT science  - SC003B		2017_KS2_IVT_science__SC003B_[suffix]		science						1						20		Double		Black & white				SC003B						300		330		350		ERROR:#N/A				555555

		DTP		PDF		2017 KS2 IVT science  - SC001P		2017_KS2_IVT_science__SC001P_[suffix]		science						1						20		Double		Black & white				SC001P						300		330		350		ERROR:#N/A				555555

		DTP		PDF		2017 KS2 IVT science  - SC002P		2017_KS2_IVT_science__SC002P_[suffix]		science						1						20		Double		Black & white				SC002P						300		330		350		ERROR:#N/A				555555

		DTP		PDF		2017 KS2 IVT science  - SC003P		2017_KS2_IVT_science__SC003P_[suffix]		science						1						20		Double		Black & white				SC003P						300		330		350		ERROR:#N/A				555555

		DTP		PDF		2017 KS2 IVT science  - SC001C		2017_KS2_IVT_science__SC001C_[suffix]		science						1						20		Double		Black & white				SC001C						300		330		350		ERROR:#N/A				555555

		DTP		PDF		2017 KS2 IVT science  - SC002C		2017_KS2_IVT_science__SC002C_[suffix]		science						1						20		Double		Black & white				SC002C						300		330		350		ERROR:#N/A				555555

		DTP		PDF		2017 KS2 IVT science  - SC003C		2017_KS2_IVT_science__SC003C_[suffix]		science						1						20		Double		Black & white				SC003C						300		330		350		ERROR:#N/A				555555













































































Training materials for print

		Produced by		File format		Auto-generated document title (suggested document title). 
Title on front cover should include year, key stage, trial type, subject, document type (coding frame, training materials, etc.) and team/test specific information.		Auto-generated document file name (STRONGLY suggested name to be given to these files)
Please add the suffix:
Draft versions: _DDMMYYYY
Electronic final: _PDFA
Final print file: _PRINTHO 		Subject		Document Title (Supplied by subject teams)		Document description		No. versions		Document format (single sheet, stapled A4 or folded A3)		Estimated number of pages
(Supplied by subject teams)		Confirmed number of pages
(Supplied by subject teams)		Single/double sided		Black & white or colour (Supplied by DTP/TDRs)		Printed by supplier or STA		Number to be printed		Booklet code
(created by trialling team)
[calloff#] - [doc initials] - [abbr subject] - [team or document name]		Scanning requirement		Barcode
(TBC with Supplier)		Sample number 
(TBC with Supplier)		Barcode requirements
(TBC with Supplier)		Training materials to be provided grouped by TEAM or CODING BLOCK

		TDRs		PDF		2017 KS2 IVT example: Coding frame EXAMPLE		2017_KS2_IVT_example_Coding_frame_EXAMPLE_[suffix]		example		Coding frame EXAMPLE		Example description		1		A3 folded						Double sided		B&W		Supplier		1 per team member inc. supervisors		21-CF-ER-xxxx						123456				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: Coding Frame RAB29a		2017_KS2_IVT_English_reading_Coding_Frame_RAB29a_[suffix]		English reading		Coding Frame RAB29a		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		80				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: Coding Frame RAB29b		2017_KS2_IVT_English_reading_Coding_Frame_RAB29b_[suffix]		English reading		Coding Frame RAB29b		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		75				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: Coding Frame RAB30a		2017_KS2_IVT_English_reading_Coding_Frame_RAB30a_[suffix]		English reading		Coding Frame RAB30a		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		79				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: Coding Frame RAB30b		2017_KS2_IVT_English_reading_Coding_Frame_RAB30b_[suffix]		English reading		Coding Frame RAB30b		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		80				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: Coding Frame RAB31a		2017_KS2_IVT_English_reading_Coding_Frame_RAB31a_[suffix]		English reading		Coding Frame RAB31a		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		48				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: Coding Frame RAB31b		2017_KS2_IVT_English_reading_Coding_Frame_RAB31b_[suffix]		English reading		Coding Frame RAB31b		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		41				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: Coding Frame RAB32a		2017_KS2_IVT_English_reading_Coding_Frame_RAB32a_[suffix]		English reading		Coding Frame RAB32a		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		41				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: Coding Frame RAB32b		2017_KS2_IVT_English_reading_Coding_Frame_RAB32b_[suffix]		English reading		Coding Frame RAB32b		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		41				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: Coding Frame RAB33a		2017_KS2_IVT_English_reading_Coding_Frame_RAB33a_[suffix]		English reading		Coding Frame RAB33a		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		41				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: Coding Frame RAB33b		2017_KS2_IVT_English_reading_Coding_Frame_RAB33b_[suffix]		English reading		Coding Frame RAB33b		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		41				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-ER-TEAM[teamnumber]		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT GPS: Coding frame G2V001		2017_KS2_IVT_GPS_Coding_frame_G2V001_[suffix]		GPS		Coding frame G2V001		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		28				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT GPS: Coding frame G2V002		2017_KS2_IVT_GPS_Coding_frame_G2V002_[suffix]		GPS		Coding frame G2V002		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		36				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT GPS: Coding frame G2V003		2017_KS2_IVT_GPS_Coding_frame_G2V003_[suffix]		GPS		Coding frame G2V003		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		35				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT GPS: Coding frame G2V004		2017_KS2_IVT_GPS_Coding_frame_G2V004_[suffix]		GPS		Coding frame G2V004		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		28				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-CF-GP-TEAM[teamnumber]		Not required				333333				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT science: Coding frame SC001B		2017_KS2_IVT_science_Coding_frame_SC001B_[suffix]		science		Coding frame SC001B		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-SC-TEAM[teamnumber]		Not required				555555				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT science: Coding frame SC001C		2017_KS2_IVT_science_Coding_frame_SC001C_[suffix]		science		Coding frame SC001C		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-SC-TEAM[teamnumber]		Not required				555555				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT science: Coding frame SC001P		2017_KS2_IVT_science_Coding_frame_SC001P_[suffix]		science		Coding frame SC001P		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-SC-TEAM[teamnumber]		Not required				555555				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT science: Coding frame SC002C		2017_KS2_IVT_science_Coding_frame_SC002C_[suffix]		science		Coding frame SC002C		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-SC-TEAM[teamnumber]		Not required				555555				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT science: Coding frame SC002B		2017_KS2_IVT_science_Coding_frame_SC002B_[suffix]		science		Coding frame SC002B		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-SC-TEAM[teamnumber]		Not required				555555				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT science: Coding frame SC002P		2017_KS2_IVT_science_Coding_frame_SC002P_[suffix]		science		Coding frame SC002P		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-SC-TEAM[teamnumber]		Not required				555555				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT science: Coding frame SC003B		2017_KS2_IVT_science_Coding_frame_SC003B_[suffix]		science		Coding frame SC003B		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-SC-TEAM[teamnumber]		Not required				555555				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT science: Coding frame SC003C		2017_KS2_IVT_science_Coding_frame_SC003C_[suffix]		science		Coding frame SC003C		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-SC-TEAM[teamnumber]		Not required				555555				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT science: Coding frame SC003P		2017_KS2_IVT_science_Coding_frame_SC003P_[suffix]		science		Coding frame SC003P		coding frame for the stated team and includes X,Y,Z scripts		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-SC-TEAM[teamnumber]		Not required				555555				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT English reading: General guidance		2017_KS2_IVT_English_reading_General_guidance_[suffix]		English reading		General guidance		General guidance documement for all ER teams		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-ER-General_guidance		Not required				222222				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT GPS: General guidance		2017_KS2_IVT_GPS_General_guidance_[suffix]		GPS		General guidance		General guidance documement for all GPS teams		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-GP-General_guidance		Not required				333333				?TEAM OR CODING BLOCK?

		TDRs		PDF		2017 KS2 IVT science: General guidance		2017_KS2_IVT_science_General_guidance_[suffix]		science		General guidance		General guidance documement for all science teams		1		A3 folded		20				Double sided		B&W		Supplier		1 per team member inc. supervisors		xx-TM-SC-TEAM[teamnumber]		Not required				555555				?TEAM OR CODING BLOCK?





Test combinations



		KS2 English reading		Test 1		Minimum number of pupils		Description

		Combination 1		RAB29a		300		Each child will sit one test.
Each test has a reading prompt and a reading answer booklet.

		Combination 2		RAB29b		300

		Combination 3		RAB30a		300

		Combination 4		RAB30b		300

		Combination 5		RAB31a		300

		Combination 6		RAB31b		300

		Combination 7		RAB32a		300

		Combination 8		RAB32b		300

		Combination 9		RAB33a		300

		Combination 10		RAB33b		300

		Total number of pupils				3000

		KS2 grammar punctuation and spelling		Test 1		Minimum number of pupils		Description

		Combination 1		G2V001		300		Each child will sit one test which consistst of only a question paper.

		Combination 2		G2V002		300

		Combination 3		G2V003		300

		Combination 4		G2V004		300

		Total number of pupils				1200

		KS2 science		Test 1		Test 2		Test 3		Minimum number of pupils		Description

		Combination 1		SC001B		SC001C		SC001P		300		Each child will sit one complete test comprising of three papers, with a break between each paper.

		Combination 2		SC002C		SC002P		SC002B		300

		Combination 3		SC003P		SC003B		SC003C		300

		Total number of pupils								900





Teams and targets

		Subject		Target tests to achieve		Number of LMs		Number of DLMs		Number of non-supervisory markers		Total number of markers for the marking window (excludes LMs)		Average team size

		KS2 English reading												ERROR:#DIV/0!

		KS2 GPS												ERROR:#DIV/0!

		Totals		0		0		0		0		0		ERROR:#DIV/0!

				Subject		Reading												GPS

		Team information		Lead Marker name

				Deputy Lead marker name

				Test version allocated to LM and team









GPS coder model

				Lead		Deputy		Booklets

		Team 1		1		0		G2V001

		Team 2		1		0		G2V002

		Team 3		1		0		G2V003

		Team 4		1		0		G2V004





Reading coder model

				Lead		Deputy		Booklets

		Team 1		1		1		RAB29a

		Team 2		1		1		RAB29b

		Team 3		1		1		RAB30a

		Team 4		1		1		RAB30b

		Team 5		1		1		RAB31a

		Team 6		1		1		RAB31b

		Team 7		1		1		RAB32a

		Team 8		1		1		RAB32b

		Team 9		1		1		RAB33a

		Team 10		1		1		RAB33b

























Science coder model

				Lead		Deputy		Booklets

		Team 1		1		0		SC001B		SC002B		SC003B

		Team 2		1		0		SC001C		SC002C		SC003C

		Team 3		1		0		SC001P		SC002P		SC003P

























Change log

		Please record the details of any changes made to this file

		Date		Change made by		Worksheet		Description of changes made

		6/27/16		SD		all		TIS created for 2017 KS2 IVT trial. Ready for RE to add info then be circulated to TDRs

		7/22/16		DS		Science coder model		Added no.s of leads required
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Cover sheet and key

		Year of trial		2017

		Key stage of trial		KS2

		Type of trial		TPT

		Prefix		2017 KS2 TPT 



		Columns in materials for print and supervisor and coder materials tabs should be completed/updated as follows:

		Subject teams

		Supplier supplied

		Psychometrics

		Trialling team

		Auto-generated

		DTP

		Production of documents. All documents produced for print must meet the following conditions:				Links to handover folders		All subjects should be placed in the same folder so all docs can be matched to "for print tabs"

		Front cover (must not show any confidencial test content)				Proof handover folder		<link>

		Back cover (must be blank so that no confidencial test content is visible)				Final handover folder		<link>

		Number of pages must be:
multiple of 4 if final document is to printed A3 folded
even number if final document is to be printed A4 (either single sheet or stapled)

		Pager numbers at the bottom of each page 

		Year of trial on front cover

		Key stage of trial on front cover

		Trial type on front cover

		Subject on front cover

		Sample number (if required) on front cover

		Unique booklet code on front cover

		Must be PDFed (unless otherwise agreed)

		Subjects		Sample numbers

		General		111111

		English reading		222222

		GPS		333333

		mathematics		444444

		science		555555





Test materials for print

		Produced by		File format		Auto-generated document title (suggested document title)
Please add the suffix:
Draft versions: _DDMMYYYY
Electronic final: _PDFA
Final print file: _PRINTHO 		Auto-generated document file name (STRONGLY suggested name to be given to these files). 
Please add the suffix:
Draft versions: _DDMMYYYY
Electronic final: _PDFA
Final print file: _PRINTHO		Subject		Document type (supplied by subject teams) 
Do not unclude subject, key stage, year, etc. as this will be auto generated.		Document description (for coding frames and training materials please list what is included in the document; for example, p, t, s scripts)		No. versions		Estimated number of pages (Other than single sheets all documents must be multiples of 4)
(Supplied by TDRs)		Confirmed number of pages
(Supplied by TDRs)		Number of spare copies required by STA		Single/double sided		Black & white or colour		Type of scan (if required)
black&white or greyscale		Booklet code		No. items
(Supplied following test construction by Psychometrics)		No. questions 
(Supplied following test construction by Psychometrics)		Target (not inc. contingency)
(taken from combinations data)		Number to be trialled + 10% (do not type in column)		Number to be printed (do not type in column)		Scanning requirement		Barcode
(TBC with Supplier)		Sample number 
(TBC with Supplier)		Colour of booklet
(TBC with Supplier)		Final number to be printed - inc NFER spares (TBC with Supplier)

		TDR		PDF		2017 KS2 TPT General Administrator guide - 		2017_KS2_TPT_General_Administrator_guide__[suffix]		General		Administrator guide		Administrators guide that is provided to all administrators for all subjects		1		50				20		Double		Black & white						NA		NA		x1 copy per administrator		x1 copy per administrator		x1 copy per administrator + 20		Not required				111111

		DTP		PDF		2017 KS2 TPT General Pupil data form - 		2017_KS2_TPT_General_Pupil_data_form__[suffix]		General		Pupil data form		Pupil form for gathering pupil data for all subjects		1		1				20		Double		Black & white						NA		NA		x1 copy per school		x1 copy per school		x1 copy per school + 20		Not required				111111

		DTP		PDF		2017 KS2 TPT English reading reading booklet - RP0025		2017_KS2_TPT_English_reading_reading_booklet_RP0025_[suffix]		English reading		reading booklet		Reading prompt		1		12 to 16				20		Double		Colour				RP0025		NA		NA		2020		2222		2242		Not required				222222

		DTP		PDF		2017 KS2 TPT English reading  reading booklet - RP0026		2017_KS2_TPT_English_reading_reading_booklet_RP0026_[suffix]		English reading		 reading booklet		Reading prompt		1		12 to 16				20		Double		Colour				RP0026		NA		NA		2020		2222		2242		Not required				222222

		DTP		PDF		2017 KS2 TPT English reading  reading booklet - RP0027		2017_KS2_TPT_English_reading_reading_booklet_RP0027_[suffix]		English reading		 reading booklet		Reading prompt		1		12 to 16				20		Double		Colour				RP0027		NA		NA		2020		2222		2242		Not required				222222

		DTP		PDF		2017 KS2 TPT English reading  reading booklet - RP0028		2017_KS2_TPT_English_reading_reading_booklet_RP0028_[suffix]		English reading		 reading booklet		Reading prompt		1		12 to 16				20		Double		Colour				RP0028		NA		NA		2020		2222		2242		Not required				222222

		DTP		PDF		2017 KS2 TPT English reading  reading booklet - RPAT00		2017_KS2_TPT_English_reading_reading_booklet_RPAT00_[suffix]		English reading		 reading booklet		Reading prompt		1		12 to 16				20		Double		Colour				RPAT00		NA		NA		1540		1694		1714		Not required				222222
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Test combinations



		KS2 English reading		Test 1		Test 2		Minimum number of pupils		Description

		Combination 1		RAB25A		RABXAT		65		Each child will sit two tests with a break in between, except combination 33 which will be one test only.
Each test has a reading prompt and a reading answer booklet.

		Combination 2		RAB25B		RABXAT		65

		Combination 3		RAB26A		RABXAT		65

		Combination 4		RAB26B		RABXAT		65

		Combination 5		RAB27A		RABXAT		65

		Combination 6		RAB27B		RABXAT		65

		Combination 7		RAB28A		RABXAT		65

		Combination 8		RAB28B		RABXAT		65

		Combination 9		RAB25A		RAB26A		220

		Combination 10		RAB25A		RAB26B		220

		Combination 11		RAB25B		RAB26A		220

		Combination 12		RAB25B		RAB26B		220

		Combination 13		RAB27A		RAB28A		220

		Combination 14		RAB27A		RAB28B		220

		Combination 15		RAB27B		RAB28A		220

		Combination 16		RAB27B		RAB28B		220

		Combination 17		RABXAT		RAB25A		65

		Combination 18		RABXAT		RAB25B		65

		Combination 19		RABXAT		RAB26A		65

		Combination 20		RABXAT		RAB26B		65

		Combination 21		RABXAT		RAB27A		65

		Combination 22		RABXAT		RAB27B		65

		Combination 23		RABXAT		RAB28A		65

		Combination 24		RABXAT		RAB28B		65

		Combination 25		RAB26A		RAB25A		220

		Combination 26		RAB26A		RAB25B		220

		Combination 27		RAB26B		RAB25A		220

		Combination 28		RAB26B		RAB25B		220

		Combination 29		RAB28A		RAB27A		220

		Combination 30		RAB28A		RAB27B		220

		Combination 31		RAB28B		RAB27A		220

		Combination 32		RAB28B		RAB27B		220

		Combination 33 (Anchor only)		RABXAT				500

		Total number of pupils						5060

		KS2 grammar punctuation and spelling		Test 1		Test 2		Minimum number of pupils		Description

		Combination 1		G2V001		G2V005		250		Each child will sit two tests with a break between tests. In each test there is a question paper followed by a spelling paper.

		Combination 2		G2V002		G2V006		250

		Combination 3		G2V003		G2V007		250

		Combination 4		G2V004		G2V008		250

		Combination 5		G2V005		G2V001		250

		Combination 6		G2V006		G2V002		250

		Combination 7		G2V007		G2V003		250

		Combination 8		G2V008		G2V004		250

		Combination 9 (Anchor)		G2VXAT				1500		Each child will sit one test with a question paper followed by a spelling paper.

		Total number of pupils						3500

		KS2 mathematics		Test 1  - paper 1		Test 1 - paper 2		Test 1 - paper 3		Minimum number of pupils		Description

		Combination 1		M2AR01		TBC		TBC		500		Each child will sit one complete test comprising three papers: arithmetic (paper 1) followed by reasoning papers 2 and 3.

		Combination 2		M2AR02		TBC		TBC		500

		Combination 3		M2AR03		TBC		TBC		500

		Combination 4		M2AR04		TBC		TBC		500

		Combination 5		M2AR05		TBC		TBC		500

		Combination 6		M2AR06		TBC		TBC		500

		Combination 7		M2AR07		TBC		TBC		500

		Combination 8		M2AR08		TBC		TBC		500

		Combination 9		M2AR09		TBC		TBC		500

		Combination 10		M2AR10		TBC		TBC		500

		Combination 11 (Anchor)		M2ARAT		TBC		TBC		1500		Each child will take one test comprising three papers: arithmetic (paper 1) followed by reasoning paper 2 and paper 3.

EVISON, Rebecca: EVISON, Rebecca:
TBC at start-up if we will have two or three papers.

		Total number of pupils								6500





Teams and targets

		Subject		Target tests to achieve		Number of LMs		Number of DLMs		Number of non-supervisory markers		Total number of markers for the marking window (excludes LMs)		Average team size

		KS2 English reading												ERROR:#DIV/0!

		KS2 GPS												ERROR:#DIV/0!

		Totals		0		0		0		0		0		ERROR:#DIV/0!

				Subject		Reading												GPS

		Team information		Lead Marker name

				Deputy Lead marker name

				Test version allocated to LM and team









Maths coder model & item groups

		Teams - all blue shading are for anchor trial, remaining for main TPT marking

				Lead		Deputy		Item groups								Notes

		Anchor trial

		Reasoning Anchor team 1		Requires a lead and deputy				NA1		SA1						Two item groups equivalent to one paper (36 marks) - 1500 scripts
 1 group of 7 or 8 coders

		Reasoning Anchor team 2		Requires a lead and deputy				NA2		SA2						Two item groups equivalent to one paper (36 marks) - 1500 scripts
 1 group of 7 or 8 coders

		Arithmetic Anchor team 3		Requires a lead and deputy				AA1		AA2		AA3		AA4		Four item groups equivalent to one paper (40 marks) - 1500 scripts
 1 group of 7 or 8 coders

		Main TPT

		Team 4a/b		Requires a lead and deputy				N1		N2		S1		S2		Each set of item groups is equivalent to two papers (~36 marks each paper) - 1000 scripts of each
10 groups in total (each group lead by a lead or deputy) - 5 coders per group

		Team 5a/b		Requires a lead and deputy				N3		N4		S3		S4

		Team 6a/b		Requires a lead and deputy				N5		N6		S5		S6

		Team 7a/b		Requires a lead and deputy				N7		N8		S7		S8

		Team 8a/b		Requires a lead and deputy				NA1		SA1		NA2		SA2

		Team 9		Requires a lead				AA1		AA2		AA3		AA4		Four item groups equivalent to one paper (40 marks) - 1000 scripts
1 group of 5 coders

		Team 10a/b		Requires a lead and deputy				AR1		AR2		AR3		AR4		Each set of item groups is equivalent to two papers (80 marks) - 1000 scripts of each
4 groups in total (each group lead by a lead or deputy) - 5 coders per group

								AR5		AR6		AR7		AR8

		Team 11a/b		Requires a lead and deputy				AR9		AR10		AR11		AR12

								AR13		AR14		AR15		AR16





		Anchor trial								Paper		Item groups

		Item group		Test versions		Approx no items				TBC (anchor P2)

		NA1		Anchor paper 2		14 - 18				TBC (anchor P3)

		NA2		Anchor paper 3		14 - 18				M2ARAT		AA1		 AA2		 AA3		 AA4

		SA1		Anchor paper 2		8-12				N3S2P2

		SA2		Anchor paper 3		8-12				N4SAP2

		AA1		M2ARAT		9				N5S4P2

		AA2		M2ARAT		9				N6S5P2

		AA3		M2ARAT		9				NAS3P2

		AA4		M2ARAT		9				NAS6P2

		Main TPT								N1S3P3

		Item group		Test versions		Approx no items				N2S1P3

		N1		Two TBC		14-18				N3SAP3

		N2		Two TBC		14-18				N4S6P3

		N3		Two TBC		14-18				N5SAP3

		N4		Two TBC		14-18				N6S4P3

		N5		Two TBC		14-18				NAS2P3

		N6		Two TBC		14-18				NAS5P3

		N7		Two TBC		14-18				N1S1X2

		N8		Two TBC		14-18				N2SAX2

		NA1		Two TBC		14-18				N3S2X2

		NA2		Two TBC		14-18				N4SAX2

		S1		Two TBC		8-12				N5S4X2

		S2		Two TBC		8-12				N6S5X2

		S3		Two TBC		8-12				NAS3X2

		S4		Two TBC		8-12				NAS6X2

		S5		Two TBC		8-12				N1S3X3

		S6		Two TBC		8-12				N2S1X3

		S7		Two TBC		8-12				N3SAX3

		S8		Two TBC		8-12				N4S6X3

		SA1		Two TBC		8-12				N5SAX3

		SA2		Two TBC		8-12				N6S4X3

		AR1		Two TBC		9				NAS2X3

		AR2		Two TBC		9				NAS5X3

		AR3		Two TBC		9				NASAP2

		AR4		Two TBC		9				NXSXP3

		AR5		Two TBC		9				NXSXP2

		AR6		Two TBC		9				M2AR01

		AR7		Two TBC		9				M2AR02

		AR8		Two TBC		9				M2AR03

		AR9		Two TBC		9				M2AR04

		AR10		Two TBC		9				M2AR05

		AR11		Two TBC		9				M2AR06

		AR12		Two TBC		9				M2AR07

		AR13		Two TBC		9				M2AR08

		AR14		Two TBC		9				M2AR09

		AR15		Two TBC		9				M2AR10

		AR16		Two TBC		9

		AR17		Two TBC		9

		AR18		Two TBC		9

		AR19		Two TBC		9

		AR20		Two TBC		9

		AR21		Two TBC		9

		AR22		Two TBC		9

		AR23		Two TBC		9

		AR24		Two TBC		9

		AA1		Two TBC		9

		AA2		Two TBC		9

		AA3		Two TBC		9

		AA4		Two TBC		9





GPS coder model & item groups

		Teams - all blue shading are for anchor trial, remaining for main TPT marking



				Lead				Deputy Lead				Item groups																								Notes

		Anchor team

EVISON, Rebecca: EVISON, Rebecca:
To mark G2VXAT		1				1				AS1		AS2		AG1		AG2		AG3		AG4		AG5		AG6		AL1		AP1		AP2		AP3		Together a set of item groups for a team are equivalent to one script.

		Team 1		1				1				AS1		AS2		AG1		AG2		AG3		AG4		AG5		AG6		AL1		AP1		AP2		AP3

		Team 2		1				1				TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC

		Team 3		1				1				TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC

		Team 4		1				1				TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC

		Team 5		1				1				TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC		TBC



		Anchor trial								Paper		Item groups

EVISON, Rebecca: EVISON, Rebecca:
Likely item groups but will confirm following construction

		Item group		Test versions		No items				G2VXAT		AG1		AG2		AG3		AG4		AG5		AG6		AL1		AP1		AP2		AP3		AS1		AS2

		AG1		G2VXAT		5				G2V001		AG1		AG2		G1		G2		G3		G4		P1		P5		GPL1		L3		AS1		S4

		AG2		G2VXAT		5				G2V002		AG1		AP1		G6		G8		G10		G11		G16		P3		P4		L1		S1		AS2

		AG3		G2VXAT		5				G2V003		AG3		AP1		G1		G7		G10		G13		G15		P8		GPL1		L2		S2		S5

		AG4		G2VXAT		5				G2V004		AG2		AG3		AP3		G2		G5		G14		G16		P1		P6		L1		S3		S6

		AG5		G2VXAT		5				G2V005		AG5		AP2		AL1		G6		G13		G14		G15		G18		P3		P7		S1		S6

		AG6		G2VXAT		5				G2V006		AG5		AG6		AP3		G3		G4		G7		G9		P2		P7		L2		S2		S4

		AL1		G2VXAT		5				G2V007		AG4		AG6		AP2		G5		G12		G17		G18		P4		P6		L3		S3		AS2

		AP1		G2VXAT		5				G2V008		AG4		AL1		G8		G9		G11		G12		G17		P2		P5		P8		AS1		S5

		AP2		G2VXAT		5

		AP3		G2VXAT		5

		AS1		G2VXAT		10

		AS2		G2VXAT		10

		Main TPT

		Item group		Test versions

EVISON, Rebecca: EVISON, Rebecca:
Likely test version/item group but will confirm after test construction								

EVISON, Rebecca: EVISON, Rebecca:
Likely item groups but will confirm following construction		No items

		AG1		G2V001 & G2V002		5

		AG2		G2V001 & G2V004		5

		AG3		G2V003 & G2V004		5

		AG4		G2V007 & G2V008		5

		AG5		G2V005 & G2V006		5

		AG6		G2V006 & G2V007		5

		AL1		G2V005 & G2V008		5

		AP1		G2V002 & G2V003		5

		AP2		G2V005 & G2V007		5

		AP3		G2V004 & G2V006		5

		G1		G2V001 & G2V003

		G2		G2V001 & G2V004

		G3		G2V001 & G2V006

		G4		G2V001 & G2V006

		G5		G2V004 & G2V007

		G6		G2V002 & G2V005

		G7		G2V003 & G2V006

		G8		G2V002 & G2V008

		G9		G2V006 & G2V008

		G10		G2V002 & G2V003

		G11		G2V002 & G2V008

		G12		G2V007 & G2V008

		G13		G2V003 & G2V005

		G14		G2V004 & G2V005

		G15		G2V003 & G2V005

		G16		G2V002 & G2V004

		G17		G2V007 & G2V008

		G18		G2V005 & G2V007

		L1		G2V002 & G2V004

		L2		G2V003 & G2V006

		L3		G2V001 & G2V007

		P1		G2V001 & G2V004

		P2		G2V006 & G2V008

		P3		G2V002 & G2V005

		P4		G2V001 & G2V007

		P5		G2V001 & G2V008

		P6		G2V004 & G2V007

		P7		G2V005 & G2V006

		P8		G2V003 & G2V008

		GPL1		G2V001 & G2V003

		AS1		G2V001 & G2V008		10

		AS2		G2V002 & G2V007		10

		S1		G2V002 & G2V005		10

		S2		G2V003 & G2V006		10

		S3		G2V004 & G2V007		10

		S4		G2V001 & G2V006		10

		S5		G2V003 & G2V008		10

		S6		G2V004 & G2V005		10





Reading coder model item groups

		Teams - all blue shading are for anchor marking remaining for main TPT marking



				Lead		Deputy		Item groups				Notes

		Anchor team		1		1		RABXAT				Item group is one script.

		Team 1		1		1		RAB25A		RAB25B		Each item group equivalent to one script.

		Team 2		1		1		RAB26A		RAB26B

		Team 3		1		1		RAB27A		RAB27B

		Team 4		1		1		RAB28A		RAB28B
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Coder models for use in 2017 trials KS1 IVT.docx
Coder models for use in 2017 trials.

During the coding window there is the expectation that suppliers will have full contingency plans and will work with STA to determine trigger points and areas for when these should start to be implemented.

It is advised that all teams should include reserve deputies from the coder pool.

		Trial

		Key Stage

		Subject

		model

		Leads

		Deputies

		Coders (if applicable)



		IVT

		KS1

		Mathematics

		6 booklets

		3

		3

		8 per team







		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		IVT

		KS1

		Grammar, Punctuation and spelling

		4

		4

		20







		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		IVT

		KS1

		Reading

		4

		4

		32







Coding fees 2017:

		Script selection and training materials responsibility (one off fee)*

		Lead coder

		Deputy lead coder

		Coder



		Reading

		£260

		£260

		NA



		GPS

		£260

		£260

		NA



		Maths

		£260

		£260

		NA



		Marking Responsibility (one off fee)*

		

		

		



		Reading

		£330

		£165

		NA



		GPS

		£330

		£165

		NA



		Maths

		£330

		£165

		NA



		[bookmark: _GoBack]Report writing fee (one off fee)

		

		

		



		Reading

		£315

		£315

		NA



		GPS

		£105

		£105

		NA



		Maths

		£105

		£105

		NA



		Attendance fee

		

		

		



		Daily attendance fee (full day/half day)

		£260/£130

		£190/£85

		£150/£75







Please note that these are the expected fees that will be paid therefore they should be used for costings. There is, however, the possibility that fees may need to be adjusted following test construction, or for instance if particular items or booklets prove to be unusually difficult to code. Any changes must be agreed by STA prior to coding. 

*Payment of responsibility fees to supervisors is based on the satisfactory completion of their duties. It will be the supplier’s decision to pay/withhold any fees; STA will provide a report on each supervisor to the supplier to assist in evaluating performance. 
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Coder models for use in 2017 trials KS1 TPT.docx
Coder models for use in 2017 trials.

During the coding window there is the expectation that suppliers will have full contingency plans and will work with STA to determine trigger points and area’s for when these should start to be implemented.

It is advised that all teams should include reserve deputies from the coder pool.

		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		TPT-OSM

		KS1

		Mathematics

		5

		5

		for first four teams marking reasoning 8 markers per team; for the team marking arithmetic blocks 10 markers



		TPT-Paper based option

		KS1

		Mathematics

		6

		6

		reasoning test teams: 5-6 markers per team

arithmetic teams (2 teams): 8 markers per team







		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		TPT

		KS1

		Grammar, Punctuation and spelling

		8

		8

		40







		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		TPT

		KS1

		Reading

		5

		5

		60










Coding fee’s 2017:

		Script selection and training materials responsibility fee (one off fee)*

		Lead coder

		Deputy lead coder

		Coder



		Reading

		£260

		£260

		NA



		GPS

		£260

		£260

		NA



		Maths

		£260

		£260

		NA



		[bookmark: _GoBack]Marking responsibility fee (one off fee)*

		

		

		



		Reading

		£330

		£165

		NA



		GPS

		£330

		£165

		NA



		Maths

		£330

		£165

		NA



		Report writing fee (one off fee)

		

		

		



		Reading

		£315

		£315

		NA



		GPS

		£105

		£105

		NA



		Maths

		£105

		£105

		NA



		Standard fees

		

		

		



		Daily attendance fee (full day/half day)

		£260/£130

		£190/£85

		£150/£75



		Team Responsibility fee – per member (OSM only)

		£120

		£120

		NA



		Communications fee (OSM only)

		£15

		£10

		£5







Please note that these are the expected fees that will be paid therefore they should be used for costings. There is, however, the possibility that fees may need to be adjusted following test construction, or for instance if particular items or booklets prove to be unusually difficult to code. Any changes must be agreed by STA prior to coding. 

*Payment of responsibility fees to supervisors is based on the satisfactory completion of their duties. It will be the supplier’s decision to pay/withhold any fees; STA will provide a report on each supervisor to the supplier to assist in evaluating performance. 

Booklet coding fees

If coding is to take place at panel, daily attendance fees may be used for calculating costing rather than booklet fees. 

If, however, coding is being completed on-screen the booklet fees in the table below should be used. Please note that the booklet fees below are based on KS2 TPT booklet fees therefore adjustments may need to be made to these booklet fees following test construction. 

		KS1 TPT Reading

		 



		Reading answer booklet

		£2.75



		Reading answer booklet - anchor

		£2.75



		KS1 TPT GPS

		 



		Short answer questions and spelling task booklet

		£2.15



		Short answer questions and spelling task booklet - anchor

		£2.15



		KS1 TPT maths

		 



		Reasoning

		£1.60



		Arithmetic

		£1.60
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Coder models for use in 2017 trials KS2 IVT.docx
Coder models for use in 2017 trials.

During the coding window there is the expectation that suppliers will have full contingency plans and will work with STA to determine trigger points and area’s for when these should start to be implemented.

It is advised that all teams should include reserve deputies from the coder pool. (Except Science where it would be a reserve lead)

		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		IVT

		KS2

		Science

		3

		0

		5 per team (15 in total, not including leads)







		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		IVT

		KS2

		Grammar, Punctuation and spelling

		4

		0

		16







		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		IVT

		KS2

		Reading

		10

		10

		30







Coding fee’s 2017:

		Script selection and training materials responsibility fee*

		Lead coder

		Deputy lead coder

		Coder



		Reading

		£260

		£260

		NA



		GPS

		£260

		£260

		NA



		Science

		£260

		£260

		NA



		Marking Responsibility fee*

		

		

		



		Reading

		£330

		£165

		NA



		GPS

		£330

		£165

		NA



		Science

		£330

		£165

		NA



		Report writing fee

		

		

		



		Reading

		£315

		£315

		NA



		GPS

		£105

		£105

		NA



		Science

		£105

		£105

		NA



		Attendance fee

		

		

		



		Daily attendance fee (full day/half day)

		£260/£130

		£190/£85

		£150/£75







Please note that these are the expected fees that will be paid therefore they should be used for costings. There is, however, the possibility that fees may need to be adjusted following test construction, or for instance if particular items or booklets prove to be unusually difficult to code. Any changes must be agreed by STA prior to coding. 

[bookmark: _GoBack]*Payment of responsibility fees to supervisors is based on the satisfactory completion of their duties. It will be the supplier’s decision to pay/withhold any fees; STA will provide a report on each supervisor to the supplier to assist in evaluating performance. 
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Coder models for use in 2017 trials KS2 TPT.docx
[bookmark: _GoBack]Coder models for use in 2017 trials.

During the coding window there is the expectation that suppliers will have full contingency plans and will work with STA to determine trigger points and area’s for when these should start to be implemented.

It is advised that all teams should include reserve deputies from the coder pool.

		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		TPT

		KS2

		Mathematics

Arithmetic

		3

		2

		25 (5 groups of 5 coders) Extra lead is for anchor.



		TPT

		KS2

		Mathematics

Reasoning

		5

		5

		50 (10 gps of 5)







		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		TPT Anchors

		KS2

		Mathematics

Arithmetic

		1

		1

		14 to 16 (2 gps of 7 or 8)



		TPT Anchors

		KS2

		Mathematics

Reasoning

		2

		2

		28 to 32 (4 gps of 7 or 8)







		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		TPT

		KS2

		Grammar, Punctuation and spelling

		4

		4

		20









		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		TPT Anchors

		KS2

		Grammar, Punctuation and spelling

		1

		1

		10







		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		TPT

		KS2

		Reading

		4

		4

		48







		Trial

		Key Stage

		Subject

		Leads

		Deputies

		Coders (if applicable)



		TPT

Anchors

		KS2

		Reading

		1

		1

		12





** Please note that for Reading allocations these are smaller than previous years to ensure all coding can be completed within the timeframe.



Coding fee’s 2017:

		Script selection and training materials responsibility fee*

		Lead coder

		Deputy lead coder

		Coder



		Reading

		£260

		£260

		NA



		GPS

		£260

		£260

		NA



		Maths

		£260

		£260

		NA



		Marking Responsibility fee*

		

		

		



		Reading

		£330

		£165

		NA



		GPS

		£330

		£165

		NA



		Maths

		£330

		£165

		NA



		Report writing fee

		

		

		



		Reading

		£315

		£315

		NA



		GPS

		£105

		£105

		NA



		Maths

		£105

		£105

		NA



		Attendance fee

		

		

		



		Daily attendance fee (full day/half day)

		£260/£130

		£190/£85

		£150/£75







Please note that these are the expected fees that will be paid therefore they should be used for costings. There is, however, the possibility that fees may need to be adjusted following test construction, or for instance if particular items or booklets prove to be unusually difficult to code. Any changes must be agreed by STA prior to coding. 

*Payment of responsibility fees to supervisors is based on the satisfactory completion of their duties. It will be the supplier’s decision to pay/withhold any fees; STA will provide a report on each supervisor to the supplier to assist in evaluating performance. 

Booklet coding fees

		KS2 TPT Reading

		 



		Reading answer booklet

		£2.75



		Reading answer booklet - anchor

		£2.75



		KS2 TPT GPS

		 



		Short answer questions and spelling task booklet

		£2.15



		Short answer questions and spelling task booklet - anchor

		£2.15



		KS1 TPT maths

		 



		Reasoning

		£1.60



		Arithmetic

		£1.60








