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[bookmark: _Toc404259428]INTRODUCTION
[bookmark: _Toc268270517][bookmark: _Toc269721180][bookmark: _Toc270072683][bookmark: _Toc270072933][bookmark: _Toc270072995][bookmark: _Toc404259429]Purpose
1.1 [bookmark: _Toc268270518][bookmark: _Toc269721181][bookmark: _Toc270072684][bookmark: _Toc270072934][bookmark: _Toc270072996]This ITQ has been issued by the Standards and Testing Agency (STA) for the purpose of securing items for tests in key stage 1 English grammar, punctuation and spelling
1.2 The delivery of the Item Writing Services will be governed by the DfE’s standard Contract for Item Writing Services which will be let in accordance with, and subject to, English law. 
[bookmark: _Toc404259430]Structure
1.3 [bookmark: _Toc268270519][bookmark: _Toc269721182][bookmark: _Toc270072685][bookmark: _Toc270072935][bookmark: _Toc270072997]This ITQ:
Outlines the planned procurement process;
Sets out the context for the required services and details of STA’s requirements; and
Contains a tender response section to evaluate the Tenderer's proposed solution to the STA requirements ("Tender").
[bookmark: _Toc404259431]Disclaimer and Conditions
1.4 No information contained in this ITQ or in any communication made between STA and any Tenderer shall be relied upon as constituting a contract, agreement or representation that any contract will be offered. 
1.5 STA reserves the right, subject to compliance with the Public Contracts Regulations 2006 (as amended), ("the Procurement Regulations"), to change without notice the basis of, or the procedures for, this ITQ or to terminate the ITQ at any time. Under no circumstances shall STA incur any liability in respect of this ITQ or any supporting documentation and STA will not reimburse any costs incurred by Tenderers or potential Tenderers in connection with preparation and/or submission of their Tenders.
1.6 The information contained within this document is confidential and should not be disclosed except for purposes related to the completion of the Tender.
1.7 STA is responsible for developing the National Curriculum assessments on behalf of DfE and must ensure that all contracted agencies and consultants are aware of, and comply with, the relevant sections of the current Ofqual Regulatory Framework.
For reference please refer to the Regulatory Framework for National Assessments: National Curriculum and Early Years Foundation Stage 
http://www.ofqual.gov.uk/files/2011-regulatory-framework-for-national-assessments.pdf

[bookmark: _Toc268270520][bookmark: _Toc269721183][bookmark: _Toc270072686][bookmark: _Toc270072936][bookmark: _Toc270072998][bookmark: _Toc404259432]Freedom of Information and Transparency
1.8 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.
1.9 STA participates fully in the Government’s transparency arrangements. As such, Tenderers should be aware that:
· any contracts or agreements resulting from its procurement exercises may be published in full, subject to limited redactions in line with FOIA exemptions; and
· financial transactions in relation to any contracted goods or services will be published and so cannot be deemed commercially sensitive (see over).
1.10 If a Tenderer considers that any of the information included in its Tender is commercially sensitive, it should identify this information in the table below and explain a) what harm may result from disclosure if a request is received, and b) the time period applicable to that sensitivity. Tenderers should be aware that, even where they have indicated that information is commercially sensitive, STA may be required to disclose in response to a request under FOIA or as part of the Government's transparency arrangements. For example, the value of a contract must be made publicly available so this information cannot be deemed commercially sensitive.

	Section
	Commercial Sensitivity
	Time Period

	
	
	


[bookmark: _Toc269721188][bookmark: _Toc270072691][bookmark: _Toc270072941][bookmark: _Toc270073003]

[bookmark: _Toc299010295][bookmark: _Toc299010355][bookmark: _Toc299010395][bookmark: _Toc299010296][bookmark: _Toc299010356][bookmark: _Toc299010396][bookmark: _Toc299010297][bookmark: _Toc299010357][bookmark: _Toc299010397][bookmark: _Toc299010298][bookmark: _Toc299010358][bookmark: _Toc299010398][bookmark: _Toc299010299][bookmark: _Toc299010359][bookmark: _Toc299010399][bookmark: _Toc299010300][bookmark: _Toc299010360][bookmark: _Toc299010400][bookmark: _Toc298791783][bookmark: _Toc298791950][bookmark: _Toc298794668][bookmark: _Toc298797496][bookmark: _Toc404259433][bookmark: _Toc297118980]INSTRUCTIONS TO TENDERERS
1.11 Tenderers should read these instructions carefully before completing their Tenders. 
1.12 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. 
1.13 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, Rashida Akbar. 
1.14 All material issued in connection with this ITQ shall remain the property of STA and shall be used only for the purpose of this ITQ exercise. Any confidential STA Information shall either be returned to STA or securely destroyed by the Tenderer (at STA’s option) at the conclusion of the exercise.
1.15 The Tenderer shall ensure that each and every proposed sub-contractor, consortium member and adviser abides by the terms of these instructions.
1.16 STA shall not be committed to any course of action as a result of:
[bookmark: _DV_M233]Issuing this ITQ or any invitation to participate in this ITQ exercise;
[bookmark: _DV_M234][bookmark: _DV_M235][bookmark: _DV_M236][bookmark: _DV_M237]Communicating with a Tenderer or a Tenderer’s representatives or agents in respect of this ITQ exercise; or 
[bookmark: _DV_M238][bookmark: _DV_M239][bookmark: _DV_M242][bookmark: _DV_M243][bookmark: _DV_M245][bookmark: _DV_M247]Any other communication between STA (whether directly or by its agents or representatives) and any other party.
1.17 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.
1.18 STA reserves the right to amend, add to, or withdraw all or any part of this ITQ at any time during the ITQ exercise.
[bookmark: _Toc404259434]Tender Validity
1.19 Your Tender should remain valid for a period of 30 days from the submission date. 
[bookmark: _Toc404259435]Proposed Contract
1.20 Contracts for the provision of Item Writing Services will be let under STA’s standard Contract for the Provision of Item Writing Services. Contract numbers are provided in the table below:
	Subject
	Contract Number

	Key stage 1 English grammar, punctuation and spelling
	STA-0128-12



[bookmark: _Toc404259436]
Procurement Timescales
1.21 The proposed timetable for the ITQ exercise is set out below. STA reserves the right to change this if it becomes operationally necessary so to do.
	DATE
	STAGE

	14 August 2017
	ITQ issued to Suppliers

	12 noon 11 September 2017
	Deadline for submission of Clarification Questions by Tenderers

	12 noon 22 September 2017
	Closing Date for receipt by STA of Tenders 

	27 October 2017
	Notification of Award Decision

	13 to 27 November 2017
	Proposed contract Commencement and Start-Up Meeting



[bookmark: _Toc404259437]Clarification Questions
[bookmark: _Ref270655914][bookmark: _Ref310584131]Clarification Questions should be submitted by e-mail only to TendersTD.STA@education.gsi.gov.uk and cc’d to Rashida.Akbar@education.gov.uk. No further requests for clarifications will be accepted after the date shown in the table above. All communications should be clearly headed "Provision of Item Writing" and should include the subject and contract number which the question refers to. The name, contact details and position of the person making the communication should also be included.
1.22 STA will endeavour to answer all questions as quickly as possible, but cannot guarantee a minimum response time. 
1.23 In order to ensure equality of treatment of Tenderers, STA intends to publish the questions and clarifications raised by Tenderers, together with STA’s responses (but not the source of the questions), to all participants on a regular basis via email.
1.24 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.
1.25 STA reserves the right not to respond to a Clarification Question or to circulate such a Question where it considers that the answer to that Question would be likely to prejudice its own commercial interests.
[bookmark: _Toc404259438]Preparation of Tender
1.26 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.
1.27 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.
1.28 STA relies on Tenderers' own analysis and review of information provided. Consequently, Tenderers are solely responsible for obtaining the information which they consider is necessary in order to make decisions regarding the content of their Tenders and to undertake any investigations they consider necessary in order to verify any information provided to them by STA during the procurement process. 
[bookmark: _Toc404259439]STA Point of Contact
1.29 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 in paragraph 2.12.
1.30 All communications should be clearly headed "Provision of Item Writing" and should include the subject and contract number which the question refers to. The name, contact details and position of the person making the communication should also be included.
[bookmark: _Toc404259440]Confidentiality
1.31 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. 
1.32 All information supplied by Tenderers to STA will similarly be treated in confidence except for the disclosure of such information as may be required in accordance with the requirements of UK government policy on the disclosure of information relating to government contracts including the Freedom of Information Act and forthcoming transparency procedures.
[bookmark: _Toc404259441]Conflict of Interest
1.33 Any known conflicts of interest, or any potential conflicts of interest that may be reasonably foreseen, should be declared in the Tender. 
[bookmark: _Toc404259442]Value Added Tax
1.34 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. 
1.35 Tenderers are requested to set out their understanding of the VAT status of the contract based on the services to be provided and the status of STA. There will be no adjustment to the contract sum if VAT is subsequently found to be payable.
[bookmark: _Toc404259443]Submission of Tenders
1.36 The Tender must be submitted in the form 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.
1.37 Tenderers must submit their responses by email to TendersTD.STA@education.gov.uk cc’d to Rashida.Akbar@education.gov.uk. in the following format:
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 for each subject tendered; and
One electronic version in MS Word 2010 format (or compatible) labelled 'not priced' of their Tender excluding the pricing information and with their organisation name in the document title for each subject tendered.
1.38 Any example test materials and supporting documents submitted in response to Question 3 of the Tenderer’s Response should be merged into a single file per subject and either embedded into your response document, or provided as a separate document. Any passwords should be provided separate to your bid.
1.39 Tenders must be received by 12:00 noon on 22 September 2017. 
1.40 Tenders will be accepted at any time up to this deadline but will not be opened or evaluated until the deadline has passed. 
1.41 Any Tender received after the deadline may be rejected unless the Tenderer can provide irrefutable evidence that the Tender was capable of being received by the due date and time and that delivery failure was beyond their reasonable control.
[bookmark: _Toc404259444]Right to Reject/Disqualify
1.42 STA reserves the right to reject or disqualify a Tenderer where:
The Tenderer fails to comply fully with the requirements of this ITQ, including proper completion of the format for response, or is guilty of a serious misrepresentation in supplying any information required in this document; or
There is a change in identity, control, financial standing or other factor relating to the Tenderer that impacts on the selection and/or evaluation process.
[bookmark: _Toc404259445]Debriefing
1.43 Following the conclusion of the ITQ exercise, all unsuccessful Tenderers will have the opportunity of a debriefing. Unsuccessful Tenderers should notify STA by email that they wish to be debriefed. STA will aim to debrief unsuccessful Tenderers within 10 working days of receiving such a request.
[bookmark: _Toc404259446]EVALUATION METHODOLOGY
[bookmark: _Toc404259447]Basis of Award Decision
Technical Evaluation		70%
Commercial Evaluation		30%
[bookmark: _Toc404259448]Evaluation Process
1.44 Tenders will be formally logged upon receipt - any Tender that is received after the deadline for submission will be rejected.
1.45 Following the deadline for submission, a compliance check will then be conducted on all Tenders that are received on time to determine whether they correspond to the tender requirements. STA may reject any Tender that does not comply with these tender requirements.
1.46 Tender evaluation will then comprise three stages:
(1) Legal evaluation – confirmation of acceptance of the terms and conditions of the standard Contract for Item Writing Services according to the Declaration by Tenderer.
(2) Technical evaluation – scoring of the un-priced technical responses required in the Tender by an independent evaluation panel using the scores per criterion set out in that section and with the technical criteria weighted according to the table below:
	Technical Criterion
	Weighting

	Expertise in item development and design (see question 1)
	35%

	Project Management (see question 2)
	10%

	Example test materials (see question 3)
	35%

	Item Management (see question 4)
	10%

	Informal Trialling (see question 5)
	10%



(3) Commercial evaluation – assessment of the price for the services as set out in the pricing schedule
[bookmark: _Toc404259449]Award Decision
1.47 The technical and commercial evaluation scores will then be combined using the following methodology:
Technical Score = 100 x (Tenderer's technical score / Best technical score)
Price Score = 100 x (Lowest price / Tenderer's price)
Combined Score = (70% x Technical Score) + (30% x Price Score)
Quality Threshold: Tenderers scoring over 66% for their technical score will then be considered for award. STA reserves the right to amend this threshold in the event only one supplier scores higher – we will notify all parties if this occurs.
1.48 The Work Package will be evaluated and will be awarded to the Tenderer with the highest combined score.
1.49 STA reserves the right to withhold awarding the Work Package if no suppliers pass the Technical Score.
1.50 Following evaluation, a summary of the relative quality score and relative price score will be fed back to all bidders. An example of the level of information provided for the work package is given below:


	
	Technical threshold result
	Relative Quality Score
	Relative Price Score
	Weighted Combined Score
	Rank for Compliant Bidders

	 
	 
	70%
	30%
	 
	 

	Tenderer A
	PASS
	0.73
	0.12
	0.55
	3

	WINNER 1
	PASS
	0.93
	1.00
	0.95
	1

	Tenderer C
	PASS
	0.67
	0.23
	0.54
	4

	Tenderer D
	PASS
	1.00
	0.57
	0.87
	2



[bookmark: _Ref343000000][bookmark: _Toc404259450]SPECIFICATION OF REQUIREMENTS (SoR)
[bookmark: _Toc404259451]4.1	Background

This section of the ITQ sets out the Specification of Requirements (SoR) with respect to the items and mark schemes for the tests.

This work package is to assess the range of cognitive demand, question styles and content domain of the draft test frameworks in the relevant subject area as specified in section 4.5. 

Please note that STA is now using an item banking approach for test development. The item bank will be reviewed on a regular basis to identify areas where there are insufficient questions, meaning that at the point of project start-up, agencies will be provided with a more specific question writing brief to help address any areas of shortfall.

[bookmark: _Toc404259452]4.2	Revised National Curriculum
On 11 September 2013 the Secretary of State for Education published the new national curriculum framework following a series of public consultations. The Government wants the new National Curriculum for primary English, mathematics and science to set out the very highest expectations for all pupils and to be on a par with the highest-performing education jurisdictions in the world.

The new Programmes of Study are available to download:

https://www.gov.uk/government/publications/national-curriculum-in-england-primary-curriculum

The documents are very specific about the content to be covered, given the fundamental importance of these subjects as a foundation for further study and as the basis for our system of school accountability.

[bookmark: _Toc404259453]4.3	Test Frameworks
Test frameworks for key stage 1 and key stage 2 are based on the new National Curriculum published in September 2013. Each framework defines what is assessed, via the content and cognitive domains and sets out the criteria for test construction in the test specification.

https://www.gov.uk/government/collections/national-curriculum-assessments-test-frameworks 

Previous versions of the tests of the new National Curriculum are available at the following address. 

https://www.gov.uk/government/collections/national-curriculum-assessments-practice-materials 



[image: Department for Education]
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[bookmark: _Toc404259454]4.4	Project Deliverables/Outputs and Critical Steps
[bookmark: _GoBack]The Project deliverables/outputs are provided in the table below, and individual deliverables or outputs are indicated as Critical Steps where appropriate. All deliverables and outputs are categorised as mandatory and it is essential that you confirm that you can meet them in full. Unless indicated below, all dates are negotiable with STA. Failure to provide confirmation in your proposal documents may result in your proposal being rejected.

	
[bookmark: _Toc404259455]4.5	Functional Requirements

	Functional Requirements

	Assessment type:
	National Curriculum Assessment – for pupils at the end of key stage 1

	Item Development and Design:
	4.5.2 Key stage 1 English grammar, punctuation and spelling

	

	The number of marks stated for the work package outlined below is the total number of marks which must be provided at final handover. Suppliers will need to ensure sufficient items are created to allow for any losses during the process. The items are destined for tests that assess the new National Curriculum programme of study for key stage 1 English grammar, punctuation and spelling. 

Work Package (total: 60 marks) 
STA requires 60 marks of new and acceptable short-answer items and a mark scheme for each item. The items must be written to match the specifications for the content domain and the cognitive demand ratings as described in the key stage 1 test framework for GPS.

1. Content domain
The supplier must ensure that, at handover, the items comprising the short-answer elements of the contract are in the following approximate proportions across the areas of the content domain, further details of which are specified in the test framework:

	Test reference code
	Number of marks  
(per work package)

	G1	Grammatical terms/word classes
	12

	G2	Functions of sentences
	10

	G3	Combining words, phrases and clauses
	6

	G4       Verb tenses and consistency
	12

	G6	Punctuation
	20

	G8	Vocabulary 
	0

	Total
	 60



Suppliers should refer to the framework document for a full list of assessable elements.

1. Mark allocation
For short-answer items, a minimum of 80% of the marks at handover should be derived from single-mark items. Up to 20% may be derived from 2-mark items. 

1. Cognitive demand
The supplier must ensure that, at handover, the total marks of the short-answer items reflect the cognitive demand. Further details, definitions and examples can be found in the test framework.

	Mark schemes 
	Mark schemes must be developed for all items.
The mark schemes must provide sufficient and clear guidance for teachers and markers to: 
· allow marks to be allocated reliably, with consistency and accuracy
· enable marking to be manageable
· enable the marking of the tests to be effectively standardised
· have a principle to define what is correct 
· include examples of responses that illustrate the range of correct responses and possible incorrect or insufficient responses. Ideally, mark scheme exemplars should be drawn from informal trialling, where the items have been trialled.
The mark schemes should:
· Clearly and succinctly communicate the marking principles for creditworthy and possible non-creditworthy responses for each item
· Be straightforward to apply and recognise and reward pupils' responses appropriately


	Item and mark scheme design

	Prior to Interim Handover, items and mark schemes should NOT be presented in InDesign format, with Microsoft Word (or equivalent) being preferred.
From Interim Handover onwards, the items must be designed, using Adobe InDesign (STA use Creative Cloud) (or equivalent subject to prior agreement), such that they match as closely as possible the style of the supplied key stage 1 tests in relation to all design elements including font, font size, spacing, diagram style and illustration style. Templates will be provided to all winning bidders, and the requirements of the Design Specification.
Mark schemes should be submitted in Microsoft Word 2010 (or compatible subject to prior agreement) at Interim and Final Handover (see below). All content in mark schemes handed over to STA should be fully editable in Microsoft Word 2010 (or compatible subject to prior agreement) with the exception of any complex artwork or diagrams which should be embedded in the appropriate place in the document. The mark schemes should also match the style and layout of the supplied key stage 1 mark schemes as far as possible.

	Artwork, texts and other external materials
	Written test item texts, artwork or data
All graphics that are fundamental to the questions and mark schemes (e.g. data sources, diagrams, photographs) must be produced and supplied at Final Handover.

Where texts, artwork or data have been commissioned, please include the original material, contact details for the creator of the material, and a statement confirming assignment of the intellectual property rights (“IPR”) in the material from the creator to DfE. The formal assignment of the relevant IPR in the commissioned work must be completed by the Final Handover Date. 

Where there is a third party owner of any materials, it should be referenced as described below.

Referencing source materials and artwork
Any materials using externally sourced texts, artwork or data need to be fully referenced; including title, name of copyright owner, name of the author/editor/creator, details of the edition, publisher and page/location of the material within the source. If sourced from the web, a print out of the original website, showing the relevant artwork or data must be included. 

	Item classification
	The Supplier must classify all items according to the fields on the item classification spreadsheet, and present the item information on the spreadsheet template supplied. An example spreadsheet is provided in Annex B and final version will be provided to successful supplier(s) at or before the start-up meeting. This spreadsheet should be included with the materials presented at Final Handover (see below).

	Pre-Trial Handover
	Approximately 3 weeks prior to the pre-trial meeting, sufficient materials should be submitted to be able to handover the required material at the end of the project and allow for some attrition throughout the process. Items and mark schemes must be handed over in hardcopy – four complete collated sets are required.
The materials need to be as finalised as possible in terms of content, wording, and any images or diagrams are fit for purpose, even if they are not final. At this stage, it is preferable for materials to be presented in Microsoft Word (or equivalent), with the layout being reflective of the agreed template without needing to replicate it exactly – the focus should be on the content and wording of questions rather than the design and layout. Items should NOT be presented as InDesign files at this stage.

	Pre-Trial Meeting
	The purpose of the pre-trial meeting is to agree which items need to be informally trialled and which do not within the Supplier’s available resource. It will also be used to determine any amendments which need to be carried out to those items being trialled before they are presented to pupils. The final decision as to which items are trialled will lie with STA. Suppliers must ensure that sufficient materials are presented to STA prior to this meeting to ensure that the agreed number of items and/or marks as defined for each subject are available for handover at the end of the contract.
Any item or stimulus produced for this contract that is presented to STA for the pre-trialling meeting and which are not selected by STA as being part of the Final Handover are owned by STA and can be developed further by STA for use in future test cycles. These items must not be used by the supplier for any other contract.
If insufficient items are selected for Final Handover to fulfil the requirements of the work package, the supplier may provide substitute items which have been through the full process – including informal trialling – or may provide a reduced amount of items at a reduced cost to be agreed with STA.
The meeting will also be used to agree the format and content of the informal trialling report.
The outcome of this meeting will determine the final cost for informal trialling.

	Informal Trialling
	The primary aim of informal trialling is to aid development of mature items and to aid mark scheme development. Suppliers must ensure that as far as possible those individuals, or the key individual, who have devised the items (the Item Writer) conduct trialling personally so they get first hand feedback on the language being used, area being assessed, and the interpretation and understanding of the items by pupils and teachers[footnoteRef:2]. Whether or not a pupil answers correctly is of secondary concern, rather that they understand what is being asked of them regardless of their answer. [2:  People trialling items must have prior knowledge, preferably through integral involvement in origination, but minimally through having reviewed and discussed the materials with the Item Writers.] 

Established item types or those where pupil behaviours can be accurately or reasonably predicted should not be trialled.
Each item should be trialled with at least 25 pupils, and those pupils should have been taught the particular curriculum area / topic area the item is assessing, or have been taught an equivalent programme of study. Pupils should be of an appropriate age and overall should show the range of abilities expected at the end of key stage 1. The items should be discussed with pupils in small groups of 4-6 pupils. It is not expected that trialling samples will be representative. 
Suppliers should provide details of the volume of items they will be able to trial with their Item Writers conducting the trialling and any interviews, and provide detail of their trialling model to ensure items and mark schemes are improved or validated as a result of the trial. Suppliers should also provide the following costs:
· Informal trialling – fixed costs
· Informal trialling – variable costs based on the agreed level of informal trialling to be carried out.
There is no requirement to collect quantitative data as a result of this trial as the nature of the samples will not be representative. Any feedback from the trial will consist of qualitative data and evidence only.
STA staff may wish to accompany the trialling agency on a small number of visits to schools to observe so dates and locations of schools where trialling is taking place are to be provided to STA at least two weeks in advance of the first trial taking place. For any visits STA staff undertake, they should be provided with a clean set of the informal trialling booklets and mark schemes for the tests they are observing. 
At the start of the informal trialling STA should be sent three clean hard copies of all the Informal Trialling booklets and mark schemes / coding frames.
Informal trialling should be completed by 25th June in the UK (avoiding the period around LIVE test week), as this will make it considerably easier to meet post-trialling deadlines. If trialling takes place after this date in the UK, any risks to the delivery of the requirements will be borne by the supplier.
Expected outputs from the trials should be by exception only and should include:
· Child-level feedback from discussion in small groups with the administrator on their experience of the items and their level of understanding
· Teacher feedback on the same
· Detailed amendments to items and mark schemes as a result of the trials
Qualitative feedback from the informal trial will be presented at the interim handover meeting within the Microsoft Word version of the mark scheme.

	Interim Handover

	Interim Handover must occur no later than 23rd July 2018
Any item or stimulus produced for this contract that is presented to STA up to and including the Interim Handover meeting and which are not selected by STA as being part of the Final Handover are owned by STA and can be developed further by STA for use in future test cycles. These items must not be used by the supplier for any other contract.
If insufficient items are selected for Final Handover to fulfil the requirements of the work package, the supplier may provide substitute items which have been through the full process – including informal trialling – or may provide a reduced amount of items at a reduced cost to be agreed with STA.
To provide copies of all materials – including amendments following informal trialling – that are proposed to go forward to final handover. Where final versions are not available, a sketched outline or layout of any proposed illustrations or graphics should be provided, or a suitable placeholder graphic.
The following materials must be sent to STA:
· InDesign files (STA uses Creative Cloud) of at least 10% of the test items in order for STA to check their compliance with the Design Specification and software compatibility. For this purpose, the files need to be submitted according to the specification and the template (provided at the start-up meetings) but do not need to be the latest or final versions of the files. Remaining items should be supplied in InDesign or MS Word (or compatible) format.
· Microsoft Word 2010 (or compatible subject to prior agreement) files for all mark schemes
· PDF versions of all items and mark schemes – the PDF of items and mark schemes should be compiled into two files only; one containing all test items/questions and the other containing the mark schemes. 
· PDFs of the questions and mark schemes with the suggested mark-ups or amendments as a result of informal trialling and any other items that were not trialled. The mark-ups and amendments can be handwritten on and scanned in for the PDFs.
· Informal trialling report
· Item classification spreadsheet in Microsoft Excel 2010 (or compatible), with summary table(s) showing coverage across Attainment targets and levels and any other information as indicated by the supplied template (Annex B)
· For the materials being presented, provide a summary table showing coverage across the content and cognitive domains in all subjects and coverage across the assessable elements in English grammar, punctuation and spelling. 
As a result of informal trialling, item writing agencies will need to send to STA the following documents prior to the interim handover meeting:
· Three electronic copies of all the Informal Trialling booklets and mark schemes / coding frames.
· A set of materials containing the suggested mark-ups or amendments as a result of the informal trialling and any other items that were not trialled
· A report listing the points specified and other feedback obtained during informal trialling.

	Interim Review

	STA will review the materials submitted at Interim Handover. A meeting will be held between STA and the item writers to review those materials and outputs from informal trialling.
Any further changes to materials will be agreed at this meeting. The Supplier will complete these and any other agreed amendments prior to final handover.
Feedback will be provided at the Interim Review meeting on adherence to the Design Specification for those items submitted in InDesign format. As a result of this feedback, the Supplier may be required to provide an additional set of all materials prior to final handover to ensure compliance with the Design Specification.

	Final Handover
	Final Handover Meeting must occur no later than 12th September 2018.
The following materials must be handed over by the Final Handover Meeting:
· 40 hard copies of the following:
· short-answer items
· short-answer items mark schemes
· Copyright statement (including all formal documentation for copyright transfer)
NOTE: Each short-answer item should be printed single sided. The short-answer items mark schemes should also be printed single sided and include: the complete item; the mark scheme; content domain attributions; cognitive domain attributions
· Electronic copies of the following:
· A single Adobe InDesign (STA uses Creative Cloud) file for each individual test item with associated links and files
· Microsoft Word 2010 (or compatible) files for the mark schemes
· Individual PDF files for each question and associated mark scheme (i.e. two files per question).
· A combined PDF of all items and another combined PDF of all mark schemes.
· A reference document that details the sources of any data and artwork/images used in the test items
· All artwork/images used in the test items as unflattened files with all layers intact within the image file where applicable. Please ask for clarification on specific file types which are acceptable.
· A copy or copies of the updated classification spreadsheet(s), including a table summarising the number of marks assessing each assessment focus.
· For the materials being presented, provide a summary table showing coverage across the content and cognitive domains. 
· Assignments and/or licences of IPR in the commissioned and other third party works to be completed by the Final Handover Date – as stated in the PQQ and the Contract, and all documentation relating to IPR.
· In addition to the handover of the above materials, the purpose of the Final Handover meeting (which will last at least one full working day) is to discuss the items and the rationale for all amends made. The meeting will be chaired by STA and take place in STA offices in Coventry or London.

	Acceptance of Final Handover
	Following Final Handover, STA will check the provided materials. If any errors are found, all materials will be returned to the supplier for a full check and for amendments to be carried out. An error free set of materials should be returned to STA no later than two weeks after the Final Handover Date.





	Performance Requirements

	
Quality criteria; the completed work package must contain a range of item types that: 
· are challenging and motivating for pupils
· expose and complement the richness of the National Curriculum where possible
· are manageable for pupils and capable of being completed within any given time constraints eliciting optimum performance
· provide systems of recording marking decisions which are easy to use and interpret for teachers
· reflect good classroom practice
· comply with all requirements of the regulatory framework
· meet the criteria on pages 16 to 27 as appropriate to the subjects awarded. 

Accessibility
The items in standard or modified form must be capable of being used by all pupils working within the targeted levels who have followed the key stage 1 or key stage 2 programme of study for the relevant subject, including;
· Those with special educational needs
· Those for whom English is an additional language.

Items must provide equality of access and opportunity by:
· aiming to minimise ethnic, gender and cultural bias
· avoiding disadvantaging pupils from particular backgrounds
· being free from overt or covert discrimination either through wording or content. 

In the development of test items, the Supplier must take account of all current legislation in relation to equality of opportunity, including the specific duties under the Equality Act 2010 and any successor legislation.







	Security

	
The Supplier and any sub-contractor must meet the following security requirements:
· The Supplier and any sub-contractor will comply with the STA's security procedures to maintain the integrity of all materials produced.
· The Supplier and any sub-contractor is required to give full access to STA representatives for inspection where requested.
· Where any breach of security occurs, the Supplier must follow the STA security incident guidelines. All project team members and any other individual working on this project must be made aware of their obligations under the STA security policy.
· All test materials are confidential. Pupil data is confidential. If any pupil data is collected as part of this project, the handling of pupil data on tests and forms must comply with the Data Protection Act. STA does not require that pupil data is collected for this project. 
· All files must be handled in a secure and confidential manner. Transmission of information regarding test materials via unsecured networks or email or by regular postal service is prohibited.
· All staff working on the materials must sign a confidentiality agreement. Staff must work on these materials in a secure work area. 
· Handover forms to be used for all deliveries. Supplier to email to inform and confirm delivery.
· See Test Development external Suppliers security policy document, Annex E for further information with regard to the security of the test materials and compliance to the Security Policy Framework (SPF) completed as part of the Pre-Qualification Questionnaire (PQQ).

Security Compliance
Supplier and any sub-contractor must be compliant with all SPF requirements highlighted by STA Security. Where compliance has not yet been achieved an action plan and risk register must be agreed to address any issues identified within an acceptable timeframe. 

In the event that STA, in its sole discretion, considers that the required Security policies or processes have not been implemented by the Supplier and any sub-contractor prior to delivery of the Services, STA reserves the right to cancel any Order and/or terminate the Contract with immediate effect.




[bookmark: _Toc270073007][bookmark: _Ref271010389][bookmark: _Toc404259456]Tenderer's Response
[bookmark: _Toc404259457]5.1 Key stage 1 English grammar, punctuation and spelling

	Single Point of Contact:
	

	E-mail:
	

	Phone:
	



Please note that all questions in this section will be evaluated according to the following 4 point scoring scale:

	Score
	Guidance

	0
	Solution has low probability of successfully delivering requirements

	1
	Solution has some probability of successfully delivering requirements

	2
	Solution has good probability of successfully delivering requirements

	3
	Solution has high probability of successfully delivering requirements




	English grammar, punctuation and spelling: Expertise in item development and design

Q1) Please provide (in no more than 1,000 words) details of the capability, experience and roles of the personnel* who will be directly involved in item development. Please indicate any personnel who are external to the submitting organisation.

This should include:
1. those responsible for writing items and mark schemes
1. those responsible for managing/revising items and mark schemes (it is understood these may be the same as those in the category above)
1. those responsible for classifying items.
1. those responsible for undertaking the pupil interviews in trialling.
Please describe explicitly the role of each named individual within the project and the proportion of their time dedicated to the project. In each case, please state whether their availability for the project has or has not been secured.
*Please include abridged CV's of key personnel in addition to your response as embedded pdf files.

Question weighting = 35%


	Bidder’s response:

















	English grammar, punctuation and spelling: Project Management 
Q2a) Provide a detailed project plan for this work.
The project plan must include:
1. A proposed timeline with specified dates for all key milestones in the process, including (but not limited to) those listed in the Deliverables/Output section (Section 4.4). 
1. The identification of all risks relevant to this piece of work and associated contingencies.  (STA requires a service provider which will be active in identifying risks and opportunities associated with the procurement process and the documentation it reviews, in the context of the Procurement Regulations and also ensuring that the interests of STA are adequately protected at all times.)
1. An outline of the approach that will be taken to ensure that all key administrative and technical requirements (excluding item writing/development/design) are met to time and quality, including: 
1. Printing of test materials for trialling and handover
1. Meeting the design specification (for test items)
1. All other security-critical aspects

Q2b) In no more than 500 words, describe your approach to managing the relationship with STA.

Question weighting = 10%


	Bidder’s response:






















	Example test materials: English grammar, punctuation and spelling

Q3)  For each of the work packages, the Supplier should provide:

	Short-answer items
	· six examples of 1 mark items and mark schemes
· four examples of 2 mark items and mark schemes
· two examples of innovative items and mark schemes
For each item, please provide a commentary of no more than 500 words that gives a rationale for the choices made.

Note: the Supplier must not re-use items that have previously been submitted to STA under contract.  Suppliers can however reuse items previously submitted as part of a bid. 




Your items will be judged on: quality and accuracy; clarity of language; accessibility; the extent to which items are absent of issues of bias and construct irrelevant variance. 

A range of item types will be considered positively, including items that assess the specified content domain in creative and innovative ways. Please include items that cover a range of cognitive levels and response types, and – within the guidance provided above – that can be attributed to the abstraction and strategy support ratings. Where relevant, mark schemes should include identification of possible pupil misconceptions that might arise, in the form of guidance or ‘do not accepts’. 

Please submit example test materials in Microsoft Word or equivalent. Items should be attributed according to the content and cognitive factors specified in section 4.5.2.

Question weighting = 35%


	Bidder’s response:


















	English grammar, punctuation and spelling: Item management

Q4)	In no more than 750 words, describe how you will ensure that there will be sufficient, high quality items available to handover at the end of the project. Discuss

a) the number of items you plan to write
b) where you would target extra item writing
c) what you would do to minimise item attrition without adversely affecting the quality of the items in the Final Handover. 

Question weighting = 10%


	Bidder’s response:






































	English grammar, punctuation and spelling: Informal Trialling

Q5)	In no more than 1000 words, describe how you will ensure the validity of the informal trialling through:

a) the suitability, from a development perspective, of those administering the informal trials
b) the collection of evidence 
c) the trialling methodology employed to maximise the qualitative evidence for each item
d) the final report format and proposed contents and level of detail.
Question weighting = 10%


	Bidder’s response:








































5.2.1 Key stage 1 English grammar, punctuation and spelling pricing proposal
The costs provided must include all charges that are applicable to the delivery of the STA Requirements. The Total Price submitted will be the fixed price included within any subsequent contract and there will be no adjustment to the contract pricing if additional charges are subsequently identified.  The Tenderer must complete the cost breakdown in the attached spreadsheet in Annex C. Please ensure the totals in the spreadsheet correspond with the figures in the table(s) below. 
· The Fixed Price to deliver Work Package 1 in full is £                  and is split into two instalments, which correspond to the critical steps, as set out in Section 4.4.
	Milestone Payment
	Requirement/Critical Steps
	Payment Timescale
	Amount £
(Excl. VAT)

	1
	Interim Handover (50%)
	dd/mm/2018
	

	2
	Final Acceptance (50%)
	dd/mm/2018
	

	
	
	Total £
	



Key Stage 1 Work Package 1 GPS Item Writing Cost Breakdown

	No.
	Requirement/Output
	Cost (£)

	1
	Item Writing Costs
	

	2
	Informal Trialling – Fixed Costs
	

	3
	Informal Trialling - Variable Costs to trial 100% of items written
	

	4
	DTP Costs
	

	5
	Item Review Costs
	

	6
	Item amendment costs
	

	7
	Meetings, Travel and Subsistence Costs
	

	8
	Print and Handover Costs
	

	9
	Illustrations / Artwork
	

	10
	Other Costs (please specify)
	

	11
	Other Costs (please specify)
	

	12
	Other Costs (please specify)
	

	
	
	

	
	TOTAL COSTS
	£




Additional Information

Informal Trialling - Variable Costs to trial 25% of items written - £

Informal Trialling - Variable Costs to trial 50% of items written - £
	
Informal Trialling - Variable Costs to trial 75% of items written - £





















5.2.2 Key stage 1 English grammar, punctuation and spelling declaration by Tenderer

I have examined the STA requirements and proposed terms and conditions and hereby offer to enter into a contract with STA for the required services at the rates and prices set out in my enclosed Pricing Proposal.

I warrant that I have the required corporate authority to sign this Tender.

I understand that STA is not bound to accept the lowest price or any Tender and that the Contract for Provision of Key stage 1 English grammar, punctuation and spelling: Item Writing will be awarded on the basis of the most economically advantageous tender.

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


	Signed:
	

	Name:
	

	Date:
	

	Role:
	

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





[bookmark: table05][bookmark: _Toc404259459]Annexes
[bookmark: _Toc404259460]Annex A – Test Frameworks
https://www.gov.uk/government/collections/national-curriculum-assessments-test-frameworks 
	

[bookmark: _Toc404259461]Annex B – Item Classification Spreadsheet
This is an example of the structure of item classification spreadsheets allowing STA to import materials directly to their item bank. Final versions of the spreadsheet for each subject will be provided to the successful supplier(s) at or before the start-up meeting.




[bookmark: _Toc404259464]Annex C – Test Development External Suppliers Security Policy



[bookmark: _Toc404259465]Annex D – National Curriculum Test Design Specification
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Item_Classification_G PS_KS1_v9.xlsx


Item_Classification_GPS_KS1_v9.xlsx
Question

		QUID		IUID		SUID		Created		Removed IUID		Awaiting approval		QIWA

HUGHES, Debbie: Question ID assigned by the Item Writing Agency. It must be unique within the spreadsheet, as it is used to link a question with its corresponding item(s).		Status

HUGHES, Debbie: Stage of test development - expected status on item origination is Draft		Subject		Name

HUGHES, Debbie: Question name (free-text)		IWA

HUGHES, Debbie: Item Writing Agency		Key stage		Paper type

HUGHES, Debbie: Intended test paper type		Context

HUGHES, Debbie: Context for the question (free-text)		Question file

HUGHES, Debbie: File name of the PDF containing the question.		Mark scheme file

HUGHES, Debbie: File name of the word document or PDF containing the mark scheme		Trial info

HUGHES, Debbie: Results of informal trials carried out by the agency prior to item submission to STA (free text)		Child name (s)

HUGHES, Debbie: Names of any children featured in the question, separated by pipes (|)		Child gender

HUGHES, Debbie: Gender of any children depicted in the question (if applicable)		Child ethnicity

HUGHES, Debbie: Ethnicity of any children depicted in the question (if applicable)		Source

HUGHES, Debbie: Information on source of question (free-text)		Copyright obtained

HUGHES, Debbie: Indicator of copyright status		Owner

HUGHES, Debbie: Copyright owner of question content and images (free-text)		Proof of copyright 1

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 2

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 3

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 4

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 5

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Parental consent 1

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 2

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 3

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 4

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 5

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Assistance available

HUGHES, Debbie: Indicator that assistance is available for question (KS1 only)		Assistance file

HUGHES, Debbie: File name of the assistance PDF (KS1 only)		Initial clone

HUGHES, Debbie: Insert QIWA of any clone question(s) within the same spreadsheet, separated by pipes |		Clone		Initial parent

HUGHES, Debbie: Insert QIWA of any parent question within the same spreadsheet		Parent		Initial enemy

HUGHES, Debbie: Insert QIWA of any enemy question(s) within the same spreadsheet, separated by pipes |		Enemy		Accessible needed		MLP version		MLP file		EP restrictions		EP restrictions notes		Braille version 		Braille file		Signing guidance 		Signing file		Total Marks

HUGHES, Debbie: Leave blank as auto-populated by item bank











































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Item

		IUID		QUID		SUID		Created		Archived QUID		Previously Used SUID		Subject		Awaiting approval		QIWA

HUGHES, Debbie: Item Writing Agency ID for Question. Items are linked to their corresponding question by matching this ID with the QIWA on the question tab.		SIWA

HUGHES, Debbie: Item Writing Agency ID for Stimulus. Items are linked to their corresponding stimuli by matching this ID with the SIWA on the stimulus tab.		IIWA

HUGHES, Debbie: Item Writing Agency ID for Item		Item sequence

HUGHES, Debbie: Item Sequence within the Question - must be numeric and consecutive		Status

HUGHES, Debbie: Item status - expected status on origination is Current		Name

HUGHES, Debbie: Item name (free-text)		Marks

HUGHES, Debbie: Maximum number of marks available for the Item		Item type

HUGHES, Debbie: High level Item Response Type - leave blank as auto-populated by item bank according to sub item type		Sub item type

HUGHES, Debbie: Detailed Item Response Type		Item Key words

HUGHES, Debbie: Key words which identify the item. Can be populated with the full text of the item, if required (free-text).		Trial info

HUGHES, Debbie: Results of informal trials carried out by the agency prior to item submission to STA (free text)		Content domain GPS - primary

HUGHES, Debbie: Leave blank as auto-populated by item bank according to NCR		Content domain GPS - secondary

HUGHES, Debbie: Leave blank as auto-populated by item bank according to NCR		NCR GPS - primary		NCR GPS - secondary		NCR GPS - tertiary		Cognitive domain GPS - level		Cognitive domain GPS - response strategy		Cognitive domain GPS - abstraction rating		Cognitive domain GPS - strategy support		Cognitive domain GPS - E		GPS Context		Writing form

HUGHES, Debbie: Applicable only to extended writing task		Writing purpose

HUGHES, Debbie: Applicable only to extended writing task		Writing audience

HUGHES, Debbie: Applicable only to extended writing task		Initial co-depend

HUGHES, Debbie: Insert IIWA of any item(s) on which this item is dependent (and vice versa) within the same spreadsheet, separated by pipes |		Co-depend		Initial depend

HUGHES, Debbie: Insert IIWA of any item(s) on which this item is dependent within the same spreadsheet, separated by pipes |		Depend		Initial clone

HUGHES, Debbie: Insert IIWA of any clone item(s) within the same spreadsheet, separated by pipes |		Clone		Initial parent

HUGHES, Debbie: Insert IIWA of any parent item within the same spreadsheet		

HUGHES, Debbie: Item Writing Agency ID for Question. Items are linked to their corresponding question by matching this ID with the QIWA on the question tab.		

HUGHES, Debbie: Item Writing Agency ID for Stimulus. Items are linked to their corresponding stimuli by matching this ID with the SIWA on the stimulus tab.																																																														Parent		Initial enemy

HUGHES, Debbie: Insert IIWA of any enemy item(s) within the same spreadsheet, separated by pipes |		

HUGHES, Debbie: Item Writing Agency ID for Item		

HUGHES, Debbie: Item Sequence within the Question - must be numeric and consecutive		

HUGHES, Debbie: Item status - expected status on origination is Current		

HUGHES, Debbie: Item name (free-text)		

HUGHES, Debbie: Maximum number of marks available for the Item		

HUGHES, Debbie: High level Item Response Type - leave blank as auto-populated by item bank according to sub item type		

HUGHES, Debbie: Detailed Item Response Type		

HUGHES, Debbie: Key words which identify the item. Can be populated with the full text of the item, if required (free-text).		

HUGHES, Debbie: Results of informal trials carried out by the agency prior to item submission to STA (free text)		

HUGHES, Debbie: Leave blank as auto-populated by item bank according to NCR		

HUGHES, Debbie: Leave blank as auto-populated by item bank according to NCR																				

HUGHES, Debbie: Applicable only to extended writing task		

HUGHES, Debbie: Applicable only to extended writing task																						Enemy		Accessible needed		MLP version		MLP file		EP restrictions		EP restrictions notes		Braille version 		Braille file		Signing guidance 		Signing file











































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Stimulus

		SUID		QUID		IUID		Created		Previously used IUID		Subject		Awaiting approval		SIWA

HUGHES, Debbie: Stimulus ID assigned by the Item Writing Agency. It must be unique within the spreadsheet, as it is used to link a stimulus to its corresponding item(s).		Status

HUGHES, Debbie: Stimulus status - expected status on origination is Current		IWA

HUGHES, Debbie: Item Writing Agency		Key stage		Name

HUGHES, Debbie: Stimulus name (free-text)		Type

HUGHES, Debbie: Stimulus Type		Description

HUGHES, Debbie: Summary description of the stimulus (free-text)		Keywords

HUGHES, Debbie: Key words which identify the stimulus (free-text)		Stimulus file

HUGHES, Debbie: File name of the PDF containing the stimulus		Image with child

HUGHES, Debbie: Indicator that children are depicted in the image		Child gender

HUGHES, Debbie: Gender of any children depicted in the image (if applicable)		Child ethnicity

HUGHES, Debbie: Ethnicity of any children depicted in the image (if applicable)		Copyright obtained

HUGHES, Debbie: Indicator of copyright status		Owner

HUGHES, Debbie: Copyright owner of stimulus content and images (free-text)		Source

HUGHES, Debbie: Information on source of stimulus (free-text)		Proof of copyright 1

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 2

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 3

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 4

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 5

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Parental consent 1

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 2

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 3

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 4

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 5

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Accessible needed		MLP version		MLP file		Braille version 		Braille file		Initial co-depend

HUGHES, Debbie: Insert SIWA of any stimuli on which this stimulus is dependent (and vice versa) within the same spreadsheet, separated by pipes |		Co-depend		Initial depend

HUGHES, Debbie: Insert SIWA of any stimuli on which this stimulus is dependent within the same spreadsheet, separated by pipes |		Depend		Initial enemy

HUGHES, Debbie: Insert SIWA of any enemy stimuli within the same spreadsheet, separated by pipes |		Enemy











































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Validation

		GPS Content Domain		GNCRAll		GNCRKS1		GNCRKS2		Gcontext		Subitemtype

		G1 - Grammatical terms		G1.1		G1.1		G1.1		Adventure situations		Short Answer

		G2 - Features of sentences		G1.2		G1.2		G1.2		Animals		Long Answer

		G3 - Combining words, phrases and clauses		G1.3		G1.3		G1.3		Art and crafts		Multiple Choice

		G4 - Verb forms, tense and consistency		G1.4		G1.6		G1.4		Books or reading or libraries		Pick Multiple from List

		G5 - Punctuation		G1.5		G2.1		G1.5		Celebrations and festivals		True-false

		G6 - Vocabulary and Language strategies		G1.5a		G2.2		G1.5a		Charity		Matching

		G7 - Standard English and formality		G1.5b		G2.3		G1.5b		Cities or places in the UK		Sequencing

		S - Spelling		G1.6		G2.4		G1.6		Clothes		Underlining

				G1.6a		G3.1		G1.6a		Cookery		Table completion - constructed

				G1.7		G3.2		G1.7		Days of the week		Table completion - selected

				G1.8		G3.3		G1.8		Emotions/feelings		Correcting

				G1.9		G3.4		G1.9		Entertainment		Labelling diagram/graph

				G2.1		G4.1a		G2.1		Family		Drawing diagram/graph

				G2.2		G4.1d		G2.2		Farms/farmer		Reading aloud

				G2.3		G4.2		G2.3		Flowers and trees		Aural - constructed

				G2.4		G5.1		G2.4		Food and meals		Aural - selected

				G3.1		G5.2		G3.1		Football

				G3.1a		G5.3		G3.1a		Foreign countries

				G3.2		G5.4		G3.2		Friends

				G3.3		G5.5		G3.3		Health

				G3.4		G5.8		G3.4		Historical periods or figures

				G4.1a		G6.2		G4.1a		Hobbies

				G4.1b		G6.3		G4.1b		Holidays and exploration

				G4.1c		G7.1		G4.1c		Homes

				G4.1d		G7.2		G4.1d		Multiple

				G4.2		G7.3		G4.2		Music

				G4.3		G7.4		G4.3		No context

				G4.4		S1		G4.4		Other sports

				G5.1		S2		G5.1		Outdoors

				G5.2		S3		G5.2		Parks

				G5.3		S4		G5.3		Playground games

				G5.4		S5		G5.4		Police or crime

				G5.5		S6		G5.5		School and classroom

				G5.6a		S7		G5.6a		School trips / visits

				G5.6b		S8		G5.6b		Science

				G5.7		S9		G5.7		Seasons and passing of the year

				G5.8		S10		G5.8		Shops and shopping

				G5.9		S11		G5.9		Space

				G5.10		S12		G5.10		Swimming

				G5.11		S13		G5.11		The imagined world

				G5.12		S14		G5.12		Time (clocks)

				G5.13		S15		G5.13		Transport

				G5.14		S16		G5.14		TV or computers or modern media

				G6.1		S17		G6.1		Weather

				G6.2		S18		G6.2		Workplaces

				G6.3		S19		G6.3

				G6.4		S20		G6.4

				G7.1		S21		G7.1

				G7.2		S22		G7.2

				G7.3		S23		G7.3

				G7.4		S24		G7.4

				S1		S25		S38

				S2		S26		S39

				S3		S27		S40

				S4		S28		S41

				S5		S29		S42

				S6		S30		S43

				S7		S31		S44

				S8		S32		S45

				S9		S33		S46

				S10		S34		S47

				S11		S35		S48

				S12		S36		S49

				S13		S37		S50

				S14				S51

				S15				S52

				S16				S53

				S17				S54

				S18				S55

				S19				S56

				S20				S57

				S21				S58

				S22				S59

				S23				S60

				S24				S61

				S25

				S26

				S27

				S28

				S29

				S30

				S31

				S32

				S33

				S34

				S35

				S36

				S37

				S38

				S39

				S40

				S41

				S42

				S43

				S44

				S45

				S46

				S47

				S48

				S49

				S50

				S51

				S52

				S53

				S54

				S55

				S56

				S57

				S58

				S59

				S60

				S61
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Physical Security


These arrangements are the minimum that Standard Testing Agency (STA) would expect a Supplier to follow with regard to physical security surrounding the handling of confidential test materials.


Electronic surveillance

· 24 hour CCTV should be installed and in use in the main reception area of the Supplier's premises and also at any other exit points.*


· Ideally, 24-hour CCTV should be also in use in areas where secure test materials are handled.


Access

· Access to areas where test materials are being developed and stored should be restricted and controlled


· staff should be issued with security passes which must be worn at all times


· visitors must sign in at reception and be issued with a pass/badge


· lost or mislaid badges must be reported immediately as they represent a security risk and must be disabled from the system


Staff working with confidential materials


· All members of staff (internal and external consultants and sub-contractors eg printers) working with the test materials must sign a Confidentiality Agreement as part of their conditions of employment and be made aware of the confidential nature of the materials. 


· Staff must have access to policies which outline how to dispatch confidential materials and what to do if materials go missing.


Information Technology


· All staff that has access to information systems and computer networks containing confidential test materials must be formally authorised to do so. All authorised users must have a unique login and password (which they must not disclose to anyone) to access the system.


· All members of staff must ensure that they lock their computer when they are away from their desk. 


· Electronic back-ups should be completed on and off site in case of a computer failure.


· Do not save confidential documents to USB memory sticks or other small portable media. 

· If an electronic document has to be copied to a laptop or Blackberry, then the document must be password protected, and unless the document requires updating off-site, in read-only PDF format. Passwords must be communicated verbally not via an email.


The portal is a secure website which is used to share confidential documents between STA and its Suppliers. 

· The number of staff that have access to the portal should be confined to those who need to use it on a regular basis. Suppliers will also need to ensure that all guidance from STA in relation to portal access and usage is followed.

Storage


· Lockable equipment eg filing cabinets must be used to ensure materials are securely stored  


· Keys for lockable cupboards must be stored in a safe location 


· Materials must not be left unattended on desks at anytime.

· Where materials are saved on to CDs, these should also be stored securely eg in a safe or lockable cupboard


All suppliers handling confidential test materials will be required to complete and return STA's Security Policy Framework.  STA retains the right to undertake a security inspection of all suppliers handling confidential test materials.


* There may be occasions when it is difficult or impractical for a Supplier to install CCTV on its premises eg in the case of a very small business.  In which case, STA will discuss the security arrangements in place at the Supplier and agree alternative arrangements.


Staff Responsibilities


All members of staff working on the development, pre-testing, pre-test marking or modification of confidential national curriculum tests (NCTs) or single level tests (SLTs) need to ensure every possible action is taken to maintain the security and integrity of the test materials.  This requirement also applies to any suppliers involved in any part of the test development process, including, but not limited to: item origination, item validation trialling, desk-top publishing and item banking.  The following arrangements are the minimum we would expect a Supplier to follow with regard to staff responsibilities surrounding test materials.


· All members of staff, including test development staff, designers, printers, pre-test markers, consultants and modifiers must be made aware of the confidential nature of the materials they are working with. This could be included in their contract of employment or as an additional confidentiality agreement they are asked to sign.


· All staff, new and existing, will be given copies of the policies surrounding test materials. To ensure they have read and understood the procedure the Supplier may require each member of staff to sign and return a form which can then be kept on file. 


· During induction, all new members of staff should be informed about the security requirements and the risks associated with handling confidential test materials. They should be mentored and monitored when handling and storing materials to ensure they understand how systems and procedures work. 


· Staff will not discuss the contents of any confidential materials with anyone who is not involved in the test development or testing process.


· Where staff are discussing test development or testing issues with colleagues they must ensure they are in a secure area where conversations will not be overheard.


· Under no circumstances will staff leave test materials in a position where an unauthorised person might see them.


· Staff may need to take materials off the premises from time to time, eg when attending a meeting at the DfE. Materials must be transported as securely as possible and must never be left unattended eg materials must not be placed on luggage racks on public transport, left for short periods of time or left in the boot of a car.


Distribution and dispatch of test materials


There are certain times during the test development cycle when confidential test materials need to be shared beyond the Supplier, such as sending materials to the STA, Test Review Group (TRG) members and consultants, as well as the Supplier. This obviously brings the risk of possible loss or leakage of the materials and it is vital that every effort is made to ensure this is done securely. The method of dispatch and type of packaging used will depend on the recipient. All recipients of the test materials must have signed and returned a confidentiality agreement which instructs them not to make copies of the materials or discuss anything they have seen (see Annex A).


		Type of dispatch



		Distributing materials to internal colleagues eg


· Materials, such as draft tests, may be given to the project manager for review






		Procedure



		· Supplier staff will agree with the recipient when they are going to deliver the papers and a date on which they will be returned.


· Supplier staff will need to ensure they keep a record of which materials are provided to members of the team for comment and when this took place.


· Materials must be sealed in an envelope or plastic tamper-evident bag, be clearly labelled with the name of the recipient and marked as confidential


· Supplier staff must complete a handover form (see Annex B) which the recipient must sign. One copy of the signed form should be retained by the signatory and another copy should be kept on file.


· All materials must be delivered to the recipient by hand and must never be sent through internal mail.


· If the intended recipient is not available when you deliver the materials they should be left with another member of staff. The team member must advise them of the confidential nature of the materials and ensure they know to lock them securely away until they can be handed over to the recipient. The person for whom the materials were intended for should then be emailed and told who the materials have been left with. 


· When the recipient is returning the materials they must be sealed in an envelope, addressed to the recipient in the team and marked as confidential. 


· The materials again must be returned by hand and the original handover form completed to confirm receipt (see Annex B). One copy of the handover form must be retained by the person returning the materials and the other kept by the test development team as a record. 


· At no time must any confidential materials be left on an unattended desk. 








		Type of dispatch



		Distributing materials to external colleagues eg


· STA

· Test development Suppliers

· Pre-testing Suppliers

· Modified test Suppliers

· Consultants


· Test review group members


· Pre test administrators



		Procedure



		· Supplier staff will agree with the recipient when they are going to deliver the papers. They must also inform the recipient that a signature will be required. If, for example, a consultant will not be available to receive the materials on this day then a new date or alternative address should be agreed. 


· Supplier staff will need to ensure they keep a record of which materials are provided to colleagues for comment and when this took place.


· Materials must first be placed in an envelope or packaging paper with the recipient’s name and address on it and marked as confidential. This is to ensure that if the packaging gets ripped and falls out of the main envelope, the materials can still be delivered. The envelope should then be placed in a plastic tamper-evident bag. This is to make the package more robust and to ensure that materials are not accidentally viewed if the packing gets ripped in transit. The plastic envelope is difficult to tear and it will be obvious if someone tries to intentionally open the package. 


· The plastic envelope should be clearly addressed and marked as confidential. 


· When dispatching to external colleagues a courier must be used that has a track and trace facility. 


· Materials can only be sent by overnight courier on Mondays to Thursdays. They must not be sent on Fridays as they would be held in the courier’s warehouse over the weekend, which increases the risk of them being lost. 


· If the materials need to go urgently, a same day courier can be used. 


· The following methods of dispatch can be used, providing a track and trace service is used:




Royal Mail Special Delivery (not for National Curriculum test materials)



Commercial Courier eg TNT




Bike courier


· Please note that Royal Mail Special Delivery may not be used for the transportation of confidential test materials.


· The recipient of the materials must contact the sender as soon as they have been received. This can be by phone or email.   





		Type of dispatch



		Sending materials to Test Review Group Members (TRG)



		· Materials for members of the TRG must be numbered before dispatch and a record kept by the test development staff. This will enable papers to be tracked and checked back. 


· This record will need to be provided to STA before the TRG meeting.

· The above procedures for dispatching to external colleagues must be followed for dispatching to TRG members.


· TRG members must be informed that all papers will need to be brought to the meeting.


· Following the TRG meeting, members will be required to sign the Materials Checklist (Annex C) to confirm they have returned all their papers.








		Type of dispatch



		Returning materials to the Supplier eg a TRG member who is unable to attend the TRG meeting or a consultant who needs to return materials 



		· Supplier staff will agree a date with the recipient when they are going to return the papers.


· The recipient must be informed that only Royal Mail Special Delivery (unless NCT materials) or a courier can be used and the Supplier can organise this.


· Supplier staff must ensure the recipient packages the materials in two envelopes and clearly addresses them. Test development staff may provide the recipient with additional envelopes, a plastic tamper proof bag and return address labels in the original package. 


· If a courier has been organised to collect the package the recipient must be informed, including the pick up delivery time.


· When the package has been collected by the courier or dispatched using Royal Mail Special Delivery the recipient must contact the test development representative so that they know when to expect delivery of the package.





		What happens if a package doesn’t arrive?



		· If the member of the Supplier team does not receive confirmation by the time that the package was specified to arrive, they should contact the recipient to clarify whether or not they have received the materials.


· If the materials have not been received the member of the Supplier team must contact the courier company so that they can investigate where the package is.


· If Royal Mail Special Delivery has been used the member of the Supplier can track where the parcel is either via the internet or by phone.


· If the parcel still hasn’t been delivered by the end of the day then the member of team must inform their line manager and the security incident policy (Policy 4) followed.





		Issue to TDAs, PTAs and MTAs to insist upon when negotiating a contract with a courier company.



		· That no-temporary, agent or sub-contracted drivers are used for the delivery or collection of their material.


· That the courier company produces labels for the parcels that indicate that the items must be scanned in the presence of the sender.


· That the courier provides copies of their policies and procedures should a loss occur.








Annex A


TEST CONFIDENTIALITY AGREEMENT FORM


The National Curriculum Tests or Single Level Tests are confidential materials and should be treated as such by anyone who is involved in their development and production.


Delivery of test materials  


Materials will be sent to, and from, identified STA contacts, as a double wrapped package and under secure postal arrangements. You will be required to sign for the materials and once received, responsibility for the security of the test materials becomes the responsibility of the recipient. When materials are in transit, bags and briefcases must not be left unattended, even for a short time (eg in a parked car). 


Storage of test materials 


Once received, any test materials must be kept securely. In the case of home delivery, the recipient should keep them in a secure area. In the case of school or office delivery, they must be locked securely away when not in use. Under no circumstances must test materials be left in a position where an unauthorised person might see them. 


Maintaining confidentiality       


Anyone dealing with test materials must, at all times, ensure their confidentiality. The contents of any test or related mark scheme must not be discussed with any person unless authorised by STA. As directed by STA, all materials should be returned after use. If any material is, at any time, lost or stolen, STA must be contacted immediately. Should anyone have reason to believe that confidentiality has been breached they should immediately report their suspicions to STA. 


I agree to abide by this confidentiality agreement.


Signature:  ________________________________


Name:____________________________     

Date:___________________

Please return one copy of this completed form by (insert date) to:


(Insert STA contact name)


Standards and Testing Agency


53-55 Butts Road, Earlsdon Park, Coventry CV1 3BH


Annex B

Handover of test materials form


		

		

		Date

		

		

		

		Key Stage/SLT level* and subject

		

		



		



		From:

		

		



		



		For the attention of:

		

		



		Description of materials:

		

		



		Signed to confirm receipt of materials:

		

		



		Name in block capitals:

		

		



		Job title:

		

		



		Date:

		

		



		Return of materials after use






		Signed to confirm return:

		



		Name in block capitals:

		



		Job title:

		



		Date:

		





Annex C


TEST REVIEW GROUP MATERIAL CHECKLIST



Meeting:


  

Date:


		Name

		Copy Number

		Received Signature




		Returned Signature

		(STA)

Confirmation at end of TRG meeting signature



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





Security incidents raised by Suppliers

		Examples of incidents covered by this procedure:






		· Test material (package or individual items) which cannot be accounted for at some point in the test development process eg in transit, during pre-test administration at a school.


· Unused test products, which cannot be accounted for during the test development cycle eg material may go missing on Supplier's premises.


· Packages containing unused test materials (eg pre-test packages, handover materials) which are inappropriately packaged or are damaged in transit and may reveal live test content.





		Suppliers' procedures for handling incidents






		On discovery of an incident, the Supplier should follow their own procedure for handling such incidents.  This should include as a minimum: 


i. A clear procedure for escalating the incident internally to the project manager (if not directly involved in discovery of incident) and the senior manager responsible for managing the contract.


ii. An action plan for attempting to close down the incident which can be adapted to the particular nature of the incident eg contact with couriers, discussion with relevant internal staff.


iii. A clear system for recording the incident and actions carried out following discovery.  Suppliers should use agreed templates to ensure that internal staff are consistent in their recording of incidents.


iv. A clear understanding of alerting and updating STA to the incident.








		Informing others of incident






		The incident should be reported to STA test development team within 3 hours of discovery.  The incident should be reported to the director of test development (DoTD) or, in their absence, one of the test development programme leaders.  


The DoTD will assign a programme leader or test development manager to be first point of contact for receiving updates on the incident.  The DoTD will also name other staff that should be copied into updates.  

Depending on the nature of the incident, the DoTD will alert the Managing Director of STA and the STA Security Manager to the incident who will get directly involved as necessary.





		Reports and updates to STA on the incident






		On day 1 of the incident - the Supplier should provide a brief but clear description of the incident using template A.


On day 2 - the Supplier should provide a more detailed report using template B which should include activities carried out to date and further activities planned with timescales.


Day 3 onward – the supplier should provide a daily update report on the investigation. The security incident daily log (see template C) may be helpful for this.


Final report – at an appropriate point in the investigation, the supplier should provide a final report (template D) setting out the following:


· in the event that the material remains unaccounted for: a summary of the main points, an assessment of the possible explanations for the incident, an assessment of likely impact of the incident on the project, proposed contingency action, an account of key lessons learnt by the Supplier and proposed actions to avoid recurrence in the future.


· In the event that the material has been accounted for: a summary of the main points, an account of key lessons learnt by the Supplier and proposed actions to avoid recurrence in the future.







		STA involvement






		On receipt of the more detailed report received on Day 2 (template B), STA will liaise with the STA Security Manager and others as necessary to ensure that the Supplier's approach seems appropriate and to consider any other measures needed.  If necessary, a STA TDT representative and the STA Security Manager will visit the supplier’s premises to discuss the incident further.







Pre-test administration


For Suppliers responsible for carrying out pre-test administration in schools, these procedures are the minimum guidelines we would expect to be followed for the pre-test process. 


Recruitment of pre-test administrators


When applying for the role of a pre-test administrator, individuals must provide the Supplier with references and CVs. The Supplier should also endeavour to have some face-to-face contact with applicants. This will help them to emphasise the nature of the work involved in pre-test administration and enable the Supplier to stress the security aspects involved in managing pre-test materials. 


· Pre-test administrators must be Criminal Records Bureau checked.


· They do not necessarily have to have an educational background but must demonstrate the following attributes:


· Good organisational skills


· Able to communicate effectively with all levels of people


· Good time management skills


· Methodical approach to work


· Confidence


· Good at administrating and organising papers


· Professionalism


· Pre-test administrators should be provided with a (photographic) ID badge with the Supplier's logo on it and telephone number. This is so that the school can check the ID of the administrator before the pre-test begins. 


· All pre-test administrators must sign a Confidentiality Agreement and be made aware of the confidential nature of the materials they are handling before they administer any pre-tests. 


Procedures for pre-test administration


· The Supplier will contact schools to take part in the pre-test and will ask schools to indicate which dates are most suitable for them to administer the pre-test and will be asked to supply one or two contact names.


· The Supplier will then assign a pre-test administrator to the school and will send a letter confirming the name of the pre-test administrator and the dates the pre-test will take place.


.


· The pre-test administrator will then contact the school via telephone or email to confirm details such as when they will be visiting to carry out the pre-test and ask to speak to the named contact provided by the school.


· At this point they may want to clarify roles and responsibilities and discuss requirements in order for the pre-test to run smoothly ie test conditions.


· The Supplier will organise sending the test papers out to the pre-test administrator.


· On receipt of the materials the pre-test administrator must check them off against a ‘Consignment sheet’ to ensure they have the correct test papers, the correct number of copies and the unique numbers or bar codes match up. 


· The Supplier must ensure that the pre-test administrator is aware of the confidential nature of the materials they are receiving and must advise them that the security of the materials ie storing them in a safe place is their responsibility. 


· The pre-test administrator must arrive at the school in good time to meet their contact and organise the materials for the pre-test.


· When the pre-test administrator takes the papers in to school they must not be left unattended at any time during the visit or removed from sight by another adult or teacher.


· The papers should be distributed and pupils asked to complete the details on the front.


· The pre-test administrator must ensure that the teacher, before the end of the pre-test, has completed the pupil data form.


· The pre-test administrator must ensure that all papers used and unused are recorded on the pupil data form. If a pupil was expected to take the test but was absent on the day of the pre-test this should be recorded on the form.


· Before the pupils are dismissed from the classroom every test paper, used and unused, must be accounted for. 


· Before the pre-test administrator leaves the school they must ensure that they have every document. This includes signed Confidentiality Agreements, pupil data forms, administration guides and any questionnaires.


· When the pre-test administrator is preparing the test papers to dispatch back to the Supplier they must check against the pupil data form and the original consignment note that the have all the papers they received.


Dispatch and distribution to pre-test administrators


All confidential material must be dispatched by courier or Royal Mail Special Delivery (ie by a secure method which has the facility for track and trace). Materials can be dispatched for an overnight delivery but only Monday to Thursday.


· Before any confidential materials are dispatched the Supplier must ensure that the recipient has signed and returned a Confidentiality Agreement.


· The Supplier will then contact the pre-test administrator to confirm a delivery address, date and time. 


· The Supplier must emphasise the importance of the confidential materials the pre-test administrator is receiving and inform the recipient that they will need to be available to sign for the materials and confirm safe receipt immediately once they are received. This could be by telephone or via email.


· The pre-test administrator must confirm receipt of the materials and confirm that they have read and understood the pre-test administration guidance.


· The materials must be double wrapped, ideally in an envelope/box and then placed in a plastic tamper-evident bag. Both must be addressed and marked as confidential. An additional envelope will need to be included with an address label for sending the materials back to the Supplier.


· The Supplier must keep a record from pre-test administrators confirming they have received their parcels safely ie emails received or a telephone log.  


· The Supplier must provide advice to the pre-test administrators as to what to do if they do not receive their package on the agreed date and time. This will enable the Supplier to begin to track the missing parcel with the courier company. 


· If the Supplier has not had confirmation or been contacted by all the pre-test administrators by 2pm on the agreed day of delivery, they contact those who they haven't heard from.


· The Supplier must ensure they get confirmation from the courier company that all pre-test parcels have been delivered and signed for. 


· The materials must be returned to the Supplier the day following the last pre-test in each school. Pre-test administrators must follow the same procedures for packaging up the papers ie double wrapping them and sealing them securely. 


· The Supplier must provide the pre-test administrators with instructions on how to send the materials back.


· When the collection of the test papers has been made the pre-test administrator must contact the Supplier to inform them that the parcel(s) have been collected and how many they can expect ie 1 of 3. This will enable the Supplier to track receipt of all the pre-test papers. 


Correspondence with schools


· There should be no reference made on the letters and documentation sent out to schools as to which year the test materials are intended for. 


· Schools should be informed of the dates of the pre-test and who their pre-test administrator will be. They should also be given a contact name and number in case of possible queries.


· All schools taking part in the trialling or pre-testing of confidential materials must sign a Confidentiality Agreement. This must be signed by anyone who is involved in the pre-test and by anyone who has sight of the materials.


· Schools should be informed as to whether they will receive results from the pre-test. 


Pre-test papers


Anyone involved in handling or dispatching pre-test papers must sign a Confidentiality Agreement. This could include printers. 


· The Supplier must keep a record of how many papers are required for each school. These papers should each have an individual bar code or unique number to enable them to be tracked. 


· The Supplier must report to STA when all pre-test papers have been received back and accounted for after the pre-testing period. (See attached document: Tracking pre-test papers) 


Security Incident Log: Template A (Day 1 report)

		Incident reference number: 






		Supplier:






		Date:




		Key Stage:

		Subject:



		Description of incident



		Concise information required:


· What is the incident?


· Where did the incident happen?


· When did it happen?


· Who reported the incident? eg pre-test administrator


· What date was this reported to STA?


· Who informed STA?


· Who was the person contacted at STA?


· What if any actions have been taken?






		Reported by:




		Date: 





Security Incident Log: Template B (Day 2 report)

		Incident reference number:






		Supplier:






		Date:




		Key Stage:

		Subject:



		Full description of incident including where and when it happened






		Potential breach






		Actions carried out to date






		Further actions to be carried out (including timescales)








Security Incident Log: Template C (Daily update report)

		Incident reference number: 






		Supplier:




		Key stage:

		Subject:



		Date

		Detail actions and developments 

		Completed by






		

		

		



		Date

		Detail actions and developments 

		Completed by






		

		

		



		Date

		Detail actions and developments 

		Completed by






		

		

		



		Date

		Detail actions and developments 

		Completed by






		

		

		



		Date

		Detail actions and developments 

		Completed by






		

		

		





Security Incident Report: Template D (Final report)

		Incident reference number:






		Supplier:




		



		Date:




		Key Stage:

		Subject:



		Summary of incident



		



		Assessment of possible location of missing materials



		Possibility

		Likelihood

		Implications for future security of this test



		For example:


The pre-test administrator lost the test papers eg accidentally discarded them, mislaid them, mislaid them in their home




		Possible given the lack of clarity of their actions




		Low. If the papers are lost at home it is unlikely they will fall into the wrong hands






		

		

		



		

		

		



		The impacts of the incident on the project 



		



		Proposed contingency actions



		



		Key lessons learned



		



		Proposed actions to avoid recurrence in future



		



		



		



		Completed by:

		Date:






		



		



		STA to complete



		· Materials found/ not found






		Incident closed



		Date:

		Name:





Tracking pre-test information - Template for completion during live pre-test period


Dispatch of pre-test papers to pre-test administrators


		Test

		Cycle

		Pre-test

		Number of dispatches made on 06 June 2008

		Confirmation of receipt on 07 June 2008

		Number of deliveries outstanding on 07 June

		Action by TDA

		Confirmation of receipt on 08 June 2008

		All deliveries confirmed

		R/


A/


G



		Eg 


KS3 maths



		2009

		2

		70

		68

		2

		Follow up with courier firm

		2

		Y

		G



		Any issues





Pre-test visits


		Test

		Cycle

		Pre-test

		Pre-test period


Date


Number of dispatches made on 06 June 2008

		Day of scrutiny period




		Number of visits scheduled




		Number of visits completed

		Number of visits with all test papers collected in

		Any issues or exceptions 

		R/


A/


G



		Eg 


KS3 maths



		2009

		2

		11 June – 25 June 2008

		Day 1


11 June

		10

		10

		10

		

		G



		

		

		

		

		Day 2


12 June

		10

		10

		10

		

		G



		

		

		

		

		Day 3


13 June

		10

		10

		10

		

		G



		

		

		

		

		

		

		

		

		

		





Dispatch of pre-test papers back to Supplier by pre-test administrators


		Test

		Cycle

		Pre-test

		Number of dispatches made on 12 June 2008

		Confirmation of receipt on 13 June 2008

		Number of deliveries outstanding on 13 June

		Action by TDA

		Confirmation of receipt on 14 June 2008

		R/


A/


G



		Eg 


KS3 maths



		2009

		2

		20

		19

		1

		Follow up with pre-test administrator and courier

		1

		G



		Any issues or exceptions
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Key stage 1 design guidelines for item writing agencies - 2017 version 2.2

Introduction

These style and brand guidelines should be used by all key stage 1 item
writing agencies (IWA). They are an updated version of guidelines first
produced for NCA documents in July 2006 and updated in January 2009.

The IWA design guidelines have been prepared to ensure all key stage 1
questions are easily typeset and are consistent in design. This is achieved
through item writing templates (version 2.2), that are available in Adobe
InDesign format from the STA, and their consistent use.

STA owns this document and any changes must be agreed with the STA Test
Design Support and Test Development teams.

Software requirements

STA presently uses Adobe Creative Cloud and will continue to update

as Adobe release new versions of the software. If you require the template
in an earlier version of InDesign, STA will provide an 'InDesign mark-up
language file with the packaged template that is compatible with
InDesign CS4 and later. Please inform STA of this requirement during
project start-up meetings.

20f18

Fonts and glyphs
Fonts are available on request, but IWA's will need to procure appropriate font
licences.

Fonts used:

Key stage 1 - All tests - owned by STA and provided with the template. IWA's
are authorised to use this font for STA projects only.

Adobe Times New Roman - mathematics only.

Sassoon primary - key stage 1 English grammar, punctuation and spelling
only.

ITC Zapf Dingbats - for glyphs - ticks, crosses.

Important glyphs
These are characters not immediately available via your keyboard such as
'="or '+,

Tick 'v"' ITC Zapf dingbats 'check mark' GID 20 UNICODE 2713

Cross 'x' Key Stage One GID 125 UNICODE 00BB

Multiplication sign 'X' Key Stage One regular GID 94 Unicode 0078

(Left curly bracket)

Division sign '="' Key Stage One GID 96 UNICODE 007D (Right curly bracket)
Minus sign '—"' Key Stage One regular GID 95 UNICODE 007C (Vertical line)

It is recommended that you add these glyphs to your glyphs palette (Alt/CMD +
shift + f11) in InDesign.
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Key changes for version 2 templates

Key stage 1 font: the font 'QCA regular'is no longer used and should be removed from your
computer. The replacement is 'key stage one' (ks1) which is now used for all key stage one tests. This is
provided with the item template and you are authorised to use this font for STA projects only.
Subject colours: subject colours for English GPS and English reading have changed. This is detailed
later in this document.

Key stage 1 English GPS target sentence font: this has changed from Sassoon infant to

Sassoon primary medium. Sassoon primary is a licensed font and users must ensure their fonts

are appropriately licensed. Details are available here: http://www.sassoonfont.co.uk/fonts/sas/
s807sample.html

Coding boxes: during development coding boxes are used in substitution of mark circles -
instructions regarding mark circles have been removed.

Tables: guidelines for tables have been amended - 1pt strokes should be used for the outer border, ...
and header row and first column.

Key changes for version 2.1 templates

Mathematics response boxes: mathematics response boxes are now outlined in Pantone 293U.
Coding boxes: revised coding boxes to aid amendment - removed 'xx' place holders NCR coding
references, but have left content containers in place if required.

Marks: '1 mark'/'2 mark' text - now 9pt.

Key changes for version 2.2 templates

New example layouts: a series of sub-templates using layouts and examples from live test questions,
with an accompanying document including design guidance and some guidelines for proofing. These
provide starting point templates for different types of test questions.

Mathematics symbol glyphs: these have been changed in this guidance document from Helvetica
Neue to Key Stage One font.

New linked option template for English reading and GPS: a new template has been included for
linking options questions which adds a black dot to the end of the linked options.

New British coins illustration: a new set of British coinage has been produced, improving the
original illustration and adding the new £1 coin.

30f18
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The key stage 1 item
writing templates

All templates are based a on single base template, setting margins, type area
and font styles for key stage 1 item writing. From this this base template a
number of new example layout templates have been produced. These should
be used for standard item writing typesetting, using the font styles provided.

Text Styles included in the template.

Question Style: 15pt ksl regular - 20pt leading.

Character styles
Based on question paragraph style.

Bold Type: 15pt ks1 Bold.

Italicised Type: 15pt ksl Italic.

Underline text: 15pt ks1 regular with 0.6pt underline
and 2pt offset.

Bold underlined: 15pt ks1 Bold with 0.6pt underline
and 2pt offset.

English grammar, punctuation and spelling styles
Based on question paragraph style - used in addition to styles above.

Sassoon: Sassoon primary medium.
Sassoon underline: Sassoon primary with 0.6pt underline and 2pt offset.

Mathematics styles
Based on question paragraph style - used in addition to styles above.

Algebra: Times New Roman Italic.

Large numbers: 30pt text.

40f 18

o There are 40 crayons in a box.
Sam takes 1 crayons.
Kemi takes 2 crayons.

How many crayons are left?

Show
your
working

cars

KS1 item template version 2.2
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Key stage 1 subject Key stage 1 test booklet
colour palette templates

The majority of publications produced for national curriculum assessments use A single key stage 1 booklet template is used for NCA materials. The following
a two colour palette (Black +1PMS) with the appropriate Pantone colour from guidance is provided to produce question items that fit into this template.
this page. To reduce print production issues, where possible tints should be

limited to 25%/50%/75%. The national curriculum assessment test booklet template is designed to be

compatible with three current marking and scanning solutions and provides

Mathematics English English GPS margins within which item writing agencies can create test items.

Pantone 293U Reading Pantone 129U
Pantone YellowU

2016 national curriculum tests 2016 national curriculum tests 2016 national curriculum tests

Key stage 1 Key stage 1 Key stage 1

English reading English grammar,
Paper 1: reading prompt punctuation and spelling

and answer booklet Paper 1: spelling

Mathematics

Paper 1: arithmetic

75% 75%
50% 50% = e
25% 25%
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Key stage 1 item template:
common elements

Page margins Lozenges
Top: 23mm Bottom: 33mm Colour lozenges, used in key stage 2 materials to highlight the question, are not
Left: 11.5mm  Right 15mm used in key stage 1 materials.

Vertical guides - from top left corner of page:
28.5mm, 35.5mm, 168.5mm, 173.5mm, 181.25mm, 193.25mm

Areas outside item page margins are reserved for page numbers, scanning
marks and barcodes and cannot be used for item writing.

Return, soft return and page break

Spacing within questions is defined by the paragraph style and set using
returns (paragraph break), soft returns (line breaks) and page breaks.
Return - paragraph break: [RETURN] - Invisible glyph:

Soft return - line break: [SHIFT] + [RETURN] - Invisible glyph: =

Hard return - page/column break: [Keypad ENTER key] - Invisible glyph: .

Coding boxes

Formatted coding boxes are provided in the template and their grouped
elements should be snapped to the left guide provided. The QUID element self
populates with the item filename. Boxes are provided in the grouped elements
to allow for programme of study references or item codes - these are optional
and depend on requirements for each test and trialling period. If not required
please delete the xx content, but not the text box.

D ) The mark should align with the response line or bottom

' of the table provided for the pupil's response and be
inlined to the last element in the question so the position

D D i automatically adjusts if question layout is amended.

1($?Drk 2 ngks See examples provided in the accompanying document.





Key stage 1 design guidelines for item writing agencies - 2017 version 2.2 7 of 18

Character styles Question numbers

Character styles are provided within the template to format a variety of type Question numbers are shown using a 12mm x 8mm black lozenge with bold
styles. These include styles for underlined type, superscript and subscript - white text. The central text box (solid cyan line) is positioned 2.5mm down from
please use these styles instead of the buttons provided in InDesign or selecting top margin (magenta line) so unlozenged text aligns with the question number.

a different font to format in bold or italicised text.

n Example initial sentence - text set in question style.

Examples of character styles

bold type, Italic, underlined, Item letters

Section breaks, either a,b or i,ii should be placed into the initial question text.
bold underlined, Sassoon primary,

: . : n (a) Example initial sentence - question style.
Sassoon primary underlined, ,p.ipt, P,

algebra.

Use of anchored/
inline graphics

All graphics (charts/illustrations/response boxes) should be inserted as
anchored objects into the question text. Instructions for standard elements are
included for each subject.

Tables, including those provided as response lines, can be pasted directly into
the question text. Templates for these are provided on the paste board in text
containers - these should be removed from the text container and pasted
directly into the question text.
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Example layout

Three questions are shown here on a single page
for illustration.

During item development each question

should be stored as an individual InDesign file.

Page bar

A tinted magenta bar is included in the
template so designers can see how materials
will appear in the finished booklet - this is
locked in the template and designed as a
guide and will not appear if the question is
previewed, PDF'd or printed.

The final question PDF's produced for STA
should not show this bar.

80f 18

n Example initial sentence - all text set in question style.[Space]

1 markﬁ

o Example initial sentence - all text set in question style.—

—

Second introductory sentence.[Space]

{ QuID |

1 mark§

o Example initial sentence - circle the correct elements.

Word spacing increased to allow pupil to circle.

| QuiD |

1 markﬁ
. QuiD |
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Key stage 1 illustration style

We have a standard house style for key stage 1 illustrations and a selection of
illustrations that can be provided with the question template for your use. These
illustrations are copyright to the STA and should only be used for STA projects.

Illustrations within questions are typically only used in mathematics questions.

This guidance does not apply to English reading where bespoke illustrations to
support the reading prompts are required. Examples of these materials can be
provided on request.
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Typical spacing

Examples of typical key stage 1 spacing below. Further details for each subject are
provided in the example layouts document and templates.

o Example initial sentence - all text set in question style.— [SOFT RETURN TWICE]

Second sentence - all text set in question style. [SPACE]
[PASTE RESPONSE TABLE INTO TEXT AS STANDARD TABLE] 1 mDark
ey QUID

° Example initial sentence - all text set in question style.— [SOFT RETURN]
= [SOFT RETURN]

Prompt True False

[tem one D |
[tem two D )

— [SOFT RETURN] e
Example second sentence.

10 0of 18

Subject specific: English grammar,
punctuation and spelling

Spoken or quoted text should be
formatted in Sassoon character style.

Sassoon character style.

Where a pupil should circle a response
within a target sentence double
spacing should be applied between
words and lines.

Sassoon style— [SOFT]
= [SOFT RETURN]
continues onto two lines.
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Response lines
Pupil's response lines are set using a prepared table. Each line is set to 12mm
with a 0.6 black stroke. Examples of these are provided in the template.

The response table is 140mm, which is reduced if numbers or symbols are
required.

These can be added to items immediately at the end of the preceding sentence.

A standard 140mm response line - row depth set to 12mm
A

Row set to 12mm fixed.
Y

140mm maximum width

1. First column is 10mm, reducing response column to 130mm
) A

2. Y

<
<

Row set to 12mm fixed.

\

1

Oomm 130mm maximum width

A half 70mm response line.

Row depth set to 12mm.

< >
<« >

70mm width

10mm 70mm width

110f 18

Response spaces

These are 0.6pt black lines, provided in the template. These should be used
consistently and be sufficient for a pupil's response. To use these select and
copy the line from the examples provided in the template, or the examples of
use provided, then select the postion in the sentence where the line should
appear and paste as an inline graphic. If the line appears in the second line of a
two or more line sentence apply a double line space to allow room for a pupil's
response; see the example below.

15mm __ response space
20mm __ response space
30mm response space

If the line appears on the second line of a two line target

sentence add a line break. This allows the
pupil space for their response.
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Tables

120f 18

Tables use 2 stroke styles, 1pt outer/header boarder and first column (1pt lines highlighted in pink) and 0.5 response lines. Rows should be a minimum 12mm deep,
with a 3mm inset for text, and should allow sufficient space for pupil responses if required. An example table is provided in the template. Tables should be inset into

the text of the question.

A 3mm cell inset

Prompt Header | Header
A
Row set to 2mm minimum.
\
Try to use standard column
widths for similar responses - for
example, true/false, yes/no.
Prompt Header | Header

Header: 25% tint of subject
colour and bold black text. Header Header (_‘_> Response
A
Section A Row set to 12mm minimum.
Y
A, B, C sections should be
divided by 1pt line
section B > Reasonable space for response.
Header | Header Response
Section A
Section B

This type of sectioned response table is very rare. Most tables are set out as the example on the right hand side.
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Tick responses

Check box responses are prepared as tables. Options text should be added and aligned left - the width of the column adjusted to best fit options. The example below
is unusual as responses are typically a similar line length. Check box response tables should be inset into the text of the question.

A Short Option, ¢ Row set to T0mm|minimum. 10mm x 1T0mm - 0.5pt stroke

¢ Row set to 6mm fixed. Two column check box response tables

A longer option that cannot Two column response tables (that include a second 'answer column'’

be fitted onto a single line. of responses and tick boxes) are provided in the template but should

¢ Row set to 6mm fixed. only be used where the available page space may be limited - in key
. N stage 1 this would include questions for English reading prompt
A short Optlon. ¢ Row set to 1T0mm|minimum. answer booklets.

A spacing column is included between the two 'answer columns' This
should be adjusted to ensure the tick box for the left set of responses
is closer to the left response.

A short option.

<
<

Y

Reduce column width so response
is as close as possible to tick box

Tick XXXX.
Option <—> Option
Mathematics only:
Make outline on boxes Blue - (PMS 293U) Option Option

Option Option
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Subject specific: mathematics Subject specific: mathematics
Use response boxes in Positioning response boxes
mathematics e ety o

Mathematics questions can use charts and other graphics in a non-uniform
way. To assist the pupil when they respond to a question a box is provided to
indicate where the pupil should write their answer. In mathematics a bold box

is also used with an area to write out their working if required. c¢m £

Response boxes

Standard width response boxes (50mm x 20mm)
are provided in the templates; with number
response boxes (20x20mm) examples. Response

cm £ tens boxes should not be larger than 50mm wide.
With STA approval excemptions (in 10mm
increments) can be used for larger responses or
where the unit is larger.
/ ‘ Working boxes
Show A working box template is provided in the template for questions
that require it. A response box is included, but may need to be
your adjusted accordingly to suit the response required.
working H : ,
e total width of this box exceeds the content box for the
| question. The working tab is designed to align with the left edge

of the question number lozenge.

Inline grouped element - using inline graphic panel set position
to custom - then X and Y alignment to text from. If inlined into
cm final question sentence set X to -140mm - Y position should be
adjusted so box is 12mm under the last text line. This example is
included in the template.
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Subject specific: mathematics Subject specific: mathematics

Fractions Mathematics sums

Character styles are provided to format fractions and some examples are Character styles are provided to format calculation numbers, mathematics
included within the template. glyphs should be used to format multiplication, addition, subtraction and

division glyphs - see important glyphs on page 2.

Glyphs formatted in key stage one font

L oof 2 f
2 o 4 o 123 x 123 = (glyph: left curly bracket)
3 123 — 123 = (glyph: vertical line)

1
L ° 123 + 123 = (glyph: plus sign)

Standalone Inline

fractions fractions 123 + 123 = (glyph: right curly bracket)

Fraction responses

Fraction responses are set using standard templates - these
are provided in the item templates. The width of these may
need to be adjusted to reflect the correct response, but as
standard are set up for up to 2 digit responses.
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Typical key stage 1

mathematics spacing

Examples of typical key stage 1 mathematics spacing. Mathematics papers are 1 2 -

typically set up with a 2 question per page layout within the booklet template.
Space should be allowed for pupils to work out questions.

Example initial sentence - all text set in question style.

_|_

16 of 18

Example initial sentence - all text set in question style.

=12

Numbers in both questions use the numbers character style. Pupil response
boxes use a 2pt stroke for emphasis - the full equation is centred in the half

page space provided within the margins of the template.

Example second sentence - all text set in question style.

12

smallest largest
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Key stage 1 arithmetic test

Templates for key stage 1 arithmetic are provided separately. The grid shown is
required for a small number of questions - a version where the grid lines have
been set to white is included in the pasteboard of the template.

1

of xx =

1 mark
QuUID

Mark circles have been left in place
in this template - do not replace with
coding boxes.

17 of 18
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<b> bold type character style

Anchored
Qu number
aligned to

baseline

word in the sentence below.

Paragraph break
[return]

This sentence is double spaced so the pupil’s respon

is clearly shown.

2 line breaks [soft return]

t

15 Sassoon character style

KS1 item template version 2.2

Page 1

KS1 Template v2-2_GPS - 12 April 2017 2:45 PM - Version 1

aligned
and anchored






<b> bold type character style

~

Anchored
Qu number
aligned to

baseline

wo words in the sentence below.

Paragraph break
[return]

This sentence is double spaced so the pupil’s respon

is clearly shown.

2 line breaks [soft return]

t

15 Sassoon character style

KS1 item template version 2.2

Page 2

KS1 Template v2-2_GPS - 12 April 2017 2:45 PM - Version 1

aligned
and anchored
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<b> bold type character style

he answers that are in the wrong places. |

Anchored 2 line breaks [soft return]

Qu number

ligned
il One has been done for you.

\ Paragraph break

[return]

The sentence contalins a full stognyWhen pupils are required.

to circle incorrect punctuation. This \tyle is used. <«——Lmark

aligned
and anchored

15 Sassoon character style

Anchored circle of appropriate size
- here 4.2mm diameter. 2pt stroke.

Page 3
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Anchored
Qu number
aligned to

baseline

<b> bold type character style

'S

nctuation in the correct place in the sentence below.

Paragraph break
[return]

Lettets and ords double spaced.

Double letter spacing achieved
using +250 range tracking.

15 Sassoon character style

Note: this style only applies to
apostrophes as they are having to insert
punctuation between letters as opposed

to between words.
For item writers:
should only be used for G5.8

KS1 item template version 2.2

Page 4

KS1 Template v2-2_GPS - 12 April 2017 2:45 PM - Version 1

aligned
and anchored






<b> bold type character style

he cqifect verbs so that the sent
Sidstodl correct tense. <

Qu number
aligned to PClrcngIph break

baseline [return]

The words | in | this | sentence arein | text | 15pt
1 mark_
SEIE2GS

KS1 Template v2-2_GPS - 12 April 2017 2:45 PM - Version 1

ence is in the <

Line break [soft return] to
remove orphan ‘tense’

.

with verb boxes inlined.

15 Sassoon character style

aligned to response
containers and anchored

0.5pt, 9mm depth with 2mm cell padding.
Width to fit content to nearest 1mm.
Each container should be equal size as
this example of 16mm wide.

Double space before and after container.

Page 5

KS1 item template version 2.2
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<b> bold type character style

he cms(er to complete the sentence belowgm—

Anchored

5 line breaks [soft return]

Qu number

aligned to
baseline
one
. . two .
This text is formatted in Sassoon.
three
examp les 15 Sassoon character style

1

1pt with 5mm cell padding.

Width and depth to fit content to nearest
0.5mm. Container is anchored and
aligned centrally to baseline of sentence.
Note: text leading manually set to 15pt.

Page 6
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aligned
and anchored






Anchored
Qu number
aligned to
baseline
Example
example sentence.
Word
example
Example sentence :
word
Example
example sentence.
Word

1pt with 5mm cell padding.
Width and depth to fit content to nearest
0.5mm. Container is anchored and
aligned centrally to baseline of sentence.

Note: text leading manually set to 15pt.

Page 7
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KS1 Template v2-2_GPS - 12 April 2017 2:45 PM - Version 1

he correct word to complete each sentence belOW/

1 paragraph break [return]
Overide style: change
Space After to 18.5mm

2 paragraph breaks [return]

2 paragraph breaks [return]

aligned and anchored






Anchored
Qu number
aligned to

baseline Heading

KS1 Template v2-2_GPS - 12 April 2017 2:45 PM - Version 1

2 line breaks [soft return]

ion text in question stglei

Heading

<b> bold type character style

P4

aligned
and anchored

Heading

Example _ D
p ? < 1 _mark
KSBHRGS
Table pasted into text -
positions automatically
25mm 1pt line with 15pt <b> bold type character style
triangle arrow head. Capitalise and centre vertically and
Note: length can be horizontally in 12mm deep row with
adjusted to fit content. 3mm cell padding.

Heading

Example

35mm

KS1 item template version 2.2

30mm

75mm

Column widths can be adjusted to fit content
but base on response (Question) column to
ensure consistent response area.
Suggest review of these questions as a
group to ensure some degree of consistency.

Page 8
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underline type character style

Anchored
Qu number
aligned to

<b> bold type character style

he woré(om ple as one word, using an exarﬁe* 2 line breaks [soft return]

Wl The is set in 15 Sassoon style and the arrow box anchored.

-

<—— T mark '

aligned
and anchored

1pt box 55 x 12mm box. Arrow 1pt line with
triangle arrow head. Where possible align box
and arrow to centre of underlined word.
Where not possible set as example shown.

|~

Page 9
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Anchored
Qu number

aligned to
baseline

word

here

example

KS1 Template v2-2_GPS - 12 April 2017 2:45 PM - Version 1

<b> bold type character style

he correct answer for each word on the line.

!

1 paragraph break [return]

2 line breaks [soft return]

H

20mm

response. line is 0.6 response line in-line

Length of response line to fit likely

anchored into text.

KS1 item template v

Page 10

ersion 2.2

aligned and anchored
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2 line breaks [soft return]

ion text in Question style paragraph style Use 15pt Sassoon underline
Anchored character style.

Qu number

aligned to

wansll Target sentence that the Qupi[ needs to refer to formatted in

15 Sassoon character style.

13mm gap for first line, allows for text decenders.

A
;
aligned
and anchored

\ KIS
Table pasted into text.

12mm row height Rows set to 12mm height.

for subsequent lines.

Note: please use this standard
table type as shown here and in
other examples.

1.44mm space before table

13mm gap for first line, allows for text decenders.

12mm row height

for subsequent lines.

0.6pt black lines.

Page 11
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° (a)”Question text in Question style

13mm gap for first line, allows for text decenders.

12mm row height

for subsequent lines.

double space

KS1 Template v2-2_GPS - 12 April 2017 2:45 PM - Version 1

baragraph style.

1 paragraph (b) E

ver two lines requiring alignment.

break [return]
between
sections.

double space

Table pasted into text.

uestion text in Question style paragraph style with text

[CTRL + \] to ‘indent to here’

N\

aligned
and anchored

1.44mm space before table

N

Table pasted into text.

Note: please use this standard
table type as shown here and in
other examples.

13mm gap for first line, allows for text decenders.

12mm row height

for subsequent lines.

KS1 item template version 2.2

0.6pt black lines.

Page 12

aligned
and anchored
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2 line breaks [soft return]

er line responses.

Anchored
Qu number

ligned t
ISl The target sentence for th

e question.

13mm gap for first line, allows for text decenders.

1.

Numbers baselined B
. i 0
to response line. i 5
< S
c
S
2
12mm . o]
row height ii _,é
for subsequent [ 2
lines. <€ lmadc | O
KBTS
Table pasted into text -
positions automatically
|:| i
D -
g
2 9.2
1 mark c 0
T emes |2 5
Slie
c
S

Example single line response
table. Pasted directly into text -
positions automatically.

Page 13

KS1 item template version 2.2





Anchored

Qu number

ligned
sl (1) examplee—

2 line breaks [soft return]

(2) examples
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2 line breaks [soft return]

xample question text in question style. /

1.44mm space before table

Table pasted into text -
positions automatically

Note: please use this standard
table type as shown here and in
other examples.

13mm gap for first line, allows for text decenders.

\

KS1 item template version 2.2

Delete bottom rows.

1 mark

KBS

aligned
and anchored

0.6pt black line.
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aligned to
baseline

| should
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<b> bold type character style

one word on

[return]

my answer here.

KS1 item template version 2.2

40mm 0.6pt response line.

Page 15

e line below to complete the sentence in

Anchored H
fsiipiadl the required te S€~_[ Paragraph breck

Use 15pt Sassoon
character style.

aligned
and anchored






Anchored
Qu number

aligned to
baseline

uffix to make the word example an answef”
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<b> bold type

character style

\

Paragraph break

[return]

Text {matt in 15 Sassoon character style

Use 15pt Sassoon
character style.
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i

€ ——lmark

KBS

15mm 0.6pt response line.

aligned
and anchored






Anchored
Qu number

aligned to
baseline

O resp

Remember to use correct punctuationeg

<b> bold type character style

se to this question, € 2 line breaks [soft return]

Paragraph break
m return]

e

\

/

2pt stroke

-
\

110mm 0.6pt response lines.

To increase depth select these bezier points,
or reuse this example.
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aligned
and anchored






Anchored
Qu number
aligned to

baseline

As wide as longest text

<€ >

response tables for passages of text. <=

Tick two.

A group of words.

A sentence.

A group of words.

An option.

An option.

7mm indent built
into template.

KS1 item template version 2.2
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2 line breaks [soft return]

Most responses will be similar
width. If a response is much longer
than the others then run it over two
lines (avoiding widows) and choose

either the second or third longest
response for width.

Table pasted into text -
positions automatically
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2 line breaks [soft return]

ype of word is underlined in the sentence below %=

Anchored
Qu number

Use 15pt Sassoon underline

aligned to

wavwel The target sentence %or the question.\\chqmcter style.

As wide as longest text | Tick one.
< > 2 line breaks [soft return]

A group of words.

A sentence.

>
Most responses will be similar
# width. If a response is much longer
A group of words. than the others then run it over two
lines (avoiding widows) and choose
either the second or third longest D -
An ot response for width. o
ption. 32
o |2 5
e
5
7mm indent built Table pasted into text -
into template. positions automatically
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ALT+8 to create bullet point from ksl
font then tab before and after. 2 line breaks [soft return]

Anchored
Qu number

ines in a bullet list. /

line break [soft return]

e End the bullet with a full stop if an instructio/
* End the bullet with a full stop if a statement.
* Don'tif a list of objects.

* banan0 < —

2 line breaks [soft return]

of bullet is used?/

What type
As wide as longest text Tick one.
>
circle
square
Most responses will be similar
triongle width. If a response is much longer
than the others then run it over two
lines (avoiding widows) and choose
either the second or third longest D
banana response for width.
—1-mark__
KSRGS | -
7mm indent built Table pasted into text -
into template. positions automatically

Page 20

KS1 item template version 2.2

aligned
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Anchored
Qu number
aligned to

baseline

Which sentence is an answerZg—

As wide as longest text

€ —
Example text one

Longer example text two @

# Example text three (<=

>
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entences below have their punctuation marks covered\

2 line breaks [soft return]

Tick one.

Thin space [CTRL+ALT+SFT+M]

Example text four®

7mm indent built
into template.

and 3.5mm x 5mm

50% black

with 22mm curved corners D

——lmark_ .

aligned
and anchored

Table pasted into text -
positions automatically

Most responses will be similar
width. If a response is much longer
than the others then run it over two
lines (avoiding widows) and choose

either the second or third longest
response for width.

example ©

Thin space can be found in
[Type] [Insert white space] thin space
menu option or using [CTRL+ALT+SFT+M].

Normal space to Thinspace

Typically used in mathematics to control space
between numbers and units, e.g. 2cm

example @

KS1 item template version 2.2
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Anchored
Qu number
aligned to

baseline TiCk one.

As wide as longest text
<€

Option one extra

Option two

response tables for passages of textq |

KS1 Template v2-2_GPS - 12 April 2017 2:45 PM - Version 1

2 line breaks [soft return]

As wide as longest text

Most responses will be similar
width. If a response is much longer
than the others then run it over two
lines (avoiding widows) and choose

either the second or third longest
response for width.

KS1 item template version 2.2

= =
Option three

Option four D
<—lmadc __

KBS

Table pasted into text -

aligned
and anchored

positions automatically

25mm column here adds
extra gap between options.
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Most responses will be similar

tatement for the question,. width. If a response is much longer
Anchored than the others then run it over two

Qu number 2 line breaks [soft return] lines (avoiding widows) and choose
aligned to . . either the second or third longest
wtsl [nstruction for the questiong— response for width.
Sentence True False
— 1 coding box per response. i
9 Not directly aligned.

\

€ As wide as longest text > N

aligned
and anchored

Table pasted into text -
positions automatically

Sentence True False

option

option option option

Outer border, header and
option option column 1pt. Rows and
other columns .5pt

option
True False
option
option
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2 line breaks [soft return]

1l statement for the question 15pt <b> bold type character style
Anchored Capitalise and centre vertically and
Qu number horizontally in 12mm deep row with

ligned . . .
ol [nstruction for the questio 3mm cell padding.

Word 1 Word 2

all ° ’ all - ﬂ i

words * ] words

centrally ' \ ’ centrally

1 coding box per response
Directly aligned and anchored

1pt line links
oligned ° example response | ® oligned ﬂ i

please 9 >9 plea

Set up as table - depth of rows will adjust as content is added.
Black dots have been added to encourage pupils to link responses to dots. These are
created using the line tool, and a dashed line with a large dash. Lines are anchored

into centre column and will adjust automatically to changes in content, with the
exception of adjusting the width of the centre column. Lines will need to be re-sized

to the width of the column +1.555mm. Example above is 40mm + 1.555mm.

- > 15pt question style text
° ° Centre vertically and horizontally in
10mm deep row with 3mm cell padding.
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Anchored

aligned to
baseline

This is an example sentence

This is an example sentence

This is an example sentence
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punctuation mark or a punctuation mark to
Mkl complete each sentence below.\

Paragraph break
[return]

12mm x 12mm 0.6pt square
in-lined and vertically aligned to
baseline of text. Y offset Omm.

aligned
and anchored
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dd a different punctuation mark to complete the

Anchored

second sentence.

Qu number

2 line breaks [soft return]

aligned to
baseline

Example sentence is 15 $assoon style/

Example sentence is 15 Sassoon style

12mm x 12mm 0.6pt square
in-lined and vertically aligned to
baseline of text. Y offset Omm.
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box to show where an example is needed in the

Shiidl sentence below

Qu number 2 line breaks [soft return]
aligned to
baseline

Text is formatted in Sassoon character style.

\ + S DD

——1mark .

KBS

aligned
and anchored
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punctuation mark that can be replaced with the

Qu number
aligned to
baseline

word example.

2 line breaks [soft return]

Text is formatted in Sassoon style. Arrows point clearl/
A

*

1 return and 1 soft return

to elements in question. Arro

*

boxes anchored!

*

i

.

< lmark
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Anchored
Qu number
aligned to

baseline
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ion in question style.

2 line breaks [soft return]

Remember to use correct punctuation. < 2 line breaks [soft return]

Heading

2pt stroke

Heading

Text in 15pt Sassoon
character style.

KS1 item template version 2.2

100mm 0.6pt response lines.

KS1 children’s illustrations
will be provided.
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ite labels to show the types of word underlined in the

Anchored
Fabiindl sentence below. <=

aligned to 2 line breaks [soft return]

baseline
One has been done for gou/

ﬁreturn and 1 soft return
The example text is formatted in Sassoon. Target word

example - ﬂﬂ

-
o

[e]

are underlined with character style. e
O

D _c

C

O

o

iii GC)

<«———2marks| D

KEmRas| T

FOR INTERNAL PROOFING ONLY

DO NOT REUSE UNLESS REQUESTED BY STA
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<b> bold type character style Use Underline

/ / character style.

bold to the word here to complete the sentence below.

Anchored

Qu number Paragraph break

aligned to

baseline [return] D
The sentence placed here using extra underline. —1mark

KBS

>

aligned
and anchored

Special charater style

Appropriate line width for

15pt Sassoon extra underline response. Here approx 40mm.

FOR INTERNAL PROOFING ONLY

DO NOT REUSE UNLESS REQUESTED BY STA

Page 31

KS1 item template version 2.2





KS1 Template v2-2_GPS - 12 April2017 2:45 PM - Version 1

<b> bold type character style

Use Underline
character style.

rd

o letters to the word example to make a word that

Anchored
Qu number
aligned to

means not example. g

2 line breaks [soft return]

baseline

2 line breaks [soft return]

Target sentence that the pupil needs to refer to in

15pt Sassoin character style. Answer lines ____here.

15 Sassoon character style

2 x 5mm response lines
separated by a thin space

FOR INTERNAL PROOFING ONLY

DO NOT REUSE UNLESS REQUESTED BY STA

.

aligned

and anchored
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