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PROCEDURE FOR ENTERING END OF KEY STAGE 3 DATA  

 

Import Key Stage 3 Wizard 

Open Wizard and select Key Stage Pack

Select the Student Group

The Wizard displays the Key Stage Marksheets

Open each Teacher Assessment Marksheet, in order to collate and 

aggregate assessments. 

Send Teacher Assessments to QCA.

The Wizard displays the Key Stage Individual Report Templates

Generate, Preview and Print Individual Reports for the required 

Pupil/Students

Create CTF for Year 9 Pupils for QCA

Collect and Input Teacher Assessments

Ensure P Scale Assessments have been entered (if applicable)
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REPORTING REQUIREMENTS 2011 

 
The following information is taken from the QCDA Teacher Assessment and Reporting 
Arrangements 2011 for Key Stage 3 Students.   
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OVERVIEW OF THE END OF KEY STAGE PROCEDURE 
 

The Wizard Manager area of Assessment provides an easy to use process of managing 
the statutory end of Key Stage Procedures, including the production of Reports to fulfil 
statutory reporting requirements, (as detailed on the previous page). 
 
The Wizard guides you through selecting the required Key Stage Pack; selecting the 
student group; entering, editing and validating the results in Marksheets; the generation 
and printing of the reports to be sent home to parents. 
 
The Key Stage 3 Wizard allows recording of the different attainment levels for English, 
Maths, Science and MFL or the reported levels Reading and Writing attainments plus 
overall subject levels for English, Maths, Science and MFL.  You can choose either 
option to enter all attainment levels or only the reported levels, further details of this 
choice are shown within this booklet. 
 
It should be noted that if Marksheets are independently created for the collection of 
Teacher Assessments from different academic classes and data entered into 
Assessment via these Marksheets, all data will be displayed in the appropriate Wizard 
Marksheets.  The Wizard should be used to aggregate these assessments to give the 
overall Subject Level, where applicable and to validate Teacher Assessments as the 
End of Key Stage 3 Result. 
 
You will be able to export the KS3 Teacher Assessment data, in a Common Transfer 
File, via SIMS. 
 
It is important to mention that when you commence processes within the Wizard ï all 
tasks DO NOT need to be completed in one go.  As long as you save any work you 
have entered into Marksheets created, the Wizard can be reactivated when appropriate 
or convenient to continue working. 
 
As the Key Stage 3 Tests have been optional since 2008, they have now been moved 
from the 2011 statutory key stage wizard.  Templates relating to key stage 3 tests have 
been added to ñQCDA Test Templates KS3 2011 as optional key stage 3 tests. 
 
 
N.B.  The Wizard only deals with one Group at a time for the creation of Marksheets.  If 
you require Marksheets by Reg. Group you would need to reopen the Wizard and create 
Marksheets for each relevant group.  However, the Marksheets created can then be 
accessed either via the Marksheet navigator in SIMS Assessment (could be exported if 
required) or by re-entering the wizard and selecting the relevant group you wish to work 
on.  
 
The wizard would need to be re-entered in order to print the reports for the relevant 
groups. 
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It is recommended that you create a User Defined Group containing the current Year 9 
Group for the purpose of End of Key Stage 3 administration. 
 
It is worth remembering that all Marksheets (including those in the Wizard) display the 
latest mark wherever entered. End of Key Stage 3 Teacher Assessments can be 
entered into Assessment via subject Marksheets.  The results will then be displayed 
collectively in the Wizard Marksheets, ready for validation. 
 

 
 

PERMISSIONS 

 
Only Users with Assessment Co-ordinator or Assessment Operator access can use 
the Key Stage Wizard. 
 

SIMS VERSION 
Your SIMS System must have been upgraded to 7.138 to undertake the tasks within this 
guidance.  This can be checked in SIMS via the route: Help | About SIMS 
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CHECK SIMS FOR 2011 KEY STAGE WIZARDS 
Following the completion of the Spring Upgrade, the 2011 Key Stage Wizards may have 
been automatically imported.  Check in SIMS for their presence. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

From the Home Page of SIMS select the 
route: 
 
Tools | Performance | Assessment | 

Wizard Manager. 

Scroll down the list of imported 
Wizards and check if the required 
2011 Wizard/s are listed. 
For the administration of End of Key 
Stage 3 this year you require the 
Wizard: Key Stage 3 England 2011 

(not shown in example) 

If you see the Import Assessment 
Manager Resources screen, ensure 
that both boxes are ticked and select 
Yes.  This will ensure that the 2011 
Wizards and Templates are available for 
import into SIMS. 
On completion you will receive an 
Activity log, check that all is imported 
before closing.  Now proceed to page 13. 
Create a User Group.  
If you do not see this screen, continue 
below. 
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IMPORTING THE KEY STAGE PACK 
 
The Key Stage 3 data entry requirements have been placed into a ñWizardò to simplify 
the process for users.  This file may need to be imported to Assessment if the resources 
update was not completed during the upgrade.  The Key Stage Packs within the AMPA 
file contain the Aspects, Grade Sets, Result Sets and Templates that you need to run 
the End of Key Stage process.  This will update any changes that have occurred since 
the previous year.   
 
Open SIMS 
 

 

 

 
 

 
 
 
 
 

Click on the Field Browser button 

to display the Open dialog box. 

Select the route: 
Routines | Data In | Assessment | 
Import. 
 
An import Wizard will commence. 

If you see the Import Assessment 
Manager Resources screen, ensure 
that both boxes are ticked and select 
Yes.  This will ensure that the 2011 
Wizards and Templates are available 
for import into SIMS. 
On completion you will receive an 
Activity log ï this can be closed. 
Now proceed to page 13 Create a 
User Group.  
If you do not see this screen, continue 
below. 
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Select Key Stage 3 Wizard England 2011. 

Use the drop-down browser to navigate to  
C:\Program Files\SIMS\SIMS.net\AMPA as 
shown. 

Select Assessment Manager. 

From the AMPA area, select 
England Secondary (and Middle 
Deemed Secondary), by double-
clicking with your mouse. 

The Key Stage 3 Wizard is now 
ready for import. 
Ensure a tick is present in the 

Overwrite defaults box. 

Select Finish. 
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You will be asked to confirm that 
you want to proceed? 
Select Yes. 
The import will commence, this 
may take some time ï please be 
patienté. 

Upon completion, you will receive 
an Activity Log which notifies 
you of what has been imported. 
Scroll down and check that this 
has all been imported correctly.  
Select Close. 
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COLLECTION OF TEACHER ASSESSMENTS 

 
Section 3 ï Teacher assessment at the end of key stage 3 (pages 6-8) of the QCDA 
Teacher assessment and reporting arrangements outlines the statutory requirement for 
reporting Teacher Assessments at the end of Key Stage 3 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Schools usually create different Templates for each subject and build Marksheets for the 
appropriate subject class teachers.  When this data has been collected and recorded 
into Assessment, the levels will automatically be displayed in the Wizard Marksheets as 
the latest result is always displayed against the Aspect.  The Wizard should be used to 
aggregate subject levels and to validate assessments for the end of Key Stage 3. 
 
Log into SIMS and follow the route Focus | Assessment | Template.  Choose to create 
a New template and name it appropriately.  E.g.  Maths TA KS3. 
 
 
The following section advises you of the correct 
Aspects to be used for the collection of Teacher 
Assessments.   
 
When creating Data Entry Templates, choose: 
Result Set: Key Stage 3 Validated Result.  
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When selecting Aspects, narrow the view to show; Type:  Grade.  Category: System ï 
Key Stage 3.  This will make the selection of Aspects easier. 
 

 
 
Please note:  the following acceptable grades for the Aspects are detailed below: 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

 

Note 

Old TA Aspects are still 
available alongside the 
current KS3 Attainment 
Aspects that are to be 
used.  The difference 
between the old and new 
is the presence of KS3 at 
the end. 
 
Ensure you choose the 
correct Aspect ï the ones 
with KS3 after them). 
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ENGLISH 

 

Column Heading Aspect Name 

EN AT1 Speak & Listen KS3 EN AT1 Speak & Listen KS3 

EN AT2 Reading KS3 EN AT2 Reading KS3 

EN AT3 Writing KS3 EN AT3 Writing KS3 
 

MATHS 

 

Column Heading Aspect Name 

MA AT1 Use & Apply KS3 MA AT1 Using & Applying Maths KS3 

MA AT2 Number & Alg KS3 MA AT2 Number & Algebra KS3 

MA AT3 Shape & Space KS3 MA AT3 Shape, Space & Measures KS3 

MA AT4 Handling Data KS3 MA AT4 Handling Data KS3 
 

It is ñGood Practiseò to record all of the above attainment levels, but only the Maths 
Subject level is reported. 
 

Column Heading Aspect Name 

MA TA Maths Subject KS3 MA TA Mathematics Subject Level KS3 
 

SCIENCE 

 

Column Heading Aspect Name 

SC AT1 Scientific Enq KS3 SC AT1 Scientific Enquiry KS3 

SC AT2 Life Processes KS3 SC AT2 Life Process & Living Things KS3 

SC AT3 Materials KS3 SC AT3 Materials & their Props KS3 

SC AT4 Phys Process KS3 SC AT4 Physical Processes KS3 
 

It is ñGood Practiseò to record all of the above attainment levels, but only the Science 
Subject level is reported. 
 

Column Heading Aspect Name 

SC TA Science Subject KS3 SC TA Science Subject Level KS3 
 

MODERN FOREIGN LANGUAGE 

 

Column Heading Aspect Name 

MF AT1 Listen Respond MFAT1 Listening & Responding KS3 

MF AT2 Speaking MF AT2 Speaking KS3 

MF AT3 Read & Respond  MF AT3 Reading & Responding KS3  

MF AT4 Writing MF AT4 Writing KS3 
 

It is ñGood Practiseò to record all of the above attainment levels, but only the MFL 
Subject level is reported. 
 

Column Heading Aspect Name 

MF TA MFL Subject KS3 MF TA Modern Foreign Language Sub KS3 

 
Each of the following attainment levels are reported 
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HISTORY 

 

Column Heading Aspect Name 

HI TA History Subject  HI TA History Subject Level KS3 
 

GEOGRAPHY 

 

Column Heading Aspect Name 

GE TA Geography Sub  GE TA Geography Subject KS3 
 

DESIGN AND TECHNOLOGY 

 

Column Heading Aspect Name 

DA TA Des and Tec Sub DT TA Design Technology Subject KS3 
 

INFORMATION AND COMMUNCIATION TECHNOLOGY 

 

Column Heading Aspect Name 

IC TA Inf Tec Sub  IC TA Inf Tech Subject Level KS3 
 

ART AND DESIGN 

 

Column Heading Aspect Name 

AR TA Art Subject AR TA Art Subject  
 

MUSIC 

 

Column Heading Aspect Name 

MU TA Music Subject MU TA Music Subject Level 
 

PHYSICAL EDUCATION 

 

Column Heading Aspect Name 

PE TA PE Subject PE TA PE Subject Level 
 

RELIGIOUS EDUCATION 

 

Column Heading Aspect Name 

RE TA RE Subject  RE TA Religious Education Subject KS3 
 

CITIZENSHIP 

 

Column Heading Aspect Name 

Citizenship TA  CZ TA Citizenship  Subject TA KS3 
 

Please note:  the following acceptable grades for the Citizenship Aspect are detailed 
below: 
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CREATING A USER DEFINED GROUP  

 
All students being assessed at the end of Key Stage 3  

 
N.B.  If necessary, this process should include students who 
are out of cohort (i.e. children back classed or fast tracked) 

 
SIMS allows you to create User Defined groups.  This facility will capture groups of 
students who are applicable to an historical event (i.e. students on-roll at school during 
end of Key Stage Assessments and can also include students out of cohort). 
 
When created, the User Defined group will be available throughout the Assessment 
suite, e.g.  Marksheet creation, report generation and further analysis in other areas of 
SIMS. 
 
Long term, the group will always be available as an historical group and can be used for 
further analysis in Assessment Analysis and Discover.  If you fail to take advantage of 
this routine you will find it difficult to view the historical group in its correct 
format. 
 
 

Create a User Defined Group 

 
From the front page of SIMS. 
 

 
 

Select the route: 

Focus | Groups | User Defined Groups. 
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2.  ENTER a Short Name 
 
This should be a unique code 
which also refers to the group.  
E.g. KS3 2011 
 

The Group Manager Browser page is opened. 

 
You are asked to give details of the Group you are about to create. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

 
 
 
 

 
 

 
 
 
 
 

Select New to create a new group. 

1.  ENTER a 
Group 
Description 
This should be a 
name that will 
easily identify 
which group of 
pupils are 
contained.  
i.e. Key Stage 3 

Group 2011. 

4. Active Status 
From the drop-
down table select 

Active 

3.  The Notes is a free text area. 
Appropriate details about the group can be 
entered here ï this is not mandatory. 

6.  SAVE your newly created group. 

5. A Current Main 
Supervisor  can be 
added allowing access to 
Marksheets by the 
member of staff selected. 
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Define your search. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select Hyperlink 2 Membership 

Select  Action. 
 
From the options displayed 
select Add Member 

 

Group Type 
From the drop-down 
menu, select National 

Curriculum Year 

Group 
From the drop-down menu, 
choose Curriculum Year 9 

 

 
Select OK. 

Change the Effective Date Range. 
Customise the date range to select a 
From date of; 02/05/11.  This will 
capture Year 9 Students on roll at the 
beginning of May during the traditional 
KS3  
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Effective Date will default to the 
system date.  This should be 
amended to 02/05/2011 to 
capture all students assessed at 
your school. 

Select Search. 
This will display all pupils who 
match the criteria you have 
selected ï students in Curriculum 
Year 9, on roll at the Effective 

date. 

The students are displayed and are awaiting 
selection to the group. 

 

 

Each student in Curriculum Year 9 is to be 
assessed.  To select all the students in one 
go: select the first student, hold down the shift 
key, scroll to the bottom of the list and select 
the final student ï all students will be 
highlighted. 

When all students have been 

selected (highlighted), click OK. 
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If you need to include any NON Year 9 students to the group, this would be done by 
following the above instructions but by choosing the individual student from their 
Curriculum year Group. 
 
To select non-contiguous students highlight the first student and hold down the Ctrl key.  
Whilst still holding down the ctrl key, use the left mouse button to highlight the other 
required students.  Select OK and then Save. 
 
When you have chosen the required students, the Members of the Group are displayed.  
Membership of the group is from the beginning of Key Stage 3 week, therefore, it will not 
include any student who leaves before the Assessments. 
 
 

Select Save 

Close the current screen, 
unless you need to add any 
non Year 9 students to the 
group. 
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SELECTING THE KEY STAGE WIZARD 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The drop-down list in the Filter box 
allows you to display Incomplete, 
Complete or All Key Stage definitions.   
Each time you open the Wizard the view 

will default to Incomplete. 

The Complete check box can 
be selected to indicate that you 
have finished the Key Stage 
procedures. 

 

From the Home Page of SIMS select the 
route: 
 
Tools | Performance | Assessment | 

Wizard Manager. 

Select Key Stage 3 England 2011.  Other 
Wizards, both current and previous may be 

shown.  Click Next 
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SELECTING THE STUDENT GROUP 
 
This page allows you to select the group you wish to work on.  You can also use this 
page to replace a currently selected Group. 
 

 
 
 
 
 

The Wizard deals with one group at a time for the creation of Marksheets.  If you require 
Marksheets by Reg. Groups you would need to reopen the Wizard and create 
Marksheets for each relevant group.  These can then be accessed via the Marksheet 
Entry Focus.  It is recommended that you select User Defined Group ï Key stage 3 
2011 for the purpose of Key Stage 3 administration. 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 

 
 
 

 
 

Click on the Field Browser 
button to open the Group 
Selector.  The screen below 
will open. 

Select the User Defined group 

 

Click on the + to the left of User Defined Groups. 
 

Highlight Key Stage 3 2011 

 

Click Apply. 

Key Stage 3 2011 is now displayed 

in the Select Group box. 

Click on Next. 

GROUP SELECTOR ï EFFECTIVE GROUP 
DATE 

 
The Group From and To Dates defaults to the 
current Academic Year ï which will include any 
student who has been on roll within that period for 
the Group you select.  
 
The From date should be amended to:  
02/05/2011 to ensure that the only students 
included in the Group (and resulting Marksheets) 
are the ones that were actually assessed.  

Select Refresh after amending the dates. 
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KEY STAGE MARKSHEETS 
 
This page of the Wizard displays the Marksheets created from the Templates in the 
imported Key Stage Pack and the Group that you have selected.  You can open these 
Marksheets directly from this page and enter, edit and validate results. 
 
As with the first page of the Wizard you have the option to filter the display to show 
Incomplete, Complete or All Marksheets.  The default filter is Incomplete. 
 
The Marksheets can be sorted on all but the Complete column, by clicking on the 
column header. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 
 
 
 
 
 
 
 

For 2011 the Marksheet step of the Wizard shows 7 Marksheets 
for Key Stage 3. Only 6 of these require data entry. 
 
For the minimum data requirement to be reported to QCDA, 
Marksheets C: Subject TA and E: P Scale Core must be 
completed.  Foundation Subjects Teacher Assessments must be 
reported to Parents ï the Wizard provides Marksheets to enter 
the data into SIMS and will generate an Individual Report with 
the data to be reported to parents. 

 
The 7th Marksheet: KS3 J Broadsheet (Review) 2011 is a 
review Marksheet which collates all data from Marksheets A - F. 
 
N.B. 7 Marksheets will automatically be produced for each Group 
selected via the Wizard. 

 

The Last Used column and the Complete check box can be selected 
to indicate that you have finished working on a particular Marksheet. 
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END OF KEY STAGE 3 TEACHER ASSESSMENTS 

 
The following guidance is taken from the QCDA Key Stage 3 Teacher Assessment and 
reporting Arrangements 2011.  Outlined are the acceptable Levels that can be entered.  
P Scales will be covered later in this booklet.  Special attention should be paid to the use 
of level P (Past) and F (Future) which are used when students are entered for one or 
more, but not all Subjects early. 
 
                                                                                                        

Important Note: Pupils Entered early for SATs 
 
The facility has been introduced to indicate within each Aspect if a student has already been 
assessed for the appropriate End of Key Stage.  Acceptable entries are F ï Future or P ï 
Past.   You should enter the Grade achieved for the Teacher Assessment & Test that are 
undertaken, but if, for example, a child within the group selected is taking Maths early then a 
relevant Level will need to be assigned to Maths TA.  However, the English and Science are 
not being taken until next year.  Therefore, English & Science Levels should be recorded as F 
(Future)  
 
You are advised NOT to enter P if a test or assessment was taken/made in the Past as this 
would overwrite the existing validated Key Stage data. 
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The Report, shown below, details the statutory minimum reporting requirements that 
must be sent to parents for each student at the End of Key Stage 3. 
 

 
 
 
 
 
 
 
The End of Key Stage 3 Wizard 
provides templates for you to validate 
the latest Teacher Assessments. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

When Teacher Assessments have been entered into Assessment and validated via the 
Wizard; the Wizard will then produce the report. 
 

Note:  When tracking progress the correct Aspect must be selected in order for the 
relevant Key Stage results to appear ï refer to pages 11 &12. 

 

The Wizard Templates will also aggregate an overall Subject Level from the individual 
attainment levels if entered. 
 
If you wish to enter the Statutory Minimum data into Assessment, English; Maths, 
Science and MFL Subject Levels, these can be validated via the Marksheet: 
KS3 C Subject TA 2011. 
However, it is considered ñGood Practiseò to enter all the Attainment Levels using 
Marksheets:   
KS3 A En Ma Sc TAs 2011  
KS3 B MFL TA 2011. 
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KS3 A. EN MA SC TAs 2011 ï (Teacher Assessments) 
The Marksheet contains columns to enter English, Maths & Science Teacher 
Assessments.  Data Review Columns are also present with formulas attached that will 
aggregate and validate the results for the End of Key Stage 3. This result should be the 
latest Teacher Assessment with the Key Stage 3 Validated Result Set attached. It is 
imperative that these up-to-date Year 9 Assessments are entered on the system.   
 
The screens detailed below show an example for entering, calculating and saving the 
English TAs 

 
 
When collecting English Teacher 
Assessment, via Subject Class 
Marksheets, data should be entered 
only into the 3 Aspects shown left:-. 
 
EN AT1 Speaking & Listening KS3 
EN AT2 Reading KS3 
EN AT3 Writing KS3 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

English Attainment data is required in the first 3 columns.  The ñgreyò Columns are Read 
only Columns with Formulaôs attached. 
A more detailed example of the English part of the Marksheet is shown on the next page. 

If English Teacher assessments have been 
collected and entered in other Marksheets, they 
will be displayed here. 
 
If you have collected English Teacher 
Assessments elsewhere and the results are NOT 
displayed in the Wizard Marksheet it is likely that 
you have not used the correct KS3 Aspects or 
have not attached the Validated Key Stage 3 

Result Set.  
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. 
 

Save Ensure you save your entries, by clicking on save.. 
Remember saved entries are black, unsaved entries are 
red. 
 

Teacher Assessments for English (EN AT1):English Speaking & Listening, 
(EN AT2): Reading and (EN AT3): Writing should be entered into the 
appropriate columns ï if recorded elsewhere in Assessment, the Key Stage 3 
Validated Result will be displayed.  

Notes This section provides you with 
details on how to successfully 
complete the Marksheet. 

The ñgreyò columns are formulas that 
will require calculating.  On completion 

of data entry, click Calculate. 

Column Headers gives 
details on data to be 
entered. 
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KS3 A. En Ma Sc TAôs 2011 Continued 
 
On completion of entering the English Attainment data, Attainments for both 
Mathematics and Science will need to be recorded in the same way. 
 
 
If Maths Teacher assessments have been collected and entered in other Marksheets, 
they will also be displayed here. 
 
The correct end of Key Stage Teacher Assessment Aspects for Mathematics: 
 
MA AT1: Using & Applying data KS3,  
MA AT2: Number & Algebra KS3,  
MA AT3: Shape, Space & Measures KS3  
MA AT4: Handling Data KS3  
 
Result set ï Key Stage 3 Validated Result  
 
The correct end of Key Stage Teacher Assessment Aspects for Science: 
 
SC AT1: Scientific Enquiry and Experimental and Investigative Science 
SC AT2: Life Processes and Living Thing 
SC AT3: Materials and their Properties 
SC AT4: Physical Processes 
 
Result set ï Key Stage 3 Validated Result  
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When all data is present in the Attainment Columns, select Calculate 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
On completion close the Marksheet in the usual way. If asked select Yes to save any 
changes. 
 
You will be returned to the Key Stage Wizard. 
 

On Save a date appears in the Last 

Used date box. 

As you Calculate the formulas 
embedded in each of the columns is 
activated. 
 
This then gives a validated teacher 
assessment subject level. 

On completion of 
data entry and 
calculation click in 
the Data Entry for 
this Marksheet is 
complete box. 

Missing Entry Check column ï 
check for Fail messages and 
enter missing entries Calculate 
again.   
Repeat until the column is blank. 

Missing Entry Check, verifies that all the required data has been entered when you 
select ñCalculateò.  If data is missing you will see a Fail.  If this occurs: 

¶ Data must be checked and entered in the appropriate column and recalculated 

¶ If you have used the F grade in the Attainments then the missing entry check fail 
can be ignored 

 
Grade Check, 
If the grade F (to take in future) or P (taken in past) has been entered you will get an 
ñFò and ñPò warning.  This needs to be checked as correct and if ok message can be 
ignored.  Please refer to the important notes on page 21. 
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Remember:  
When you commence the processes within the Wizard ï all tasks DO NOT need to be 
completed in one go.   
 
If you wish to close the wizard and do further inputting at a later time, you should 
Cancel as instructed on the previous page. You will be returned to the SIMS 
homepage. 
 
You can continue inputting data at a later time via the Wizard by following the route: 
Tools | Performance | Assessment | Wizard Manager and select Next until you 
reach the Marksheet screen. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT - P SCALES 
 

ñFor Students working below the levels of the Key Stage 3 tests, teacher 
assessment is the only means of statutory assessment.  For students assessed as 
W, there are now 2 Marksheets (KS3E P Scale Core 2011 & KS3 F P Scale 
Foundation) for inputting P Scales that can be used to refine the assessment.  In 
2011, P Scales data will be collected at the end of the key stage as part of the 
national data collection.ò 
 

Select the next relevant 
Marksheet, by double-clicking 
with the mouse or highlight and 
select the pencil icon. 
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KS3 B. MFL TA 2011 - MODERN FOREIGN LANGUAGE 
TEACHER ASSESSMENTS  

 
This Marksheet contains columns for you to collate and aggregate Modern Foreign 
Language Teacher Assessments. 
 
It works under the same principle as the example English Teacher Assessment 
Marksheet. (page 24). 
Teacher Assessment Aspects required for Modern Foreign Languages are: 
 
MF AT1: Listening and Responding KS3 
MF AT2: Speaking KS3 
MF AT3 Reading and Responding KS3 
MF AT4: Writing KS3. 
 
Result set ï Key Stage 3 Validated Result  
 
If MFL Teacher assessments have been collected and entered in other Marksheets, 
they will be displayed here. 
 
If they are not visible, ensure that they have been recorded against the correct Aspects, 
and that the Key Stage 3 Result Set was attached.   
 
When Teacher Assessments are visible in the Data Entry Columns, click on Calculate. 
 

 
 

The ñgreyò columns are 
formulas that will require 
calculating.  On completion of 
data entry, click Calculate. 
 

The ñgreyò columns are 
formulas that will require 
calculating.  On completion of 
data entry, click Calculate. 
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KS3 B. MFL TA 2011 after ñCalculateò 
 
¶ The ñRead onlyò columns with formulas will be populated. 

¶ The formulas attached create a validated level as the end of KS3 Subject level. 

¶ Data will be checked for failures.  Amend if necessary. 

¶ Save the data entry ï red text will become black.  

¶ Results will be validated and attached to the Key Stage 3 Validated Result Set. 

¶ Indicate that the Marksheet is complete. 

¶ Close the Marksheet and confirm you wish to save your changes.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 

MFL TA Subject KS3 
Column contains the Aggregated 
Subject Level calculated, based on 
current weighting levels from MFL 
attainment levels (first 4 columns). 

Missing Entry Check, verifies that all the required data has been entered when you 
select ñCalculateò.  If data is missing you will see a Fail.  If this occurs: 

¶ Data must be checked and entered in the appropriate column and recalculated 

¶ If you have used the F grade in the Attainments then the missing entry check fail 
can be ignored 

 
Grade Check, 
If the grade F (to take in future) or P (taken in past) has been entered you will get an 
ñFò and ñPò warning.  This needs to be checked as correct and if ok message can be 
ignored.  Please refer to the important notes on page 21. 

The next Marksheet for completion is: 
 

KS3 C. Subject TA 2011 
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KS3 C. SUBJECT TA 2011 - SUBJECT LEVELS 

 
If you have used the previous Marksheets, giving separate attainment levels for English, 
Maths, Science and MFL, all columns should be completed when viewing this 
Marksheet.  No further data entry is required.  If correct indicate that the Marksheet is 
complete. 
 
Prior to exiting the marksheet, click on Calculate.  This will alert you to any failures on 
the Marksheet.  These failures must be rectified 

 
 
 
 

 
Save &  Exit the Marksheet 
 
 
 
 
 

 

NB.  If the school only completes the statutory minimum data entry: English Subject 
Level, Maths Subject Level, Science Subject Level and MFL Subject Level then data 
entry will be required here, unless data has been correctly entered elsewhere. 

 
 
 
 
 
 
 
 
 
 
 

Missing Entry Check column ï 
check for Fail messages and 
enter missing entries Calculate 
again. 
Repeat until the column is blank. 

The next Marksheet for completion is: 
 

KS3 D. FoundationTA 2011 
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KS3 D. FOUNDATION TA 2011 FOUNDATION TEACHER 
ASSESSMENTS 
 
This Marksheet can be used to enter the outcomes of Teacher Assessments for all non-
core subjects at Key Stage 3 in 2011.  
 
It contains data entry columns for each Non Core Subject ï including Citizenship. There 
is also a data review (formula) column to check for missing data, as in the previous 
Marksheets.  
 
It is likely that teacher assessments have been recorded in Assessment via Marksheets 
for individual subjects by each Class group. These Teacher Assessments will be shown 
in the columns on the left hand side of the Marksheet.  Ensure that these are the latest 
assessments and edit those that are blank or inaccurate.  THERE SHOULD BE NO 
OMISSIONS.   
 
 
When all Teacher Assessments are entered or visible in the data entry columns, click 
Calculate. 
 
 
 
 

Click on Calculate to 
check for missing entries 

Column Headers detail which data each column 
should contain.  TA= Teacher Assessment 

Acceptable Grades for Citizenship 
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KS3 D. Foundation TA 2011 after ñCalculateò 
 

¶ The ñread onlyò column with formulas will be populated ï check for Fail messages 
which indicate missing data. 

¶ Input missing data if necessary. 

¶ Save the data entry ï red text will become black.  

¶ Indicate that the Marksheet is complete. 

¶ Close the Marksheet and confirm you wish to save changes.   
 
 

On your return to the Wizard you can choose to continue or cancel and return to the 
Wizard at your convenience. 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

The next Marksheet for 
completion is KS3 E P Scale 
Core 2011 for any students 
working below Key Stage.  
 

KS3 F P Scale Foundation 2011 is supplied in order to 
record information against any students scoring a W in any 
other Foundation subjects. 
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KS3 E. P SCALE CORE 2011  
 

Statutory P Scale Data Collection 
 
The following guidance is taken from the P Scales section of the QCDA website; 
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SIMS/End of KS3 2011  35 

 
Teacher Assessments and P Scale data must be submitted to QCDA by Friday 8th July 
2011, but may be submitted from Tuesday 3rd May 2011.  Early returns are encouraged  
 
 
Key Stage 3 
 
Schools are expected to calculate the overall subject level from Teacher Assessments 
(TAs) in each Attainment Target (AT). For some students this could mean a mixture of 
W and level 1.  Overall, a student assessed as working at level 1 in one AT but W in all 
others would have an overall TA level of W. The student would therefore be attributed a 
level W and would also require a P scale assessment. However, it would not be 
appropriate to provide a P Scale in the AT in which the student was assessed as 
working at level 1. 
 
For this reason the only validation that can be applied is that if a student is assessed as 
working at level W (at subject level), then one or more P Scale entries must also be 
entered.  This will apply particularly in the case of English but could also occur for 
Mathematics.  For all other subjects this validation is not applicable because the P 
Scales are at overall subject level. 
 
In addition to the core subjects (English, Mathematics and Science), there is a 
requirement to provide P Scale assessments for the following eight Foundation subjects, 
if the student is working at level W in that particular subject: 
 
Modern Foreign Language Design and Technology Geography 
History ICT Art 
Music PE 
 
For these eight subjects and the core subject Science, the validation rule is that if the 
student is assessed at NC level W, they must also have a P Scale in that subject. 
 
English as an Additional Language 
 
At each Key Stage it may be that a student has been assessed as ñWorking towards 
level 1ò because they have English as an Additional Language (EAL) status rather than 
Special Educational Needs (SEN). This must be indicated by assigning EAL to the 
appropriate P Scales. 
 
 
P SCALE DATA ENTRY 
 
P Scale Templates are imported as part of the import Wizard routine that was carried 
out as part of the Key Stage process. 
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Open the Marksheet KS3 E. P Scale Core 2011. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
The following chart outlines the P Scales that can be recorded. 
NATIONAL 
CURRICULUM  
 

NC 
LEVEL 

P SCALE : LEVELS 
P4-8 

LEVELS 
P1-3 

English 

W 

  

P1iïP3ii 

Reading Reading 

P4-8 
Writing Writing 

Speaking & Listening Speaking ï expressive 

 Listening - receptive 

Maths Subject Level W 

Using & Applying 

P4-8 P1i-P3ii 
Number 

Shape, Space & 
Measures 

Scientific Enquiry (AT1) 

W Science P4-8 P1i-P3ii 

Life Processes and 
Living things (AT2) 

Materials and their 
properties (AT3) 

Physical Processes 
(AT4) 

 

PLEASE NOTE 
P1i ï P3ii are applicable to children in Special Schools only; children in 
Mainstream schools would be assessed against P4 ï P8. 

 Only Special Schools will be required to complete the P Scale overall subject 
columns.  Mainstream schools must complete the relevant attainment within the 
strand/s for each subject where the pupil is working towards level 1.  E.g. if a student 
achieved a level 1 in Speaking and Listening, but was assessed as W in Reading 
and Writing, P Scale data must be entered for both Reading and Writing only. 

  

Read only data 
pulled through from 
data entry 
Marksheets A, B 
and C. 
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Enter the P Scale results for the appropriate student and Save the entries.  
 
Click on Calculate.  This will check for validation errors.  There are two warning columns 
at the far right of the template.  The first indicates a possible error.  The second 
indicates how many errors there may be for a particular student.   
All errors will need to be cleared prior to submitting data to QCDA.  When exporting the 
data via CTF, all results will be validated.  For any student who has a key stage result of 
W and no corresponding P Scale (or vice versa) an error will be generated and the data 
for that student will not be exported. 
 
Right Click on a column and select Order Rows | Descending.  This will display 
validation errors at the top of the Marksheet. 
 
Open the Marksheet KS3F: P Scale Foundation 2011  

Any Ws previously entered in the Key Stage template D will be displayed in read-only 
columns. 
 
Enter the P Scale results for the appropriate student and Save the entries.  
 

NATIONAL CURRICULUM 
ASSESSMENT 
If a child is assessed as W for the 
following attainments: 

P SCALE ASSESSMENT 
Must be completed as shown: 

P SCALE 
Acceptable Entries 

Art P Scale Art  
P8, P7, P6, P5, P4, 
P3ii, P3i, P2ii, P2i, 
P1ii, P1i, EAL 
(English as an 
additional 
language). 

Design & Technology P Scale Design & Tech 

Geography P Scale Geography 

History P Scale History 

ICT P Scale Inf Tech 

Modern Foreign Language P Scale MFL 

Music P Scale Music 

PE P Scale PE 

 

Reminder  P1i ï P3ii are applicable to students in Special Schools only. 
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REPORTING TEACHER ASSESSMENTS TO QCDA 

 
 
As stated by the QCDA; ñSchools must submit their teacher assessment, including 
overall attainment levels to QCDA on the Teacher assessment section of the NCA tools, 

website at www.qcda.gov.uk/ncatoolsò. 
 
The deadline for submitting teacher assessments and P Scale data is Friday 9th July 
2011. 
 
Teacher Assessment data can be submitted from Tuesday 3rd May 2011.  Early returns 
are encouraged.  All teacher assessment data, including P Scale data will be submitted 
at student level. 
 
For a student who transfers from one school to another in the Summer Term, it is the 
responsibility of the school at which the student was enrolled on the 3rd May 2011 to 
submit the teacher assessment data.  This may require the school to obtain teacher 
assessment data from the studentôs previous school. 
  
The method of transfer is by Common Transfer File.  The following guidance will assist 
you through the process. 
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CREATION OF COMMON TRANSFER FILE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Follow the route: 

¶ Routines 

¶ Data Out 

¶ CTF 

¶ Export CTF 

The panel shows Data 
that can be exported. 

Export CTF Screen. 
 

 

The default view shows all Current students who 

have not previously had a CTF created.  
To ensure that you include all of the current Year 9 
Students in the CTF, indicate you wish to Include 
students already exported. 

Select Refresh Students. 

The only data required to be exported is 
Student Basic Details and Assessment 
Data.   Deselect the other fields by clicking 
into the boxes, which removes the ticks. 

The Student selector by default shows all 
students currently on roll, alphabetically by 
surname.  
 
Click the drop-down arrow in the Year Grp 
column. 










































