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Reporting

Requirements

The phonics screening check must be administered to children in Year 1 and children in
Year 2 if they did not meet the required standard in Year 1. The check must be
administered during the week commencing 11 June 2018. A pupil may only take the

check the following week if they were absent during check week.

If a pupil does not take the check during this period and returns to school after Friday 22

June they must be recorded as absent.

Schools and academies must report pupil-level phonics screening check data and retake
results to their local authority.

Statutory guidance can be found on the GOV.uk website, under the title 2018 Key Stage

1: assessment and reporting arrangements (ARA). Link below.

Key Stage 1 Assessment & Reporting Arrangements

2018 national curriculum assessments
Key stage 1

2018 Assessment
and Reporting
Arrangements (ARA)

October 2017

Standards
& Testing
Agency

Various documents relating to Key Stage 1 to include the Phonics Screening
arrangements (Section 7) are available from the above site, and contain important

7.9 Reporting check results

STA will publish the threshold mark on Monday 25 June on GOV.UK* and NCA tools.
Schools do not need to wait until the threshold mark is published before submitting their
data to the LA

Reporting to local authoerities

Schools must report their pupils’ check scores to their LA. The deadline for submission
will be provided to schools by their LA.

= www.go ge-2-tests-and-ph
42 www.gov.uk/sta

28

LAs must submit check data to DfE using COLLECT* by Friday 27 July. COLLECT is
DfE's cenfralised data collection and management system accessed via Secure Access.

Any data DfE receives after Friday 27 July will not be included in the provisional
statistics.

Further support for schools and LAs is available in:

+ STA's check administration guidance

+ DIfE's data collection and submission guidance**

information for schools to make an accurate record and return of data to

Northamptonshire LA.

PLEASE NOTE - The deadline for submitting data to Northamptonshire
Local Authority is Friday 22"Y June 2018, prior to the DfE threshold

release.

The following instructions will guide you through completing the processes

required.

Year 1 Phonics 2018 Guidance
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https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/651757/2018_KS1_Assessment_and_Reporting_Arrangements__ARA_.pdf

Overview of Year 1 Phonics Scr

The Wizard Manager area of SIMS provides a way of managing the statutory
procedures. The Wizard guides you through selecting the required Phonics Screening
Check Pack; selecting the pupil group; entering, editing and validating the results in
marksheets.

You are able to export the data in a Common Transfer File (CTF), through SIMS.

It is important to mention that when you commence the process within the Wizard 1 all
tasks DO NOT need to be completed at once. You must, however, save any work
entered into marksheets; the Wizard can be reactivated when convenient to continue
working.

IMPORTANT NOTE

The Wizard only deals with one group at a time for the creation of marksheets. If you
require marksheets by Registration Groups 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 Assessment Manager (and exported if
required) or by re-entering the Wizard and selecting the relevant group you wish to work
on.

Overview of Year 1 Phonics Scr

The administration of Phonics data is a two-step process. Therefore, guidance is issued
as follows:-

Step 1 - Pre Threshold release (until 22" June 2018);
This guide will take you through entering and submitting the Phonics
Screening check mark for each Year 1 child, to NCC by Friday 22nd June
2018 at the latest.

Step 2 - After the release of Phonics threshold (Monday 25" June 2018);
This guide will take you through using the Phonics Screening Check
Wizard to calculate the Phonics Screening Check pass grade and report to
parents.

Year 1 Phonics 2018 Guidance 2
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Running the Year

1 Phonics Scr

Selecting the 2018 Key Stage Pack

Open SIMS and log in with the appropriate access level.

From the Home Page of SIMS select the
route:

Tools | Performance | Assessment |
Wizard Manager.

s

Took [Window  Help

et BREERSDE 0B A
Lookups N SR § -

Other Schools

Setups. »

Setup Message Options

Agademic Management »
Maintain Medical Event

Statutery Return Tools )
Curriculum 8 Lesson Planner  ®
Check for Update

System Diagnostics. »

Perfc essment * Category

Validate Memberships » System Utilities »
Staff l »i Wizard Manager
CAPITA Options Individual Report Template Conversion

= -

S0LUS
Supporthiet

to Incomplete.

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 area, the view will default

Highlight Year 1 Phonics
Screening Wizard 2018
and click Next.

& Wizard The Complete check box
Select Wizard can be selected to indicate
Filter  Incomplete - that you have finished the
Name Edit Date comp|e1e< particular processes.
EYFS Profile Wizard 2018 o127
Key Stage 1 \wfizard England 2018 01207
Key Stage 2 \izard England 2018 01wzmy
Year 1 Phonics Screening Wizard 2018 0112017
Year 2 Phonics Screening Wizard 20 0112017

< Back MNext =

Finish

Cancel
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Selecting

the Pupil Group

from

(2] = |

B Wizard - Year 1

will open.

Select Grow Click on the Field Browser T
button to open the Group e

Selector. The screen below

Q

m Group Selector

Effective Group Date

Select the effective Group date

current Academic Year.

From To % The group From and To dates default to the
I

[#- Course
(- National Cumiculum Year

- Exam Season Candidates
- Azsessment User Defined
[ Ethnicity

[#]- Home Language

- House

[#- New Intake Group

[+]- Registration Group

[=- Year Group
- Al Year Groups
- Year 1

- Year 2

- Year 3

- Year 4

-~ Year B

- Year &

- Year N2

- Year R

- Year N1

[+ Special Meeds

[#- User Defined Groups
[#- First Language

- Exam Performance Cohort
- Discover

Expand Year Group by clicking on the + to
the left.

Select Year 1.

Select Apply.

[ Apply ] [CIearSeIedion H Cancel

Year 1 Phonics 2018 Guidance
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Select Group

Year 1 (.\5
1] .
\ — The chosen group is now

displayed In the Select Group
box.

| Click Next.

| —

_—T |

By selecting the group and clicking Next, the relevant marksheet will be generated to
enable data entry and calculation (validation) of the phonics screening data.

ﬁ Wizard - Year 1 Phonics Screening Wizard 2018 l Pl
Marksheets
Filter: Incomplete - Please select a Marksheet and click on the pencil to enter/edit data.
Template Group Last Used Complete f
éF'honics Screening Year 12018 ||Year 1 ” | ]

The screen will display a
single marksheet.

Highlight the marksheet and
click on the Edit Marksheet
(pencil icon) or double click
to open the marksheet.

<Back | [ MNext> Finish Cancel

Year 1 Phonics 2018 Guidance 5



Year 1

Phoni

CS Screeni

ng

Mar ksheet

To report phonics screening check results teachers should use the scores associated to
the screening check. When the threshold values have been validated by the DfE after
Monday 25th June 2018 a phonics grade will then be associated to the mark.

Thehomi cs
phonics screening check.

mar k6

wi | 140 for ¢hoske thikdremveho Have ftakeo the O

Important note:

L entered accordingly.

For those children who are: absent, did not take the check or have
left. The mark must be left blank and the phonics grade of A, D or

Description Process Mark Phonics Grade
Child took the phonics A mark of 0T 40is
screening check and met the entered from the Wa
required standard. screening check
Child took the phonics outcome. The grade 0i 40
screening check and did not will be applied
meet the required standard. automatically when Wt
the threshold is
released by DfE.
Absent. Leave the Marks A
Child did not take the phonics column blank and Leave
. D
screening check. enter the grade as per blank
Child has left the school. the list to the right. L

Year 1 Phonics 2018 Guidance




Save Undo (=) Print E Export - H’Calculam

1 Basic Detzils 2 Harkshi\

1Bas The marksheet can be The marksheet can |

Note| printed with blank also be exported to er the outcomes of the Year 1 Phonics Screening Test. Once the -
columns for the Excel, for data to be
collection of data from entered and imported. [olumn enterthe Threshold Mark for the 'Wa' grade. You might lke to do

Laat class teachers.

Diata entry for this Marksheet 15 complete O

2 Marksheet

Enter a value of between 0 and 40 into the Marks for Phonics Check Year 1 for those children who took part in the
phonics screening check. N.B. do not enter a 0 mark for any child who has not taken part in the check 7 leave blank.

pu e o
] ) 5
(=] i (=]
o> > >
g% E 4
W= = ke =
=20 (] = B
a S m =t E = ﬁ
g L oy .= 2
= (== = =] = O =
E = 2 — T =3
wa 0 == O oo (=]
e SN m— S
ABHRA, Alisha
A ChEERERRNENG
ABHRA, Neel : :
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6)

1 Basic/letails 2 Markshest

1 Details

Save Undo = Print El Export - E{:’Calculate

Thiz Marksheet enables you to enter the outcomes of the Year 1 Phonics Screening Test. Once the -
Markshest is displayed:

1. In the Threshold Score column enter the Threshold Marnk for the "Wa' grade. You might like to do

[ ]

On completion of
entering the marks of
between 07 40, or any
grades of A,D or L, click
Save. .

aroop I'IIIefl

1) The Marks for Phonics check Year 17
Data displayed for those who have taken
part in the check (those who scored 0-40

onIy). b @] Zoom /,E Reveal

3) The Data Check column notifies you
as to whether there are errors in the

<

7) This column must be - — marksheet.
left blank until after the 5 5
release of the % % 4)  lindicates that there is a missing
Threshold Mark. 5| 5| 3 Threshold Score. This is acceptable
28] =2 | G at this point of the process.
ABHRA. Abjit W 2 | 5)  OK is displayed as a check for those
ABHRA, Alisha 33 ! pupils who are A,D or L.
ABHRA, Neel 4 !
ACKTON, Stan 3 !
ANDREWS, Josef A oK
Al BY Fve |
2) Leave the Mark column blank for those children who have Left, been Absent or did not take the
screening check.
For any child with a blank mark, enter either A, D or L in the Grades for column only.

Year 1 Phonics 2018 Guidance




Sending Results to the Local A

The Year 1 Phonics Check data must be completed and sent to Northamptonshire LA by
Friday 22nd June 2018, prior to the threshold release from the DfE. This is done by
creating a Common Transfer File (CTF). Schools are able to create CTFs where the
destination is an LA. Please note that all pupils require a UPN (Unique Pupil Number)
before you are able to send CTFs.

Creation of Common Transfer File for Year 1

Open SIMS and log in with the appropriate access level to create CTFs.

ut hc

Follow the route _
Routines

. Admission L4
ﬂ ROUtInes School g
1‘[ Data O u t Data Qut > CTF b Export CTF

DataIn L4 Assessment g View Export History Log

ﬂ CTF Statutory Returns » Performance Analysis ™
q Export CTF Pupil L InTeuch »

Select the CTF export type..

Export Type

Genersl Highlight Phonics Test
ﬁ\| Results and click Select.

| KS1

| KS1 excluding Tests and Tasks

| KS2

| Early Years Foundation Stage data (FSF)

| CME - Leavers
| CME - Joiners
o Select | 9€ Cancel

Choose to only show Pupils
in Year group 1.

] S D B .

& “hedrai.

e — ==

The student selector by default shows all pupils currently on
roll, alphabetically by surname.

Ensure that the tick is active in Include students already
exported.

H Click the drop-down arrow in the Year Grp column.

Year 1 Phonics 2018 Guidance 9



s SIMG met: WATERS EDGE PRIMARY SCHOOL

Epcus  Aeports  Agutines  Tools  Window  Help

L s -« K ervrd BMBCEZOER0B @

e | select All will appear. Click on this to = :

e | pighlight all pupils.

FEZI2001 10045

3001 104

FAZROI 0085 | Churckil Marin =1 1 1 ‘WATERS EDGE PRINARY SCHOOL
FE232001 10066 nckson Hamy ELN 1 1 'WATERS EDGE PRIMARY SCHOOL
VERI2001 10087 Cosenza lsabelly ELM 1 1 'WATERS EDGE PRINARY SCHOOL
JAFR00110088 Cedac: Liowenzn ELM 1 1 'WATERS EDGE PRINARY SCHOOL
YEZ2I2001 10063 Danrin Tarrry PMNE 1 1 'WATERS EDGE PRINARY SCHOOL
JATRO0110090 Dimon Stephane: ELN 1 1 'WATERS EDGE PRIMARY SCHOOL

Exjpet CTF [ Plinics Test Results) & Lk -
1 Ssdert Opsions. 2 Stedents 3 Excaption Log
1 Student Opions: - . K . .
=== 1 Right click in the Destination LA/Other
25t cell for the first pupil. —r———

Left Click on the down arrow in the first cell and a list of LAs will appear.

Start typing NORTHA - and this should take you to Northamptonshire.
Click on Northamptonshire to select it as a destination for the CTF
creation.

;S.EI.:NH Preferred Sumame Freferred Forename  Reg. | Year. [e| YearTaw. |. Frevious Destination Destination LA/Other Destination School -
[ {KB23200110081 Adams Laura ELM 1 1 (WATERS EDGE PRIMARY SCHOOL

(2823200110082 Amnar Tarak ELM 1 1 \WATERS EDGEPRIMARY SCHOOL | Moth Esst Lncoshis . [N 1

(2823200110053 Astwick Gwenneth ELM 1 1 (WATERS EDGE PRIMARY SCHOOL

NE23200110083 Bond Sleve ELM 1 1 ("WATERS EDGE PRIMARY SCHOOL

FE2I200110045 | Cameron Zars PINE 1 1 [WATERS EDGE PRIMARY SCHOOL

CE23200110084 | Carter Hannah ELM 1 1 [WATERS EDGE PRIMARY SCHOOL

RE23200110085 Churchill Martin ELM 1 1 (WATERS EDGE PRIMARY SCHOOL Northamptons hire

F823200110086 (Cookson Harry ELM 1 1 (WATERS EDGE PRIMARY SCHOOL Northamptonshire

[VE23200110087 (Cosanza Isabella ELM 1 1 (WATERS EDGE PRIMARY SCHOOL Northamptonshire

1823200110088 Defes Lorenze ELM 1 1 (WATERS EDGE PRIMARY SCHOOL Northamptanshire

YE2I2001 10085 Dennis Temmy PINE 1 1 (WATERS EDGE PRIMARY SCHOOL MNorthamptonshire

83200110080 Stephanie 1 1 (WATERS EDGE PRIMARY SCHOOL

(@ BgonciF]

Year 1 Phonics 2018 Guidance

e B e Gt niciersa v v @ (B Pebet e
2 S
PN [ % ™ P Gop b o] Priveies Dunratian Damtanan LuObas F————
b EFUHATN T r= = : ; e
S e o e . | It
RN 000 T froe o= = : -
] e b B 1 1 {N”
= = = - - : {Custom)
ﬁf-:x :"u. = i - {Eanl&s} )
wommes == | Choose to show only {1 onBlanks)
— == | pupilsin Year Group 1. | 2
LTI XS [ S— . 3
4 |
R L=
5
6
N2
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ws SIMS .net: WATERS EDGE PRIMARY SCHOO

Focus  Reporis  Rgutines  Tocls  Windew Help

g2 mee G BRPEN HBCEaDBRB Y A

Export CTF (Phonics Test Results)

& Links ~ @H

1Sudent Options 2 Students 3 Execeglion Log

1 Student O plions

Select Export CTF.

Joclida otdact m————

[pstination LA/Other  Destination School

The production of the file may take some time, = -
please be patient.

[erihamptons hire

F823200110086 Cookson Harry [ELM 1 \ SCHOOL Morthamptonshhire:
(V23200110087 Coserza Isabella ELM 1 1 '(’J».\ q

183200110088 Defes Larenza ELM 1 1 WATERS ED‘GFH\ < a
YE23200110088 | Dennis Tommy PINE 1 1 WIATERS EDGE Pmmmsmnu\ <
83200110050 1 1 (WATERS EDGE PRIMARY SCHOOL

SIMS.Net T X

@y CTF Export can cause problems where addresses are untidy or
Y duplicated.

You may want to check with your System Manager that Address Tidy H
and Merge has been run recently before you proceed with CTF Export. Ig nore the add ress tldy

message and select Yes to
- continue.

Do you want to continue with CTF Export?

Yes Mo

Export complete, CTF file(s) creat... ﬂ

§235001_PHO 928LLLL 001 .xml )
Make a note of the file name

and select OK.

o L I

Year 1 Phonics 2018 Guidance
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3 Exception Log

Number of students in file Mumber of students processed MNumber of students not exported D

UPN Prefemed Sumame Prefered Forename  Gender  Date of Bith  Emor Description File Name

Upon completion an Exception Log will be displayed showing the number of
pupils contained in the file and the number of pupils processed. All pupils in
Year 1 must be exported.

Please note:- Information may appear in this box i it does not normally mean
that the pupi

I
information th may be incorrect i

Check that the number of pupils in the file is correct.

The CTF file has now been created and is saved to the CTFOUT folder waiting
for the AVCO routine to be run in order to despatch to the LA.

6s information has not
at

n

Year 1 Phonics 2018 Guidance
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Renaming the Phonics File priojr

The NCC need to identify the Year 1 Phonics file from any Year 2 Phonics file. In order
to do this, schools will be required to rename the files saved to CTF out.

. CTFOUT,

Click the Start Button.

In the search box type;
S:\sims\star\ctfout

The folder will be displayed
within the window

- See more results

Double click on the folder
CTFOUT

—

shsimshstarctfout

Locate the file that you

< noted on page 11.
Right Click on the file

and select Rename

A number 1 needs to be added to the
end of PHO. Therefore, rename the file
to;

< 928XXXX_PHO1_928LLLL_XXX.xml

(XXXX denotes the schools
establishment number. XXX denotes
arandom number assigned to the
file. These do not need to change)

Year 1 Phonics 2018 Guidance 13




























































