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Reporting Requirements 2018 

 

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 
 

 
 
Various documents relating to Key Stage 1 to include the Phonics Screening 
arrangements (Section 7) are available from the above site, and contain important 
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 22nd June 2018, prior to the DfE threshold 
release. 
 
 
The following instructions will guide you through completing the processes 
required.  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/651757/2018_KS1_Assessment_and_Reporting_Arrangements__ARA_.pdf
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Overview of Year 1 Phonics Screening Check Procedures 

 
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 ï 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 Screening Check Procedures 

 
The administration of Phonics data is a two-step process.  Therefore, guidance is issued 
as follows:- 
 
Step 1 -  Pre Threshold release (until 22nd 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 25th 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. 
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STEP 1 ï Pre-Threshold release 

 

Running the Year 1 Phonics Screening Wizard  

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. 

The Complete check box 
can be selected to indicate 
that you have finished the 
particular processes. 

Select Year 1 Phonics Screening 
Wizard 2015.  (Other Wizards both 
current and previous may be shown)  

Select Next  

The Edit Date refers to 
the date of when the 
wizard definition was 
updated 

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 

to Incomplete.  

Highlight Year 1 Phonics 
Screening Wizard 2018 

and click Next. 
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Selecting the Pupil Group from the Wizard 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Effective Group Date 
 
The group From and To dates default to the 
current Academic Year. 
 

Expand Year Group by clicking on the + to 

the left. 
 
Select Year 1. 
 

Select Apply. 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

The chosen group is now 
displayed In the Select Group 
box. 

Click Next. 

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. 
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Year 1 Phonics Screening Marksheet 

 
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.   
 
The óphonics markô will be the mark from 0-40 for those children who have taken the 
phonics screening check. 
 
 

Important note: 
 

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 
L entered accordingly. 

 

Description Process Mark Phonics Grade  

Child took the phonics 
screening check and met the 
required standard.  

A mark of 0 ï 40 is 
entered from the 
screening check 

outcome.  The grade 
will be applied 

automatically when 
the threshold is 
released by DfE. 

0 ï 40 

Wa 

Child took the phonics 
screening check and did not 
meet the required standard. Wt 

Absent. Leave the Marks 
column blank and 

enter the grade as per 
the list to the right. 

Leave 
blank 

A 

Child did not take the phonics 
screening check. 

D 

Child has left the school. L 
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The marksheet can be 
printed with blank 
columns for the 
collection of data from 
class teachers. 

The marksheet can 
also be exported to 
Excel, for data to be 
entered and imported. 

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 ï leave blank. 
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1)  The Marks for Phonics Check 
Year 1 ï Data displayed for those 
who have taken part in the check 
(those who scored 0 ï 40 only) 

6)  On completion of 
entering the Marks of 
between 0 ï 40, or any 
Grades of A, D or L.  

Click Save 

6) On completion of 
entering the marks of 
between 0 ï 40, or any 
grades of A,D or L, click 

Save. 

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

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

 
4) ! indicates that there is a missing 

Threshold Score.  This is acceptable 
at this point of the process. 

 
5) OK is displayed as a check for those 

pupils who are A,D or L. 

7) This column must be 
left blank until after the 
release of the 

Threshold Mark. 

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. 
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Sending Results to the Local Authority 

 
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. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 

 

Highlight Phonics Test 

Results and click Select. 

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. 
 

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

Choose to only show Pupils 

in Year group 1. 

Follow the route 
 

¶ Routines 

¶ Data Out 

¶ CTF 

¶ Export CTF 
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Right click in the Destination LA/Other cell for the 
first pupil. 
 
Select All will appear, click on this to highlight all 
pupils. 

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. 

Choose to show only 

pupils in Year Group 1. 

Right click in the Destination LA/Other 
cell for the first pupil. 
 
Select All will appear.  Click on this to 
highlight all pupils. 
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Select Export CTF. 
 
The production of the file may take 
some time, please be patient. 

Ignore the address tidy 
message and select Yes to 
continue. 

Make a note of the file name 
and select OK. 
 
------------------------------------- 
 

Select Export CTF. 
 
The production of the file may take some time, 
please be patient. 
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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 ï it does not normally mean 
that the pupilôs information has not been exported. It is alerting you to any 
information that may be incorrect in the pupilôs record. 
 
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. 
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Renaming the Phonics File prior to transfer 
 

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.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
  

 

 

Click the Start Button.   
 
In the search box type; 
S:\sims\star\ctfout   
 
The folder will be displayed 
within the window 
 
Double click on the folder 

CTFOUT 

 

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 
a random number assigned to the 
file.  These do not need to change) 
 

 








































