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Introduction

Introduction

Data Management Services have worked with the Herts for Learning Early Years Team to

create a toolkit within Assessment Manager 7 in SIMS, facilitating schools in the tracking

of pupil progress across the oOtypical devel op
Outcomes document.

The Toolkit:

1 Demonstrates progress across the 7 Prime & Specific Areas of Learning in the
EYFS

1  Tracks individuals and cohorts from entry across the Foundation Stage
T Shows which o6typical devel opment age ban:

1  Shows whether the cohort or individual achievement is below, within or beyond
expectations

1  Calculates cohort attainment and progress (%)

The Tool kit includes templates to allow the b
development to be recorded on a termly basis, plus reports that provide distribution

sheets, a progress graph and cohort progress across the Foundation Stage. You can

record data for On Roll pupils, as well as Guests pupils, e.g. those attending your onsite

PVl pre-s ¢ h o o | Guéss Rupils Optional)d6 o n 3P fargnere details).

Given the focus on Age Related Expectation in this Toolkit, it is vital that children are
allocated to the correct Year Groups in SIMS from the outset. This can be difficult if you
have children in your Nursery settings for more than the 3 terms before they move into a
Reception class. Please refer to the Appendix, on page 31, for guidance on selecting the
correct Year Group for your Nursery pupils.

Support Providers

Support in the general use of the templates/marksheets would be provided by your SIMS
Support Provider.

If your school is in Hertfordshire, or you have queries specific to the reports within this
Toolkit, support will be provided through the HfL ICT Service Desk on 01438 844777
(option 1 then option 1) or via email at help@sd.hertsforlearning.co.uk

Support in the understanding or use of your data should be available from the Early Years
team in your local authority/borough. If you are in Hertfordshire, or do not have access to
such an advisory team in your area, please contact the Herts for Learning Early Years
Team on 01438 844795 or via email on earlyyearsteam@hertsforlearning.co.uk
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Downloading and Importing the Templates & Reports

Downloading and Importing the Templates & Reports

For schools that have a SIMS Support Contract with HfL Data Management Services, the
import of the templates and the associated reports will have been performed for you when

you initially purchased the Toolkit.

For all other schools that purchase the Toolkit, the template and report files must be saved
from the email you receive into a known location on your computer, and then imported into

SIMS as per the following steps.

Importing the Templates

1.

Page 2

Right click on the file, e.g. eyfs_progress_toolkit_templates_jul2018.xml,
attached to the email and choose Save As from the menu (the wording of this
option will depend on your email client). Choose to save the file into a known

location, e.g. your Documents folder.

In SIMS, go to Routines > Data In > Assessment > Import.

Routines  |Teols Window Help

wmie R Es) HRC2S0S @
|

School

Data Qut »

Dataln > CTF L3

Statutory Returns » Assessment > Import

Pupil L4 Performance Analysis M Import From Spreadsheet

In the Import Wizard, click on the Browse button.

mlmpor’c ? £

Select the file to import from

| |

Header comments from the import file:

Change the Look in location to wherever you saved the file.

Double click on a file to import.

Click Next twice until you are at the step for selecting the templates to import.

ﬁ Import ? >
Select the Templates that will be imported
Template Edit Date

HFL EYFS: Prime - E2/N1 [1-2 yrs] 01/07/2018
HFL EYFS: Prime - N1 [2-3 yrs] 01/07/2018
HFL EYFS: Prime - N2 [3-4 yrs] 01/07/2018
HfL EYFS: Prime - Reception [4-5 yrs] 01/07/2018
HFL EYFS: Prime - ¥t 1 [Delayed Yr R] 01/07/2018
HfL EYFS: Specific - E2/N1 [1-2 yrs] 01/07/2018
HfL EYFS: Speciic - N1 [2-3 yrs] 01/07/2018
HfL EYFS: Specific - N2 [3-4 yrs] 01/07/2018
HfL EYFS: Specific - Reception [4-5 yrs] 01/07/2018
HfL EYFS: Specfic - Yr 1 [Delayed ¥t R] 01/07/2018

Select All * Deselect All

< Back Iext = Finish Cancel
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Downloading and Importing the Templates & Reports

7.  Either click the Select All button or place a tick against the templates you
require.

If you are not importing all of the templates, please remember that the ones to
import relate to the age of the children in your EYFS and not your class names, i.e. if
you have a Year 1 aged child in your Reception class, you also need to import the
6Year 1 [Delayed R]O6 templ at es.

8.  Click Finish, followed by Yes when prompted.

9. When the templates have been imported, an Activity Log is displayed. The log
will tell you what has been successfully imported.

Bl Activity Lag ? >
=) Print E Save

Yz
Aspect: HIL 6 EYFS EAD ~

Aspect: HfL Divider Column

Aspect: EY: Reading

Aspect: EY: Writing

Aspect: HiL 01A TA Reading

Aspect: HFL A TA Writing

Aspect: EY: Numbers

Aspect: EY: Shape, space and measures
Aspect: HiL 01A TA Maths

The following Template(s) were successfulty imported:
Template: HFL EYFS: Prime - E2/N1 [1-2 yrs]
Template: HFIL EYFS: Prime - M1 [2-3 yrs]

Template: HFL EYFS: Prime - N2 [3-4 yrs]

Template: HFIL EYFS: Prime - Reception [4-5 yrs]
Template: HFL EYFS: Prime - Year 1 [Delayed R]
Template: HFIL EYFS: Specific - EZ/N1 [1-2 yrs]
Template: HfL EYFS: Specific - N1 [2-3 yrs]
Template: HFIL EYFS: Specific - N2 [3-4 yrs]
Template: HfL EYFS: Specific - Reception [4-5 yrs]
Template: HFIL EYFS: Specific - Year 1 [Delayed R] w

10. You may see items in this log that are marked as Imported with Warnings,
which can be ignored. Please scroll to the bottom of the log and check that all
the templ ates you sel ect edhedaollewingi st ed

Template(s) were successfully importedo . | f anycoaldmeotldei st ed
imported and modifiedo, pl ease Print or Save the

Support Provider for assistance.

11. Click Close to close the Log.

Importing the Reports

1. Rightclick on the file, e.g. eyfs_progress_toolkit_reports_jul2018.RptDef,
attached to the email and choose Save As from the menu (the wording of this
option will depend on your email client).

The file that includes the word SIGNED in the name is for schools using
Hosted SIMS and should be downloaded instead, if applicable to your school.
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Downloading and Importing the Templates & Reports

2.

Page 4

Choose a location to save the file to, e.g. your Documents folder. If the Save as
type is not showing as .RptDef you will need to change the Save as type box
so that it reads All Files and NOT Compressed (zipped) Folder.

Save az ype: Compressed [zipped] Folder hd

-Eomiressed ziiied Falder I

If you had to change the Save as type, you may then find that the name of the
report has an extension of .zip at the end. Click into the File name box and
delete the .zip at the end of the flename and replace with .RptDef. If there is no
extension of .zip, type in .RptDef anyway. The name should now read, for
example, as eyfs_progress_toolkit_reports_jul2018.rptdef. Click Save.

Once the download has completed, open SIMS and go to Reports > Import
from the menu.

Rgutines Tools  Winc

Bun Report

F®

Design Repert

| Import |
Export b

Click the Open button = e and select the folder where you saved the file into.
Select the downloaded report file and click Open | Ogen

The report titles are shown below Description and the Status is shown as
6pendinged.

Description Status
EYFS- Assessment Collation Sheet pending...
EYFS- Individual Pupil Progress Graph pending...
EYFS- Overview of EYFS pending...
EYF5- Progress Tracker pending...
B Import associated templates
rnpnrt

Leaving all the reports ticked, click on the Import button to import the reports.
Once imported, the ticks will be removed and the Status will change to
6l mported©o.

Description Status

[] EYFS- Assessmert Collation Shest Imported
[] EYF5- Individual Pupil Progress Graph Imported
[T] EYFS- Overview of EYFS Imported
[] EYF5- Progress Tracker Imported

Click on Close .
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Adding Filters and Marksheets to the Templates
Adding Filters and Marksheets to the Templates

Once the templates have been imported for the first time you will need to add Marksheets
for each year group so that the teacher assessments can be recorded.

If you have used the Toolkit previously and have just imported an update to the
Templates then this section need only be followed if you have changed your group
names or if filters have not yet been applied to the Templates (see below).

Included in the Toolkit are templates for recording data against children in Nursery

(Year N2) and Reception, plus optional templates for children in Year N1 (for 2-3 year
olds) and Year N1/E2 (for 1-2 year olds). Please see Appendix 17 Adding Year Groups
into the Pastoral Structure on page 28 for further details, as the Pastoral Structure will
need to be set up in a specific way in order for the data recorded to be included on the
reports.

1. Goto Focus > Assessment > Template.

2. Typldle@sd i n Templaté dame box and press enter, or click Search

H Search

Template Name |hﬂ eyfs |

3. Open one of the templates displayed, either by double clicking on the name or
by clicking on the name to highlight it and then clicking on Open = Oren

% Find Template

D Mew H Search Open Delete Print Mext Previous

Template Name |hﬂ eyfs | Owiner Select Categary | ()

Active Status |L‘mive w |
Name Owner Status
iHFL EYFS: Prime - E2/N1 [1-2 yrs] Active
HfL EYFS: Prime - N1 [2-3 yrs] Active
HfL EXFS: Prime - N2 [3-4 yrs] Active
HfL EYFS: Prime - Reception [4-5 yrs] Active
HfL EYFS: Prime - Yr 1 [Delayed Yr R] Active
HfL EYFS: Specific - E2/N1 [1-2 yrs] Active
HfL EYFS: Specific - N1 [2-3 yrs] Active
HfL EYFS: Specific - N2 [3-4 yrs] Active
HfL EYFS: Specific - Reception [4-5 yrs] Active
HfL EYFS: Specfic - ¥r 1 [Delayed ¥r R] Active

Adding a Group Filter

To ensure that only the correctly aged children are shown on each Marksheet, it is
necessary to add Group Filters to the Templates:

1. Inthe 1 Basic details at the top of the Template, click on the magnifying glass
next to Group Filter

1 Basic
Name |HfL EYFS: Prime - N2 [3-4 yrs] |
MNotes Please enterthe Eary Years Outcomes subdeveled Age Band in which the pupils are ~

working, on entry to the Nursery N2 age group and then termly reviews, in the 3 Prime
Areas of Leaming & Development:

Group Filter | ] ‘.-[
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Adding Filters and Marksheets to the Templates

2.

In the Group Selector window that appears, expand the Year Group (or
National Curriculum Year) menu and select the appropriate group, as per the
table below.

- Year Group

- Ml Year Groups

- Year 1

- Year 2

- Year 3

- Year 4

- Year 5§

- Year 6

- Year N1 [2-3 year olds]

Year R
Click on Apply and then click on Save Elsaw,

The Group Filter box will now contain the name of the selected filter group

Group Filter |Year N2 | L5

If you start with the first template in the list, after adding the filter and clicking on
Save you can click on Next “Nest which will take you into the next EYFS
template. Continue until you have added filters to all of the required templates.

W Find Template
|:|New Search Open Delete Print mBrcmse J}N%t Previous
L

Template Details : HIL EYFS: Prime - N1 [1-2 years]

This below table details the correct Group Filter to apply to each Template. Please note
that the names of your Year Groups may differ slightly from those shown, depending on
how they were setup in your SIMS initially:

Template Name Group Filter to select
HfL EYFS: Prime 1 E2/N1 [1-2 yrs] Year Group: Year N1 [1-2 year olds]
HfL EYFS: Specifici E2/N1 [1-2 yrs] (or Year E2 [1-2 year olds])

HfL EYFS: Prime T N1 [2-3 yrs]
HfL EYFS: Specific i N1 [2-3 yrs]

Year Group: Year N1 [2-3 year olds]

HfL EYFS: Prime T N2 [3-4 yrs] Year Group: Year N2
HfL EYFS: Specifici N2 [3-4 yrs] (sometime just listed as Year N)

HfL EYFS: Prime T Reception [4-5 yrs]
HfL EYFS: Specific T Reception [4-5 yrs]

Year Group: Year R

HfL EYFS: Prime i Yr 1 [Delayed R] *National Curriculum Year:
HfL EYFS: Specifici Yr 1 [Delayed R] Curriculum Year R

* The Yr 1 [Delayed] Templates have to be set up slightly differently, otherwise you will see all of
your Year 1 aged children in the Toolkit marksheets, which will be incorrect and may lead to data
being recorded inaccurately.

Adding Marksheets

1.

Page 6

Click on the Marksheets hyperlink.

1Bazic 2 Template Columnz 3 Marksh¥ts 4 Categoriez 5 Properties
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Adding Filters and Marksheets to the Templates

2. Click on New [Irew to the right of the Marksheets panel.

3 Markshests
DNew
3. Expand the Year Group menu by clicking on the + symbol.

+-[] Special Mesds
[J*rear Group
M ational Curriculum vear
[] Assessment User Defined

4. Place atick against the Year Group that relates to the template you opened
(e.g. OHFrirhei ®WNXB-&yrs]6 i s for Nursery N2 aged

=-["| Year Group
-] All Year Groups
-] Year 1
|| Year 2
-] Year 3
-] Year 4
-] Year &
|| Year &
ﬁear N2
WFear R

| Year N1 [2-3 year olds]

5. Click on Apply and then click on Save Fisave,

6. If you have more than 1 form entry, repeat steps 3 to 5, expanding the
Registration Group menu and selecting the registration groups that relate to
the templ ate you opPRimeidN2(3etyrgld i60sHffLo rE YdFrSa u
and PM, as these contain Nursery N2 aged pupils).

i
AM

SH
[ELM
[ 0&K

] FINE
[7] PM

Note: If the Group Filters have been applied to the Templates (see above), you may
add Marksheets for groups that contain more than one age group, e.g. Registration
groups that are mixed years N2 and R. If however these filters have not been added,
you MUST NOT add mixed aged groups as Marksheets.

7. If you have any groups listed in the Marksheets panel that are for a Curriculum
Year, you will need to highlight the group and select Delete on the right of the
panel, as these are no longer relevant according to the current guidance.

8. If you start with the first template in the list, after adding the marksheets and
clicking on Save you can click on Next #n=+ which will take you into the next
EYFS template. Continue until you have added marksheets to all of the required
templates.

W Find Template
|:|New Search Open Delete Print mBrcmse J}N%t Previous
L

Template Details : HIL EYFS: Prime - N1 [1-2 years]
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Recording Pupil Age Band Data
Recording Pupil Age Band Data

Attainment can be evaluated in relation to Ot
the DfEG Early Years Outcomes document. This document supports ongoing

assessment of pupils in the EYFS. The Early Years Outcomes document includes age

band descriptors for 0-11 months, 8-20 months, 16-26 months, 22-36 months, 30-50

months and 40-60 months. (The descriptors are the same as listed under the Unique

Child statements in the previous ODevel opment

When evaluating progress it is still helpful to consider three steps in each of the Early
Years Outcomes Otypical devel opioneraitd adsessge band
whether pupils are:

1 Entering into a band (previously termed Emerging);
1  Developing within the band; or
1  Securing the band.

Is a child Entering, Developing or Securing within an age band?
HfL advise practitioners to consider:

1 If the child is demonstrating a few / some of the elements of the band (having
shown competence in the previ ckateringand)l,f t
competence in the previous band has not been demonstrated the child is, at most,
&ecuringd t h euspane (8ee below), even if they show some elements of the
next band.

1  If the child is demonstrating many of the elements of the band they would be
d e e m®elveldpingd .

1 If the child is demonstrating most of the elements of the band they would be
d e e m&eturing6 .

The grades used in SIMS are a combination of the age band and the first letter of the
sublevel, i.e. a child assessed to be Developing in the 30-50 Months age band would
be record&0&Dés 630

It must be remembered that children do not all progress in the same way; there is no set

order or pattern in which different skills will be acquired. Therefore, children might

sometimes be showing elements across different age bands. Judgements made using the

Early Years Outcomes age band criteriawilla | way s, t helhesfitdoy el oblki ag 0:¢
the range of skills children are demonstrating. That said, the Observational Assessment

sheets are designed to show gaps in development to inform planning, rather than to track
skills/knowledge acquired.

Summative assessment of learning is identified by assessing what a child can do
independently in a range of situations. Judgements should be agreed through
professional dialogue between a range of practitioners within your school/setting.

Page 8 © Herts for Learning 2018 Doc Ref DMS030



Recording Pupil Age Band Data

Evidence from a higher band must not override evidence of significant gaps from the
previous band. So, for example, even if a child demonstrates some elements of the 40-60
months band, if there are significant gaps in the 30-50 months band the child can, at best,
be described as Securing 30-50, not Entering in 40-60.

Please also consider that the Toolkit is used to track attainment and progress in the 7

Areas of Learning and ttmemefsosdowd dr levellbfé etc t f ia
development across the whole area. Consider a balance of Aspects within each Area of

Learning, i.e. if a child is showing elements within the 40-60 months band within Speaking

but none in Listening & Attention or Understanding, can they really be considered

Developing 40-60 in Communication & Language?

As stated in the Early Years Outcomes documen
applied to make the judgement about whether a child is showing typical development for

their age, may be at risk of delay or is ahead for their age. Children should typically be

seen in age appropriate bands and although some in the cohort may be developing above

what is typically expected, this would be the exception.

Where a child is securing the 40-60 months band, in order to show progress beyond that
level you would need to consider whether they are meeting the expectations within the
Early Learning Goals that make up a particular Area of Learning:

1  When a child is fully meeting ALL of the Early Learning Goals within that Area of
Learning, the correct assessment grade to use is ELG.

1  When a child is meeting ALL and Exceeding SOME of the Early Learning Goals
within the Area of Learning, the correct grade to use is ELG+.

Some children in Reception may begin to work beyond the criteria specified in the Early
Years Outcomes age bands and the Early Learning Goals and practitioners will start to
introduce the child(ren) to early elements of the National Curriculum. The Toolkit will allow
you to record a child at this higher level of development, if this is appropriate and a
discussion has taken place with the Year 1 teacher(s). See Higher Grades below.

Higher Grades

We have included 4 additional grades, above ELG+, for those children whose level of
development in a particular Area of Learning is deemed beyond the typical behaviour
statements in the 40-60 month band, and where they are demonstrating that they will meet
the Exceeding outcome in ALL the Early Learning Goals in that Area of Learning. These
grades (A0, A1l,A2andA3) r epr esent dprdgress bejond thedk G+ lgrade,
with A2 being the age related expectation at the end of Year 1.

Please note that it is highly unlikely for children in the EYFS to be at a level of
devel opment beyond O0A0O0.

Schools that have subscribed to the HfL PA Plus (PA+) resources will have been
provided, via the HfL subscription website, with assessment criteria that can be used in
Reading, Writing and Maths, with further guidance expected in due course. For more
information on the subscription service, please visit
https://www.hertsforlearning.co.uk/resources/pa-plus-subscription-package.
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Recording Pupil Age Band Data

Nursery Schools only - Reception aged children in your Setting

On occasion it is agreed with the parents/guardians of children that are Reception aged

(i.e. 4 years old on the 315t August, the day before the new academic year) for the child to
remain in the Nursery Schoolf or t he Autumn term, or | onger
EntrytoRec ept i ono.

If you have any children in your setting that meet this criteria, please refer to Appendix 11
Adding Year Groups into the Pastoral Structure on page 28 for further details.

To record the best fit judgements against the pupils
1. Click on Focus > Assessment > Marksheet Entry.

2. Typhdlegsd i n Tanplath dame box and click Search & seach,

Template Name ||'rf| eyfs |

3. Select the Marksheet for the Year Group or Registration Group you want to
record levels for and click on Open & een | or double click on the name.

Marksheets

HfL EYFS: Prime - N2 [3-4 yrs] : Nursery AM k‘
HfL EYFS: Prime - N2 [3-4 yrs] : Mursery PM

HfL EYFS: Prime - N2 [3-4 yrs] : Year N2

HfL EYFS: Prime - Reception [4-5yrs] : ASH

4. Click on Zoom @!zeem to maximise the Marksheet, which will hide the header
information, displaying more children on the screen at any one time.

5.  When you first open the Marksheets, click on Calculate and the Area of
Learning header columns will be coloured to more easily identify the separation

2 Marksheset
- : e §¢ "
Result Date |25/07/2018 || [ | Group Membership Date  [25/07/2017 || [ | &) Refresh (1) Summary 3 Narrow @ Zoom 3&Reveal [ Freeze Additional Student Colu
Group Filterl | a,
=l — '] - o E o — [
g E E = E = g E E
= EZ| FE = = = £ E GE g 5E = =
= S| =& 2 S & & @ Uz 9E >3 2 =
S 3 36 _5 G j s =% = 23 g =3 = 3
o 2 o o T o ™ ™ - =T =T =T
5.5 &5 L X as a5 S5 =5 as g5 £5 E5
=n3| =& =5 =5 == =5 =5 =2 23 a2 = =5
m Szt =m -+ - - - - - 52 = - -
S< =i o o o oo o = <L 5l | ]
E == (rifact T4 Cqich [k TR mm, @, B (it T E4:)
= ggu_ ' = "oy "oy ' oy "oy "oy ' oy =l P — Py ]
=2 -1 -l — -1 -l — -1 r [} [m] [m]
& axt| o= o= o= o= o= o= o= B = = £=
ADAMS, Sadie [
ANDREWS, Richard [
ELLIOTT. Josef [
GILBEY, Clarissa [ ]

data from the previous year, if previously recorded by your school; this data
will not be transferred in a CTF from a previous school.
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Recording Pupil Age Band Data

6. To enter your judgements select tlkre cell,
click on the next desired cell. However, we recommend you to right click in the
top cell of the relevant column and click on Select Grade for Cell.

WigwfEdit Result History...

Select Grade For Cell .
Select Colour for Cell M

7. This will display a |Iist of the avail abl e
band bands, from 0-11t040-6 0 Mont hs, Hf L OBE6+6St eps and
M View Select Grade ? x
Select Grade for cumrent cell
Grade Description =
KS1 Step A3 (or above)
AZ KS1 Step A2
Al K51 Step Al
AD KS1 Step AD
ELG+ Meets ALL and Exceeds SOME ELGs
ELG Meets ALL ELGs
40-605 4060 Months - Securing
40-60D 40-60 Months - Developing
40-60E 4060 Months - Entering
30-505 30-50 Months - Securing
30-500 30-50 Months - Developing
30-50E 30-50 Months - Entering
22-365 22-36 Months - Securing
22-36D 22-36 Months - Developing -
Apply & Neodt Skip Close

8. Double click on the required grade or select the required grade and click on
Apply & Next i Either method will enter the grade into the selected cell
and will automatically move down to the next cell.

B8 View Select Grade ? X
e —
5 =
. - E £
o = TE E
Z E > E Grade Description 2
= @ = a —
- — o T
= L3 7 % z A3 K51 Step A3 (or above)
Zog| =5 =5 A2 KS1 Step A2
2 =25<| EJ 23 Al KS1 Step A1
o =g®w - =
= ESL| = = AD K51 Step AD
__ @ EEE| E= o ELG+ Meets ALL and Exceeds SOME ELGs
ADAMS, Sadie ] 1050 | |eG Meets ALL ELGs
ANDREWS, Richard L] 30-505 | | 40608 40-60 Months - Securing
ELLIOTT. Josef L] 30-500 | | 40-60D 40-50 Mortths - Developing
GILBEY, Clarissa [ 30-50E 40-60E 4060 Morths - Entering
HADDON, Magdalene L] 30-500 30-508 30-50 Months - Securing
JOMNES, Daniel [ 30-50E 30-500 30-50 Marths - Developing
TALAK, Esita _ 72355 | | 30:50E 30-50 Morths - Ertering
LUDANK, Itul _ 0-50E | 22-36 Months - Securing
WILSON, Hugh _;’ """"""" IE: 22-36D 22-36 Months - Developing ”
Apply & Next Skip Close
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Recording Pupil Age Band Data

9. If there is a pupil for whom you do not have a grade to enter (e.g. they have
recently been admitted to the school) you can click on Skip and the
next cell down will be selected.

10. Once you have entered all of the grades for that point in time click on Close
Cooe ]

11. If you enter an incorrect grade, or click on Skip in error, you cannot move back
up a pupil whilst the grade selection window is open. Instead you will need to

click Close , right click on the cell you wish to amend, click on Select
Grade for Cell and then make your selection, as above.

12. The grades entered will be coloured red until you click on Save Eisave,

WARNING: If you click on the Undo “uné= hutton it will delete any data entered
against the pupils that is coloured red (i.e. is unsaved) and this is irreversible.

13.  Click on Close %0 tg close the zoomed view and to return to the original
marksheet display.

Display Additional Columns of Information

On marksheets it is possible to display additional columns of information about the pupils,
such as Registration Group, SEN Status, First Language, Percentage Attendance, etc.

1. Right click on the Student column heading and click on Select Additional
Student Columns.

<L,

'
— _=

er T
1 SEF
mn Te

Select Additional Student Columns
Restore Default Column Crder

Studants

ASTWICK, Wills

2. Place atick against the types of information you want displaying on the
marksheet and click on OK [__ o],

B select Columns te Display ? d

Available Columns

M| Date of Bith Gifted / Talented

Age in years/months Looked After

Gender Asylum Status

National Curriculum Year Previous School
Registration Group Home Language

Class First Language

House English Additional Language
Free School Meals Authorised Absences
Admission Number Unauthorised Absences
Date of Admission Possible Sessions
Application Status Percentage Attendance
Ethnicity Examination Number
SEN Status Pupil Premium Indicator
SEN Need Interventions

0K Clear All Cancel
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Recording Pupil Age Band Data

3. The additional columns will now be displayed.

o u

9 g :

2 S = | z

=2 o w2 T8

wy oc L o

ABHRA, Alishs PM N
ABHRA, Neel FM N
ACKTON, Stan AM N
BEIBER, Justin AM N

4. Toremove these columns, repeat steps 1 and 2, removing the ticks from the
unwanted columns individually or click on Clear All to remove all of the

ticks, then click on OK ook

5. You can sort by any of the additional columns by left clicking on the column
heading to organise in ascending order or click on the heading again to reverse

the order.

Note: Any additional columns that are displayed when you save and close the
marksheet will be displayed the next time that you go into that marksheet, however

the sort order will revert to be alphabetical by Surname.
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User Defined Groups (Optional)
User Defined Groups (Optional)

In your setting, you may have some specific groups whose progress you want to track.
Some examples of this may be:

i Children in your Nursery who have flexible/full-time provision;
i Children in your Nursery who attended a Ct
1  Children in receipt of 2 Year Old funding; or
T Children in your Reception class who didn¢
If you have a group such as this in your setting, you can create User Defined Groups in
SIMS to identify these children. The Toolkit reports include an option so that you can look

at the assessment information for a single User Defined Group in isolation. You can then
compare this group to the whole cohort or another group.

Creating a User-Defined Group

1. Select Focus > Groups > User Defined Groups from the menu.

Focus |Beports  Routines  Tools  Window  Help

Harne Page cri+0 e S T - N E g
e R ewed bl
Pupil » 3202

Behaviour Management W

Person »

Groups L4 User Defined Groups |
Adency » Profiles User Defined ups

2. Click New [inew to create a new group.

I“ M aintain Uzer Defined Groups

DNB ﬁSealch Open Delete Frint

Group Description | |

3. Enter a suitable Group Description and Short Name for the group e.g.
Flexible Nursery Provision and FlexiNurs. The Short Name has a maximum
length of 10 characters and this is what needs to be typed in when running the
reports.

Uzer Group Details:
E] Save "’j Unda (= Frint
1 Growp Detail: 2 Membership

1 Group Details
Group Description |F|e>:ible Murzeny Provizion |
Short Mame |F|BHiNUIS |

4.  Add some Notes if you wish then click on the Save Esa putton. The Active
State of the group will now show as Active.
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User Defined Groups (Optional)

Adding/Deleting Members

1.

2 Meml L
= \
éﬁmm Date Range |01/09/2013 - 31/06/2014 | D ]
4=|_/ () Today to end of year {12/01/2014 - 21/08/2014}

Firstly you need to consider whether the pupils will be in this group for longer
than the current academic year, e.g. pupils that attended your onsite pre-school
will meet this criteria throughout their time in your EYFS. To select this period
of time, click on the magnifying glass next to the Effective Date Range and
select the applicable option from the window that opens.

-

m Select Effective Date Range ]

Include in Discover [

Academic Year 20132014

Cursor Day |Friday

() \whole year {01/09/2013 - 31/08/2014}

Cursor Date |25,#11}f21}‘|3 |

@ Custom dates From [01/09/2013 =9
i Zoom g Action. — To  [31/08/2015 (2]
Member Sep |Oct |Nov Dei:

[ OKM[ Cancel |

.

To add members to a User Defined Group, click the Action button in the
Membership panel and choose Add Student from the drop down menu. This
will open the Find Student browse window.

[ Zoom %J’-‘««ction...

Add Student
Add Member

Member

Remove Membership

Select the appropriate Year Group or Class in which the children you want to
add to the group can be found. Click Search # s=ach to display all the members
of the group you selected, e.g. Year N2.

m Select Students = | ] ||
W Find Student
B search - 2pPrint  [E View - &l Links ~ @ Help
Swrame [ ] Feename [ ] sdmesentumber [ ] Sets  Curen -
Tier <Any> - Year Group  Year N2 - Class <Any> + House <Any -
Name ‘Year Group Class House Gender Admission Number it
Abhra, Alisha N2 PM Female: 001337
Abhra, Meel N2 FM Male 001338 =
Aclton, Stan N2 AM Male 001339
Beiber, Justin N2 AM Male 001340
Berkdey, Jack N2 PM Male 001341
Del Sonno, Nadia N2 AM Female 001342
DiCalvi, Pasquale N2 AM Male 001343
DiMichele, Sara N2 PM Female 001344
Ebi, Danesh N2 FM Male 001345
Enlzi O, I D Ml nniaac i
(i) 19 matches found
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User Defined Groups (Optional)

4. To select a block of pupils whose names are listed together, click on the first
name in the block and then holding down your Shift key click on the last name
required. All the names in that block should now appear highlighted. If you
need to highlight pupils that are not listed together, hold down the Ctrl key and
click on their name. When you are sure you have selected the correct names,
click OK.

5. All the required pupils should now appear in the Membership panel.

i Zoom & Action..

Member

Sep |Oct |Mov |Dec |Jan |Feb |Mar |&pr |May [Jun |Jul Aug -

Abhra, Alisha - N2PM
Abhra, Meel - NZPM
Ackton, Stan - N2ZAM
Beiber, Justin - N2AM

m

6. If you need to remove a pupil, right click on the orange bar alongside their name
and choose Remove Membership.

[id Zoom 48 Action...

Member

Sep |Oct |Nov |Dec |Jan |Feb |Mar |Apr

Abhra, Alisha - N2PM
Ackton, Stan - N2AM —
Beiber, Justin - N2AM
Berkley, Jack - M2PM

Add Student
Add Member

FTTETTTE

Remove Membership l}

7. A message asking you to confirm the deletion of the membership is displayed.
Click Yes to continue.

Delete Membership M

Are wou sure thatyou wish to remove the selected membershipy

8. If you have pupils in other year groups or classes that you want within this
group, repeat steps 1 to 4, choosing the appropriate group at step 3.

9. When you are happy that the required pupils are shown in the Membership
panel, click Save E1sa and then click the top right Close to exit the User
Defined Groups screen, or click on New FiNew to create another group.

Note: You can add or remove more pupils at a later stage if necessary by repeating
the steps above.
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Reports

Reports
There are 4 reports included in the toolkit:

1 * EYFS: Assessment Collation Sheet

1 * EYFS: Individual Pupil Progress Graph
1 *EYFS: Overview of EYFS
1

* EYFS: Progress Tracker

Running the Reports

The imported reports will show in the Student Focus in the Reporting area.

1. Click on Reports > Run Report or click on the Run Report button B

2. Click the + next to Focus to expand the folder.

= Focus

3. Click on the Student folder. Studert

4.  Use the scroll bar on the right hand side of the screen to scroll through the
reports until you locate the reports imported. As the reports are prefixed with an
asterisk they will appear near the top of the list.

' | Focus “ | Name Focus
i Student
% * EYFS: Assessment Collation Sheet Student
Class £ | " EYFS: Individual Pupil Progress Graph Student
7 Bspect * EYFS: Overview of EYFS Student
.7 Contact * EYFS: Progress Tracker Student

5. Double click on the report you wish to run.

6. If you wish to run the reports for a previous year then remove the tick from
Bypass effective date (Use Today) and enter a date in the appropriate
academic year on which you want to report. If you wish to run the report
historically, you must change this date before selecting the other filter criteria.

r N
m Enter parameter values for report | ARy X

-~

Supply Effective date

01/07/2013 f_ﬁ
q [ Bypass effective date (Use TodD

The *EYFS: Assessment Collation Sheet rep
this report is designed for the gathering of current data and therefore you will only
ever be wanting the report to include current pupils.
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Reports

7.

The reports have 4 filters on them, allowing you to select which pupils you want
included in the report. Please read the details on the left of each filter for
instructions on what to select.

B Enter parameter values for report - O >

Supply Effective date

vl Bypass effective date (Use Today,
Select all required Year Groups Select All | |[] Birth ear ”
from your Foundation Stage []ear 1
Clear All
(inc. Year 1 if applicable) = E:::; i
[ =how & [ Year 4 v
[0 Accept All (bypass filter condition
Tick this box if not
entering a User Accept All for all pupils in the Select Al | |[]10J ~
. above selected year group(s) []1RP
Defined Group = . Clear All | |7 2GH
. ect
name in the Value Seee speeic sreps (] spom Egéﬁa 5
box. [0 Accept All (bypass filter condition
::Llys()ll;(;jxoorloetr:{(e:i; the :Sgdmﬂptﬁdl Value |Errter here the Short Mame for the Group or tick Accept All
or
i ter the Short Name for th
Group name in the fgqigre;Usgr De?ﬂrl:‘:d?}r'ro:p
Value box you will -
Accept All (bypass filter condition
get a message
AThere are
results for this s Select Al E[blank}
. . Guest pupil
report que Select which types of pupils Clear All | |[./] Main - Dual Registration

you will need to run
the report again.

to include, i.e. include or
el el il

[ g Py o TR W C

If you are wanting to run the report for a User Defined Group, please replace the
text in the Value box with the Short Name in full, not the Description, as
defined when cr e aCreatigg atUsee-Defred Groupd sere
page 14).

If not running the report for a User Defined Group you MUST place atick against
6Accept Al

(bypass filter condition)éo

Page 18

You may need to scroll down the filter box, using the bar on the right, in order to
see the last filter fully. This filter allows you to select the pupils based on their
registration type, i.e. you can run the report for Guests pupils only (those in your
onsite PVI provision, but not part of your school roll), for those pupils who are on
your school roll, or all pupils in your setting regardless of enrolment status.
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Reports

8. Once you have made your selections, click on OK [k ] Excel will now
open:

Opening the Workbook in Excel 2010 or later:

Click on the Enable Content button on the Security Warning at the top.

& = =
g Haome Insert Page Layout Formulas Data Re
= Cut “ - o=
®C arial - - Ay ==
=3 Copy ~
Paste SR R A==
o o Format Painter A e & - = =
Clipboard Fant
! Security Warning  Macros have been disabled. Enable Content

&

Note: Previous versions of Excel (2007 or before) are no longer supported by Capita
SIMS and are not guaranteed to work!

Saving Excel Reports
If you choose to save a copy of an Excel report from this Toolkit, once it has been run from
SIMS,youmustensure that Qavaastygecbebte!l biwve 61 f you chc
different file format type, the report may no longer function correctly:

1  Excel Macro-Enabled Workbook (*.xlsm)

Not e: I f a message displays rel ati r€gntinue. 6 Comp
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Contents and Structure of the Reports

Contents and Structure of the Reports

How the Reports determine Year Groups for each child

As the naming convention for the different Year Groups in SIMS can differ between
schools, depending on how they were originally set up in the system, we have had to
design the reports in such a way as to enable them to determine the correct Year Group
for each child.

The logic the reports use is as follows, in this particular order:

1. I'f the Full Name of the Year Group cont ai
chil®Blot o i

2. I f the Fulll Name of the YearGr@pforathp cont ai
chil®B0t o n

3. I f the Fulll Name of t hANDYean aG2anas,u pis[elto ntt lae
Year Group f cERO t he Chl|d to i

4. | f the Full Name of t hANDYeant aG3nasu pis[e2to ntt lae
Year Group fddot he Chl|d to n

5. IftheFul | Name of the Year Group contains i
chil 20t o

6. I f the Full Name of the Year Group cont ai
chil 20t o

7. I'f the | ast character of t heANPBthedFull Name of
Name of the Year Groupd 0 e schoontt ai n AReco6, set the Yea
t oN2ai

8. I f th | ast character of t heRMheRullNakha me of
of the Year Group contains ARecRKR) set t he

9. |Ifthelastcharact er of the Full N a mA&NDdhe codelfee Y e ar
the Curriculum YeaseTatutgkt YEAri &SiYBoR9 f or

10. Any remaining children wil!/ have their Ye

If for any reason you find that children are missing from the reports or are showing in the
incorrect Year Groups, it may be as a result of the naming conventions used for your Year
Groups in your SIMS Pastoral Structure and you would therefore need to look at making
changes to those names.

Note: If you change the name of a Year Group in SIMS, it will be changed throughout
the system and may affect different areas of SIMS, such as filters embedded in
reports you have designed. You may wish to speak to your SIMS Support Provider
before making any changes to the names in your Pastoral Structure.
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Contents and Structure of the Reports

* EYFS: Assessment Collation Sheet (Word report)

This collation sheet has been created to assist you in gathering your periodic best fit

judgements ready for entry into SIMS, based on your knowledge of the children compared

to the O6typical devel opment age bandoetggescrinp
these can be found on the HGfL at bit.ly/eyresources. This report will make the process

of entering the data into the AM7 Marksheets more manageable.

We recommend printing one of these sheets for each group, at each data collection point
throughoutt he year, manually entering the pupilsbo
an E, D or S in the appropriate age band column) and then using this sheet as the source

for entering data into the Marksheets in SIMS.

Note: This report should be run for the same groups as your Marksheets are set up
for, e.g. asingle year group or single registration group.

0l nfPd eas e Re adniExcelReportss

Each of the Excel based reports includes an additional sheet at the beginning, labelled
dnfo i Please Readband highlighted red. This sheet contains a copy of the above
information relevant to that particular report, as well as some Frequently Asked Questions
(FAQs). Should you find that you are not sure about how to use or interpret one of these
reports, please refer to the Info sheet, as this may contain the guidance or information that
you require, without the need to contact your SIMS Support Provider.

* EYFS: Overview of EYFS (Excel report)

This report contains three sheets and the information shown will differ depending on which
year group(s) the report is run for.

General Notes

Children included in the summarised data - As explained below, you can filter the 'EYFS
Overview' sheet to look at specific groups of pupils, to look at their specific attainment and
progress. The other 2 sheets in the report, which display summary level information,
calculate for the visible children only, i.e. the filtered cohort.

Attainment on Entry - This is determined based on each individual child's starting point,
accounting for in-year admissions (e.g. a child whose first assessment is in Autumn 2/
Nov-Dec or later will have their Starting Point checked against the expectation for the term
in which that first assessment was made, not the expectations at the beginning of the
year).

2 Year Old Funding - As there is currently nowhere in SIMS to record whether a child has
ever been in receipt of 2 Year Old Funding, this information will need to be added to the
report output manually, each time the report is run from SIMS, in order to make use of the
analyses for this group within your school. To do this, simply enter a Y in the 2 Year Old
Funding column on the 'EYFS Overview' sheet, against the applicable child(ren) and the
other sheets will update accordingly.

Doc Ref DMS030 © Herts for Learning 2018 Page 21



Contents and Structure of the Reports

Progress measures - In order for any progress measures to be displayed in this report you

need to have at least 2 assessments in the current year. If you run the report in the
beginning of the Autumn Term (Sept-Oct), you will only have Starting Point assessments
for the children and therefore progress cannot yet be measured. If you are looking to see
the progress the children made across the previous academic year, please re-run the
report backdated to the previous year.

OSummaryao

sheet

This sheet provides top-level, summary information regarding the attainment and progress
of pupils within the various years groups included in the report, for all 7 Areas of Learning.

Example:

based on Early Year:

Outcomes data

—_—

based in Early
Learning Goals data —
from the EYFSP

basedon Early Years
Outcomes data

ADELSEPEEE' Y:ﬂhrogft'lllliﬁ Whole Cohort
Only

Total Included in each Group 79
Entry - All Year Groups 2‘;;';.25:
Exit - All Year Groups ?310;-1?
Listening and Attention ?95302;5:

53 of 59

. Understanding ;329;“;;
Speaking 52 0f o8
Exit from EYFSP ?;;;;?
Progress this Year ﬁ% E?.fn?f}
Progress from Entry ﬁ% E?.fnf'f}

By default the report will not show each Year Group's attainment information separately,
but as an aggregated view of 'Entry - All Year Groups' and 'Current/Exit - All Year Groups'.
The button in the top left corner of the sheet will toggle between showing the individual
year groups and hiding them.

The analysis on this sheet will include the number and percentage of children that are

deemed to

be

6 Wo r k iRelated Expectation (A.R.B.voe éntryAogthe

current academic year, at the most recent assessment point and making the expected

number of

6steps

of

progressao

or mor e

and Year 1 aged children (Delayed Entry to Reception) the same is given for the EYFS
Profile data, based on the 17 Early Learning Goals and the 7 Areas of Learning as an

overall measure.

As well as the Whole Cohort, the sheet shows summary information for various groups,
including Genders, Term of Birth, SEN, Pupil Premium, etc.

Not e:

Tatdl imclualed in each Groupd

det ai |

ed

under each

the number of pupils that fall into that group for whom some assessment data has

been recorded.

If the number under Whole Cohort is less than the number of pupils in the group,
this indicates that there is a pupil(s) with missing assessment data.

Page 22
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Contents and Structure of the Reports

You can switch views on this sheet from |
just those &6Wor king Above the.hiBheriattainers (iatermool i
their level of development), or those making better than expected progress. This is done
by clicking on the button in the top left of the sheet. So that you know which measure is
being used on the current display, the header information on the sheet will also update to
explain how the calculations are being made.

After the 7 Areas of Learning there is an additional grid which provides information about
the 6Good Level of Devel opment ( Gafovideda n
similar measure for Nursery N2 children, based on the Summer Exit Data, as an indicator
to what the GLD may look like for that cohort the following year.

OEYFS Overviewd sheet

This sheet displays details of the children in the cohort, identifying their key characteristics
and which vulnerable groups they belong to.

Key:
Grade (e.g. 30-50D) at Age Related Expectation (AR

Pupil Attainment & Progress Across the EYFS (based on Summer 2 data) above Age Related Expectation

Number of pupils in report: 80 Filters applied: Pupil's Name Achieved a Good Level of Develo
l Grade (e.g. ELG) ELG Qutcomes do not correspol
Reset Filters and Show Year
Sorts Groups Columns
Surname  [Forename Age (Months) Year Reg Post Code Gender DoB Term of |Admission| Date of | SEN | Main |Ethnicity BME | EAL | Ever | CLA
Birth Date Leaving Need FSM

] ] - B - - - - - - - - - - - - - -
Vindgrodaw |Sienna 66 N2 Mursery PM MK40 3PX F 12/01/2013| Spring | 01/09/2016 White Other hd Y
Wilson Hugh 68 N2 Nursery AM| MK43 7RD it} 20/11/2012| Autumn | 01/09/2016 White - British
Woaojciechii_|Kasia 65 M2 Mursery PM MK40 4HE F 18/02/2013 | Spring 01/09/2016 White Other hd Y
Adams MNancy 79 R ELM MK41 8BL F 18/12/2011| Autumn | 01/09/2015 White - British Y
Alala Candis 81 R PINE MK41 8BB F 02/10/2011| Autumn | 01/09/2015 Any other Black background hd
Barden Qlivia I R PINE MK42 8DD F 14/02/2012 | Spring 01/09/2016 Black Caribbean hd
Bateman Vincent 78 R ASH MK40 3PX M 20/01/2012| Spring | 01/09/2016 White and Black Caribbean hd
Bhati Aini 75 R PINE MK42 8DE F 17/04/2012 | Summer | 01/09/2016 Any other mixed background hd Y
Boian Claudiu 76 R ASH MK40 4HH M 04/03/2012| Spring | 01/09/2016 White Other Y Y
Brown Ingrid 79 R ELM MK43 7RD F 14/12/2011| Autumn | 01/09/2016 White - British Y

For each Area of Learning it shows the relevant entry and current/exit data, highlighting in
green if they were in the expected age band step, or made expected progress; dark green
denotes that they are in a higher than expected age band step or have made more than
expected progress. Across the top of the assessment columns is detailed the number and
percentage of children at the expected/above level.

Mumber and % at A.R.E. in Attainment/ Progress: Entry to this r Exit from this 1 ELG ELG ELG AoL APS Progress this ¥r Average Steps
Whole Cohort Atorabove ARE. 22 (27.5%) 65 (81.3%) 55 (93.2%) 53 (89.8%) 52 (88.1%) 51 (63.8%) 79 (98.8%) | WA (this year)
(80 pupils) Above A.R.E./Exceeding 5 (6.3%) 23(28.8%) | 21(35.6%) 20 (33.9%) 16 (27.1%) 16 (20.0%) 71(88.8%) |MN/A(from Entry)
Cc ication and Language (CL) Progress
Disability | Terms in Terms in | Custom Filter Entry to Exit from Listening and | Lind. ding Speaking APS Steps within | From Entry to
Setting this | Setting from Column Current Year | Current Year Aeation Current Year Setting
~|  Year [+| Entry [+ - -~ ~ - - -~ ~ €y [~ ~
3 3 22-368 40-50E 1 1 1 1.0 4 4
30-50D ELG 2 2 2 2.0 i) 5
3 6 30-50E ELG A A A 6 6
3 3 22-365 40-50E 1 1 1 1.0 4 4
3 3 40-60E ELG+ 3 3 3 30 4 4
3 3 30-50E 40-603 2 1 1 1.3 ] 5]
3 3 30-50E AD 3 3 3 3.0 8 8
3 3 30-508 40608 2 2 2 2.0 3l 3

This sheet also contains filters on the various children information columns, plus all the
assessment columns, identified by the drop down arrow in the bottom right corner of the
column heading. There is also a Custom Filter Column that you can use to tag children
that meet certain criteria that is not otherwise catered for in the report, e.g. family in
concern.

Doc Ref DMS030 © Herts for Learning 2018 Page 23

ooki
ng

t

he

y



Contents and Structure of the Reports

If you apply a filter the list of children will update accordingly and the percentages across
the top of the screen will also update, allowing you to compare the filtered group to
everyone else (i.e. the now hidden children). Filters can be reset using the button to the
left of the screen. If you enter details of the filters applied in the box provided, located
above the characteristics columns, this information will also display on the top of the other
sheets, ensuring that you know which children those reports relate to.

Mumber and % at AR.E. in Attainment ! Progress: Entry to this ¥ Exit from this “r ELG ELG
Filtered Cohort At or above A.R.E. 9 (34.6%) 22 (84.6%) 23 (100.0%) 23 (100.0%)
{26 pupils [32.5%]) Above A.R.E/Exceeding 3(11.5%) 9 (34.6%) 8 (34.8%) 8 (34.8%)
Everyone Else At or above ARE. 13 (24.1%) 43 (79.6%) 32 (88.9%) 30 (83.3%)
(54 pupils [67.5%]) Above A.R.E/Exceeding 2 (3.7%) 14 (25.9%) 13 (36.1%) 12 (33.3%)

As the majority of children in Early Years settings will not be of Statutory School age, we
have included the ability for users to change the threshold that is used to determine
whether a child's attendance is 'low, i.e. below the set threshold. The box in which to
change this value is located above the '% Attend' column heading. Please note however
that this information will only be available if you are recording attendance data in SIMS for
all your children.

If users have recorded EYFS Profile Outcomes in SIMS for Reception/Year 1 aged
children, the report will compare these scores against the age band data recorded in the
Summer 2 column in each Area of Learning. If the report identifies a mismatch, the
Summer 2 data will be highlighted in red and emboldened. The report checks for the
following errors, where the Summer 2 data is:

T at - ®&@96 or bel ow Al EltGhoetcomds arpXor3a n d
T at OELGO6 on NOmMALLELGewdmes aral2.

T at O6ELG+d6 on the steps NONIacombmaion®Bi2Gand ut ¢ o me

3s only.

T above OELG+6 on the GAtleEpGsare Ad2.o0r above)

OFi ndings and Actionsd sheet

This is based on a form that the HfL Early Years Team has made available, to
settings/schools on courses and at events, to assist in collating key information and
providing narrative as to the reasons behind certain data and the proposed actions to
address them, if needed.
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Contents and Structure of the Reports

* EYFS: Individual Pupil Progress Graph (Excel report)

This report is a |ine graph that plots a pupi
development) over their time in your EYFS provision.

This report can be run from Reports > Run Report (as detailed previously) for a Year,
Registration and/or User Defined Group or directly from the Pupil Record screen, using the
Reports link in the right hand panel, for an individual pupil.

You can select a pupil from the dropdown list at the top centre of the report:

I
Select a pupil from the drop down list = | -

-
{ Harvey Beynon

Once you have selected a pupil, their details will be populated into the pupil characteristics
panel at the top of the report and onto the graph.

| Evia Caster S
Year: R Ethnicity: White - British EAL: Mo Service Child: Mo SEN Status: None Traveller: No
Print Report DoB: 08/10/2010  Admission Date: 01/09/2014 Ever FSM: No Pupil Premium: Ho SEN Main Need: Disability: No
Gender: F Req: DAK CLA: No Summer Born: No % Aft (to date): 41.3

Progress Across the EYFS

o-CL B-PD o~ PSED —o-L oM uw EAD
Aor sbove Display
lines
Al for:
ELG+
ELG <I:_ L
v
40-605 O
40-600 0O )
40-60E O &
30-505 O [Hz]
30-500 O O O & d
30-50E O <> L
=
20-365 [} [} &
22-360 o o} M
22-36E (] -
16265 i
168260 L
16-26E 22
8205 -
8-200
. Mate: ¥aumay
§-20E wish ta limit the
0-115 number of Arzas
1 of Leaming you
display on the
0-1E ! ! ! . : . . T . : T 1 graphtanomore
Murs M2 Aut1 Murs M2 AutZ Murs M2 Spri Murs N2 Spr2 Murs MZ Sumi Murs N2 SumZ Recn Autl Rec'n Aut2 Rec'n Spri Rec'n Spr2 Rec’n Sumi Rec'n Sum2 than 3 at atime
using the above
tick baxes
Term

By default only the Prime Areas of Learning will be plotted onto the graph, however you
can use the tick boxes to the right of the graph to select which Areas of Learning to
display.

If you select a pupil in the Reception [4-5 year olds] or Year 1 [5-6 year olds] Year Group
an additional panel will display below the graph giving a summary of their EYFS Profile
Outcomes data, assuming that this has been recorded into SIMS.

ELGO1 - Listening and attention ELG10 - Writing
CL PD PSED Literacy Maths uw EAD ELG02 - Understanding ELG11 - Numbers

— ~ = - = P P = = = — ~ = - IS = = ELGO3 - Speaking ELG12 - Shape, space and measures
EYFSP L=} o -3 = = t-} (=} - = - - - - - - - - ELG04 - Moving and handling ELG13 - People and communities
Data g S g g g g g g 3 g g S g 3 3 g g ELGOS - Health and self-care ELG14 -The world

w ] ] [ [} w w ] o o o i ] o o ] o ELGO8 - Seli-confidence and self-awareness ELG15S - Technolegy

= | = 1 » | ELGO7 - Managing feelings and behaviour ELG16 - Exploring and using media and materials
2|2 )2 ]|3f3j2f2|2]2z]2|2]2]2)2]2]|2]2 ELGS - Making relationships ELGI7 - Being imaginative
ELG09 - Reading

The Print Report button wildl enable you to pr
report for all children included in the output from SIMS.
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Contents and Structure of the Reports

* EYFS: Progress Trackers (Excel report)

This report include multiple tabs for each Area of Learning, depending on the year groups
selected when you run the report from SIMS:

CL N1{2-3¥Trs) CL M2(3-4YTrs) CL Rec(4-5Yrs) CL Charts

The Hertfordshire Challenge Tracker Colours enable practitioners and leaders to identify
children who afaydeleaytatamnmd srkeeding differenti e
tracker is consistent in design to distribution sheets used in Primary schools. This will

provide you with an additional level of management information, beyond that which is

usually expected by Ofsted.

Distribution sheets

Each year group selected when you run the report from SIMS will display on a separate
Distribution Sheet. These sheets are designed to allow you to track the attainment level of
children at different points across the current year.

Each assessment period (half-term) is split into 3 rows, being the 3 Terms of Birth ranges;

see the key at the top of the distribution sheets for details. This allows you to easily see

how the pupilsdé actual a gotdevelapmenbdwhenaconfparedtoor i n
their peers.

The Hertfordshire Challenge Tracker Colours will allow you to see where a pupil is in
terms of Expectations and the percentages to the right of the sheet allow you to see how
many are working within or beyond those expectations:

Key: Autumn Born Below Age Related Expectations
Spring Born May need support to reach expected level (End of EYFSP)
Summer Bort On Track to reach expected level (End of EYFSP)

On Track to reach or exceed expected level (End of EYFSP)

Reception Cohort Tracking (44 Pupils)

Communication & Language Switch : Names or Numbers |

% On Track to reach or exceed expectation
{white or green on the tracker)

Typical Development Age Band Typical Development Age Band Typical Development Age Band

16-26 Months 22-36 Months 30-50 Months 40-60 Months MetELGs 1HIL Steps

By Date of Birth

All
or below MetELGs |MetELGs+ Al Range

Entering | Developing | Securing | Emtering | Developing | Securing | Entering |Developing | Securing Some | Exceeding

(Eupected) | b ding | 1a05)

EvinC Lettic B Sebastian G
william © Ay K
DavidE Paige M 90.9%
GeargsH Matrans R
Paul M Enisn 2
Emma Richard A |izabeta F
Lucy P Luca € Cheng L
Blanka 2 Ryan F Omair O 78.6% 73.8%
Heney K Daania B
Aadi H Elsa (31 of 42)
Megan T
e £ Eiernz Sophin £ Chioa B AT E
Rubset & Gecark Tamean i e
Exbulbt Ly Lip ket 55.58%

Samis T Aeist Phocbe b

The Switch: Names or Numbers button at the top of these sheets enables you to change
the report layout to show the number of children in each cell, rather than the names, or
vice versa. This can you useful if you need to share this information with external parties,
Governors, etc.

Typical Development Age Band Typical Development Age Band Typical Development Age Band
1626 Months 22-36 Months 30-50 Months 40-60 Months Mot ELGs I HIL Steps
or below Met ELG Met ELGs + All
Entering | Developing | Securing E i D lopi 5 ing E ing | D loping | 5 ing = = Some Exceeding

(Expected) Exceeding (AD+])

1 5 5
3 6 5
1 4 2 4 6
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Contents and Structure of the Reports

Charts sheet

The charts on this tab show a graphical representation of the percentages displayed on
the Distribution Sheets, for the whole cohort and by gender group:

Physical Development

Nursery N2 [3-4 year olds] Cohort - All Reception Cohort - All
OMaybe atrisk of delay DOn Trackto reach Bxpected Excesd level OMaybe atrisk of delay 00n Trackto reach Expected Ecceed lavel
100 93
100 95 100 96
£ 80 60 69 g =0
@ 57 @ 63
g 60 g &0
g H a7
g 40 =) 31 o 40
€ 20 4 5 2 20
D o 00 0 o 0 2 0 0 4
Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2 Astemnt | Aumn2 | Spng! | Sewg2 Summer 1 Summer 2
(Exit Dats) (Exit Data)
Nursery N2 [3-4 year olds] Cohort - Boys Reception Cohort - Boys
OMaybe at risk of delay 00 Track te reach Expected Exceed level aMaybe atrisk of delay aOn Trackto reach Expected Excead level
100 100 100
100 100 % a3
g = F 201 ¢s
@ 57 a7 @
= 60 = B0
g % @ £
§ 40 g 40 32
& 2 g 20 7
0o 0 D 0 0 (] 0 4 D 0
0
Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2 Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2
(Exit Data) (Exit Data)
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Appendix 17 Adding Year Groups into the Pastoral Structure

Appendix 17 Adding Year Groups into the Pastoral Structure

It may be necessary to add additional Year Groups into your SIMS Pastoral Structure, e.g.
Nursery schools keeping Reception aged children in their school, schools lowering their
age range to include pre-school aged children, etc. Regardless of the reason, the process
to add a Year Group remains the same:

1.

2.

Navigate to Focus > School > Pastoral Structure

If you are making this change mid-year, select Current Structure. If however
you are making preparations for next year in advance, select Next Academic
Year Structure.

Set the Effective Date as needed, i.e. the date from which the change is to take

effect, and click on Go (@5 The appropriate structure will now be loaded into
the screen.

Note: you cannot change the Pastoral Structure on a date in the past!

6.

Page 28

Right click on National Curriculum Year Taught In and select
Setup CurriculumYear s é

+@ Pastoral Structure
% House
B o) Coriciom veor Taugi o

Setup Curriculum Years... %

Members

Ensure that there is a tick against Curriculum Year N1 (and Curriculum Year
E2 if required) and then click on OK. Nursery Schools wishing to add a
Reception Year Group will be unable to add Curriculum Year R into their
Pastoral Structure, owing to the phase of school in SIMS (see step 7 below).

Curriculum Years Taught ? X

Curriculum Years T;

Existing Mational Curriculum ear can be
removed only at the beginning of new
academic year

~
&k urriculum Year M1
Curriculum Year N2
Curriculum Year R

Curriculum Year 1

Right click on Pastoral Structure and selectNew Year Gr oupé

] Pasiors S
+@ House Setup Curriculum Years...
4[] Mational Cv .

Mew School Tier...

Reuse old School Tier...

Mew Year Group...

Reuse old Year Group...

Organise Year Group Vertically...

Mew Special Group...

Members
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Appendix 17 Adding Year Groups into the Pastoral Structure

7. Select the appropriate details for the required Year Group. The table below sets
out the details as needed for the typical year groups schools need to add as
their circumstances change:

Additional Year National Short Name | Long Name
Group Required Curriculum
Year
Curriculum
Pre-school age group Year E2 E2 [1-2] Year E2 [1-2 year olds]
Curriculum
Pre-school age group vear N1 N1 [2-3] Year N1 [2-3 year olds]
Year R for Maintained | Curriculum | R (or Year R) | Year R
Nursery Schools Year N2 *

* You will note that the last item in the table is showing an unusual National
Curriculum Year. This is because Nursery phase schools are unable to add
Curriculum Year R into their Pastoral Structure as it is above the allowed age
range. This however will not prevent you from being able to create a Reception
Year Group, as by definition these children will be being taught in a Nursery N2
class, so the above settings are correct to use in this case.

Two items of note when setting up your Year Groups:

1) Please ensure that you use the square brackets [ ] in the names and not rounded
brackets/parentheses (), otherwise the reports may not correctly identify the Year

Groups the children are allocat

ed to.

2) You do not need to record a Head of Year or any Supervisors, unless this is
something you already do for the other Years Groups in your setup.

8. ClickonOK | ok |

9. Before you can click on Save Eis=== you will need to associate Registration
Groups to the new Year Groups. If however children from more than one Year
Group are taught in the same Registration Group then your Pastoral Structure
will need to be organised vertically (see next section).

For full details on setting up your Pastoral Structure, please refer to the SIMS
Handbook (available from the Documentation Centre on the SIMS Homepage)
or contact your SIMS Support Provider for further guidance on these processes.
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Appendix 117 Adding Year Groups into the Pastoral Structure

Organise Year Groups Vertically

If your Year Groups are organised Vertically, i.e. you have Registration Groups that
contain mixed age groups, this can be set in the Pastoral Structure:

1.

3.

Right click on Pastoral Structure and select Organise Year Group

Verticallyé
B st

[:I Setup Curriculum Years...

0 Mew School Tier...

4

e Reuse old School Tier...

-

g Mew Year Group...

0 Reuse old Year Group...
& Hou Organise Year Group Verticall
-] Nati . . Pl

MNew Special Group...
Mernbers

Place a tick against the Year Groups youwishto6 s har e 6
and then click on OK.

Organise Vertically ? X

Organise Verhically
Mark Year Group to organise them
vertically:

Birth Year

Year E1 [0-1 year olds)
Year E2 [1-2 year olds]
[] Year M2

[JYearR

[ Year 1

[] Year 2

[] Year 3

[] Year 4

[]Year 5

[] Year &

Registratio

The selected Year Groups will now show in the Pastoral Structure inside a

grouped folder.
EI@ Pastoral Structure

<7 Bith Year
0 Year E1 [[-1 year olds]
0 fear E2 [1-2 year olds]
0 Year M1 [2-3 year olds]
[=-=3 Registration Group
i N1

Mursery AM
-] Mursery PM

-[# AsH

=53] Birth Year/Year E1 [[-1 year olds]/Year E2 [1-2 year olds] Year N1 [2-3 year olds]

You can organise your entire school as Vertical. For further guidance on this,

please contact your SIMS Support Provider.
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Appendix 27 Year Groups and Guest Pupils
Appendix 271 Year Groups and Guest Pupils

Assigning the Correct Year Groups

Knowing the correct year groups to allocate a child to can be confusing in the EYFS, given
that you may have children in your Nursery for more than 3 terms, including those children
that start the term after they turn 3 years old or those that Delay Entry to Reception for a
year.

The following graphic shows the difference between a class and the most common
possible year groups in a Nursery class, as seen in many schools:

Time spent in the Nursery Class (i.e. up to 8 terms)

Autumn | Spring | Summer | Autumn | Spring | Summer | Autumn § Spring | Summer
\ )\ J\ J
Y | |
Year N1 [2-3 year olds] Year N2 [3-4 year olds] Year R [4-5 year olds]

Year Group Year Group Delayed Entry to Reception

Identifying the correct Year Group

Children must be assigned to the Year Group that corresponds to their chronological age,
regardless of the class they are being taught in, according to the following Date of Birth
ranges:

Age on 31st
Date of Birth ranges National OIAu%ufst
(applicable to 2018/2019 Year Group Curriculum Ehzycufrg;?
academic year only) Year academic
year)
01/09/2012 > 31/08/2013* Year 1* R* 5 years old*
01/09/2013 > 31/08/2014 Year R R 4 years old
01/09/2014 > 31/08/2015 Year N2 (or Year N) N2 3 years old
01/09/2015 > 31/08/2016 | Year N1 [2-3 year olds] N1 2 years old
Year E2 (or Year N1) E2
01/09/2016 > 31/08/2017 [1-2 year olds]** (or N1)** 1 year old
Year E1 (or Year N1) El
01/09/2017 > 31/08/2018 [0-1 year olds]** (or N1)** < 12 months

* This relates to children that Delayed Entry to Reception in the previous academic year

** Schools new to having Pre-School aged children in SIMS will likely have been set up
with the E1 and E2 Year Groups. Previously these Year Groups were also labelled as N1,
along with the [2-3 year old] group, as the DfE did not have separate descriptors for these
age groups. If your school has these set up as N1, this is fine to use going forward, with
no changes to your Pastoral Structure being required, but should you wish to make a
change, please contact your SIMS Support Provider for guidance/assistance.
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Appendix 21 Year Groups and Guest Pupils

The controlling factor in allocating children to a Year Group is their age on the 315 August,
the day before the start of the current academic year. As such, the last column in the
above table will always be correct, regardless of the academic year you are referring to,
however the Date of Birth ranges will differ from year to year.

It is important to note that children will remain in the same year group for the entire
academic year, regardless of the classes they move to.

Changing Year Groups

It is important to note that children will remain in the same year group for the entire
academic year. If a child is being taught in the same &ear groupdfrom the following
September, they will still be promoted to the next Year Group as part of the End of Year
processes in SIMS, as they are physically a year older, however their National Curriculum
Year refers to the class they are being taught in and this can be changed as needed.

1 Example 1 - A child is Delaying Entry to Reception for a year

The child will move into Year R from 15t September, but their National Curriculum
Year will be set as Year N2 again (demonstrating that they are 2 years away from
completing the EYFS). Please note that the following September they will be
promoted into Year 1, which will be correct for their age.

1 Example 2 - A child is remaining in your Nursery class for the Autumn term,
before joining a Reception class in January

The child will move into Year R from 15t September, with their National Curriculum
Year being set as Year N2. At the start of the Spring term (when the child moves
into the Reception class), their Year Group will remain as Year R and their
National Curriculum Year will change to Year R.
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Guest Pupils (Optional)

The Toolkit has been designed so that you can track pupils in your setting that are not part
of your Pupil Roll. An example of this would be a Nursery School that has an onsite PVI
(Private, Voluntary and Independent) provision, where the children attending do not form
part of the school roll. These pupils are known in SIMS as a Guest pupil. This will be the
case if they are below the official lower age limit for the school, or if you do not have any
available places for them in your Nursery.

Guest pupils will show on assessment marksheets, however they will be ignored for the
purposes of attendance and the School Census.

Enrol ment Status of 6Guest o

This would be used if you have a requirement to track assessment for children within the
PVI Setting, enabling you to monitor progress from the age of 1, throughout their EYFS
journey (assuming that they are willing and able to share that data).

If however a child is attending your school for any amount of time, regardless of funding,
then they must be added to SIMS as either Single or Dual Registration (whichever is
applicable) as they form part of your school roll and therefore will be included in the School

Census. Those moving from an attached PVI wi
roll (see below).
|l f, at some point in the future, your -ysachool 6
olds, these children must then be included in SIMS and therefore on your School Census
showing the correct number of hours attended and funded (any entirely parent-funded
children will have zero funded hours). Your Local Authority may require that funded
children are also included on another system (e.g. Headcount) in addition to the School
Census if this is the process by which two year-old funding is secured.
To add a Guest pupil:
1. Choose Focus > Pupil > Pupil Details from the menu or click Tt display the
Find Students browse.
2. Click on New [inea
3. Enter the details requested and click on Continue.
Basic Details
Surname |B|DQQS | Forename |Joe |
Gender Male - Date of Birth |23f m/20m0 | |1|
|Continue \4)|
4. On the screen that opens, enter the Class, Year Group, Enrolment Status and
Admission Date, and any other pieces of information you want to record for the
pupil. The appropriate Year Taught In will automatically be entered when the
Year Group is selected but this should be checked; check the date of birth
against the table in the previous section of this Appendix, on page 31.
Ensure that you choose an Enrol ment | Stat
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Appendix 21 Year Groups and Guest Pupils

5.

%’ Pupil Details:

E Save

5 Undo = Print

1 Basic Details 2 Registration
13 User Defined Fields

1 Basic Details

Legal Forename
Middle Name(s)
Legal Surname
Preferred Surname
Preferred Forename
Date of hirth

Age

Gender

Birth Certificate Seen

56 Quick Note

2 Registration

Class

Year Group
Enrolment Status
Admission Date
Former UPN
UPN

Click on Save Hisave,

and Email Add

23/01/2010 [

|3years. 11 months

Male
O

AM
Year N2

Guest pupil

01/01/2014

To change a Guest pupil to On Roll

-

Phetograph

House

Year Taught In
Boarder Status
Admission Number
Attendance Mode
Local UPN

5 Family/Home & Dietary

7 Medical 8 Ethnic/Cultural

Click for photographers

B

*

Curiculum Year N2

Pupils may become part of your school roll at different points in the year, depending on
your setting and provision arrangements. For example, you may have pupils in your
pre-school that turn 3 during the Autumn term and move into your Nursery class in
January. Their Year Group will remain the same (see previous Appendix section),
however their Enrolment Status would need to be changed.

Pl

1.

5.

6.
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Choose Focus > Pupil > Pupil Details from the menu or click Tt display the
Find Students browse.

Search for the pupil whose record you need to amend and click Open.

Click on hyperlink 11 School History across the top of the record, or scroll
down towards the bottom of the record to locate the School History panel.

In the top 3 fields, enter an appropriate Date of Leaving (being the last day

before they moved onto the school roll), a Reason For Leaving o f
r eas on oDestimationa@fter Leaving o f

11 School History
Date of Leaving

Destination After Leaving

|31f12fzn1 3

m:.m
(o)

Reason For Leaving

Admagn ¢ o

Cther reason

On Rol

|Changing to On Roll

Click on Save Eis=e. The pupil will now be shown in SIMS as a Leaver.

Click on New [inew
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Appendix 27 Year Groups and Guest Pupils

10.

11.
12.
13.
14.

15.

Enter the Surname and Forename for the same pupil and click on Continue.

Basic Details
Surname |AEII‘DH | Forename Sophie] |

Gender +  Dateof Birth |3
Continue [ lq,)

The Matched People panel will now appear and will include the pupil in the list.
Select them and click on Open.

A message will display asking if you wish to re-admit the student. Click Yes.

In the Registration panel, enter the Class, Year Group and Admission Date
(being the first day the pupil became part of the school roll). The Enrolment
Status should be left as Guest pupil on this screen.

Click on Save Hisa= and then Close.
From the menu select Routines > Pupil > Change Enrolment Status.
Search for the pupil and click on Open.

In panel 2 Registration, select the appropriate Enrolment Status from the
dropdown list.

Click on Save Hsa= and then on Close. The pupil will now be showing in SIMS
as a Current pupil that is part of your school roll. They will now show on the
attendance registers and on School Census returns.

If a child will be moving onto the school roll from 15t September, you will still need
to make them a leaver at the end of the academic year, however you can add them
into a Pre-Admission Group for the new year, which will enable you to set the
Enrolment Status in the Application screen, thus not making steps 12 to 15 above
necessary.
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