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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 ótypical development age bandô descriptors in the Early Years 
Outcomes document. 

The Toolkit: 

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

¶ Tracks individuals and cohorts from entry across the Foundation Stage  

¶ Shows which ótypical development age bandô children are working within 

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

¶ Calculates cohort attainment and progress (%) 

The Toolkit includes templates to allow the best fit judgements about childrenôs 
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 
PVI pre-school (see óGuest Pupils (Optional)ô on page 33 for more 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 

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. 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. 

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

 

3. In the Import Wizard, click on the Browse button. 

 

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

5. Double click on a file to import.  

6. Click Next twice until you are at the step for selecting the templates to import. 
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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 
óYear 1 [Delayed R]ô templates. 

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. 

  

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 templates you selected are listed under the heading ñThe following 
Template(s) were successfully importedò.  If any are listed as ñcould not be 
imported and modifiedò, please Print or Save the log and contact your SIMS 
Support Provider for assistance. 

11. Click Close to close the Log. 

Importing the Reports 

1. Right click 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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2. 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. 

 

3. 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 filename 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. 

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

 

5. Click the Open button  and select the folder where you saved the file into. 

6. Select the downloaded report file and click Open . 

7. The report titles are shown below Description and the Status is shown as 
ópendingéô. 

  

8. 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 
óImportedô. 

  

9. Click on Close . 
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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 1 ï 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. Go to Focus > Assessment > Template. 

2. Type óhfl eyfsô into the Template Name box and press enter, or click Search 
. 

 

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 . 

  

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

 

3. Click on Apply  and then click on Save . 

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

 

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

  

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 ï E2/N1 [1-2 yrs] 
HfL EYFS: Specific ï E2/N1 [1-2 yrs] 

Year Group: Year N1 [1-2 year olds] 
(or Year E2 [1-2 year olds]) 

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

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

HfL EYFS: Prime ï N2 [3-4 yrs] 
HfL EYFS: Specific ï N2 [3-4 yrs] 

Year Group: Year N2 
(sometime just listed as Year N) 

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

Year Group: Year R 

HfL EYFS: Prime ï Yr 1 [Delayed R] 
HfL EYFS: Specific ï Yr 1 [Delayed R] 

*National Curriculum Year: 
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. Click on the Marksheets hyperlink. 
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2. Click on New  to the right of the Marksheets panel. 

 

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

 

4. Place a tick against the Year Group that relates to the template you opened 
(e.g. óHfL EYFS: Prime ï N2 [3-4 yrs]ô is for Nursery N2 aged pupils only). 

 

5. Click on Apply  and then click on Save . 

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 template you opened (e.g. óHfL EYFS: Prime ï N2 [3-4 yrs]ô is for groups AM 
and PM, as these contain Nursery N2 aged pupils). 

 

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  which will take you into the next 
EYFS template.  Continue until you have added marksheets to all of the required 
templates. 
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Recording Pupil Age Band Data 

Attainment can be evaluated in relation to ótypical development age bandsô as described in 
the DfEôs 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 óDevelopment Mattersô document.) 

When evaluating progress it is still helpful to consider three steps in each of the Early 
Years Outcomes ótypical developmentô age bands.  HfL advise practitioners to assess 
whether pupils are: 

¶ Entering into a band (previously termed Emerging); 

¶ Developing within the band; or 

¶ Securing the band. 

 

Is a child Entering, Developing or Securing within an age band? 

HfL advise practitioners to consider: 

¶ If the child is demonstrating a few / some of the elements of the band (having 
shown competence in the previous band), they would be deemed óEnteringô.  If 
competence in the previous band has not been demonstrated the child is, at most, 
óSecuringô the previous band (see below), even if they show some elements of the 
next band. 

¶ If the child is demonstrating many of the elements of the band they would be 
deemed óDevelopingô. 

¶ If the child is demonstrating most of the elements of the band they would be 
deemed óSecuringô. 

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 recorded as ó30-50Dô. 

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 criteria will always, therefore, be a óbest fitô, looking at 
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. 



Recording Pupil Age Band Data 

Doc Ref DMS030 © Herts for Learning 2018 Page 9 

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 therefore your óbest fitô judgements should reflect a childôs level of 
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 document, on page 3, óbest fitô principles should be 
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: 

¶ 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. 

¶ 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, A1, A2 and A3) represent a termôs worth of progress beyond the ELG+ grade, 
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 
development beyond óA0ô. 

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. 

https://www.hertsforlearning.co.uk/resources/pa-plus-subscription-package
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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 31st August, the day before the new academic year) for the child to 
remain in the Nursery School for the Autumn term, or longer for those that have óDelayed 
Entry to Receptionô. 

If you have any children in your setting that meet this criteria, please refer to Appendix 1 ï 
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. Type óhfl eyfsô into the Template Name box and click Search . 

 

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

 

4. Click on Zoom  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 
points. 

 

Note: The Marksheets will display in grey read-only columns the pupilsô exit 
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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6. To enter your judgements select the cell, type in the required ógradeô and then 
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. 

 

7. This will display a list of the available ógradesô, which includes all subdivided age 
band bands, from 0-11 to 40-60 Months, HfL óAô Steps and óELG/ELG+ô. 

 

8. Double click on the required grade or select the required grade and click on 

Apply & Next .  Either method will enter the grade into the selected cell 
and will automatically move down to the next cell. 
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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 

. 

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 . 

WARNING: If you click on the Undo  button 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  to 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. 

 

2. Place a tick against the types of information you want displaying on the 

marksheet and click on OK . 
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3. The additional columns will now be displayed. 

 

4. To remove 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 . 

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) 

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

¶ Children in your Nursery who have flexible/full-time provision; 

¶ Children in your Nursery who attended a Childrensô Centre; 

¶ Children in receipt of 2 Year Old funding; or 

¶ Children in your Reception class who didnôt attend your own Nursery. 

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. 

 

2. Click New  to create a new group. 

 

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. 

 

4. Add some Notes if you wish then click on the Save  button.  The Active 
State of the group will now show as Active. 
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Adding/Deleting Members 

1. 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. 

 

2. 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. 

  

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

  

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

  

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

 

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  and then click the top right Close to exit the User 
Defined Groups screen, or click on New  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 

There are 4 reports included in the toolkit: 

¶ * EYFS: Assessment Collation Sheet 

¶ * EYFS: Individual Pupil Progress Graph 

¶ * EYFS: Overview of EYFS 

¶ * 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 . 

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

3. Click on the Student folder.  

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. 

  

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. 

   

The *EYFS: Assessment Collation Sheet report doesnôt include an Effective Date, as 
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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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. 

  

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 creating the group (see óCreating a User-Defined Groupô on 
page 14). 

If not running the report for a User Defined Group you MUST place a tick against 
óAccept All (bypass filter condition)ô 

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. 

Tick this box if not 
entering a User 
Defined Group 
name in the Value 
box. 
 
If you do not tick 
this box or enter the 
Group name in the 
Value box you will 
get a message 
ñThere are no 
results for this 
report queryò and 
you will need to run 

the report again. 
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8. Once you have made your selections, click on OK .  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. 

  

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, you must ensure that you select the óSave as typeô below.  If you choose a 
different file format type, the report may no longer function correctly: 

¶ Excel Macro-Enabled Workbook (*.xlsm) 

Note: If a message displays relating to óCompatibilityô you can simply click on Continue. 
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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. If the Full Name of the Year Group contains ñE1ò, set the Year Group for the 
child to ñE1ò 

2. If the Full Name of the Year Group contains ñE2ò, set the Year Group for the 
child to ñE2ò 

3. If the Full Name of the Year Group contains ñN1ò AND contains ñ[1-2ò, set the 
Year Group for the child to ñE2ò 

4. If the Full Name of the Year Group contains ñN1ò AND contains ñ[2-3ò, set the 
Year Group for the child to ñN1ò 

5. If the Full Name of the Year Group contains ñN2ò, set the Year Group for the 
child to ñN2ò 

6. If the Full Name of the Year Group contains ñNurò, set the Year Group for the 
child to ñN2ò 

7. If the last character of the Full Name of the Year Group is ñNò AND the Full 
Name of the Year Group doesnôt contain ñRecò, set the Year Group for the child 
to ñN2ò 

8. If the last character of the Full Name of the Year Group is ñRò OR the Full Name 
of the Year Group contains ñRecò, set the Year Group for the child to ñRò 

9. If the last character of the Full Name of the Year Group is ñ1ò AND the code for 
the Curriculum Year Taught In is ñRò, set the Year Group for the child to ñY1ò 

10. Any remaining children will have their Year Group in the reports set to ñò (blank). 

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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* 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 ótypical development age bandô descriptors on the Early Years Outcomes sheets; 
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 
throughout the year, manually entering the pupilsô levels onto the sheet (e.g. by recording 
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. a single year group or single registration group. 

óInfo ï Please Readô sheets on Excel Reports 

Each of the Excel based reports includes an additional sheet at the beginning, labelled 
óInfo ï Please Readô and 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. 
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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. 

óSummaryô 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:  

 
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 óWorking At or Aboveô Age Related Expectation (A.R.E.) on entry to the 
current academic year, at the most recent assessment point and making the expected 
number of ósteps of progressô or more across the current academic year.  For Reception 
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. 

Note: The óTotal included in each Groupô detailed under each heading is a count of 
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. 

based on Early Years 
Outcomes data 

based in Early 
Learning Goals data 

from the EYFSP 

based on Early Years 
Outcomes data 
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You can switch views on this sheet from looking at those óWorking At or Above A.R.E.ô to 
just those óWorking Above A.R.E.ô, allowing you to isolate the higher attainers (in terms of 
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 óGood Level of Development (GLD)ô on the EYFS Profile.  We have also provided a 
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. 

óEYFS Overviewô sheet 

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

 

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. 

 

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. 
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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. 

 

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: 

¶ at ó40-60Sô or below on the steps and ALL ELG outcomes are 2 or 3. 

¶ at óELGô on the steps and NOT ALL ELG outcomes are 2. 

¶ at óELG+ô on the steps and the ELG outcomes are NOT a combination of 2s and 
3s only. 

¶ above óELG+ô on the steps (A0 or above) and ALL ELGs are 1 or 2. 

óFindings and Actionsô 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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* EYFS: Individual Pupil Progress Graph (Excel report) 

This report is a line graph that plots a pupilôs attainment (in terms of their level of 
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: 

 

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. 

 

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. 

 

The Print Report button will enable you to print an individual childôs graph or batch print the 
report for all children included in the output from SIMS. 



Contents and Structure of the Reports 

Page 26 © Herts for Learning 2018 Doc Ref DMS030 

* 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: 

 

The Hertfordshire Challenge Tracker Colours enable practitioners and leaders to identify 
children who may be óat risk of delayô and needing differentiated/additional support.  This 
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 pupilsô actual age may be a factor in their level of development when compared to 
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: 

 

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. 

 



Contents and Structure of the Reports 

Doc Ref DMS030 © Herts for Learning 2018 Page 27 

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: 
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Appendix 1 ï 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. Navigate to Focus > School > Pastoral Structure 

2. 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. 

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

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

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

4. Right click on National Curriculum Year Taught In and select 
Setup Curriculum Yearsé 

 

5. 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). 

 

6. Right click on Pastoral Structure and select New Year Groupé 
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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 
Group Required 

National 
Curriculum 
Year 

Short Name Long Name 

Pre-school age group 
Curriculum 
Year E2 

E2 [1-2] Year E2 [1-2 year olds] 

Pre-school age group 
Curriculum 
Year N1 

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

Year R for Maintained 
Nursery Schools 

Curriculum 
Year N2 * 

R (or Year R) Year R 

 
* 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 allocated 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. Click on OK . 

9. Before you can click on Save  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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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. Right click on Pastoral Structure and select Organise Year Group 
Verticallyé 

 

2. Place a tick against the Year Groups you wish to óshareô Registration Groups 
and then click on OK. 

 

3. The selected Year Groups will now show in the Pastoral Structure inside a 
grouped folder. 

 

You can organise your entire school as Vertical.  For further guidance on this, 
please contact your SIMS Support Provider. 
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Appendix 2 ï 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 

 
 
 
 

 

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: 

Date of Birth ranges 
(applicable to 2018/2019 

academic year only) 
Year Group 

National 
Curriculum 

Year 

Age on 31st 
August 

(day before 
the current 
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 

01/09/2016 > 31/08/2017 
Year E2 (or Year N1)  

[1-2 year olds]** 
E2 

(or N1)** 
1 year old 

01/09/2017 > 31/08/2018 
Year E1 (or Year N1)  

[0-1 year olds]** 
E1 

(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. 

Year N1 [2-3 year olds] 
Year Group 

Year N2 [3-4 year olds] 
Year Group 

Year R [4-5 year olds] 
Delayed Entry to Reception 
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The controlling factor in allocating children to a Year Group is their age on the 31st 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 óyear groupô from 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. 
 

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

The child will move into Year R from 1st 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. 

¶ 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 1st 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. 

Enrolment Status of óGuestô 

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 will need to be changed from óGuestô to on 
roll (see below). 

If, at some point in the future, your schoolôs lower age limit is reduced to include two-year 
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  to display the 
Find Students browse. 

2. Click on New . 

3. Enter the details requested and click on Continue. 

  

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 Enrolment Status of óGuest pupilô. 
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5. Click on Save . 

To change a Guest pupil to On Roll 

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. 

Please follow these steps to ensure that the pupilôs status is changed correctly: 

1. Choose Focus > Pupil > Pupil Details from the menu or click  to display the 
Find Students browse. 

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

3. 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. 

4. 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 of ñOther 
reasonò and a Destination After Leaving of ñChanging to On Rollò (or similar). 

 

5. Click on Save .  The pupil will now be shown in SIMS as a Leaver. 

6. Click on New . 
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7. Enter the Surname and Forename for the same pupil and click on Continue. 

  

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

 

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

 

10. 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. 

11. Click on Save  and then Close. 

12. From the menu select Routines > Pupil > Change Enrolment Status. 

13. Search for the pupil and click on Open. 

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

 

15. Click on Save  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 1st 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. 

 


