Key Stage Two Teacher Assessment 2019 Guidance Notes

May 2019 County

Council

Management Information kent.gov.uk

This information notice explains how to enter your statutory Key Stage Two Teacher Assessments and
P Scales into Assessment Manager and how to return them to NCA Tools.

Please note: you need the Spring 2019 SIMS upgrade to complete this return.

To check this, in SIMS.net go to Help | About SIMS.net option from the menu. The version should
be 7.186 or later.

Please note that although it is only Writing and Science teacher assessments that are
statutory in 2019 there are exceptions.

If a pupil is working below the standard of the Reading and Maths tests (will be registered as B
for the tests) a teacher assessment MUST be submitted for these pupils in Reading and Maths.
This will either be one of the Pre Key Stage Standards (1-6) or as code “"BLW"” (Below the standard
of the pre-key stage). Pupils coded as BLW must also have a P Scale of 1-4 entered in the relevant
marksheet.

Section 1 — User Defined Groups

Before you use the new KS2 wizard, you need to consider whether you need to set up a User Defined
Group. This is used when you have pupils at the end of Key Stage 2 who are not marked as being in
NC Year 6 in SIMS.net.

You will also need to set up a group to:

e Include any pupils who left your school after the KS2 tests were taken. A school is statutorily
required to report teacher assessments for all pupils who sat the KS2 tests in their school
AND/OR

e Exclude any pupils who have joined your school after the KS2 tests were taken.

If a pupil moves schools during the test week, the school where the pupil was registered at
the beginning of test week must submit TA data for them.

For more details see section 8.8 on page 43 of the STA Assessment and Reporting Arrangements for
Key Stage Two.
https://www.gov.uk/government/publications/2019-key-stage-2-assessment-and-reporting-
arrangements-ara

If neither of these options applies to your school, turn to the top of page four and continue from
Section 2.
Otherwise, please follow the guidelines overleaf.
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Go to Focus | Groups | User Defined Groups and the following screen will appear.

m SIMS .net: WATERS EDGE PRIMARY SCHOOL
Focus  Reports  Routines  Tools  Window  Help

"E*I} <;| Back - Forward ﬁ; ; L_.:_: E’ ?: ?fq] E_i ﬁ l,_t:e Eg

l* Maintain User Defined Groups

& &

S |
Ja

D Mew H Search COpen Delete Print Meaxt Previous
Group Description | Short Name
Active State <Ay -

Click on the New button and the screen shown below will appear.

User Group Details:
ESave %Undo =) Print Add a re|eVan'L: .
1 Group Details 2 Membership Group Description
and Short Name.
1 Group Details

Make sure the Active

Group Description |K52 2015 ve State VL .

-« State Is Active.
Short Name |K52 13 | Current Main Supervisor | |
Motes Year 6 plus 1leaver and excluding 2 joiners| If you WiSh, add a

brief note.

Then click on the
Action button and
click Add Member.

Include in Discover [

2 Membership

Academic Year

Effective Date Range |1_'lf Apr 2019 - 31 Aug 2015

Cursor Day

Cursor Date

|

<Mone>

<Mones

[, Zoom 4y Action... /

/ymwﬁr/l
Se

|Academicw W |

The screen shown

| below will appear.

lecied Membership |

Se Oct |Nov |Dec |Jan |Feb |Mar |&pr |May |Jun |Jul B
Member " P ¥ g
sins| Select Members =""OT .
H Search Links - @Help
GroupType | EEISHEIEAL v| Growp | | Effective Date [15/0472019 || [ |
4
Mame / Gender Year and Reg Group Curmrent Group

Change the Group Type filter to National Curriculum Year, then click Search. All the pupils in your
school will now be displayed.

To ensure that all pupils in each year group are shown together, click on the Current Group header.
This will sort the pupils by Year Group as shown overleaf.
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Select all the relevant KS2
84 Scarch Links ~ @ Help pUpi|S by cIicking on them

e E— | while holding down the
Gron e s | | [@) %] reomeowe [0 ][] Shift key.

Gender Year and Reg Group Curmrent Group
BVC DJn'icu:um Year F; You can a|SO SeleCt any

Curmiculum Year . .
P pupils who are not listed
o Yo © as NC Year 6 but whom
e you need to return results
Cricm for.
Cumiculum Year &
Cumiculum Year & Remem ber tO eXdUde anV
Curmiculum Year 6

Curmiculum Year & DUDIIS WhO ]0|ned VOU
e after the May tests week.

Hai 3l Cumiculum Year &

Hamison, Daniel WL Curmriculum Year 6

When all pupils are
selected click the OK
button.

You will be returned to the Membership screen as shown below which has now been populated with
the selected pupils.

2 Membership
Effective Date Range |17 Apr2019-31Aug 2013 | Academic Year [Academic Year 2018/2019 v]
Cursor Day [<Mone> | Selected Member |Akeman, Rebecea - GVC |
Cursor Date [<None> | Selected Membership | <None> |
[ Zoom 4 Action...

Sep |Oct  |Nov |IDB{: ||.lan [Feb  [Mar
Membe
p L L]

A Ill"-l'lay [dun [oul Jauwg o
WL

Akeman, Rebecca - 6VC

Candy, Tilly - 6KH ——

Ching, Susie - 6VC

If you need to add a pupil to the group who has left (who took the KS2 Tests at your school), click the
Action | Add Member button again. You will be returned to the Select Members screen as shown
below.

Change the Group
B Search : = Type filter to All, then
Swmome [ ] Forsname | — click Search.
. l i Find the relevant
o i o § pupil/s on the list —
e s click to highlight, then
ot T Femele  Fask click on OK when
o A Fode 455 finished.
Abhra, Nesl Male (3CB)
o e e K09 You'll be returned to
o chatete e RN the Membership
o - screen whe_re aII_
Ackton, Stephen Male (5VC0) v chosen pUpI|S will be

displayed.

Finally, click on the Save button near the top of the screen and Close the window.
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Section 2 — Importing the Key Stage Two Wizard (AMPA folder)

If you have any problems with the AMPA files, please contact the EIS Help Desk on 0300 065 8888 (if
you have a current support contract). If you do not have a contract, please contact Management
Information on one of the telephone numbers on page 21.

Importing the Key Stage Two Wizard into Assessment Manager

Go to Routines | Data In | Assessment | Import

If the following panel appears, make sure all the boxes are ticked and click Yes. All resources (including
the Wizards) will be imported. This can take a few minutes to complete.

During the import, a progress bar is displayed - when the resources have been imported and the activity
log appears, you can continue these guidance notes from Section 3 on page 6.

siws Import Assessment Manager Resources _

There are new/updated Assessment Manager Resources available for import. Do you wish to update your system 7

Please note that this may take some time.Do not close SIMS until this import process is complete.
« ', Using some areas of SIMS during import may cause a system crash.

The Mew Curriculum Programme of Study screen relies on resources being present in the local SIMS System

we therefore strongly recommend updating your AMPARK resources via this aute import routine. If you

choose not to import these resources you may find that some features are not present and you will subsequently have
to manually import the missing files. Please choose the yes’ option to automatically update AMPARK resources.

]  AMPARK Resources

Tracking Templates and Grids

[ Programme of Study Tracking Resources

| Yes | | Remind me later |

If this panel does not appear or the Wizards do not import, continue with the screen shot immediately
below.

I import L9 s

Select the fle o import from Click on the magnifying glass
| [ — gnifying g

and the screen shown
overleaf will appear.

Header comments from the import file:

Overwrite with default values [

< Back Mext = Finish Cancel
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s Open x
Lookin: | . SIMSnet «— v| @ = @ The system should default to your

Mame - Date modified Type SIMS.net folder as shown.

&jy ; AMPARK 01,/04/2019 14:43 File folder

Recent places If it does not, you will need to

N navigate to it by clicking on the arrow

Desktop by the Look in box.

.-!‘ It is normally located at

et C:\Program Files(x86)\SIMS\SIMS.net

For EIS hosted schools this will be —
< m Shared Sims Folder W:\Program
File name: | W | | Open FI|ES\SIMS\SIMS. net
Files of type: |Xrnlfiles (" 2aml) Vl | Cancel
[ Open as read-only

Within your SIMS.net folder there should be an AMPARK or AMPA folder as shown above. Double

click on this folder, then on the following folders in succession:
¢ England Primary (and Middle Deemed Primary)
e Assessment Manager

Once the Assessment Manager folder is open, all related Wizards will be displayed as shown overleaf.

. Assessment Manager w | S F @
Name - Date modified Type
= EYFS Profile Wizard 2019 23/11/2018 10:24 XML Document
£ Key Stage 1 Wizard England 2019 19/12/2018 04:19 XML Document
|£| Key Stage 2 Wizard England 2019 14/02/2019 14:16 XML Document
2 Year 1 Phonics Screening Wizard 2019 29/11/2018 11:39 XML Document Click on the Key Stage 2
£ Year 2 Phonics Screening Wizard 2019 29/11/2018 11:39 XML Document Wizard England 2019 as
shown opposite and click on
the Open button.
< ] >
File name: | Key Stage 2 Wizard England 2015 ¥ | | Open |
Files of type: |Xrn| fileg (*xml) v | | Cancel |

[ ]Open as read-only

The import screen will be shown. Make sure the “"Overwrite with default values” box is ticked and
then click Finish followed by Yes to start the import. This may take some time depending on the
speed of your PC. An Activity Log will be displayed when the import is complete. Make sure the Log
states that all items were successfully imported. Click on the Close button.
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Section 3 — Running the Key Stage Two Wizard

Go to Tools | Performance | Assessment | Wizard Manager and the following screen will

appear.
= Wizard |L-
Select Wizard
Filter |Inoomplete ]
Name Edit Date
EYFS Profile \wizard 2019 01/09/2018
Key Stage 1 Wizard England 20159 010592018 1
Key Stage 2 Wizard England 2019 [o1oai2018 0
Year 1 Phonics Screening Wizard 2019 010972018 |
Year 2 Phonics Screening Wizard 2019 |

A list of all the Wizards
on your system will be
displayed.

Make sure the filter says
Incomplete.

If you can't see the
Wizard you need change
the drop down box to All.

Do not tick the Complete
box on the right.

Click on the Key Stage 2
Wizard England 2019
and click on the Next
button.

< Back Finish Cancel
You then need to select a group of pupils to work with.
o] Wizard - Key Stage 2 Wizard England 2019 2 [
Select Group
Q
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If you set up a User Defined Group (pages 1-3), click on the + symbol next to the User Defined
Groups category and a list of Groups will be displayed. Click on the name of the group you set up
(KS2 2019) and click on the Apply button.

If you did not set up a group, click on the + symbol next to the National Curriculum Year category.
Select Curriculum Year 6 by clicking on the text once, then click Apply.

Select the effective Group date

Group Selector

To (3170872019 || Ba

L I

Refresh

+- Course

= National Cumiculum Year
- Cumiculum Year 1

- Cumiculum Year 2

- Curmiculum Year 3

- Curmiculum Year 4

- Curmiculum Year 5

- Cumiculum Year R

- Cumiculum Year N1

- Curmiculum Year N2
- Exam Season Candidates
- Agsessment User Defined
+- Ethnicity

+ Home Language

House

+ New Intake Group

+ Registration Group
e
s

- Year Group
+1- Special Needs

| Apply

| | Clear Selection | | Cancel |

You will be returned to the Wizard screen where your selected group will now be displayed. Click on the

Next button.

The list of available marksheets will be displayed as shown below.

| Wizard - Key Stage 2 Wizard England 2019 |2 [
Markshesis

Filter: Fleasze select a Marksheet and click on the pencil to enter/edit data.

Template Group Last Used Complete f

KSZ A Teacher Assessments 2015 ||Curricu|urn Year 6 || | O

KS2 B. P Scale Data Entry 20153 Curriculum Year & O

KS2 C. Test Outcomes 2019 Curriculum Year & O

KS2 D. Broadsheet (Review) 2013 Curriculum Year & O

<Back || Net> || Finish
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There are two statutory
marksheets that schools need
to complete:

1. KS2 A. Teacher
Assessments 2019

2. KS2 B. P Scale Data
Entry 2019

Firstly, click on the KS2 A.
Teacher Assessments 2019
sheet to select and then click
on the Edit Marksheet button.

W

&

The marksheet will be displayed
as shown overleaf.




Section 4 — Entering Results on the Marksheet

The KS2 A. Teacher Assessments 2019 marksheet will now be displayed as below.

= Marksheet Entry
Marksheet Entry : KS2 A. Teacher Assessments 2019 : Cumiculum Year &

ESE‘J& @Undo = Print El Export - E{:’Calculate

1 Basic Details 2 Marksheet

You can export the

lI?;;m Detals This Marksheet can be used to store the OL_rtcnma f_nrtha K52 Re_ading, Writing, Mathematics and Science | ~ ma rk5heet for teaChers to
Performance Descriptor of the reformed cumiculum (Assessment without Levels) Teacher Assessment from .
2018 ormiards. complete electronically, or
E you can print it out for
Last Used l:l them

Data entry for this Marksheetis complete [

2 Markshest

For instructions on
ResultDate_l?/DdeD‘lE Group Membership Date __mthms &) Refresh (@) Summary 5% Narrow &M Zoom 2&Reveal [ Freeze Addi .
[ G ’ [ e i Feeefd | exporting marksheets

please email
management.information

@kent.gov.uk

Group F\Iter| | Q

Key Stage 2Walidated Result
Key Stage 2Walidated Result
ey Stage 2Walidated Result
ey Stage 2Validated Result

Missing Entries Check

K52 Scence TA

Students
" KS2 Reading TA

| KS2 Writing TA
" KS2Maths TA

AKEMAN, Rebecca \ HHM
ARKELL, Irene EXS EXS
ASTONI, Sonya BLW HHM
ASTWICK, Wills GDS EXS
BAKER, Fiona E i i q 3
BARRETT, Anthony

BASSETT, Joseph

BENSON, Zachary

CANDY, Tilly

CHING, Susie

o
=
5
T
=

w
=
3

n

You can now start entering the final Key Stage Two Teacher Assessment outcomes for each pupil.

For pupils working at or above the standard of the national curriculum
assessments, only Writing and Science outcomes are needed.

If a pupil is working at a Pre-Key Stage Standard (PK1 to PK6) or lower
(BLW), outcomes are needed for Reading, Writing, Maths and Science.

The valid entries for each subject are shown overleaf.
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Reading Writing Mathematics Science
GDS - Working at EXS — Working at the
greater depth within expected standard
the expected standard
EXS — Working at the HNM - Has not met
expected standard the expected standard

Xk

WTS - Working
towards the expected
standard

PK1 to PK6 — Pre-Key | PK1 to PK6 — Pre-Key | PK1 to PK6 — Pre-Key

Stage Standards Stage Standards Stage Standards

BLW - Below the BLW — Below the BLW - Below the

standard of the pre-key | standard of the pre-key | standard of the pre-key

stage ** stage ** stage **

A — Absent A — Absent A — Absent A — Absent

D — Disapplied D — Disapplied D — Disapplied D — Disapplied

** For pupils with BLW entered for Reading, Writing or Maths a P Scale
must also be entered in the P Scale marksheet. For pupils with HNM for
Science, a P Scale entry is optional. Please see next page for guidance.

If you enter an incorrect value for any Aspect, a message box will be displayed showing the valid
entries as shown below. Click on the Close button and re-enter the correct level.

v View Invalid Result | 2
=l Print |1_'\| Save

Activi
The entered result value '4’is invalid

The valid range of values for this column are:

GDS
EXS
WTS
PKF
BLW
A

D

When you have finished entering results for all pupils, click on the Calculate button at the top of the

screen. This will check whether there are any missing entries and how many missing entries per pupil
there are.

Where entries are missing, you will be alerted by the text in the Missing Entries Check column. You
can order the marksheet by this column into ascending order to bring the failed rows to the top. To do
this, right click on the Missing Entries Check column heading and select Order Rows | Ascending.
When you have entered any missing results you must click the Calculate button again.

Finally, when all data has been entered and is correct, click Save then Close the marksheet.
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P Scales Data Entry

At this point you need to consider whether P Scales have to be entered into the relevant marksheet. All
pupils that you have entered as a BLW in Reading, Writing or Maths in the main teacher assessment
marksheet need a P Scale submitted as well. If a pupil with SEN is assessed against the P Scales for
Science, then they must be submitted as HNM on the main marksheet and the corresponding P Scale
must be entered on the P Scale marksheet.

Please note that the submission of P Scales for pupils at BLW in Reading, Writing or
Maths is statutory.

If you have just closed the Teacher Assessment marksheet you will be back at the marksheet selector
screen as shown below.

e Wizard - Key Stage 2 Wizard England 2019 | 2 [
Marksheets Click on the KS2 B. P Scale
Filter: Please select a Marksheet and click on the pencil to enter/edit data. . Data Entry 2019
Template Group Last Used omplete « marksheet.
KS2 A Teacher Assessments 2019 Currici O
KS2 B. P Scale Data Entry 2019 <« ||Curricu|um‘r'ear & || | O Then C"Ck on the Edlt
KS2 C. Test Outcomes 2019 Curriculum Year & O MarkSheet bUtton'
KS2 D. Broadsheset (Review) 2018 Curriculum Year & O

(Note: If you have exited the
Wizard completely, go to
Tools | Performance |
Assessment | Wizard
Manager.)

o] e ] [ 7w

The P Scales marksheet will be displayed as shown overleaf.
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2 Markshest
Result Date |17/04/2019 Group Membership Date  |17/04/2019 &5y Refresh (1) Summary 3 Narrow @l Zoom 2§ Reveal [ Freeze Additionsl Student Columns

Group Filterl | Q,

o o o s v s v = o o
- - - - - = - ke = =
B B B B B B E L 3 B E a
@ = @ = s = = ] = = = -]
= oz = = iaat o= = 7 o = 52 £
2 T2 | £ | == | 22 | 2= | g2 | &= | @ o 27 | 2= | =
a =] o ™ Ty G e G a bl Ll et o bl
E Sa fua | Ew =Za w o Tiw o E = D = =
2 g g 55 = w5 w5 &5 w5 = 53 B3 &
= ﬁ Cn G =& 5o L L L ﬁ -z = Aqw =
= S 0 @ 0 @ @ F &g @ F = = & @ g o
w (i) - (.4 - O 0 O 0 (I} = o [n o
AKEMAN, Rebecca PK5 WTS PK4
ARKELL, Irene EXS
ASTONI. Sonya J— LT I 75T S SR SRR —— R L .
ASTWICK, Wills GDS
BAKER, Fiona
BARRETT. Anthony
e P

You can now enter P Scales for the pupils who are BLW for Reading, Writing or Maths directly into the
marksheet. If a pupil is BLW for non SEN reasons (for example the pupil has English as an Additional
Language) you can enter NOTSEN.

The valid P Scales for each subject are:

P Scale Subject Valid Entries

English P1i, P1ii, P2i, P2ii, P3i, P3ii, NOTSEN
Reading P4, NOTSEN

Writing P4, NOTSEN

Speaking - OPTIONAL P4, NOTSEN

Listening - OPTIONAL P4, NOTSEN

Mathematics P1i, P1ii, P2i, P2ii, P3i, P3ii, NOTSEN
Number P4, NOTSEN
Using and Applying Maths P4, NOTSEN
Shape, Space and Measures P4, NOTSEN

Science

P1i, P1ii, P2i, P2ii, P3i, P3ii, P4, NOTSEN

e If a pupil is at Level P1i to P3ii OVERALL in English, then reading and writing P Scales are not
appropriate. Just enter P1i to P3ii in the P Scale: English column.

e If a pupil is at Level P4 OVERALL in English, then you need to enter P Scales for reading
and/or writing (where appropriate - the pupil may not be BLW in both subject strands), but not
an overall English P Scale.

e The position is the same for the Maths subjects.

e Science is a single P Scale that must be entered if the pupil has SEN and has been entered as
HNM in the main TA marksheet.

e If a child is recorded as BLW for reasons other than SEN (e.g. being unable to speak English),
the P Scale code "NOTSEN" (available in the drop down menu) will need to be entered for the
relevant subjects.

If you enter an invalid level for a particular subject, a dialogue box will be displayed showing the
correct values. Close the box and enter the correct value.

When you have entered the P Scales for the relevant pupils, click on the Calculate button. This will
then check if any entries have Failed. Correct the failed entries and click Calculate again. Once all
entries have been made and are correct, click on the Save button.

Close the marksheet.

"3'-2 Cloze
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Reports
You can now print out pupil reports if you wish. Please see page 22 of these notes for guidance.

You now need to create a CTF file in SIMS.net to return your results to NCA Tools.
Instructions for this start below.

Section 5 — Creating your Return File

The final step is to create a CTF (in the form of an XML file) that will contain all of your Key Stage Two
teacher assessments.

PLEASE NOTE:
There is an extra “page” in the Wizard that creates an export file. Please do not go through this
process.

As in 2018, you will be transferring the XML created directly to NCA
Tools. Please do not send your KS2 data to Management Information.
The deadline for you to submit your data to NCA Tools is Thursday 27

June 2019.

Creating an XML file in SIMS.net

From the SIMS homepage go to Tools | Setups | CTF and the following screen will appear.

Configure CTF Defaultz
- : Your directory
Save Jndao .
details may be
1 Directory Details 2 Data to be Imported by Default 3 Data to be Exported by Default . different — make a
note of these two
1 Directory Details file paths here as
you will need to
CTF import directory |WACTFIN re know what they are
later on in the
CTF export directory |WACTFOUT ~ I process.

CTF Import Directory:

CTF Export Directory:

If the boxes are blank, you will need to set up the directories. Click on the magnifying glass next to
each box and navigate to where your SIMS.net directory is. For example the path may be:
F:\SIMS\STAR\CTFOut

You now need to select which pupils to transfer results for.
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Go to Routines | Data Out | CTF | Export CTF and the screen shown below will appear.

Select the CTF export type..

Export Type
General

Phonics Test Restits Choose KS2 then click Select.

KS1 . —

K51 excluding Tests and Tasks i

Early Years Foundation Stage data (FSP)
CME - Leavers
CME - Joiners

[« Select ||$€ Cancel

The following screen will appear.

1 Student Opbons —— .
It ts ;
Effective Date  |15/04/2019 b | View J'Current and Leavers this year w quegdﬁyp:,:ed vl | Refresh Students

2 Students
LIPM Preferred Symame Preferred Forename fear Taught
F823299918013 Abbott Jessica R
NE23299911001 Tamwar 5
K823299913001 Abjit 4
7823299913002 Alisha 4
/823299916061 i R
P823299918001 Abrams N2
D823299917001 Ackton Charlotte R

Firstly, make sure Then ensure that Click the Now click on
the view is for the Include Refresh the Year
Current and Students already Students Group arrow
Leavers this exported box is button. and select
year. ticked. Year 6.

Your Year 6 current pupils will now be filtered.

To transfer results to NCA Tools:

e Left click once in the Destination LA box for the first pupil

e Right click in the same box and choose Select All. The grid will now be outlined in blue

e Click on the down arrow in the Destination LA box for the first pupil. This may resemble 2
vertical lines at the very edge of the box

e Scroll down the list of LAs until you find National Assessment Agency. Click on National
Assessment Agency and all pupils should now have this destination. You do not need to
complete the Destination School column. If you do not have National Assessment Agency
in your list, please see Appendix 1 on page 23 of this notice

Scroll up and down the list of pupils to ensure they all have National Assessment Agency as the
Destination LA. If some are missing, click on the individual pupil’s Destination LA box and complete
manually.
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Please ensure that you do not attach a destination LA for any pupils who you do not
have assessments for. For example, if new pupils have joined your school AFTER the
KS2 tests were taken, simply remove the Destination LA from their “row”. To do this
click on their LA Destination box and scroll to the top where there is a blank line. Click
on this and the destination will disappear.

When you have added the Destination LA for your current Year 6 pupils, your screen should resemble
the one shown below.

2 Students

LIPM Preferred Surname Preferred Forename Reg Grp Year Grp  [4] Year Taught Destination LAOther
I (KB23200110081 Adams Laura EVC & 6 | National Assessment Agericy

823200110082 Amnar Tarak EVC & & National Assessment Agency
2823200110053 Astwick Gwenneth EVC & & National Assessment Agency
N823200110083 Bond Steve EVC & & National Assessment Agency
P323200110045 Cameron Zara EKH 6 6 National Assessment Agency
CEBZ3200110084 Carter Hannzh EVC & 53 Mational Assessment Agency
RE23200110085 Churchill Martin EVC 6 6 Iational Assessment Agency
F323200110086 Cookson Harry EVC 6 6 Mational Assessment Agency

You must also return teacher assessments for any pupils who were in your school during

the KS2 tests week but who left the school afterwards. If this does not apply to your
school please continue with these notes from the top of the next page.

To add these leavers to your file, firstly click the Year Group arrow and change the selection back to
All as shown below.

Include students .
A v W F

already exparted

...... |
[Cugtam]
FINE [Blank.z)
[ManBlanks] [
| ELM R 2

Then click the Year Group arrow again and select the ( 6 ) year group. The brackets round the year
group signify that the pupil/s have left.

Add National Assessment Agency into the Destination LA box for these pupils the same way as before.
When you have done this click the Year Group arrow again and change the Year back to All. You
should then be able to see that all relevant Year 6 pupils have National Assessment Agency listed in the
Destination LA box.
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When all the relevant pupils have been selected, scroll to the bottom of the screen. To complete the
CTF process, click on the Export CTF button.

wE20200105.. [|Katumbe M amuli PINE ™R
k.82020010580... ||Feeton K.ai OAK R
£8202001050... |Lawley Alex ELM R

= e -

A message may appear regarding an Address Tidy and Merge. Click on the Yes button to proceed. An
egg timer will appear. This is the only visible “working” symbol. When the CTF has been created a
dialogue box will appear as shown below.

Write down the file name here:

Export complete. CTF file(s) created: E|

8202001 CTF_S3sLLLL_001 . xmi
This is VERY important and will be

needed later.

Click on OK once you have written the file name down.

4 Exception Log
Mumber of students in file: MHurnber of students processed: MHurnber af students not exported: EI
Prefemed Sumame Preferred Forename |~ Gender | Date of Bith  Eror Deseription File Mame

The Exception Log will appear. Please make sure that the Number of students in file is what you
expect it to be and that it matches the Number of students processed. Number of students not
exported should be zero.

Any errors regarding missing UPNs or KS2 teacher assessments must be resolved in SIMS.net (UPNs)
or Assessment Manager (teacher assessments) and a new CTF created. If you get any errors relating to
“EYFS"” data missing, you can ignore these and carry on.

Once a correct CTF file has been produced you can exit SIMS.net. The file now needs to be transferred
to NCA Tools.
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Section 6 — Transferring your CTF to NCA Tools
As in 2018, KS2 TA files will be transferred directly to NCA Tools.

Firstly, open Internet Explorer or another internet browser.

Internet
Explorer

The NCA Tools website address is https://ncatools.education.gov.uk/

All schools should already have a nominated super-user of NCA Tools and can have up to 4 additional
nominated users. NCA Tools is the website where you download your pupil level KS2 Test results every
July.

If the super-user has left or has forgotten their log in details you need to contact the National
Curriculum Assessments helpline at assessments@education.gov.uk or by phone on 0300 303 3013.

A guide to managing access and troubleshooting of NCA Tools can be found here:
https://www.gov.uk/guidance/nca-tools-managing-access-and-troubleshooting

Once logged into NCA Tools, click on Teacher Assessment from the top menu.

NCA tools /

Test Access Pupil Teacher Pupil Test Headteacher's
orders arrangements registration assessment results materials declaration forms

On the next screen, click on Submit teacher assessment from the panel on the left-hand side of the
screen.

Teacher assessment
¢ Submit teacher assessment
i Vizw teacher assessment
b View submission summary
r Messaging system

b Key Stage 1 Moderation
documents

& Key Stage 2 Moderation
documents

Then, to start the transfer process, click the Next button. If you do not have an MIS system, please
refer to the NCA guidance on our Kelsi page:
http://www.kelsi.org.uk/school-management/data-and-reporting/management-information/key-stage-
data-collections

After clicking Next, the screen shown overleaf will appear.
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Teacher assessment data submission declaration

XD - 0

Step 1: Complete declaration

| confirm that the stafutory key stage 2 teacher assessment (TA) judgements were made in line with the 2018 TA frameworks and
the data submitted for my school is accurate.

| am unable to confirm the statement above and have notified STA (provide brief details below).

Click the appropriate bullet point above and click on the Next button. The following screen will appear.

It is important that you have not changed the filename of your common transfer file (CTF) as this will cause an error

when you upload your file.
File upload
result

Step 2: Upload and submit CTF

Select 'Choose File' to locate the teacher assessment CTF saved on your computer. Click on the file and select
'Open'. When your file appears, select 'Submit'.

Once you have submitted your CTF, it will be checked to ensure that the filename and file contents are correct.
Choose file | No file chosen

For further assistance using your management information system (MIS), please contact your MIS support desk or
your local authority data manager.

To locate the file, you will need to click on the Choose file button. You need to navigate to the path
you wrote down on page 12. You should have written the file name down on page 15.

Select the file and click on the Open button. Then click on the Submit button.

The file will now be uploaded to NCA Tools and checked for errors. You will then be directed to your
Teacher Assessment file upload report. This will comprise of two tabs, the first is the File Upload
Result, which will list any errors or warnings against the file you have just submitted, including any
corrective action required. The tabs will be coloured:

Status Action

Green: teacher assessment | This notification will confirm the successful submission of your TA file. If
data successfully uploaded | you would like a copy of your TA upload summary, click the Print button.

Amber: teacher This means that you will need to review the warning message(s) and
assessment data uploaded | take the corrective action(s) on the error report in the Action Required
with warnings Summary table. You may need to upload a corrected file. The report can

be printed for easier offline working;

Red: teacher assessment Your upload attempt has failed. Please review the error message(s) and
data not uploaded — file take the corrective action(s) on the error report in the Action Required
error Summary table. The report can be printed for easier offline working.
When you have completed the corrective action(s), please resubmit a
corrected file.
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The second tab, Teacher Assessment Summary, shows the overall status of your submission,
including any files you have already submitted if you uploaded more than one. This will show a pie
chart of the current status:

e number of expected pupils

e how many pupils have been uploaded with errors or warnings

e how many pupils have been uploaded successfully

e how many pupils still need to be uploaded

This tab will also show any corrective action required to complete your submission.

Click back to the File Upload Result tab. The summary box at the top of the screen shows the
number of records uploaded and updated in that file. The number of records with errors is also
shown.

¢ Warning messages — if any of your pupils have been uploaded with errors or warnings,
details of these will be shown here, along with the corrective action that should be taken.

e Expected number of pupils warning — you will see a warning if the number of pupils
you have uploaded is not consistent with the number of pupils shown in the pre-populated
template. A warning will also be displayed if data has not been provided for all pupils for
Writing and Science.

Check the data that you have submitted by clicking on the View key stage 2 data button at the
bottom or the View teacher assessment link on the left-hand side of the screen. Any missing or
invalid assessment judgements will be highlighted red, and any outstanding pupils that STA is
expecting to receive data for will also be highlighted red.

Types of errors you may encounter

1) P Scale results contain a BLW but no P Scale
If BLW is submitted for a subject, you must supply corresponding P scales or the code NOTSEN.
To correct the error, upload a new file that includes the missing P scale judgements for that
pupil or add the code NOTSEN

English reading and writing are shown as 2 separate subjects under the teacher assessment
framework. However, P scales are still included under an overall English subject, with
components in reading, writing, speaking and listening.

If reading or writing is submitted as BLW for a pupil with SEN, then the required P scales are
either the component P scales of reading and writing, or an overall English P scale. Speaking
and listening P scales should be supplied additionally if appropriate.

2) Xis not a valid result
Only outcomes of BLW, PK1, PK2, PK3, PK4, PK5, PK6, HNM, WTS, EXS or GDS, non-assessing
codes A, D, L, F, P, NOTSEN or P scale codes P1i, P1ii, P2i, P2ii, P3i, P3ii or P4 can be uploaded.
Anything else will be rejected. Some TA judgement codes are only applicable for certain
subjects. You should upload a new XML file once you have corrected the errors in your MIS.
This will overwrite any invalid results.

3) Incorrect files
The message “There is no teacher assessment data in this file” will be displayed if you upload a
CTF which does not contain TA judgements for the current year. You should check that your
CTF includes data with: Year — 2019; Method — TA; ResultQualifier — NL or for SEN records
NP; Stage — KS2 or for SEN records SEN bulleted text.
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1)

2)

3)

4)

1)

Correcting errors

Wrong pupil uploaded

If you have uploaded a pupil in error, such as one that is not shown in the prepopulated
spreadsheet and has not reached the end of KS2, you can delete the pupil by clicking on the
“Delete pupil” button on the View teacher assessment screen.

If you delete a pupil that STA is expecting to receive data for, then you will be asked to
resubmit.

Correcting or modifying judgements

You can change the judgements that you have submitted by uploading another file with the
corrected data. This will update what has already been uploaded.

In the new file, you only need to include the pupils you have changed data for. Data that was
previously uploaded correctly does not need to be re-uploaded.

Wrong UPN

If a pupil you have uploaded has the wrong UPN, for example if they were registered with a
temporary UPN and they have now been allocated a permanent UPN, you can correct it by
uploading that pupil again with their new UPN. Do not change any other details, otherwise NCA
Tools will view this as a new pupil.

Wrong name or date of birth

If a pupil has been uploaded with the wrong name, or date of birth, no further action needs to
be taken as long as this matches what is shown in the spreadsheet template.

The details in the spreadsheet are those that were confirmed during pupil registration so if you
make changes to this information it may delay STA when matching the TA result to the test
result.

If these details do not match what is held in the spreadsheet, for example if it is a new pupil
that has been added with the wrong details, or appears in the CTF from your MIS incorrectly,
you can correct any errors by uploading a new file which contains the new corrected details.

If NCA Tools does not recognise it as the same pupil, it may create a duplicate. You should then
delete the incorrect pupil from your submission.

How and when to delete pupils’ details

When to delete a pupil
A pupil should only be deleted from your TA submission if they were uploaded in error.
Corrections to TA can be made by submitting another file, which will refresh data, but will not
remove data or pupils that have already been submitted.
A pupil can be deleted if they:

e Are not at the end of KS2

e Were not a registered pupil at your school during test week

e Are a duplicate, which means that the pupil exists more than once in the submission

(this may occur if the pupil was uploaded more than once but with different details)

A pupil should not be deleted in the following cases:

e They have been uploaded with incorrect TA outcomes. These can be corrected by
uploading another file, which will refresh the data

e They did not take the tests because they were working below the overall standard of the
tests, unable to access the tests or were absent on the day of the tests. You should
submit their TA judgements or appropriate code if an assessment cannot be made

e They were registered during pupil registration and appear in the expected pupil list on
the spreadsheet template. If the pupil left the school prior to test week you should
record them as “L” for all subjects
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2) How to delete a pupil

Click on the Teacher Assessment section of NCA Tools

Click on the View teacher assessment link on the left-hand side of the screen
Click the View link next to the pupil you wish to delete

Click the button Delete pupil and all assessments

You will receive a message to ask if you are sure. Click OK

When your file is uploaded the NCA Tools site will perform cleansing tasks and will check
that you have submitted the same number of pupils who sat the KS2 tests in your school.
Please ensure you give yourself enough time to clear any errors/resubmit extra pupils

If this deadline is not met, you will not have any data in the first release of ASP data in
October 2019 and no data in the September 2019 DfE Performance Tables Checking Exercise

Your KS2 Teacher Assessments file needs to be uploaded to NCA Tools by:

Thursday 27 June 2019

before Thursday 27 June.

Thank you.
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Management Information Contacts

If you have any problems with any of the Assessment Manager or SIMS.net procedures outlined in
this Information Notice please contact:

Early Years Foundation Stage

Cheryl Smith 03000 417174
Matt Ashman 03000 417012

Year 1/2 Phonics

Teresa Westbrook 03000 417197
Abi Maunders 03000 417131

Key Stage One

Wahida Siddique 03000 414655
Nicola Willsher 03000 417203

Key Stage Two

MIDataCollection@kent.gov.uk 03000 422470
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Reports

There is a facility within the Key Stage Two wizard to print and preview pupil reports.
To access the report go to:

e Tools | Performance | Assessment | Wizard Manager
e Click on Key Stage 2 Wizard England 2019 and then the Next button.
e Check that Year 6 or the correct user defined group is selected and click Next TWICE.

The report screen is displayed as shown below. There are two reports available this year which you can
print or preview:

e KS2 P1 Student England TA 2019
e KS2 P1 Student England TA and TT 2019
e KS2 P2 Comparative England 2019

= Wizard - Key Stage 2 Wizard England 2019 |z
Edt Date a This is the Preview button.
K52 P1 Student England TA 2013 -
KS2 1 Studert England TAand TT 2019 01/09/2018 |
K52 P2 Comparative England 2013 01/09/2018 & This is the Print button.
L)
A N
Membership Dates for Group : Cumiculum Year & ™ The “cog" button W|” upload
From  [17/042018 |[@] To [17/04/2018 [ ] [ Refresh | a copy of the pupil report to
Group Filer | | the Linked documents on the
Students pupil’s record.
Sumame Forename DOB Reg Gp A
Akceman Rebecca 18/09/2007 BWC
[ Arkel Irene 02/12/2007 BVC
[ Astoni Sorya 22/11/2007 BVC
[ Astwick Wiliam 02/03/2008 BVC
[ Baker Fiona 03/10/2007 BVC
[] Bamett Arthory 23/11/2008 BVC v
[ selectal | [ Deselectan |

The Pupil Reports

If you want to print all the pupils at once, click on the report you want to print and click the Select All
button. All pupil boxes will nhow be ticked. Click on the Print button once.

If you want to preview either report, make sure that just one pupil box is ticked then click on the
Preview button once.

The Comparative England Report

Make sure only one pupil is “ticked”. Click on the KS2 P2 Comparative England 2019 report and click
the Preview or Print button. The report displays percentages for all pupils within your school for 2019
and nationally for 2018.

The reports are opened in Microsoft Word. We advise that you save them to your network
for future reference.

When you have finished printing and/or previewing the reports, click on the Cancel button to exit the
wizard.
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Appendix 1 — Adding the NAA as a Destination LA

If you do not have the National Assessment Agency listed in your list of destination local authorities
(page 13) then please follow the guidance below.

Go to: Tools | Setups | CTF

Configure CTF Defaulis
Save Undo

1 Directory Details 2 Data to be Imported by Default 3 Data to be Exported by Default 4 Alternative Destinations

1 Directory Details This report contains sensitive information.

CTF import directory [WACTFIN | Security Message
CTF export directory |W MNCTROUT | Default Message

At the bottom of the screen there is a panel for Alternative Destinations. Click on the New button
and the following screen will appear.

515 Alternative Destination | = | = [
Alternative Destination
Coce 1
Deescription -~
ok || cancel
In the Code box type NAALLLL
In the Description box type National Assessment Agency

Then, click OK and you will be returned to the CTF Setup screen. The National Assessment Agency
should now be displayed in the Alternative Destinations box as shown below.

4 Alternative Destinabions

Code Description
MAALLLL Mational Assessment Agency

Click Close to exit the CTF Setup screen.
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