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Dear Head Teacher/ EY Lead/ Assessment Coordinator

As Early education providers and schools share their on entry assessments we gain an overview of
children’s needs in Bolton that will support better delivery of services.

The key data collection points are:

e on entry each term to funded 2 year old education (new children each term)

e on entry each term to funded 3 and 4 year old education (new children each term)
e On entry to Reception (October)

e EYFS profile (June)

The submissions are due on the 10" November and schools will receive a data summary pack with
their own school and Bolton level reception data by the end of November, which many schools
have found useful when considering quality and outcomes in the EYFS.

PLEASE NOTE THIS IS PART OF THE SERVICE INCLUDED IN THE PRIMARY DATA PACK OFFER, THERE
WILL BE NO ADDITIONAL CHARGE.

On entry to Reception

The data breakdown is based on the broad development bands in the DfE Early Years Outcomes
document which in turn were used to develop the EY Sims assessment tool (the same breakdown
used by the main commercial schemes). We advise that on entry assessment should be
completed within the first six weeks, with most assessments completed before that limit,
dependent on the child’s attendance pattern.

There are 7 areas of learning, which in turn are broken down into 17 aspects. Each aspect has a
developmental pathway culminating in an Early Learning Goal (ELG). The broad bands are 0-11
months 8-20 months, 16-26 months, 22-36 months, 30-50 months and 40-60+ months. The broad
assessment bands have been broken down into:



c. early stages- just in the band
b. embedding learning- starting to become more skilled/confident
a. secure — learning and development is secure

Judgements made using the AREs are a ‘best fit’, taking into account the range of skills children are
demonstrating.

Using the guidance agreed in Bolton, for a child to be in-line with age related expectations i.e.
on track to achieve the Early Learning Goals at the end of reception, will be:

e On- entry to Reception (September) - 40-60c (early stages) - this is what is set as in-line with age
related expectations (on track to achieve the ELG) for the reception on- entry assessment. This
means that children are Secure in 30-50 and you would be starting to plan for them looking at 40-
60 statements

e 40-60b or above would be above age-related expectations (on track to achieve the ELG if not
exceed it).
e 30-50a or below would be below age-related expectations (not on track to achieve the ELG).

Nursery Data Collection

We will also collect on entry assessment information for funded 2, 3- and 4-year olds using the
same system. We are simultaneously collecting on entry data from colleagues in the PVI sector
and we will be able to collate this as Bolton level information for you to benchmark against. This is
a new undertaking, and we value your support to make this happen.

Please contact me if you have any queries about making the assessment. Information
Management will support you with the submission of data as detailed below.

Yours sincerely

Laura Wright

Laura Wright

Start Well Early Years & Childcare Adviser

Direct Line: (01204) 3383149

E-mail: laura.wright@bolton.gov.uk



Sims Guidance

Introduction

As in 2019, Schools using the Bolton Early Years Tracker resources can submit their On Entry data, without the need
to repeat the entry of this data elsewhere, and continue to make use of the analysis resources available in Sims.

To support the process of exporting the required data, the “On Entry” Wizard was created in 2019 which streamlines
the export process and makes it as user-friendly as possible.

Schools who have not yet been using the Bolton resources can still use the “On Entry” Wizard to complete the
process of recording and submitting the On Entry data if they wish.

Critical Steps/Information
IMPORTANT: the information and steps highlighted in this section are critical for the process to work.

Please read them carefully and ensure the required steps are taken.
Full detail of the steps can be found in the guidance in the following sections

e For all processes relating to Sims, support will be provided by the Bolton Schools ICT Team
o Tel: 01204 332034
o Main contact: Richard Metcalfe

e The deadline for submitting the data is the 10" November 2020

e There are separate Wizard files for each year group. You will need to import each of the files for the EYFS year
groups in your setting. You do not need to import these again if they were imported in 2019

o Available Year Groups
= Nursery Year E2 (pupils born after 31/08/2018)
= Nursery Year N1 (pupils born after 31/08/2017)
=  Nursery Year N2 (pupils born after 31/08/2016)
= Reception (pupils born after 31/08/2015)
o There are separate Wizard files for tracking Early Years data throughout the year and Wizard files specifically
for the On Entry data export
o Wizards for Tracking throughout the year:
= |EY E2 Tracking Wizard
= |EY N1 Tracking Wizard
= IEY N2 Tracking Wizard
= |EY R Tracking Wizard
o Wizards for On Entry data export:
= IEY E2 On Entry Wizard
= IEY N1 On Entry Wizard
= IEY N2 On Entry Wizard
= IEY R On Entry Wizard

e On Entry data can be entered into Sims using the original Tracker Wizards that have been in use in recent years
(i.e. you do not need to have used the new “On Entry” wizard to record the data)

e However, you must use the “On Entry” Wizard to export the data or it will not process correctly

e When exporting the data, the filename must follow the described format or it will not transfer correctly

e Once exported, the AnyComms transfer tool must be run in order for the file to be sent
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Importing the “On Entry” Wizard

This is only required if the Wizards have not previously been imported. The import file containing the “On Entry”

Wizard will have been saved to your school Sims server by the Bolton Schools ICT Team ready for you to import. If

you cannot find the import file, please contact the team for help (see details above)

e Loginto Sims

(The user logging in must have permissions to access Assessment)

e Select Menu route:

e Routines | Data In | Assessment | Import

e Click the browser button on the right hand side

o

Use the file browser window to find the
following folder on your Sims Drive:

S:\SIMS\Assessment\Bolton EYFS Wizard Files
(The Sims drive is usually the “S:” drive, but may

have a different drive letter)

e Select the required Wizard File and click “Open”
e Click “Finish” ]

e Check the “Activity Log to
ensure that the file has
imported correctly (scroll to
the bottom) and then click
“Close”

o Repeat the process for each
Year Group as required

Routines |Taals  Window Help

L 47 IR E R S @™ 2 E
Cotit ‘A UMEEE2403S E
School »
Dsta Out | %) Selected Academicear 20082009
Dataln | »
Statutory Returns Y nt [ mport
Pupil » Performance Anslysis  ®  Import From Spreadsheet
Select the e o
Hoades commerts
Overurite

Import [ | = Activity Log
Select the file toimport from S rrint [ save
[SASIMS\Assessment'\Bolton EYFS Wizard Files\IEY” R On Entry Wizard xeml ]

Header comments from the import file:

[hss
Date : 11/10/2019 11:25:50

Early Years On Entry Wizard for Year Group R

Bolton SICT (updated 01/10/2013)

[This fie cortains the following wizard: IEY R On Entry wizard

Included are only the On Entry resources for recording judgemerts of pupis in year group R
IEY R On Ertry

Overwrite with default values (nct applicable to PoS imperts) &2

radeset. |
(Gradeset: IEY -20-25
(Gradeset: IEY Inline

|Aspect: IEY PSE level
|Aspect: IEY PSE Comment
|Aspect: IEY PHY Moving and

|Aspect: IEY PHY level
|Aspect: IEY PHY Comment
|Aspect: IEY COM Listening an

pect: [EY COM Speaking
pect: [EY COM level
|Aspect: IEY COM Comment

|Aspect: IEY COM Understanding

szssment Manager mport from KSM(s)

handing

|Aspect: IEY PHY Heath and sef care

d attertion

[The following Gradeset (s) were successfull imported:

[The following Aspect(s) were successfully imported:
|Aspect: IEY PSE Managing feelings and behaviour

N\
o] (| Yot

Recording “On Entry” Data

There are several ways to record the data. These following sections describe how to use the Wizards but it does not

matter which route is used. The options are:

e Using the Wizards found in “Tools | Performance | Assessment| Wizard Manager”. Either the

O

o

“Tracker” Wizards or the

“On Entry” Wizards can be used for data entry.

e Marksheets found in “Focus | Assessment | Marksheet Entry”

o

Accessing the Sims Assessment Manager Wizard

“IEY ## On Entry” marksheets

e In Sims.net, to display the first page of the wizard, select:

o Tools | Performance | Assessment| Wizard Manager = Wizard |
Select Wizard
et
o 2 = 3 - Name | Complele it Date Complete -~
LA:D":;‘:"S . ! E,‘l w ‘._L< Z o € ‘LO - E E ey i il Jusi2018 5] _
- H IEY N2 Tracking Wizard 2210972015 m) =
Other School .
s el Selected Academic Year 20082009 If the Early Years wizard(s) e e 3
getup Message Options IEY 2014 EYFS Profile 241042014 =]
Housekeeping do nhot ShOW, Change the IEY 2015 EYFS Profile 240472015 ]
Acadernic Management % = . IEY 2016 EYFS Profile 0710472016 O
Minin o uene |20 (10X = || No School Bulletins Filter to All and remove the EvaoTEES e ozt 0
Statutory Return Toals » EYFS Profile Detail Wizard 2009 01/01/2009 [m]
Pupil Premium L4 Complete tICk before EYFS Profile Detail Wizard 2010 (01/01/2010 [m]
Dinner Maney » EYFS Profile Detail Wizard 2011 01012011 O
5%
&% Check for Update H i H EYFS Profile Detail Wizard 2012 |01/01/2012 [m]
o selecting the require wizard S Prefe Dl 5
Performance Assessment | Category =]
Validate Memberships Znalysis % System Utlities » |l = v
Staff " Profiles " Wizard Manager 1
CAPITA Options Asessment Mapging Tosl f Feck Finih
0LUS Individual Report Template Conversion
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Selecting the required Sims Assessment Manager Wizard

. . . . [ racking Wizar 109 [m]

e Click on the name of the required wizard (in the |left hand column) H— ot o :
e g 'EY R on Entry Wizard IEY R On Entry Wizard |orooma =]
‘o ¢ IEY R Tracking Wizard 2210912015 O

(The row will then be highlighted with a faint border)

o Click “Next” to continue

e If prompted, click on “Yes” on the The ‘Complete’ status has changed screen.

e If prompted, click on Remind me Later on the Import Assessment Manager

Resources screen.

SIMS net [x]
TheCompletesatus hs been changed, Do you wish to save your
changest
Yo N
= o= pr———— T

Wizard - IEY R On Entry Wizard

Selecting the required Group E

Select Group

e If the required Year Group is already displayed, click “Next”

e If no Year Group is displayed, then click the Browser button
(magnifying glass on the right hand side) to open the Group
Selector screen.

e Click the + symbol to expand the Year Group folder and select
the required year group corresponding to the Wizard selected
(e.g. Year R)

ﬁ Group Selector

Select the effective Group date

From [02/09/2019 To [31/08/2020

Course ~
National Curiculum Year
Exam Season Candidates

- Assessment User Defined
Ethricty
Home Language
House
New Intake Group
Registration Group

= Year Group

i~ All Year Groups

e Year 1

i Year 2

e Click the “Apply” button to select the group

e Year 3

Year 4
o Year 5

o Click the “Next” button to display the Marksheets

- Year §

(If prompted, select “Yes” to confirm a different group has been
selected)

SIMS .net

:
Special Needs \
User Defined Grouns v

\?/ T4 e e s e e B e 8 5 3 G

Ves 7 Ho
Selecting the required Template = Wizard - IEV R Tracking Wizard ]
Marksheets
If using the “Tracker” Wizards, there are 7 templates: Filer: Plesse select a Marksheet and click on the pencil o enleledi dats.
e OnEntry, Autumn HT, Autumn, Spring HT, Spring ey "f;:f"ﬂ prm— IC"”""e‘e e @
Summer HT and Summer IEY R Aut HT (Opt) Year R O
IEY R Aut. (Opt) Year R 03042019 O
If using the “On Entry” Wizards, only one template will IEY RSpr AT (Opt)  |Yeer R O
ShOWZ IEY R Spr. Year R 01/05/2019 O
IEY RSumHT (Opt)  |Year R O
° onEntry IEY R Sum. Year R 24/06/2019 O
(If the required template does not show, changing the
Filter to “All” will reveal all the templates available)
To open the required “On Entry” Marksheet:
e Click on the name of the required template wizard Finish
(in the left hand column) e.g.!EY R On Entry
(The row will then be highlighted with a faint border)
SIMS net =]l
e Click the Edit Marksheet button (the pencil). DY T
e If prompted, click on Yes on the The ‘Complete’ status has changed screen. g 2
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Entering the Data on the Marksheet

e Enter data into the marksheet by selecting cells and entering an appropriate grade or comment.
o Either type the required grade, or

o Right-click in the cell and choose “Select Grade for Cell”
Double clicking on the required grade in the list will enter the grade for the pupil
Or, highlight the required grade and click “Apply & Next”

7 7 7 7 7 G
= = = = = = Da
T = = - = =
E g g 5 2 £ g -
z|ez| 2| z|sz| z| z| z|tz|Bz z|az 2|tz z| 2| z Ez ) Vs ]| 2 2| 2| 2| Ez|f2
m"E E"E En"E E"E ELE "E "E >"E S'E ﬁuE ;n"E JELE nqu S'E muE LE LE (S'E Selact Grade for cursrt cel g'é muE EE LLE ELE -§LE %
£0| 85| 56|86 | 80| go| =6 | &S| &S| §o| 20| £S5 | £S5 | ¢S | ES| 26| 56| 56 e et A)[| 52| E6| £5| 86| 80| 86| =
Sor | wor | S| —C | - | ZE| BE | o | o | £ | 8 | B- | g | oofc | 200 | S | = | =@ 40n 40~ 60= Worths secure o | g | For | mc | x| B | F
Bel5:| 85| 85(85| 25|25 25| S5| 85| 25|25/ S5(S5| 25( 25| S5 S5 a 4060+ Morihs erbodas Sz Z5| E5|35(35| 25| =
@ @ 2| Doe| oe @ g g2 @ S|l D202 g8 ¢l of| op “E‘;i o’ 2| —2|of|loe|=2| =
30 30 - 50 Months embedding
VIEWfEdIt Result Hista Iy 30c 30 - 50 Morths eary stages =
. ) 225 22 - 36 Months secure
0c Wz 306 e b Wz 306 30k 30b 3 iewEditNote. A= | |2 Pttt 30k
Az s W= = 0z s 0= a 40 M Wiew/Edit Comment.., F4 0a 162 16+ 26 Morths secure 30a
4c |40c |d0c |40c 4c |40c | 40c 40c |40c |41 Copy Yalue ac || |1 liadiaiopshuiiel 40c
30b 30b 30b  30b 30 30z 30s 30203000 | sciect Grade for Cel | = b b
30c - [EEENEEE 30c  30b  30c 0c  [E2E % Select Colour for Cell 30b Sl RN = 30c
30b 30b 30c 30 b 306 30b EE T b 20
Clear Cell Colour [applyanes| [ sk | [ Close |
305 |40c 40b 308 40c |40c  40c 40c |40c |4l vow e — apc || B [ ] [Foer] 40c |40c |40c -
H «u, ” H
e Once complete, click on “Calculate” to calculate Area of Learning levels. [i;: Calculate
H a“ ” H H
e Click the “Save” button to save the details (the data will turn from red to black). [ Save

Exporting the Data

The process must then be repeated for each year group for which data is to be submitted

The data must be exported using the appropriate “On Entry” Wizard - Results Export routine. This is different to
previous years where the data was exported using a report that created a spreadsheet).

Before exporting the data, ensure that staff have completed recording the On Entry data in the marksheets.

Accessing the Wizard - Results Export Routine
Follow the steps below to access the appropriate Wizard and proceed through the screens to the “Marksheets”

screen - detailed instructions on these steps are in the “Recording “On Entry” Data” section above

Accessing the Sims Assessment Manager Wizard

Selecting the required Sims Assessment Manager Wizard

Selecting the required Group

Selecting the required Template
If using the “Tracker” Wizards, there are 7 templates:

OnEntry, Autumn HT, Autumn, Spring HT, Spring Summer HT
and Summer

If using the “On Entry” Wizards, only one template will show:

OnEntry

(If the required template does not show, changing the Filter to “All”
will reveal all the templates available)

To open the required “On Entry” Marksheet:

e Click on the name of the required template wizard

e Click “Next”
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s Wizard - EY R Tracking Wizard j
Marksheets
Filter Please select a Marksheet and click on the pencil to enterledit data.
Template Group Last Used Complete ra
IEY R On Entry |ear R |panozois | =]
IEY RAutHT (Opt) \|Year R O
IEY R Aut. (Opt) 03042013 O
IEY R Spr HT (Opt) O
IEY R Spr. 01052018 O
IEY RSumHT (Opt)  |Year R O
IEY R Sum. Year R 24/062019 ]



file:///C:/Users/wrightl1/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/QMNXO39Z/On_Entry%23_Recording_

Skip the Reports Screen

Wizard - |EY R On Entry Wizard

e Skip the “Individual Reports” screen (this screen can be =

used to run various Sims Analysis reports but is not Individusl Repor Fommal T TR
. . [EY Rattairment Geph _|x®ogane B

required for this part of the process) e re———— frvmyin &

IEY R Summary 01/10/2014 " 'B

o C”Ck Next IEY B Tewmhe Do Bt = n1/An Nt 5 %

docabocabin Doton for O

. . : : z
Runnlng the Export Routlne = Wizard - IEY R On Entry Wizard x
es ults for export
e On the “Results for Export” screen, ensure that Aspect Rea: Se @
IEY COM Comment IYear R On Entry
. . IEY COM level Year R On Entry
o all the Aspects are ticked in the panel at the IEY COM Litening and aenion ear i n Erty
IEY COM Speaking IYear R On Entry
IEY COM Understanding Year R On Entry v
top vl
o all the students are ticked in the panel at R e s
the bottom From [1a71020s @] To [A0208 [] [ Rebesh |
H . . Students
e Click the “Export” button at the top right hand side Sumame Farename D08 Fegfo |
| Save As -
. .
o Use the file browser to navigate to the @© - 10« SNS A OUTEOX < o] [echouteo 7]
following folder on your Sims Drive: Orgonize = New folder = - @
i Local Disk (C) |~ Name “ Date modiied Type
S:\SIMS\LEA\Outbox o b ) L i
e ICT (1) Mo items match your search.
e (The Sims drive is usually the “S:” drive, but may — "iv’s”us‘i\l”
have a different drive letter) . ’
File name: | 1234ReceptionOnEntry19] ) v
e Enter the appropriate File name (see below for the Sove PSR Sprembbet €Y \\ e
name format which is critical) © Hide Folders ) conca ]

e Click “save”

The filename that is used when exporting is critical. The filename must begin with the school’s 4-digit
Establishment Number and contain no spaces otherwise the file cannot be transferred and processed correctly

The filename should be constructed as follows, replacing the “####” with your school Establishment Number:

Nursery Year Group E2 H####NurseryE20nEntry20
####NurseryN10nEntry20
####NurseryN20nEntry20

##t##ReceptionOnEntry20

Nursery Year Group N1
Nursery Year Group N2

Reception
The process must then be repeated for each year group for which data is to be submitted

Sending the file to the LA via AnyComms (by 10th November 2020)

Once all the Data Export files have been created and saved in the “LEA/Outbox” folder, the files can be transferred
using AnyComms

e  Minimise or close other windows open on the PC

&
i

(If this is not shown, request that the member of staff who uses AnyComms

“5 AnyComms Win32 Client BEE

dqps  Help

e lLocate the AnyComms shortcut on the Desktop and double-
clickitto run

Status Messages

regularly logs on to carry out this part of the process). PortStatus Mo Socket Connected
Call Status Idle
e C(Click Start Call to begin the file transfer. LastErar  MaEnmor
Once connected, the transfer bar will show the progress, and a screen will File Transfer
appear confirming the transfer. Close AnyComms on completion. 0% Ocps
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