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Early Years Foundation Stage Profile (EYFSP) data collection 2011

Dear Colleague,

As you are aware the LA has a statutory duty to return your EYFSP data to the DfE. Please find below information on how to complete your return successfully. The closing date for EYFSP returns to the LA will be 30th June 2011.

Step One: Download Guidance 

To support the collection the following documents are available to download from Wired: http://ictservices.org.uk/assessment
A detailed set of EYFSP guidance notes 

A EYFSP Quick Check sheet (also attached to this letter - see appendix 1).

Step Two: EYFSP Return

Please use the Quick Check sheet attached to work through the processes of recording and submitting your statutory EYFSP data.  

For further information please refer to ‘Marksheet Detail’ – see appendix 2.

Step Three: Data validation

Please check that there is no missing child data (including totals and grand totals) in marksheet 6. EYFS Summary 2011 before you export your results and return your data to the Data Management Team.

Step Four: Export file

All EYFSP returns must be uploaded to ERICA by 30th June 2011. 

Upload the file: 891ssss_891LLLL_EYFSP

Step Five: Declaration of Accuracy

The Data Management team will validate your EYFSP return and send back a copy of your schools final pupil results via ERICA. The summary report should appear within 10 working days from receipt of the initial file. Please double check that the results have been reported correctly. If you have any further amendments / queries on the pupil data please contact the Data Management team. If you agree that the EYFSP Summary Report is correct, please complete the Declaration of Accuracy form (see appendix 3) and fax it back to the Data Management Office asap. (0115 977 2435). Your final data will be submitted to the DfE during August.  

Schools using e-Profile

Schools can record their EYFSP data using the e-Profile software. However in order to make their statutory data return to Data Management they must first import their data into Sims.net, calculate the Status and Totals columns (see Hints and Tips section below) and produce a return file using the EYFSP Wizard . Data Management does not accept returns made directly from e-Profile itself.
Common issues and queries

· Missing EYFSP data – the most common problem with EYFSP files is missing data in the marksheets; 

5. EYFS Totals 2011 and

6. EYFS Summary 2011  

Please ensure that you calculate and save in both of these marksheets before returning your export file. 

· Which pupils should be returned: EYFS profile assessments must be completed for all children who will be five-years-old on or before Wednesday 31 August 2011. The EYFS profile must be completed no later than Thursday 30 June 2011. Please check that the correct pupil cohort is being returned, sometimes schools return younger part time nursery children who should not be included due to age. 

· Mid-year transfers should also be sent in by the appropriate school. 

If a child starts at a new school before the summer half-term holiday, the new school must report the child’s results to the local authority.

If a child starts at a new school during the second half of the summer term, the previous school must report the child’s results to the local authority. This includes children who transfer to a new school during the holiday.

· Specific data queries on relevant children 

a) If you have a pupil of relevant age that has been assessed but has not achieved any points in a scale. You will need to; 

Enter the score as “0”, after you click “calculate” you will need to key “Y” in the corresponding status column to signify the pupil has actually been assessed but has not achieved a score.

b)
If you have a pupil of relevant age that has not been assessed in a scale. You will need to;

Enter the score as “0”, after you click “calculate” you will need to key “N” in the

corresponding status column to signify the pupil has not been assessed.

c)
If you have a pupil appearing on the marksheet that is not of the relevant age for this data collection. 

 Do not enter any scores for this pupil.  When you are exporting the EYFSP data deselect the pupil before you click on the “Export Icon” so no details for the pupil are exported.

d)
If after you have clicked ‘calculate’ and the final column is still blank, it is most likely that  

all the status columns for this child are “N” (i.e. not been assessed) you will therefore need to key “N”into this column.
However if any of the status columns for this child are “Y” you will need to key “Y” into the column. 

School support

If you need guidance or help with completing thise data return, please contact the following:

1st line support        ICT Services (Schools):         0115 854 6116

                               Technical / Assessment Manager queries

2nd line support       Data Management: your data queries will be transferred to the team via the ICT Schools helpdesk.

e-profile support       Schools needing support in the use of e-Profile itself should contact Liz Kitts at Learning and Achievement - liz.kitts@nottscc.gov.uk
Schools needing support specifically in importing EYFSP data from e-Profile into Sims.net should contact the Schools Service desk on 0115 854 6116.

Thank you

Data Management (formerly Data Services) would like to thank the many schools that have recently bought back the “Data Collections” support package (Management Choices 2011-12 booklet P28). 

Schools who have bought back will receive unlimited telephone support on data return queries throughout the collection period, and will be provided with detailed advice and guidance on the validity of their schools data. Data Management will complete comprehensive error checking routines on each returned file and support school administrative staff during this hectic time. The process may result in identifying school data amendments or resubmission of files before your data is submitted to the DfE. 

There is still time for schools who have not bought back to buy into the service via the Schools Finance Team, Resources. 

Thank you once again for your support and assistance.
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Data Entry and Returns

Statutory 

Quick Check Sheet
This check list is for users familiar with the Data Entry process

	
	Ensure SIM’s .net version is at 7.138 – Spring Main Release

	
	Import EYFS Wizard from AMPARK into SIMS. 
Routines | Data In | Assessment | Import navigate to c:/program files /Sims /Sims.net /AMPA /England Primary(and Middle Deemed Primary)/Assessment Manager/EYFSP Profile Summary Wizard 2011

An Activity log should appear confirming that the aspects and templates have been successfully imported.



	
	Create Marksheets for Year R.  
Tools | Performance | Assessment | Wizard Manager

· Select  EYFSP Profile Summary Wizard 2011

· At the Group Selector, tick Year Group R

· Click Next to see the list of templates.  

You will see 6 templates:

1. PSE Summary Data Entry 2011

2. CLL Summary Data Entry 2011

3. PSRN Summary Data Entry 2011

4. KUW PD & CD Summary Data Entry 2011

5. EYFS Totals 2011

6. EYFS Summary 2011

VERY IMPORTANT:  Please check that there is no missing child data (including totals and grand totals) in marksheet 6. EYFS Summary 2011 before you export your results and return your data to the Data Management Team.



	
	Use the pencil icon to open the marksheet required and enter the pupil result data.  When all data is input select Calculate and Save.  This needs to be done for ALL six marksheets.
(NB:  Remember to avoid unnecessary duplication of work, you can export marksheets to excel and ask your teachers to enter the data into the spreadsheet.  This can then be imported back into the marksheet.  See full notes for EYFS).



	
	Use the Wizard to print off individual reports for Year R pupils 
Tools | Performance | Assessment | Wizard Manager

· Year R should already be selected,  

· Click the Next button to navigate through the wizard to the Individual Report Format screen.

There is one EYFS report, this is: EYFS NDC Summary 2011


	
	Export results: Use EYFS Wizard to export data 
Tools | Performance | Assessment | Wizard Manager

· Year R should already be selected,  

· Click the Next button to navigate through the wizard past the Individual Report Format screen to the Results for Export screen
· Click the Export Icon

· Navigate to folder I:\Ass Man 7 Export Files 2011
· Name the file 891ssss_891LLLL_EYFSP (where ssss is your schools 4 digit DCSF number)

Check the Assessment Data Collection Grid : Summer 2011



	
	Upload the export file to ERICA
The deadline for this return is 30th June 2011
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	If you need any further guidance or support please see the Full Notes or contact the Schools Service Desk 0115 8546116


Marksheet detail







Appendix 2

Use the EYFS Profile Summary Wizard 2011 to key in your EYFSP data.

You should have six templates, one for each assessment area (PSE, CLL, PSRN & KUW/PD/CD) a “EYFS Totals” and a “EYFS Summary” template. In order to successfully make your EYFSP data return you need to complete all six templates.
Click on 1. PSE Summary Data Entry 2011 then click on the pencil icon.

This will take you to the first marksheet screen.

Remember to set the “Result Date” to the actual date of assessment.

Key in the scores (0 – 9) for each pupil, under the relevant column headings.  When complete click on “Calculate”: this will autofill the remaining columns.

When all columns are complete, check the Result Date is still correct and save your data by

clicking the Save button at the top left of the screen.

You will now need to continue recording your Foundation Stage Profile return by selecting the other templates in turn and completing them using the method above:

2. CLL Summary Data Entry 2011

3. PSRN Summary Data Entry 2011
4. KUW PD & CD Summary Data Entry 2011

Once the four Summary Data Entry marksheets are complete and saved, you can complete your EYFSP return by looking at the final two templates.

Click on 5. EYFS Totals 2011 then click on the pencil icon.

This should bring up a marksheet showing all the scores you keyed into the four Summary Data Entry marksheets. 

Set the Result Date to the correct date.

IMPORTANT: Click on “Calculate” which will automatically fill in the last two columns on the marksheet.  Save your data by clicking the “Save” button at the top of the screen.

Click on 6. EYFS Summary 2011 then click on the pencil icon.

This will show a complete summary of all your EYFSP data.

Please ensure all columns are complete then close the marksheet.

Appendix 3


Early Years Foundation Stage Profile 2011

Head Teacher’s Declaration of Accuracy Form





Name of Head Teacher:


School Name:





DfE Number:   


I, the Head Teacher, confirm that the EYFSP Summary Report has been checked and 
the data returned is 
accurate and up to date.


Signed:  ___________________________________


Date:   ____________________________________

 Contact name in case of EYFSP queries:


Name:  
_____________________________

Telephone:   _____________________________

Please fax back to 0115 977 2435 (Data Management Team Office).
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