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All enquiries or queries should be directed to the IT Help Desk:

01962 847007 or email edicthelp@hants.gov.uk
This information is available in large print, in Braille, on audio tape or on disk.  Please contact the IT Help Desk.

Introduction
The Department for Education (DfE) has tasked every local authority with improving attainment levels of all Looked after Children who are currently in care and, all Looked after Children who have been in care at any point this academic year. 
Hampshire Children’s Services require reliable, accurate and up-to-date attainment data, to enable them to rigorously track and monitor progress of all these children.  These notes of guidance provide instructions for the downloading, completing and uploading of Looked after Children assessment data.

Important note:  This document is only intended for those schools that have Looked after Children and are either:

Non-SIMS establishments in Hampshire County Council
Non-Hampshire (out of county) schools where Hampshire is the corporate parent
Hampshire Pupil Referral Units (Education Centres)
Hampshire schools without a Hampshire IT SLA.
Important note:  It is essential, that regardless of the assessment timetable in your school, that attainment data for all Looked after Children who have been in care at any point during this academic year, where Hampshire is the corporate parent, is uploaded to the Data Quality & Collection (DQC) team by the deadline date of Friday 8 July 2011.

If your school has no Looked after Children currently in care, and no Looked after Children who have been in care at any point during this academic year, and have received these instructions via email, please contact the DQC team on 01962 845464 or email dqc.team@hants.gov.uk to allow the necessary records to be updated.
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Prerequisites

1.1. You will need to have Microsoft Excel 2003 installed to use the spreadsheets supplied.

1.2. It is recommended that the files created as a result of this data collection, are backed up regularly.

1.3. With effect from September 2009, there is now a statutory requirement for schools to have a designated teacher for Looked after Children.

2. Looked after Children
2.1. This documentation only relates to Looked after Children where Hampshire is the corporate parent.

2.2. If any Looked after Children with a status of In care have joined your school since the last return, the child’s previous school should have sent you a paper copy of all the assessment data held.  If this has not been sent, it is essential that this information is obtained.

2.3. For Looked after Children with a status of In care who have joined your school since the last return, mandatory teacher assessments and/or Key Stage results, outlined in the following table, will be required for entry on to your spreadsheet(s). 

	Key Stage 1

	Year 1
	School data and Pupil Data (rows 5 to 14 on spreadsheet).

Y1 Autumn term teacher assessments for Reading, Writing, S&L and Maths (rows 19, 21, 23 and 25 on spreadsheet).

Y1 end of year teacher expectation for Reading, Writing, S&L and Maths (rows 41 to 44 on spreadsheet).

	Year 2
	School data and Pupil Data (rows 5 to 14 on spreadsheet).

Y2 Autumn term teacher assessments for Reading, Writing, S&L and Maths (rows 55, 57, 59 and 61 on spreadsheet).

Y2 end of year teacher expectation for Reading, Writing, S&L and Maths (rows 77 to 80 on spreadsheet).

	Key Stage 2

	Year 3
	School data and Pupil Data (rows 5 to 19 on spreadsheet).

End of KS1 Fine Grades for Reading, Writing, S&L, Maths and  Science (rows 20 to 24 on spreadsheet).

Y3 end of year teacher expectation for Reading, Writing, S&L, Maths and Science (rows 57 to 61 on spreadsheet).

	Year 4
	School data and Pupil Data (rows 5 to 19 on spreadsheet).

End of KS1 Fine Grades for Reading, Writing, S&L, Maths and Science (rows 20 to 24 on spreadsheet).

Y4 end of year teacher expectation for Reading, Writing, S&L, Maths and Science (rows 91 to 95 on spreadsheet).

	Year 5
	School data and Pupil Data (rows 5 to 19 on spreadsheet).

End of KS1 Fine Grades for Reading, Writing, S&L, Maths and Science (rows 20 to 24 on spreadsheet).

Y5 end of year teacher expectation for Reading, Writing, S&L, Maths and Science (rows 140 to 144 on spreadsheet).

	Year 6
	School data and Pupil Data (rows 5 to 19 on spreadsheet).

End of KS1 Fine Grades for Reading, Writing, S&L, Maths and  Science (rows 20 to 24 on spreadsheet).

Y6 end of year teacher expectation for Reading, Writing, S&L, Maths and Science (rows 174 to 178 on spreadsheet).

	Key Stage 3

	Year 7
	School data and Pupil Data (rows 5 to 25 on spreadsheet).

End of KS2 Fine Grades for English, Maths, Science (rows 26 to 28 on spreadsheet).

Entry into Y7 Fine Grade for ICT (row 29 on spreadsheet).

Y7 end of year teacher expectation for English, Maths, Science and ICT (rows 60 to 63 on spreadsheet).

	Year 8
	School data and Pupil Data (rows 5 to 25 on spreadsheet).

End of KS2 Fine Grades for English, Maths, Science (rows 26 to 28 on spreadsheet).

Entry into Y7 Fine Grade for ICT (row 29 on spreadsheet).

Y8 end of year teacher expectation for English, Maths, Science and ICT (rows 92 to 95 on spreadsheet).

	Year 9
	School data and Pupil Data (rows 5 to 25 on spreadsheet).

End of KS2 Fine Grades for English, Maths, Science (rows 26 to 28 on spreadsheet).

Entry into Y7 Fine Grade for ICT (row 29 on spreadsheet).

Y9 end of year teacher expectation for English, Maths, Science and ICT (rows 120 to 123 on spreadsheet).

	Key Stage 4

	Year 9
	School data and Pupil Data (rows 5 to 21 and 28 on the spreadsheet. Rows 22 to 27 need to be completed if applicable).

Rows 5 to 21 include:

End of KS2 Fine Grades for English, Maths.

End of KS3 Fine Grades for English, Maths. 

Y9 end of year teacher expectation for English and Maths (rows 61 to 62 on spreadsheet).

	Year 10
	School data and Pupil Data (rows 5 to 28 on spreadsheet).

Rows 5 to 28 include:

End of KS2 Fine Grades for English, Maths.

End of KS3 Fine Grades for English, Maths.

Y10 end of year teacher expectation for English and Maths (rows 98 to 99 on spreadsheet).

	Year 11
	School data and Pupil Data (rows 5 to 28 on spreadsheet).

Rows 5 to 28 include:

End of KS2 Fine Grades for English, Maths.

End of KS3 Fine Grades for English, Maths. 

Y11 end of year teacher expectation for English and Maths (rows 135 to 136 on spreadsheet).


3. Completing the spreadsheets
Important note:  The spreadsheets cover the relevant year groups and subjects studied at each Key Stage.  Each Looked after Child will only ever have one spreadsheet per Key Stage, which will be updated throughout the year on a termly basis.

Your school’s designated teacher for Looked after Children will be able to help with the assessment requirements. 
You must select the spreadsheet based on the Key Stage the Looked after Child is working within and not the Key Stage associated with their chronological age.  

Saving the spreadsheet
3.1. For those Looked after Children who have been taken into care during the Summer 2011 term, you will need to download a blank spreadsheet available using the following link: 

http://www3.hants.gov.uk/cicdatatracking.htm
If you do not require any additional spreadsheets, please continue from step 3.11.
3.2. Click on the relevant spreadsheet for the Looked after Child you wish to report on from the list below:

· Key Stage 1 Tracker

· Key Stage 2 Tracker 

· Key Stage 3 Tracker 

· Key Stage 4 Tracker.

3.3. At the File Download window, click Open.

3.4. At the Security Warning window, click Enable Macros.

3.5. Select File | Save As.
3.6. At the Save in: field, click on the drop-down arrow and navigate to a location of your choice, i.e. My Documents.

3.7. At the File name: field enter a suitable name for the file, e.g. CiC KS1 Sum 2011.
3.8. Click Save.

3.9. Select File | Exit.

3.10. Repeat steps 3.2 to 3.9 for any other spreadsheets that need to be downloaded. 

Entering data

A spreadsheet needs to be completed for each Looked after Child that is in care or who has been in care at any point during this academic year. 

For Looked after Children taken into care during the Summer 2011 term, you will need to complete a new spreadsheet for the appropriate Key Stage, entering data in both the mandatory fields at step 2.3 and the data for Summer. 

For those Looked after Children who you have previously completed a return for the Autumn 2010 or Spring 2011 terms, you should locate the relevant spreadsheet saved on your system to use again for this return, even if the child is no longer a Looked after Child. 

3.11. Each spreadsheet contains 3 main elements:

· Data Entry column (Column A) where you will enter data for the Looked after Child

· Notes of Guidance column (Column B)

· SAVE TO EXPORT FILE button. (on the right-hand side of the spreadsheet).
3.12. The majority of these cells contain drop-down selection boxes displaying permitted values.  For those boxes that contain options, if an inappropriate entry is made you will be presented with the message, The value you entered is not valid.  A user has restricted values that can be entered into this cell.  Please refer to Appendix A for permitted values.

3.13. Some of the cells will be coloured either Yellow or Green.  These cells contain calculations produced using the information you have previously entered.

3.14. The Notes of Guidance column provides information on requirements for the preceding Data Entry column.  
3.15. It is essential that the mandatory results for any Looked after Children, as outlined in the table at step 2.3 are entered.  If this data is not entered, the formula columns will not calculate.

3.16. The SAVE TO EXPORT FILE button, when clicked, saves the spreadsheet in a .csv format in preparation for your return to Hampshire County Council’s DQC team.

3.17. The following personal information should be entered for each Looked after Child.

School information

· Your Local Authority (LA) number

· Your school’s DfE number.

Pupil information

· Unique Pupil Number (UPN)

· Preferred Forename

· Preferred Surname

· Date of Birth (dd/mm/yyyy)

· Gender

· NC Year

· SEN Provision status.

3.18. In the Data Entry column at row 14 for KS1, row 19 for KS2, row 25 for KS3 and row 28 for KS4, please select either Y or N, as appropriate, to the question, Is the child statemented and the system generated expectations unsuitable?

· If you selected Y and the pupil’s attainment levels are higher than P4, you need to complete all cells in the spreadsheet for the year group and term appropriate for the pupil.

· If you selected Y and the pupil’s attainment levels are lower than P4, complete as many cells as possible in the spreadsheet for the year group and term appropriate to that pupil.  Please leave any unsuitable cells blank.

3.19. No historical data is required.  You do not need to complete data for the last academic year(s).

3.20. Any cells displayed in the spreadsheet(s) as either Green or Yellow, will be calculated automatically.  Please refer to Appendix B for further information regarding the calculations of these expectations.
Additional information

3.21. The On Target cells requires a Y or N to be selected to confirm whether or not the Looked after Child is currently on target to meet the end of year system generated expectations.  Please refer to Appendix B.

3.22. The PEP (Personal Education Plan) Updated? cell requires a Y or N to be selected.
3.23. For KS1, KS2 and KS3:  If your school uses decimal grades to record pupil assessment these will need to be converted to standardised grades with sub levels, i.e. 1c, 1b, 1a………. 4c, 4b, 4a, etc.  Please refer to Appendix A.

3.24. The KS3:  Start KS4 Early? cell requires a Y or N to be selected, indicating that the Looked after Child has completed their KS3 study at the end of Year 8. 

Please note:  If a Looked after Child completes their KS3 at the end of Year 9, you must not enter any data for that Looked after Child for Year 9 in the KS4 spreadsheet.
Important note for KS4:  We are currently only able to record equivalences for GCSEs, GNVQs and Scottish Certificates in accordance with DfE guidelines.  However, we would like to include other qualifications in the future.
3.25. For KS4: GCSE short courses: these should be counted as equivalent to 0.5 of a GCSE.  If a Looked after Child has taken several GCSE short courses, they should be grouped as per the examples below.

· Example 1:  A Looked after Child has completed three short GCSE courses and attained grades D, A & C.  The two highest grades should be paired together (A & C) to give a grade C.  The other short course (D) should be treated as a full course with an attainment grade D.

· Example 2:  A Looked after Child has completed four GCSE short courses and attained grades D, A, C, & F.  The two highest grades should be paired together (A & C) to give a grade C and the two lower grades should be paired together (D & F) to give a grade F.

Please note:  Where there is an odd number of short courses, the remaining short course, which cannot be paired with another short course, should be treated as a whole course.

3.26. Double award subjects:  These should be counted as two GCSEs; when calculating the number of A* - C or A* - G these results count as double.
3.27. The Confirmed 16+ Placement? cell requires a Y or N to be selected.
3.28. The Entered for No Exams cell, if appropriate, requires an N to be selected.  The rationale behind this column is to identify those Looked after Children who have not been entered for any assessed qualifications, including NVQs.  Therefore, a Y must be selected if the Looked after Child has been entered for at least one assessed qualification.

3.29. Once all the applicable data has been entered into an individual spreadsheet select File | Save.

3.30. Select File | Exit.

3.31. Repeat from steps 3.11 to 3.30 to complete all other required spreadsheets.

4. Saving the data to send to Hampshire County Council
4.1. Open the first completed spreadsheet.

4.2. Click the SAVE TO EXPORT FILE button.

Important note:  The SAVE TO EXPORT FILE button, when clicked, saves the spreadsheet in a .csv format in preparation for your return to Hampshire County Council’s DQC team.
4.3. The first time you complete step 4.2 the spreadsheet will save behind the scenes and automatically close.

4.4. To locate the spreadsheet you will need to navigate to the folder where you originally saved the spreadsheet at step 3.6.  A new .csv file will have been created and will be named in the following format:

KS1(2)(3)(4)_LANumber_DfENumber_UPN.csv

Therefore, a file for Key Stage 1, school 1234, LA 811, pupil B00123456789 will save as below:
KS1_811_1234_ B00123456789.csv

4.5. The .csv file will be much smaller than the Excel spreadsheet.

Please note:  Depending on your local IT set up, occasionally the .csv file may save to your My Documents folder, rather than the folder in which the spreadsheet was saved at step 3.6.  Therefore, if you are unable to locate the .csv file please look in your My Documents folder before contacting the IT Help Desk on 01962 847007.
4.6. When you save the spreadsheet on subsequent occasions, the spreadsheet will continue to save behind the scenes, but rather than automatically closing you will be presented with the message, A file named ‘KSx_xxx_xxxx_xxxxxxxxxxxx.csv’ already exists in this location.  Do you want to replace it? Select Yes and the process will continue as before at step 4.4.

5. Uploading the file to Hampshire’s DQC team
5.1. Once you have created the .csv file, you must complete a preparation process before emailing it to the DQC team.

Preparing the file

5.2. To prepare the file you must zip the file up and encrypt it with a password.

5.3. To complete the zip and encryption process, please follow the How to zip up your files, ready to send notes of guidance which are available using the following link: 
http://www3.hants.gov.uk/cicdatatracking.htm
5.4. If you have selected a password of your choice when you encrypted your file, please send a separate email containing the password to the DQC team at dqc.team@hants.gov.uk 

5.5. When the zip process has been completed, the file extension will change from .csv to .zip.

Sending the file

5.6. Once you have successfully completed steps 5.1 to 5.5 please email the .zip file to dqc.team@hants.gov.uk
Appendix A – Values used within spreadsheets
	Fine Grade Values
	
	GCSE Grades

	8a
	53
	
	A*
	58

	8b
	51
	
	A
	52

	8c
	49
	
	B
	46

	7a
	47
	
	C
	40

	7b
	45
	
	D
	34

	7c
	43
	
	E
	28

	6a
	41
	
	F
	22

	6b
	39
	
	G
	16

	6c
	37
	
	U
	0

	5a
	35

	5b
	33

	5c
	31

	4a
	29

	4b
	27

	4c
	25

	3a
	23

	3b
	21

	3c
	19

	2a
	17

	2b
	15

	2c
	13

	1a
	11

	1b
	9

	1c
	7

	WA
	5

	P8
	5

	WB
	3

	P7
	3

	WC
	1

	P6
	1

	P5
	-1

	P4
	-3


	Key Stage 1 Teacher Assessments (TA) – Reading, Writing & Maths

	4 – Level 4                                                                                                       27

	3 – Level                                                                                                          21 

	2A – Level 2a                                                                                                  17

	2B – Level 2b                                                                                                  15

	2C – Level 2c                                                                                                  13

	1 – Level 1                                                                                                        9

	W – Working towards Level 1                                                                          3

	D - Disapplied

	A – End of Key Stage only

	Key Stage 1 TA - Speaking & Listening (S&L) & Science

	4 – Level 4
	                       27

	3 – Level 3
	                       21

	2 – Level 2
	                       15

	1 – Level 1
	                         9

	W – Working towards Level 1
	                         3

	D – Disapplied (S&L only)
	

	A – End of Key Stage only (S&L only)
	

	U – Unable to determine a Level (Science only)
	


	Key Stage 2 TA – Reading, Writing, S&L, Maths & Science

	6 – Level 6                                           
	                        39

	5 – Level 5 
	                        33

	4 – Level 4
	                        27

	3 – Level 3
	                        21

	2 – Level 2
	                        15

	1 – Level 1
	                          9

	W – Working towards Level 1
	                          3

	D - Disapplied
	

	A - Absent
	

	L Left
	

	F- To take in future
	

	P – Taken in past
	


	Key Stage 2 Test Levels – English and Maths

	5 – Level 5
	                        33

	4 – Level 4
	                        27

	3 – Level 3
	                        21

	2 – Level 2
	                        15

	B – Working below test level
	                        15

	N – No Level awarded
	                        15

	T – Unable to access Tests
	

	A – Absent
	

	L – Left
	

	M – Missing papers
	

	F – to take in future
	

	P – Taken in past
	


	Key Stage 3 Results - English, Maths, Science and IT

	E - Exceptional Performance                                                                           57

	8 – Level 8                                                                                                       51

	7 – Level 7                                                                                                       45

	6 – Level 6                                                                                                       39

	5 – Level 5                                                                                                       33

	4 – Level 4                                                                                                       27

	3 – Level 3                                                                                                       21   

	2 – Level 2                                                                                                       15

	1 – Level 1                                                                                                         9

	W – Working towards Level 1                                                                           3                                                                           

	D - Disapplied

	A- Absence

	L Left

	F – To take in future

	P – Taken in past


6. Appendix B – Expectation calculations
	Progress from
	Progress to
	Calculation

	KS1 Spreadsheet

	Year 1 Autumn term
	End of Year 1
	All subjects + 2 Sub Levels

	Year 2 Autumn term
	End of Year 2
	All subjects + 2 Sub Levels

	

	KS2 Spreadsheet

	KS1 Fine Grades
	End of Year 4
	All subjects + 3 Sub Levels

	KS1 Fine Grades
	End of Year 6
	All subjects + 6 Sub Levels

	

	KS3 Spreadsheet

	KS2 Fine Grades
	End of Year 9
	English + 5 Sub Levels

	
	
	Science + 5 Sub Levels

	
	
	Mathematics + 6 Sub Levels

	
	
	ICT + 6 Sub Levels

	

	KS4 Spreadsheet

	KS2 Fine Grades
	
	Expected GCSE Result

	Level 2c, 2b, 2a
	
	E

	Level 3c, 3b, 3a
	
	D

	Level 4c, 4b, 4a
	
	C

	Level 5c, 5b
	
	B

	Level 5a
	
	A
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