Report Writing Guide: 
Your class marksheets are in SIMS/Focus/My Marksheet Entry.

The Annual Report is titled Subject Comment Year ? Half Term ? depending on the time the report is being written. For the example below, this is half term three.
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· To start entering the report text, double click on the comment box and it will bring up a text box with the pupil name at the top.
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· You are now able to start writing the report.

· This is a formal report written to parents. Please check with the pupil if you are using a diminutive and make sure you are spelling it correctly. 
· The report needs to cover an overview of strengths and areas for development in terms of skills and knowledge. You must also justify why the relevant attitude to learning grade has been given

· If you highlight text in the comment box and then use Control X you can copy from one box to the next. Paste is Control V. You cannot right click for these functions.

· The Comment boxes have a spell checker facility so you need to proof-read carefully – particularly if you have copied and pasted.

· Please put your initials at the end of each Comment.

· The adjacent column is for you to write “Next Steps for Learning”.  Again, a double click will open up the text box for you to enter your targets.
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· This is where you will detail targets and next steps for learning

· These need to be done in bullet points, using the hyphen as SIMs will not let you use bullet points. You will need to enter two targets which need to be specific, actionable and link to the areas for development stated in the comment box. 

· When complete, the apply and next key will move you to the next pupil.  Save your work at intervals.

Handy Hints

· If you are writing ‘Well done; keep up the good work’ or some such, you need a semi-colon as these are two sentences. Don’t use a comma please.

· The connective “However”, used at the start of a sentence, must be followed by a comma. 

· If you are writing numbers, please use words not numerals except in a form title, etc. 

· The noun of practice is spelled with a c. The verb to practise is spelled with an s:  You need to practise your spelling. Practise is a verb and therefore s. Do your spelling practice. Practice is a noun and therefore a c. Use advice and advise to help as you can hear the difference. I advise you to work hard. Listen to my advice.

Don’t forget, as with all other Assessment Points, you will need to report the following data in the relevant half term columns: 
· A working at grade

· A predicted grade 

· An on target indicator

· An attitude to learning code

[image: image4.png](e -

I SIMS .net: Tenbury High Or

Eocus

P

Window ~ Hely

Tools

Routines

Reports

- B3 BRENBBEERSDS

§ @ -

Sy —

@Help R Close

Open

Search

Marksheet Entry - English Reporting Year 11 11E/En2 15/16, Dean, Victoria

k-3

@elp & Fovouries R Close

Unce Eprint ) Export - B Calcioe
2 Warhest

v

)

Result Date [07/12/2015 | (B Group Membership Date [07/12/2015 |(BL] &) Refresh (@ Summary 3% Narrow @I Zoom 3§ Reveal

Group Filter|

0 V|| V|V |0 V|V | |en 0|
P
wrnat A
P
NABL UQ ysybug
SENNNNEEENNNE
@peig) pataipaid LA bug
oialo|oalolulu| |ola|old
P
comohumbi it
oiololo/ulolulu] |ola|old
T
b
S
alo]ololofolulolo|eld
clolololaleofelu|ela|old
m
@ DV VD] |||
e el [l
old bl oadd
Vowawue o0addc
— 5
o8 R
il ey
m.‘wa anNMLWM
HUeEzagiede
U= 2E
HHAREREE R





