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ANSAT 2011
Guidance Notes for 
Norfolk Schools

Please note the following important dates and arrangements for 2011:

Courier collection date:

Monday 12th July – all papers marked and packaged for courier pick up.  Please note this date in the school diary.  Any test scripts not collected by the couriers on this date will have to be delivered to Nottingham City LA via alternative arrangements.
i) All papers collected on the above two dates will be processed and the resultant QLA files imported into RAISEonline by 9am 31st August 2011.
ii) All exam scripts will be returned, by courier service, to schools week commencing Monday 5th September 2011
	Key contacts:


	Address and E-mail
	Telephone

	ANSAT Team

	Denewood Centre, Denewood Cresent, Bilborough, Nottingham NG8 3DH

ansat@nottinghamcity.gov.uk


	0115 876 4834 (Contact: 

Heidi Leung)

	Heidi Leung
	Nottingham City Council, Loxley House, Station Street, Nottingham, NG2 3NG
heidi.leung@nottinghamcity.gov.uk


	0115 876 4834 
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1
Introduction:

This document serves as a guide for Headteachers and Assessment Co-ordinators in the preparation and submission of test papers to the local authority’s ANSAT 2011 service.  Please take a moment to review this document as it may answer questions you wish to ask.  (Back to contents list)
2.
How do I get the exam scripts to the Denewood Centre, Nottingham?  Use the courier service or drop them off myself? 

The ANSAT team have arranged for a courier to collect your optional and SAT papers from the school.  
There is only one courier collection for ANSAT 2011.  This has been booked for Tuesday 12th July 2011.
If you miss the collection date, you will have to make alternative arrangements for the delivery of papers to the Denewood Centre.  Unless with prior agreement with the ANSAT team, the deadline for submission of papers to the ANSAT team is Friday 15th July.  (Back to contents list)
3.
Which papers do I have to submit to the ANSAT team?
This will depend on the ANSAT service(s) your school has booked.  Appendix A sets out the individual ‘subject group’ of papers that need to be submitted to the team in order to receive the data files you have requested.  Should test papers be missing from a subject group then the data input cannot be completed for that paper.  For example, a primary school wishing to receive Key Stage 1 English analysis should submit the reading, writing and spelling components.  If only the reading paper is received, only the reading analysis will be returned to the school.  (Back to contents list)
4.
If an English Writing Task Analysis sheet has been completed for a pupil, can I submit this instead of the individual papers?
Yes.  We would prefer schools to complete and submit a writing analysis sheet.  This will speed up our data entry process. We will still need the reading paper submitted separately.  (Back to contents list)
5.
What should I bear in mind when marking the papers? 

To enable accurate inputting of papers, it is important that the papers are marked correctly and consistently.  Please be aware that any extra time taken in trying to resolve inconsistencies and errors will impact on the turnaround time for the return of your data files.  Additional points to note are:-

· Please ensure that only ‘0’s or ‘1’s (or ‘2’s or ‘3’s where appropriate) are used rather than ticks and crosses;

· If a pupil has not attempted the questions, please indicate this with a dash ‘-‘.  RAISEonline is able to produce analyse for not attempted questions.

· Do not award half marks, as it is not possible to input them into our data entry software.   By reading the guidance notes for marking the paper, it is easy to identify whether a mark should be awarded to the pupil;

· Ensure that boxes are totalled correctly; 

· If two children in a class or year group have similar or identical names, please ensure that the date of birth and / or UPN number is on each of their papers, otherwise a child’s results may be incorrect;

· Please ensure that the child’s name is legible and complete on the front of the paper otherwise it will not be possible to input the paper. Some younger children frequently omit surnames, and only teachers will know which child the paper belongs to. (Back to contents list)
6.
What do I do if moderators request papers?

If this is the case, we can accept photocopies of the original papers but please ensure that all pupil details and marks are legible otherwise we will have to return the photocopies to you or await the receipt of the original papers; this will impact greatly on the timescales for all involved.  (Back to contents list)
7.
Is there anything else which I need to submit with the exam papers?

A paper copy of a year list containing the names (in surname alphabetical order) of the children who have taken the exams will also be very useful for the ANSAT team.  Where a child did not take the exam, please omit or cross his/her name from the list.  This will allow the person data inputting the marks to deduce whether there are any missing papers from the year group or not.  (Back to contents list)
8.
How should I label the bags or boxes?
Bags and boxes should be labelled clearly with the school’s details (including LA name), the key stage (or optional test year) of the tests contained within and also the subject (English, Maths or Science) and the different type of papers.  For example:

Example LA Name

Example School Name
Key Stage 2

Maths Test A

Maths Test B

Mental Maths  
Please also note that the papers should be sorted by national curriculum year group (not in class groups) followed by subject, the paper, then in pupil alphabetical order E.g. all KS2 maths papers should be grouped by the paper (e.g. for maths: mental paper, paper A then paper B), each paper should be sorted in alphabetical order. If papers arrive at the LA in an unacceptable state (e.g. papers of different year groups and subjects are mixed up and or are not in surname order) an additional charge will be made of £15 per test per school.  (Back to contents list)
9.
When will the papers be returned to the school?

The courier will return all papers back to the school at the beginning of the autumn term at the latest. (Back to contents list)
10.
When will I receive the results and what will I get?

Papers picked up by pre-arranged couriers will be processed and the resultant QLA files imported into your school’s RAISEonline account by 9am 31st August 2010. (Back to contents list)
This document has been created to make data inputting and marking easier and accurate, ultimately for your benefit.  Any deviation from the guidelines set out above will result in a delay in processing test papers from your school and impact on the turnaround times for not only your school but others participating in the project.  If you have any questions regarding any part of the ANSAT service, please do not hesitate to contact either myself or a member of the ANSAT Team.  Our details can be found on the front page of this document.

Finally, I would like to thank you for taking the time to read this guidance document and also for your continued support in the ANSAT service.

Heidi Leung

Data, Training & Consultancy Manager

Information Management Team

APPENDIX A : Subject group papers for primary school submissions

* If a Writing Task Analysis sheet has been completed for a pupil, this can be submitted to the LEA instead of the writing and spelling papers.  Otherwise, the separate papers will be required for data entry and analysis.
	Key Stage 1 (2007 & 2009 papers only)

	Reading Paper
	English



	Writing Task analysis sheet: including spelling and handwriting marks
	

	Mathematics Test (level 2 and level 3)
	Maths

	
	

	Year 3 Optional Tests (2006 papers only)

	Reading Test
	English

	Writing Task analysis sheet: including spelling and handwriting marks
	

	Mathematics Test (level 2b to 3b) and (level 3c to 4c)
	Maths

	Mental Mathematics Test
	


	Year 4 Optional Tests (2006 papers only)

	Reading Test
	English

	Writing Task analysis sheet: including spelling and handwriting marks
	

	Mathematics Test (level 2a to 3a) and (level 3b to 4a)
	Maths

	Mental Mathematics Test
	

	
	

	Year 5 Optional Tests (2006 papers only)

	Reading Test
	English

	Writing Task analysis sheet: including spelling and handwriting marks
	

	Mathematics Test (calculator) & (non-calculator)
	Maths

	Mental Mathematics Test
	

	
	

	Key Stage 2 (2011 papers only)

	Reading Test
	English

	Writing Task analysis sheet: including spelling and handwriting marks
	

	Mathematics Test A & Test B
	Maths

	Mental Mathematics Test
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