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Primary Target Tracker 
Year Planner - Primary

	Autumn Term

	Action
	How?
	Date
	Who?
	(

	Add new Teachers
	Admin – User Manager – Add User
	SEP
	
	

	Add Year 1 children
	From EYFS Target Tracker or from MIS extract 
	SEP
	
	

	Update contextual data 
	From MIS – Import and Add New Pupils and Update Contextual 
	SEP
	
	

	Update Classes
	Pupil Manager – Edit Multiple Pupils
	SEP
	
	

	Enter any missing historical assessment data for new children
	Assessment Entry – NC / EYFSP
	SEP
	
	

	Review end of year targets
	NC Assessment Entry
Tracking Grids – NC Core / Other
File – Options – School - Targets 
	SEP
	
	

	Identify and save focus / intervention groups
	Groups
	SEP
	
	

	Identify and save teaching groups
	Groups
	SEP
	
	

	Enter Autumn1 TA & APP
	NC Assessment Entry
	OCT
	
	

	Data analysis / Pupil review 
	Teacher Reports – Termly Tracker; Progress Breakdown; Age Related Profile etc
	OCT
	
	

	Enter Autumn2 TA & APP
	Assessment Entry
	DEC
	
	

	Data analysis / Pupil review 
	Teacher Reports – Termly Tracker; Progress Breakdown; Age Related Profile etc
	DEC
	
	

	Analyse impact of interventions
	Filter / Groups

Teacher Reports – Progress Breakdown; Progress between Terms; Venn
	DEC
	
	


	Spring Term

	Action
	How?
	Date
	Who?
	(

	Update contextual data
	From MIS – Import and Add New Pupils and Update Contextual
	JAN
	
	

	Enter Spring1 TA & APP
	Assessment Entry
	FEB
	
	

	Data analysis / Pupil review 
	Teacher Reports – Termly Tracker; Progress Breakdown; Age Related Profile; Venn
	FEB
	
	

	Enter Spring2 TA & APP
	Assessment Entry
	MAR
	
	

	Data analysis / Pupil review 
	Teacher Reports – Termly Tracker; Progress Breakdown; Age Related Profile; Venn etc
	MAR
	
	

	Analyse impact of interventions
	Filter / Groups

Teacher Reports – Progress Breakdown; Progress between Terms; Venn etc
	MAR
	
	


	Summer Term

	Action
	How?
	Date
	Who?
	(

	Update contextual data
	From MIS – Import and Add New Pupils and Update Contextual
	APR
	
	

	Enter Summer1 TA & APP
	Assessment Entry
	MAY
	
	

	Data analysis / Pupil review 
	Teacher Reports – Termly Tracker; Progress Breakdown; Age Related Profile; Venn etc
	MAY
	
	

	Check Y2 TA data entered
	Tracking Grids
	JUN
	
	

	Data analysis / Pupil review Y2 data
	Teacher Reports – Progress Breakdown; Progress Between terms; Age Related Profile; Venn
SMT Reports – Self Evaluation report; Level Conversions etc
	JUN
	
	

	Y2 Data return to LA
	Primary Target Tracker

File  - Export – KS1 Data Return
	JUN
	
	

	Check Y6 TA data entered
	Tracking Grids
	JUL
	
	

	Data analysis / Pupil review Y6 data
	Teacher Reports – Progress Breakdown; Progress Between terms; Making Good Progress; Age Related Profile; Venn
SMT Reports – Self Evaluation report; Level Conversions
	JUL
	
	

	Y6 Data return to DCSF, & LA if required
	Primary Target Tracker

File  - Export – KS2 Data Return
	JUL
	
	

	Create CTF’s for Year 6 transfers
	File – Export - CTF
	JUL
	
	

	Enter Summer2 TA & APP
	Assessment Entry
	JUL
	
	

	Enter Optional Test Results – Y3, Y4, Y5
	Assessment Entry - NC Core – Tests - Right click
	JUL
	
	

	Enter Y6 SATs
	Assessment Entry - NC Core – Tests - Right click
	JUL
	
	

	Produce Parents and Final reports
	Parents Reports
	JUL
	
	

	Data analysis / Pupil review
	Teacher Reports – Progress Breakdown; Progress Between terms; Making Good Progress; Age Related Profile; Venn

SMT Reports – Self Evaluation report; Level Conversions
	JUL
	
	

	Analyse focus groups and impact of interventions
	Reports  as appropriate
	JUL
	
	

	Remove Teachers who have left
	Admin – User Manager - Delete
	JUL
	
	


For help with any of these processes please use the Support Articles at www.targettracker.org or call the Helpline on 01245 213141

