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Your LA may have provided you with a list of Y2 pupils they believe need to be re-checked and this needs 
to be confirmed by your school.  
If you have new pupils start in Y2 this term, their Phonics outcomes whilst in Y1 (as recorded at their 
previous school) need to be obtained so that you can determine whether they need to be added to your 
Year 2 Re-check list of pupils 
 
Stage 2B covers following steps: 
• Set up and assign NC Phonics Check 2024 markbook for current Year 2 pupils to check their data from 

last year and determine which pupils need to be re-checked or identify where missing data exists 
• Set up and assign NC Phonics Check 2025 markbook ready for the Y2 re-check pupils only 
 
Criteria for eligible pupils in year 2  
You should administer the check for a child in Year 2 who: 
• Has a Phonics outcome of Wt or a Phonics mark of less than 32 
• Has a Phonics outcome of A (Absent) or a blank value, or has a value of L (Left) and therefore was not 

checked  
• Recently arrived in the country and couldn’t speak confidently in English  

 
 
Set up and assign NC Phonics Check 2024 markbook for current Year 2 pupils to check their phonics data 
from Year 1 
 
1. Go to Modules > Assessment > Assessment Planning > click + next to Templates folder > click + next to 

Key Stage folder > click + next to 2024 folder > select NC Phonics Check 2024 template name and click 
Copy (top grey bar). 
 

2. In the pop-up window, click My Assessment Plans to embolden it and then click on Create new folder 

 icon > enter Phonics 2024 as the name for the folder and click OK. 
 

3. Ensure the folder Phonics 2024 is now selected (in bold) and In the Save As box, remove the (1) at the 
end of the markbook name so it is left as NC Phonics Check 2024 and click OK. Go to step 5 
 

4. Go to Modules > Assessment > Assessment Planning > click + next to My Assessment Plans > click + 
next to Phonics 2024 folder > select NC Phonics Check 2024 markbook  
 

Now assign Year 2 pupils and yourself to the NC Phonics Check 2024 markbook 
5. Click on the Edit icon    and click on the Enrolled Groups tab  

 
6. Click the Add an Enrolled Group icon  and from the drop-down menu, select Year Group > select 

Year 2 and click Add. Then click Close. 

7. Select the markbook click on the Markbook Users icon > select your own user name and click Ok 
> finally click Save.  

 
Check the phonics data to identify pupils for re-checking 
8. Go to Modules > Assessment and Markbook > click + next to My Markbooks > locate and select the NC 

Phonics Check 2024 – Year 2 markbook and click Open > click the + on the blue unit column to open it 
You should now see both a KS1 PHO mark and a KS1 PHO Outcome column with data in them! 
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9. Left click the KS1 PHO Outcome heading and from the pop-up menu, select Sort on Column  
This groups all the values together – you should clearly see pupils with Wt values including any blanks 
and D outcomes that need to be re-checked.   
 

10. If there are only a few, jot down the names of these pupils with Wt, D or a blank value. 
If there are many, filter the list so that you can print off the names by these steps: 
Click Apply Filter > Apply Filter > in the pop-up window, set the options to the following: 
 

 
and click OK. This has taken away pupils with Wa from the list – if you need to sort by name, left click 
Name and from the pop-up menu, select Sort on Column 
Now click Print. 
 
Before proceeding:  do you have any new Y2 pupils that have joined your school since Sept 2024 
(unless from abroad) and the Phonics mark and outcome from Summer 2024 are missing? If no, 
continue with step 11 – otherwise: 

• please contact their previous school to obtain a Phonics mark and outcome 
• when you have them, enter them directly into the pupil’s record by going to: 

 
Modules > Student Details > locate the record and click the Key Stage screen > click Edit >   
(ensure Current Key Stage field (top right) is set to Key Stage 1 and Save the record if necessary and click 
Edit again). Click the KS1 link to view the Phonics fields at the bottom of the screen if not in view. 
Enter the Phonics Mark and Outcome data into the relevant Phonics boxes with the Year set to 2024 > 
click Save. When you next view the NC Phonics Check 2024 markbook, the data will appear.  
 

When all of the missing data has been obtained and entered for individual pupils, you can re-filter 
the list and print off the pupil names by repeating step 10 above and then continue with step 11.   
 
Use your printed list/noted pupils for the next step. 
 

11. Go to Modules > Assessment > Assessment Planning > click + next to My Assessment Plans > click + 
next to Phonics 2025 folder > select the NC Phonics Check 2025 markbook > click Edit > click Enrolled 
Groups tab 
 

12. Click the Add an Enrolled Group icon  and change the Enrolled Group Type field to Ad-Hoc Group 
 

13. In the Name box, type in Y2 Re-Checks 2025  
 

14. Now click on + for Add Students List and in the normal search screen, select Year 2 and click Find > 
then using your list of identified pupils eligible for Y2 Phonics re-checking, select the pupils from the list 
(click the first pupil, then press CTRL key and click remaining names to be added and then click Select to 
add them to the list). You can add pupil names or remove them from the list at any time.  
 

15. Click Add > click OK to the prompt > click Close  
The Ad-Hoc Y2 Re-Checks 2025 now appears on the list. 
 

16. Select the Ad-hoc group and click Add markbook users icon and select users that need access to this 
markbook (including yourself!) > click Save when finished.  
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17. Now check the markbook - Go to Modules > Assessment > Markbook  > click the plus symbol next to 

My Markbooks  > you should now see a copy of NC Phonics Check 2025 markbook listed for the Ad-Hoc 
Y2 Re-Checks 2025  group > select it from the list and click on Open a markbook icon    to view it. 
 
It is now ready for Phonics re-check data to be entered as outlined in Stage 3.  

 
PLEASE RETAIN your list of identified pupils eligible for Y2 Phonics re-checking as you will need this again in 
Stage 4 when you create the Y2 re-check phonics return. 
 
 
 
To make changes (adding/removing) pupils in the NC Phonics Check 2025 Y2 Re-Check markbook at any 
time 
 
Go to Assessment > Assessment Planning  
Ø open the Phonics 2025 folder and select the NC Phonics Check 2025 markbook  
Ø click Edit > click Enrolled Groups > select Ad-Hoc Y2 Re-Checks 2025 in the list and click Edit 
Ø to remove a pupil : select pupil name and click the Bin icon 

to add a pupil:  click on + and find/select pupil 
Ø click OK > click Save 
 
 
 
 
****Import Phonics data from a CTF file  
 
1. Go to Administration > Import & Export > CTF Import > click Browse and locate and select the CTF file 

> click Next  > Say YES to any warning prompts or validation messages and continue with the steps 
until you reach Finish. 


