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Phonics for Year 2 pupils 
 
These notes will only work if you have completed Stage 1 for KS1 AND Stage 1A for Year 1 
Phonics instructions first!!!!!!!! 
 
Note:   These steps are to be undertaken by the Integris Administrator only. 
 
Stage 1C covers the following: 
 

1. Assign appropriate Year 2 pupils to the Y2 Phonics Re-Check Year 2019 
2. Give relevant users access to Integris Assessment  
3. Assign  the Phonics Check 2019 markbook to the identified Y2 re-check pupils and relevant staff 

 
 
Identifying Year 2 pupils that must be checked in Year 2 – please ensure you have followed the 
instructions for Stage 1B: Identify Pupils for Year 2 Re-Checks which covers how you deal with 
finding out about missing Phonics results and entering them onto Integris. 
 
When you are clear about the pupils identified for Phonics re-checking in year 2, proceed with the steps 
below. 
 
 
1. Assign Year 2 pupils to the Phonics year for 2019 
You MUST complete steps 2.1 – 2.3 below otherwise the Phonics CTF return for the LA will be 
invalid!    
 
1.1 Go to Administration > Speed Edit > under Area, select Phonics Check Year > click Find and 

to select all your Year 2 pupils, select Year 2 in the Year drop-down menu > click Find > click 
Select and click Yes at the prompt > then click Value to sort the list and group any blank values 
together. 
From the list of Y2 pupils, many will have a 2017 value which is correct – please DO NOT 
CHANGE any 2018 values that appear  (see Note below).  
However, for ONLY those pupils in Y2 that have a BLANK value, assign a year of  2019  - 
(i.e. select new value 2019; click Select Blanks  to select all the pupils with a blank; click Apply 
Changes; click Save and click Yes to any prompts). 
 
Important Note: most of your Y2 pupils should have 2018 as their Phonics check year for Year 
1 – pupils that had a Wt or A outcome in their Phonics check last year should still retain their 
2018 ‘Phonics Check Year’ so do not overwrite them with 2019 otherwise the previous year’s 
outcome will be overwritten !!!!!! 
 
 

1.2 Again, keeping the Year 2 pupils as your ‘browse set’, change the Area option to Phonics 
Check taken at another School  > ensure that all the pupils have a value of No  except for any 
Y2 pupil that joined your school at the beginning of Y2 that came with Phonics results  (in which 
case it needs to be Yes) and edit appropriately (i.e. to assign NO, leave the New Value box 
unchecked; click Select ALL  to select all the pupils; click Apply Changes; click Save and click 
Yes to any prompts). 
 

1.3 Again, keeping the Year 2 pupils as your ‘browse set’ , change the Area option to Current Key 
Stage > ensure that all the pupils have a value of KS1 (if not, edit them appropriately i.e. select 
new value box as KS1; click Select ALL  to select all the pupils; click Apply Changes; click Save)  
 

1.4 Click Cancel when you have completed the above changes to exit out of Speed Edit. 
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2.  Check that the teacher entering the Phonics re-check data for the Year 2 pupils can access 
Integris assessment (if you have completed the KS1 and Y1 Phonics preparation, then this should 
be done already). 
 
 

3. Assign Phonics Check 2019 markbook to the appropriate Year 2 pupils and relevant staff 
 
HAVE YOUR LIST OF Y2 PUPILS DUE FOR PHONICS CHECKING AT THE READY – you will 
need it in step 3.11 below! 
 

3.1 Go to Modules > Assessment > Assessment Planning 
The Assessment Plans window will be displayed 

 
3.2  Click on  + next to My Assessment Plans  
 
3.3 Click on + next to Phonics 2019 folder 
 

3.4 Select NC Phonics Check 2019 markbook and click the Edit an Assessment Plan  icon    
 

 
3.5 On the Edit Assessment Plan screen, click on the Enrolled Groups tab 

 

 
 

3.6 Click the Add an Enrolled Group icon  
 
3.7 In the Enrol Groups window,  select Ad-Hoc Group  in the Enrolled Group Type  box 
 

 

 
 

3.8 In the Name  box that appears, type in Y2 Re-Checks 2019 
 

3.9 Now click on the  Add Students List  icon 
 

3.10 In the normal search screen that appears, select Year 2 and click Find  
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3.11 Using your list of identified pupils eligible for Y2 Phonics checking, select the pupils from the list 
(click the first pupil, then press CTRL key and click remaining names to be added). When required 
names are highlighted, click Select. 
The names will then appear in the Y2 Re-checks Ad- Hoc list (as per example below): 

 

 
 

Take a moment to check that the correct pupils have been selected.  
You can always add additional pupils to this list at any time or remove pupils if selected 
incorrectly (using the bin icon) at a later point – see notes ******* bottom page 4.  
 

3.12 Click Add to assign the names to the Phonics markbook and click OK at the next message. 
 

3.13 Click Close to remove the Enrol Groups window. 
 

You should now see an ‘Ad-Hoc Group Y2 Re-Checks 2019’ appear in the list of Group Names. 
 
 

3.14 Select Ad-Hoc Group Y2 Re-Checks 2019  in the list and click on the Add Markbook Users  

 icon. 
 

3.15 From the list of users, highlight all of the members of staff who will need access to this Phonics 
markbook for Year 2 re-checks – hold down the Ctrl key to make multiple entries - and then click 
OK: 

 
 

3.16 You must at this point include yourself as the administrator who will be creating the export 
file to send to the LA and also any senior management or other staff who may need to view 
and quality assure the Phonics Re-Check data for Year 2. 
 

3.17 Then click Save when you have finished. 
 

3.18  As a final check, it is a good idea to see how the markbooks will appear for data entry.  
 
Go to  Modules > Assessment > Markbook  > click the plus symbol next to My Markbooks  > you 
should now see a copy of NC Phonics Check 2019 markbook(s) listed for the Ad-Hoc Y2 Re-Checks 

2019  group > select it from the list and click on Open a markbook icon    to view it. 
 
Each user you have assigned to this markbook in step 3.15 above will be able to view this markbook 
in the same way when they login. 

 
This markbook is now ready for data to be entered into them.  
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Please ensure the Year 2 teacher(s) is given a copy of Stage 2: ‘ Enter Phonics Check data for Y1 & 
Y2’ instructions which can be downloaded from the www.cbict.org.uk/Support/Summer Assessments 
2019 web page if they have not entered data into Integris Assessment before. 
 
Follow Stage 2 – Enter Phonics Check Data for Year 1 & Year 2 (instructions for Year 1 apply to 
Phonics recording for Year 2 Re-Checks as well) 

 
 
To make changes to pupils in the NC Phonics 2019 Y2 Re-Check markbook 
 
******Please refer to steps below if you find you need to alter the Y2 Re-Checks group of pupils to deal 
with additional and/or removal of pupils in the Phonics Re-Checks markbook. 
 
Remove or Add pupils from/to the Y2 Re-Check 2019 Group in the markbook:   
Go to Assessment > Assessment Planning  

 open the Phonics 2019 folder and select the NC Phonics 2019 markbook  
 click Edit 
 click Enrolled Groups 
 click Ad-Hoc Y2 Re-Checks 2019 in the list and click Edit 
 to remove a pupil : select pupil name and click the Bin icon 

to add a pupil:  click on + and find/select pupil 
 click OK 
 click Save 

 
______________________________________________________________________ 
Q & A – which Y2 pupils should be re-screened for Phonics? 
 

Y2 Pupils that are eligible for taking the Phonics Re-check or the Phonics Check for the first time: 

 Those who didn’t take the check in year 1 because they were Absent,  
 Those who were working below the level of the check (i.e. D – Disapplied) 
 Those who had recently arrived in the country and couldn’t speak confidently in English 
 Those who took the check in Year 1 but didn’t reach the expected standard (had an outcome of 

‘Wt’) 
 Those who entered the schooling system in year 2 and did not take the check in Year 1. 

If pupils in year 2 still don’t understand grapheme-phoneme correspondences or are unable to access 
the materials, you don’t have to administer the check to them.  

Pupils that had an outcome of ‘D’ for Disapplied should be re-examined and if the situation supporting 
the initial allocation of ‘D’ has not changed, then the pupil should be re-asigned a ‘D’ outcome again for a 
Y2 re-check value. 

Pupils who move schools 
If a Year 2 pupil arrives at your school just before or during phonics screening check week (beginning 
Monday 10th June) the pupil should still attempt the check, unless they have no understanding of 
grapheme-phoneme correspondences.  

Pupil absence during the phonics screening check week 
If a Year 2 pupil is absent during the check week, you can administer the check up to Friday 21st June. 
Any pupil who is absent from school for this entire period should be recorded as absent (A) when 
submitting the results data for the check.  
Pupils must only attempt the phonics screening check once during the check window. 
 


