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Guidance for the use of GL Assessment products in schools
The following products are approved:
· Progress Test Series (Maths, Science and English) in paper or digital format
· Cognitive Abilities Test (CAT4) in paper or digital format
· Pupil Attitudes to Self and School (PASS)
· Lucid Exact
· Lucid Recall
· York Assessment of Reading for Comprehension (YARC) including the Score Conversion Tool
· Dyslexia Portfolio including the Report Generator
· New Group Reading Test (NGRT)
· New Group Spelling Test (NGST)
· New Group Mathematics Test (NGMT)
· British Picture Vocabulary Scale 3rd Ed
· Phonological Assessment Battery (PhAB/PhAB2)
The remaining products are not approved. For the avoidance of doubt if a school purchases the Complete Digital Solution from GL the Dyslexia and Dyscalculia Screeners (DDS) and Kirkland Rowell Surveys (KRS) should not be used. Requests to use products not listed above should be directed to the Education Compliance Team.
This guidance is not intended to instruct schools in how to administer assessments. GL provides extensive documentation on its support website and their instructions should be followed when conducting assessments. The notes below provide additional guidance on using the GL platform in line with the GDPR and council policies.
GL Assessment - support
Staff accounts (Testwise)
The headteacher should designate a single staff member (the School Administrator) as the point of contact for GL Assessment. When assessments using the Testwise platform are purchased the School Administrator’s details should be provided to GL so that they can be assigned to the correct account or a new account created. The School Administrator has the ability to create new users with differing levels of access.
Key points:
· All staff must have completed via LEON within the last 12 months:
· General Data Protection Regulations – annual refresher
· Schools and GDPR
· Accounts should only be created for the staff that require them, either to conduct assessments or perform analysis.
· Accounts should be assigned the role appropriate to the task i.e. most users should be assigned as “teacher” and only those needing to add new accounts should be given admin rights.
· Accounts should be deactivated when no longer required.
· Passwords should meet at least the minimum standard laid out in the council’s acceptable use policy:
· DO use at least fourteen mixed alphabetic and numeric characters.
· DO use a phrase with spaces between words
· DO NOT repeat characters (111 or AAA) and avoid obvious sequences (123… or ABC…)
· DO NOT use names, dates, user-id, or words associated with yourself.
· DO NOT re-use your passwords.
· DO NOT write your password down.
· Administrator passwords should be changed every 6 months in line with GL guidance.
Pupil Data
Only the minimum amount of personal data should be shared with GL. The minimum requirement varies for different products:
	Product
	Platform
	Minimum data required

	Progress Test: English (paper)
	Paper, reports through Testwise Reporting Service
	Name, DOB, year stage, school, school ID number

	Progress Test: Maths (paper)
	Paper, reports through Testwise Reporting Service
	Name, DOB, year stage, school, school ID number

	Progress Test: Science (paper)
	Paper, reports through Testwise Reporting Service
	Name, DOB, year stage, school, school ID number

	Cognitive Abilities Test (CAT4) (paper)
	Paper, reports through Testwise Reporting Service
	Name, DOB, gender, class, SEEMiS reference number

	Progress Test: English (digital)
	Testwise
	Name, DOB, gender, SEEMiS reference number

	Progress Test: Maths (digital)
	Testwise
	Name, DOB, gender, SEEMiS reference number

	Progress Test: Science (digital)
	Testwise
	Name, DOB, gender, SEEMiS reference number

	Cognitive Abilities Test (CAT4) (digital)
	Testwise
	Name, DOB, gender, SEEMiS reference number

	Pupil Attitudes to Self and School (PASS)
	Testwise
	Name, DOB, gender, SEEMiS reference number

	New Group Reading Test (NGRT)
	Testwise
	Name, DOB, gender, SEEMiS reference number

	New Group Spelling Test (NGST)
	Testwise
	Name, DOB, gender, SEEMiS reference number

	New Group Mathematics Test (NGMT)
	Testwise
	Name, DOB, gender, SEEMiS reference number

	LUCID Exact
	Testwise
	Name, DOB, gender, SEEMiS reference number

	LUCID Recall
	Testwise
	Name, DOB, gender, SEEMiS reference number

	York Assessment of Reading for Comprehension (YARC)
	Paper, reports generated by Score Conversion Tool
	Year or class, assessor name, pupil name or SEEMiS ID, DOB

	Dyslexia Portfolio
	Paper, reports generated by Report Generator
	Year or class, assessor name, gender, pupil name, DOB

	British Picture Vocabulary Scale 3rd Ed
	Paper
	None; this assessment is entirely paper-based and evaluated locally.

	Phonological Assessment Battery
	Paper
	None; this assessment is entirely paper-based and evaluated locally.

	Phonological Assessment Battery 2
	Paper, reports generated by Score Conversion Tool
	Year or class, assessor name, pupil name, DOB, ASN information, first language, gender



Other personal information (e.g. FSM, ASN, nationality, ethnicity, LAC, EAL, SIMD) should only be entered if permission has been given by the central education team. Permission will only be granted if there is a purpose sufficient to justify sharing the data. Examples might include wanting to add SIMD data so that the attainment gap can be monitored. Schools seeking permission should contact the Education Compliance Team in the first instance.
Responsibility for adding pupil data, particularly to the main Testwise system, should be confined to one or a small number of staff to ensure consistency and avoid duplication. The data should be drawn directly from SEEMiS (please discuss the appropriate export mechanism with the SEEMiS team) and updated when SEEMiS changes, and otherwise be refreshed annually.
Paper Assessments
The Progress Test Series and CAT4 continue to be available in paper format. Schools are responsible for ensuring secure return of completed assessments to GL via a suitable tracked service such as Royal Mail Special Delivery.
Digital Assessments
Where login information is generated for assessments within the Testwise system and these are downloaded in csv or pdf format the files should be deleted and paper copies securely disposed of once the assessment has been completed.
The Unique Reference Number is a required field for entering pupils into the system. This should be the SEEMiS reference number.
The YARC Score Conversion Tool
The York Assessment of Reading for Comprehension is completed on paper and the results can be entered into the Score Conversion Tool to generate a report. Each level requires a different tool:
Early Reading
Passage Reading Primary
Passage Reading Secondary
The reports remain available from the device where they were generated but this access should not be relied upon. Once a report is generated it should be downloaded and filed in the pupil’s PPR, electronically or printed out as appropriate.
The conversion tools allow the user to add additional comments and observations. These should be kept to a minimum and care should be taken to avoid sharing additional personal information. If there is any doubt these notes should be made on the report after it is downloaded.
Once the report has been filed the paper form used in its generation should be securely disposed of.
The Dyslexia Portfolio Report Generator
The Dyslexia Portfolio is completed on paper and the results can be entered into Dyslexia Portfolio - Report Generation to produce a report.
The reports remain available from the device where they were generated but this access should not be relied upon. Once a report is generated it should be downloaded and filed in the pupil’s PPR, electronically or printed out as appropriate.
Once the report has been filed the paper form used in its generation should be securely disposed of.
British Picture Vocabulary Scale 3rd Ed
The BPVS3 is completed and evaluated on paper. The completed assessment should be filed in the pupil’s PPR, either on paper or as a scanned electronic document.
Phonological Assessment Battery
The PhAB is completed and evaluated on paper. The completed assessment should be filed in the pupil’s PPR, either on paper or as a scanned electronic document.
Phonological Assessment Battery 2
The PhAB2 is completed on paper and the results can be entered into the Score Conversion Tool to generate a report:
PhAB2 Score Conversion Tool
Once a report is generated it should be downloaded and filed in the pupil’s PPR, electronically or printed out as appropriate.
The conversion tools allow the user to add additional comments and observations. These should be kept to a minimum and care should be taken to avoid sharing additional personal information. If there is any doubt these notes should be made on the report after it is downloaded.
Once the report has been filed the paper form used in its generation should be securely disposed of.
Reports and analysis
If reports are generated in either Testwise or the Testwise Reporting System these should only be downloaded to council-issued devices and retained in line with the council’s data retention policy. Each year GL will archive assessments carried out that session. These will be stored for two years before deletion. Any reports or data intended to support analysis of trends over time should be downloaded to council servers and stored in an appropriate location.
Data extracted from GL should not be placed in cloud storage such as Google Drive and transfer by email should be avoided unless the data is encrypted and protected with a password.



