RETURNING THE TRANSITION LEVEL

OF NEED (TLONT) INFORMATION

Overview S,

Once the school has collated the individual children’s information received O'y S
from the previous early years settings, schools will be able to review the

information for the cohort of nursery and reception children and plan transition to

meet the needs of the incoming cohort.

Schools are required to send an overview of this information to HFL Education that
includes the total number of children in each criterion and the overall totals of children
requiring targeted, personalised and intensive support.

e HFL's Early Years team will use this information to plan the support to those
schools with the greater numbers of children with highest levels of need.

e This will include reviewing the numbers of children in each level of need criterion
and highlight those schools/districts with patterns of need, for example large
numbers of children with English as an additional language.

e This analysis of the information and report on findings, key themes and areas of
high levels of need will be used to inform HCC; this will enable HCC to identify
and direct appropriate support to where it is required.

Please note that these instructions relate only to Excel 365 for Windows. If you
are using other software, then the menu options or buttons may be different.
Please follow the instructions carefully to ensure that only the summary of the
information is sent. No individual child information is required.

Please follow the instructions below carefully to ensure that only the summary of the
data is sent.

Creating a file to return using the button on the spreadsheet

In order to use the button on the spreadsheet to automatically create file to return, you
must be using an installed version of Excel (not an online version), and preferably a
Windows machine (we cannot guarantee that the macro will work otherwise). If you
are unable to do so, please follow the instructions on the next page for manually
creating the file to return.

1. Open the final version of the master spreadsheet where all the information has been
collated. You may then see a message similar to that below.

I SECURITY WARNING Macros have been disabled. | Enable Content

2. Ensure that you click Enable Content.

Ensure that you have used the correct version of the spreadsheet
that says ‘2026 Version’ at the top
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3.

Check that you have entered your school number into cell B2 and that Q

your school name appears in B3, as well as selecting the appropriate OO’y S

year group (i.e. Nursery or Reception) in cell B5.

A B C
1
—
3 School Name: 1
4
5

Year cohort are entering: |

After checking that the information is complete, click the button at the top of the
spreadsheet.

Click to create file to send to HFL

Note: all pupils to be included must be present on this sheet

The Save As box will appear. This will prompt you to save a new file which contains
only the data needed, with a filename containing your school number, name,

cohort year and the date. The location for saving will be same folder as the master
spreadsheet, but you can change this if preferred. (This graphic represents the year
2021 for illustration purposes only).

File name: I 101NurseryEY Transition15Apr2021

Save as type: | Excel Files (*.xlsx)

Click Save. You can then close the spreadsheet.

If you have made a mistake and need to add or amend data to the master
spreadsheet, you can create another file by clicking the button again.

Please now email the file as an attachment to: eytransition@hfleducation.org.
You do not need to password protect the file, as it contains no personal data.

Creating a file to return manually

You should only follow the instructions in this section if you were unable to use the
method above.

1.

Open the final version of the master spreadsheet where all the information has been
collated, click on the Manual Return worksheet tab.

Check school number appear in cell B2 and that your school name appears in cell B3
and the appropriate year group (i.e. Nursery or Reception) appears in cell B5. If not
go back to the School worksheet and enter the correct details into B2, B3 and Bb5.

A B
1 |
2 School No: 999
3 |School Name: High Ridge
4
5 |Year cohort are entering: Nursery
6
7
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If you opened the master spreadsheet where all the information has
been collated in your web browser, proceed to step 7.

Press the F12 key to display the Save As box (or click the File tab then
Save).

Select PDF (*.pdf) from the Save as type box.

Save as type: | Excel Macro-Enabled Workbook (*.xlsm)

Excel Workbook (*xlsx)

Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*xlsb)

Excel 97-2003 Workbook (*.xls)

CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*.xml)

de Folders Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm;*.html)

T Excel Template (*.xitx)

Excel Macro-Enabled Template (*.xitm)
Excel 97-2003 Template (*xit)

Text (Tab delimited) (*.bd)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*.xml)
Microsoft Excel 5.0/95 Workbook (*.xls)
CSV (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.bdt)

Text (MS-DOS) (*.txt)

CSV (Macintosh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)

Excel Add-in (*.xlam)

Excel 97-2003 Add-in (*xla)

Authors:

XPS D{,gument (*.xps)
Strict Open XML Spreadsheet (*xIsx)
OpenDocument Spreadsheet (*.ods)

6. Proceed to step 11 and then click Save.

Select File > Export > Download as PDF from the menu.

File Home Insert Share Pagelayout Formulas Data Revie

& Autosaved online to Working Files

PP N

® New > 7T UDaiv a4
& Open > Font
® Share N hoolnum

O Createa Copy > c D
1> Export > Download as PDF
& Print ownload as CSV UTF-8 T
(D Rename % Download as CSV ls
E8 Move File Download as ODS

O Version History

@ Info >
> Options >

14

8. Check the preview and then click on the button to save the sheet as PDF.).

9. Next open Windows Explorer and browse to your Downloads folder

(or the folder your browser downloaded the PDF to).

& s = B =
M~ G > - Users > MatthewMatthews > Downloads > Search Downloads Q@
a B W N osort - = View (B Details
% Name Date modificd
» vToday
- & SECTION 5b Transition Level of Need tool Schoolpf. 09/02/2026 11:23
~ + Last week
sms »
& M Brochure 2025.pdf 06/02/2026 1558
TUSMStndOtKeyStage
& SECTIONG7 Need
POLISS Fies » & SECTION 08 How to use the Tranition Level of Need Tool school level pdf 03/02/2026.
5 Temp » @ SECTION 09 Returning the Transition Level of Need Data.pdf 03/02/2026 0%:59
=5 Work #  vlastmonth
0 6. Level of needtoolschool # B SMS.New_Gen_Secondries Rosdmap_Timelinealss 27/01/2026 1653
~ Along tim
37 Matthew Matthews » QYRS
@ HFLDMS Arbor Migration Support Package 1.pdf 051272005 1535
=5 M »
& docx 05712
5 wnpsinsRpt »

%) Do you receive the DMS Newsletter(1-5000)sx

%) Do you have 3 usemame and access to the DM Portal_(1-5000)xsx

> B ThisPC @ dms483-hf-data-management-services-mis-support pdf

>l Network 5 excel-onedrive-readerzip

Stitems  1item selected 416K8
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10. Right click on the PDF and click Rename. Q O\‘?
» Name Date modified Ooly S C\(\O
» v Today
» | @ SECTION 5b Transition Level of Need tool School.pdf 09/02/2026 11:23
N || [ Last week &% © @D ® W
@ MIS Brochure 2025.pdf Cut Copy Rename Share Delete
* & SECTION 07 How to use the Transition Level of Need @ Open Enter

11. Next name the file with your 3-digit School number at the beginning followed
by the year group then EY Transition and the month and year, e.g. ‘101 Nursery EY
Transition Apr 2026'. Ensure that you save to a known location.

12. Please now email the file as an attachment to: eytransition@hfleducation.org
You do not need to password protect the file, as it contains no personal data.
However, we recommend that before you send, please open the attachment to
double check that the numbers are present and that no names are included.
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