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1| 1School Census Spring 2012
Preparation Check List

Use this check list to tick off each of the preparation tasks when they have been completed.

Complete | Description

Check with your System Administrator/Manager that you have the appropriate
permissions to run the School Census and to record associated data.

For more information, please see Permissions Required on page 4.

Upgrade to the SIMS 2011 Autumn Release (SIMS 7.142) or later as soon as possible
to enable dry runs to be carried out.

For more information, please see What Version of SIMS is Required? on page 5.

Check with your System Administrator/Manager that the latest fileset version has
been imported.

For more information, please see Importing Filesets on page 5.

Carry out a dry run to determine what information needs to be updated.
For more information, please see Carrying out a Dry Run on page 11.

Check School Level information.
For more information, please see Preparing School Level Information on page 17.

Ensure that leavers and re-admissions have been recorded, and that any student
records created in error have been deleted.

OO0 O O O

For more information, please see:
Recording Leavers and Re-Admissions on page 25
Deleting Unwanted Student Records on page 28.

Check the student’s basic details, e.g. name, date of birth, gender, etc.

For more information, please see Checking/Correcting a Student’s Basic Details on
page 28.

Check the student’s various registration details, e.g. enrolment status, admission date
year taught in, UPN, part-time information, etc.

For more information, please see Checking/Correcting Registration Details on page
30.

Check the students home address information.

O

For more information, please see Checking Home Address Information on page 40.

Check the student’s eligibility for free school meals.

o

For more information, please see Checking Free School Meals Eligibility on page 42.

Check the student’s ethnic and cultural information.

O

For more information, please see Checking/Correcting Ethnic and Cultural Information
on page 43.

Preparation for the School Census Spring 2012 Return |



School Census Spring 2012 Preparation Check List

Complete | Description

D Check the information recorded in the Additional Information panel,
e.g. Connexions Assent and service children in education.

For more information, please see Checking/Correcting Additional Information on page
44.

Check the information recorded in the Welfare panel, e.g. disability and In Care
details (applicable to students with exclusions only).

For more information, please see Checking/Correcting Welfare Information on page 45.

Check Special Educational Needs information.

For more information, please see Checking/Correcting Special Educational Needs
Information on page 50.

For more information, please see Preparing Exclusions Information on page 52.

Check attendance data.
For more information, please see Preparing Attendance Information on page 56.

If applicable to your school, check the Hours at Setting and Funded Hours for 2,
3 and 4 year olds.

|
d
EI Check exclusions information.
a
-

For more information, please refer to the Primary version of this guide, which is
available on our SupportNet website (http://support.capitaes.co.uk) by entering
CENSUSL12 in the Site Search field on the SupportNet Home page then clicking
the Go button.

| Preparation for the School Census Spring 2012 Return
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O 1 Introduction

Introduction

This preparation guide has been produced to help you to identify the most
common tasks that need to be carried out before running the School Census
Spring 2012 Return.

The information in this guide applies to all LA maintained Secondary schools
and Middle deemed Secondary schools. It also applies to Academies that
cover the Secondary school phase and City Technology Colleges (CTCs).

Where the information relates to a specific school phase, it is indicated in
red, e.g. Applicable to Middle deemed Secondary schools only.

@ NOTE: The graphics in this preparation guide are based on a Secondary
dataset. The contents of the graphics (dates, names, etc.) are examples
only of what you might expect to see when using SIMS to prepare for
the forthcoming School Census Return.

Preparation for the School Census Spring 2012 Return | 1



01 | Introduction

How has the School Census Spring Return Changed
Since Last Year?

Changes to the School Census Spring Return include the following:

Items Removed from the Spring Census

The following items are not collected in any School Census 2012 Return:
Gender on entry to school

Gender on entry to Sixth Form

Class Activity

Source of Ethnicity

Source of Service Children

In Care information, except for those with exclusions

Parental Contacts

Mode of Travel

Gifted and Talented.

Census Details Panel

The census Description now defaults to School Census Spring 2012.

The Calculate All Details button has been moved from the School
Information panel to the top right-hand side of the Census Details
panel.

Update Hours for Nursery Children Panel

Applicable to schools with 2, 3 and 4 year olds only

For the first time, all schools, except City Technology Colleges, Academies
and non-maintained special schools, are required to submit the Funded
Hours as a separate data item while still providing Hours at Setting (a
combination of funded and unfunded hours).

The Hours at Setting data is brought forward from the School Census
Autumn 2011 Return.

Update Hours for Nursery Children panel

= The previously named Update Hours at Setting panel has been
renamed Update Hours for Nursery Children.

» A Funded Hours column has been added to the individual 2, 3 and 4
year old grids. By default, no values are displayed in the Funded
Hours column, as this is the first time that it is being collected.

= The Age at date is displayed on the Update Hours for Nursery
Children panel.

2| Preparation for the School Census Spring 2012 Return
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Update Hours for <age=> year olds page

=  The previously named Update Hours at Setting for <age> year olds
panel has been renamed Update Hours for <age> year olds.

» The Tools | Statutory Returns Tools menu routes have been renamed
to reflect the change in page names.

= The Funded Hours column has been added to the right-hand side of the
grid.

Classes Panel

The Activity column (previously displayed on the right-hand side of the
Year Actual column), has been removed, as the data is not required for
Secondary and Middle deemed Secondary schools.

Attendance Code Changes

Code D: Dual Registration

The statistical meaning of the session registration code D in England has
been changed from Approved Educational Activity to Attendance not
required.

Brief Description Statistical Physical
Meaning Meaning
D Dual registration (i.e. attending Attendance not | Out for whole
other educational establishment) |required session

Each school only marks the register, present or absent, for the sessions that
the student is due to attend their school. The remaining session(s) when the
student is attending another school should be recorded using code D.

The change to the statistical meaning ensures that when a student is
marked as D at their home school, the mark is not included in the
percentage of present marks. Only the school at which the student is
actually educated is responsible for recording and reporting their session
attendance to the LA.

A student's percentage attendance can be viewed via Focus | Student |
Student Teacher View.

Code Y: Unable to Attend due to Exceptional Circumstances

The description of the Y code has changed from Enforced Closure to
Enforced/Partial Closure (i.e. Exceptional Circumstances).

The Y code can be used where a student is unable to attend school because:
= the school site, or part of it, is closed due to an unavoidable cause.

= the transport provided by the school or a Local Authority is not
available and where their home is not within walking distance.

= a local or national emergency has resulted in widespread disruption to
travel, which has prevented the student from attending school.

Preparation for the School Census Spring 2012 Return | 3



01 | Introduction

NOTE: Whole or partial school closures that are known or planned in
advance, e.g. half-terms, bank holidays, use as a polling station,
curriculum planning/training, etc. should be recorded using code #.

Y codes are collected as part of the School Census Spring 2012 but are
excluded from possible sessions. All census reports reflect this change.

Contact Details Report

The Contact Details report has been removed, as the data is no longer
collected.

Permissions Required

The following permissions are applicable to School Census return users.

Producing the Return

To produce the return, you must be a member of one of the following user
groups in System Manager:

= Returns Manager

= Returns Operator.

Editing and Preparing Data

Users who edit and prepare data must have permissions to access other
areas of SIMS, e.g. student details, school details, etc. These users will need
to be a member of any of the following user groups in System Manager:

= Administration Assistant
=  Admissions Officer

=  School Administrator.

Importing Filesets

A fileset contains the files used to determine the information to be collected
in the return. It also enables updates to the Validation Errors Summary and
the Summary report (both derived from files supplied by the Statutory
Body) and detail reports (provided by SIMS) to be imported into SIMS
between SIMS releases.

It is therefore essential that the correct fileset is imported. The correct
fileset can be identified by its accompanying number.

To use the Import Fileset functionality (via Tools | Setups | Import |
Fileset), you must be a member of one of the following user groups in
System Manager:

=  Personnel Officer
= Returns Manager

=  System Manager.

For more information about the Import fileset functionality, please see
Importing Filesets on page 5.

4| Preparation for the School Census Spring 2012 Return
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Where to find More Information about Permisssions

Please see your System Administrator/Manager if you are not sure whether
you have the required permissions. For more information, please refer to
the Managing SIMS Users, Groups and Databases handbook.

For a list of the permissions available for each release, please refer to the
applicable permissions spreadsheet, which can be found on our SupportNet
website (http://support.capitaes.co.uk) by entering PERM_I ST in the Site
Search field on the SupportNet Home page then clicking the Go button.

What Version of SIMS is Required?

In order to run the School Census Spring 2012 Return, you must have the
SIMS 2011 Autumn Release (7.142) or later installed.

To check which version of SIMS you have installed, open SIMS then select
Help | About SIMS. A dialog similar to the following graphic is displayed.

The version should read 7.142 or later.

“erzion 7,142 @ Capita Business Services Lkd 19842011 2l rights reserved

CAPITA sivs

Importing Filesets

Applicable to the Personnel Officer, Returns Manager and System Manager
only

A fileset contains the following:
= Files used to determine the information to be collected in the return

=  Updates to the Validation Errors Summary (derived from files supplied
by the Statutory Body)

= Updates to the Summary report (derived from files supplied by the
Statutory Body)

=  Updates to detail reports
SIMS provides detail reports to enable the checking of data used to
generate the return. These report files are initially installed
automatically during the SIMS upgrade process.

Preparation for the School Census Spring 2012 Return | 5
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Occasionally, additions or corrections are made to these files, after a SIMS
release, which are required for the forthcoming return. The Import Fileset
functionality is provided to enable these files to be imported into SIMS by
the Personnel Officer, Returns Manager or System Manager between SIMS
releases. For more information, please see Permissions Required on page 4.

IMPORTANT NOTE: The report files are not always updated between
releases. Therefore, it is not always necessary to use the Import Fileset
routine. A SupportNet news feed will be posted if updated files are
available for import.

If revised files are supplied, the fileset will be available as a .Z| P file, which
should be downloaded from SupportNet, unzipped then imported into the
SIMS Document Management Server (DMS) via Tools | Setups | Import
Fileset. Ensure that the DMS is configured correctly before attempting to
import the files.

TIP: To check which version of the fileset is currently in use, select
Routines | Statutory Returns | <census name=>, select a return then
run the Create and Validate routine. The Validation Fileset ID is
displayed on the left-hand side of the Validation Errors Summary panel
header. For information about the latest available Fileset version, please
check the School Census Spring 2012 News Feed on SupportNet.

(=) Report 9% Close
Validation Errors Yalidation Search

Return Validated - 385 Validation rules failed (Number of Eniors - 2 and Number of Bueries - 383) ALl ~

Validation FilesetID :90

To resolve enor : Clich te to relevant screen
ERRORS

. QUERIES
UPN: DE2020010604% | Sumame : Smiles | Forename : Sophie | # Go to FocusiStudentiSidy 540

pe  Sequence | Message Location Solution A

» 1542 Pupil actual year gioup not a recognised value istration panel and ex

11035
E0090
60030
E0090
RO030

P ola & n|mx

NCyeardictual must bs present
Flease check; Sessions Altended is 0
Pleass check: Sessions Attended is 0
Flease check; Sessions Altended is 0

Please check: Sessions Attended is 0

UPN : DB202007108043 | Surname : Smiles | Forsname : Sophis
UPN : LB20200106096 | Suname : Bradshaw | Forename : Jonn
UPN : 2820200106102 | Sumame : Flovsers | Forename @ Lily |

UPN : /820200106100 | Sumame : Cerveira | Forename : Pedr
1PN 020006057 | Suname * Bukolt | Forename « Kruskal |

# Go to FocusiStudentst] 11033
60099
50110

# Go to Focus | Attendance (or Lesson Monitor] | Deal with Missi

stiation panel and et

# Go to Focus | Attendang itor) | Dieal with Missi

# Go to Focus | Attendance (or Lesson Monitor] | Deal with Missi

# Go to Focus | Atendance (or | esson Monitor | Desl with Missi

Before Importing the Revised Files

To enable the file(s) to be imported successfully, ensure that the DMS is
configured correctly. This is achieved via Tools | Setups | Document

Management Server. Click the Test server connection button to check i

the specified DMS is available for use and functioning correctly.

If the connection is unsuccessful, check the following details:

=  The Protocol field defaults to http and should not be edited.

= The Computer name should be the name/number of the PC on which

the DMS is installed.

=  The Port number is usually 8080. The number must be between 0 and
65535.

=  The Active check box must be selected, indicating that the server is in

use.

6| Preparation for the School Census Spring 2012 Return
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Click the Test server connection button again. If the DMS is now working
correctly, click the Save button.

For more information, please refer to the Setting up and Administering SIMS
handbook.

Importing the Revised Files

1.

If revised files are supplied, download the required .Z| P file from
SupportNet to a folder of your choice. The SupportNet resource number is
quoted in the associated news item.

Unzip the .ZI P file to a folder of your choice.

In SIMS, select Tools | Setups | Import Fileset to display the Import
Fileset page.

m

1 Filzset

1 Filleset

Chooze Fileset: |

4. Click the Browse button to display the Open dialog.

o NOTE: The following graphics show example data only.

Laok in: |&) Stat Returns "| o I} = '

L 123 Application
B Frs-Sprng20 12

tdy Recent
Documents

@ File name: |009U—StatutonyeturnsfSprinQZD12_Fi\eset.mfs - | L Open J

MyMetwork | Flesoftyoe: [ SIMS Net maritest fles [* mis) v [ canca |

Preparation for the School Census Spring 2012 Return | 7
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5. Navigate to the location of the unzipped fileset. The file name is made up

of the following data fields: <Fi | eset Nunber >- <Census Nanme><Ter m
and Year>Fi |l eset.nfs.

Highlight the file then click the Open button. Alternatively, double-click the
required .MFS file to return to the Import Fileset page.

@ IMPORTANT NOTE: If more than one . MFS file is displayed in
the Open dialog, care should be taken to select the correct file.

1 Fileset
Choose Fileset: CAStat hetums\DD90-Statutor_yReturns—Spring2012_Fi|eset.mf.s
Selected Fileset
Mumber: a0 Releaze Date 1141142011 Title: Install files required for the Spring 2012 Statutary Returns
Purpose:

Fileset containing all files required to produce the retuns included in the Autumn 20171 release;

Fleady to import... Imiport Fileset

Details of the selected fileset are displayed, including the version Number
of the fileset, the Release Date and a description (Title) of the fileset.

Click the Import Fileset button to import the fileset into the DMS. When
the import process is finished, Import complete is displayed at the
bottom left-hand side of the Fileset panel.

After installing the fileset, re-open SIMS to ensure that the new data takes
effect.

9. Run the return in the usual way.

NOTE: A fileset can be re-imported if, for example, during the previous
import the data corrupted.

8| Preparation for the School Census Spring 2012 Return
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Overview of the School Census Spring 2012 Return
Process

The following list provides a brief outline of the steps involved in producing
the School Census Spring 2012 Return. If data has been regularly and
accurately maintained, many of the activities in this document are
unnecessary. However, it is advisable to check that the data is up-to-date.

1. Upgrade to the SIMS 2011 Autumn Release (SIMS 7.142) or later.

2. Carry out one or more dry runs to identify any errors that may exist in
your data.

3. Ensure that the relevant student and school data exists in SIMS and that it
is complete and correct. Use the SIMS Bulk Update routine (Routines |
Student | Bulk Update) to correct missing/invalid data as required.

4. Complete the required information on the Census Return Details page.
=  Enter non-student data.
= If SIMS Attendance is not in use, enter attendance information.

5. Create and Validate the return.

6. Resolve any validation errors/queries then create and validate the return
again.

Repeat the resolving of errors/queries and the creating and validating the
return routine until you are satisfied that the content of the return is
correct.

The detail reports and Summary report can be generated to assess the
accuracy and completeness of the return.

7. Provide the Head Teacher with the latest copy of the Summary report to
enable them to check the report details and to authorise the return.

8. Once approval has been given, authorise the return (Routines |
Statutory Returns | School Census — Authorise button).

9. Submit the return (with the Summary report) to your Local Authority.

Preparation for the School Census Spring 2012 Return | 9
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(/ Upgrade to the latest available
\ release of SIMS.

\ 4

Configure the School Census folder and specify
the security message for reports.

\ 4

Ensure that school details and pupil/student
details are correct and up-to-date.

\ 4

Start a new return.

\ 4

Calculate All Details.

Y

Check all information displayed on the
Census Return Details page and edit, if required.

\ 4
» Create and validate the return.
\ 4
YES P Any errors or o NO
B queries? >
Y \ 4
Produce the Validation Errors Produce the detail reports
Summary report to assist with the then check to ensure that the
resolution of errors and queries. content is correct.
\ 4 \ 4
Resolve errors and Produce a Summary report then check
check queries. the content to ensure that the return is
acceptable before authorising the return.

y

Authorise the return.

AN

[ Submit the return.

10 | Preparation for the School Census Spring 2012 Return
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02 Carrying out a Dry Run

Why Carry out a Dry Run?

When the SIMS 2011 Autumn Release (SIMS 7.142) has been installed, you
can carry out one or more dry runs of the School Census Spring 2012
Return.

The purpose of a dry run is to produce the Validation Errors Summary,
which details the corrections that need to be made to your data. It is
advisable to do this as early as possible, even if you know that your data
has not yet been fully prepared or checked.

Whilst a significant number of errors may be generated, many of the errors
that relate to students, e.g. language, SEN provision type, etc. can be fixed
quickly using the Bulk Update functionality. For more information, please
see Updating Information Using the Bulk Update Routine on page 21.

The Dry Run Process

1. Select Routines | Statutory Returns | School Census to display the
Census Return for Spring Term browser.

* Census Return for Spring Temm

D New H Search @ Help 3’2 Cloze

Teim  |Spring v Census Folder C:45IM5 %S chool Census Folder | \:]

Secunty message far Reparts
This report containg sensitive informatian.

Default Message

Description File: N ame: Census D Date Crea Walidated Authorized Date

2. Select an existing School Census Folder or enter a new location in which
the School Census files will be stored. You may wish to make this a
temporary folder for the purpose of producing a dry run.

Preparation for the School Census Spring 2012 Return | 11
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@ IMPORTANT NOTE: Due to the sensitive nature of some of the
data stored in SIMS, careful consideration should be given when
specifying the location of any folder into which you save sensitive
data, e.g. census returns, imported and exported CTFs, etc. You
should be mindful of your school's responsibilities with respect to
information security.

Consider which users have access to the chosen folder, especially
if the folder is shared on a server. The DfE recommends 1SO27001
as the standard for information security, a copy of which can be
found at http://www.itgovernance.co.uk/bs7799.aspx. If you are
in any doubt, you should consult with your IT Security Officer
before proceeding.

3. Click the New button to display the Census Return Details page.

Census RetumDetails - Spring Term: New Retun

[Hsave | EUndo | o Create & Validate [Z] Summary 22 Authoriss | 5= DetalReport = @ Helh € Clase
1 Census Details 2 School Infomation 3 Classes 4 Student Reconciiaion 5 Attendance 6 General 7 Admission Appeals

A
1 Census Details =

Selected Period o] Desoripion [BrrinateTest \
Attendance callected from  (01/09/2011 [[ £ Attendance collected to [31412/2011
Exclusions collected from | 24/04/2011 Exclusions collected to 31./08/2011

2 School
Sehool Mame [Gren Abbey Schacl |

LA Establishment Number (4321

School Address Main Office
Morkmoor Road
Bedford

512 5F

Telephone 851234

School E-mail Address \umce@ga ok

School Phase. [es | [5econdary

dnter, [

4. By default, the return Description is displayed as School Census Spring
2012. Edit the Description to any name that will clearly distinguish this
dry run from the actual return, which will be generated later,

e.g. Springl2Test.

5. In the Census Details panel, click the Calculate All Details button to
extract the required information from the SIMS database and display the
results in the various panels of the Census Return Details page.

6. If there is any missing or invalid data, an error message is displayed on the
Status Bar. This data must be added/corrected before you can create and
validate the return.

@ More Information:
Detailed information about completing the individual panels on the
Census Return Details page is available in the Producing the School
Census Spring 2012 Return (English Secondary/Middle deemed Secondary
Schools) handbook.

12 | Preparation for the School Census Spring 2012 Return
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Creating and Validating the Return
1. Click the Create & Validate button to start the process. This may take
some time. Any missing or invalid data is listed in the Validation Errors
Summary panel, located at the bottom of the page.
= Report 9 Close
Validation Errors Walidation Searc|
Return Yalidated - 368 Validation rules failed [Mumber of Enors - 5 and Number of Queries - 383] aLL v
Validation Fileset ID -90 To resolve eror : Clicl # pte to relevant screen
ERRORS
Type Sequence  Meszage Location Solution QUERIES Lo
R [Ho compion imes provided I [FGetoink Suver Cdyy fanel and enter compl—
F 52 Fupil actual year group nat a recognised value UPN : DE20200106043 | Sumame : Smiles | Forename - Sophiz | B Goto Fucus\SludEntI:|”53127 cgistration panel an:
F 107 | Completerfiole must be present CompleterRole : BGololink Suvep Cd 11018 fand make sure there
£ 11018 Houws must be present Hous G0 0 Ik “Survey Lot ¥ bind rrake sure there
F 1 | NCpeaelual must be present UPN : DE202001 06043 | Sumame . Smiles | Forename : Sophic | # Gia to FocuslStudeniStudent Detals Fiegistration panel am
n  |B0080  Please check Sessions Attended is 0 UPN : 520200106106 | Sumame; Goman| Forename : Micha | # Gia to Focus | Aftendance (or Lesson Monitar] | Dieal with I
n  |B0080  Please check Sessions Attended is 0 UPN : 2820200106102 | Sumame : Flowers | Forename: Lily || # Gia to Focus | Aftendance (or Lesson Monitar] | Dieal with I
n  |B0080  Please check Sessions Attended is 0 UPN : WE202001 06100 | Sumame : Cerveiral Forename: Fedi | # Gia t Focus | Aftendance (or Lesson Monitar] | Dieal with I
n  |B0080  Please check Sessions Attended is 0 UPN : 58202001 06097 | Sumame : Bukalt| Forename : Kipstal| | # Gia to Focus | Aftendance (or Lesson Monitar] | Dizal with I
n  |B0080  Please check Sessions Attended is 0 UPN : L&202001 06056 | Sumame : Bradshaw | Farename Jonn | # Gia ta Focus | Aftendance (or Lesson Monitar] | Dizal with I
T M- TR icmdedion LIk ennannincnse] I Bl oo Lo Aot L Pl Lo

The Validation Errors Summary panel header displays the number of
errors and queries found during the Create and Validate process. The
Validation Fileset ID, which indicates the version of the DfE fileset
currently in use, is also shown (for information only).

Details about the errors and queries that have been found are displayed in
the following columns:

Column Description

Type

Displays the type of validation rule:

Failure (F displayed in red) indicates an error, which must be
corrected.

Query (Q displayed in black) indicates that there are unusual data
conditions. These should be considered and, if necessary, corrected.

Sequence

Shows the error number.

Message

Displays the text of the error message.

Location

Lists the specific record containing the error.

Solution

Provides a suggestion on where and how the failure can be corrected.
Many solutions have a hyperlink (indicated by a #) to the appropriate
area of SIMS.
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To assist in the resolution of any errors and queries:

Use the Validation Search to display the error or query you want to view.
This is achieved by selecting ALL, ERRORS, QUERIES or the required
number from the drop-down list.

(=1 Report

Validation Errors

5% Close

Validation Search

Validation FilesetID :90

Summary
Retumn Validated - 248 Validation rules failed (Number of Errors - 237 and Number of Queries - 3]

ERRORS  w

Ta reselve erar ; ClieALL e tarelevant screen
Type  |Sequence  Message Lacation Soltion TUthis
N UPN missing Hame: Cruise. Hanyl Date of Bith: 1334-11-11. MalelUPH 10 to FocuslStud ;g is and add or issue 2 LIPH
1600
LT UPN missing Harme: Major, Jahl Diate of Birth: 19941003, MalelUPH ¥ o ta Focuslnd 1530 s and add or issue 3 PN,
1855
ST Saurce of pupils ethric group is missing or rvald Name: Blackmere, Tyranel Diate of Bith: 199 03-02, MalelJPH | Go to FacusiStud 20n i [is Ethric/Cultunal panel and
P Child's Hours af Setting nat provided or out of the range 0- 25.0 | Name: 0'Cannar, Marcl Date of Birth; 20070208, MalelJPN: B | # Gia ta Tack | Statutary Freturn T aals | Haurs at Sefing and che

it o, it i Ci i Cooie o Do 000 CE b ool o Ol

et Dol Dol i byl el o

= When ALL errors and queries are selected, the errors are displayed at the
top of the list by default. Use the scroll bar located on the right-hand side
of the panel to view all items.

= Report

3 Close
Validation Errors Summary Walidation Search
Retum Validated - 385 Validation rules failed (Mumber of Erors - 2 and Number of Queries - 323) ALL -
Validation Filesat ID -90 Tao resalve eror : Clict te to relevant screen
ERRORS
pe | Sequence  Message Location Solution QUERIES )
P F 1642 Pupil actual pear group not a recognised value UPM: DE20200106043 | Suname : Smiles | Forename © Sophie | # Go to FocuslStudentStl 1540 jistration panel and ec
E 11038 NCyeardctual must be present UPN : DE20200106043 | Sumame : Smiles | Forename © Sophie | # Go to Focus|Student/Sty é;gga jistration panel and ec
0 60093 Please check: Sessions Attended is 0 UPN : L82020010603 | Sumame : Bradshaw | Forename : Jonn | # Go to Focus | Attendand 50110 itor] | Deal with Missi
0 60093 Please check: Sessions Attended is 0 UPN : 2820200106102 | Sumname : Flowers | Forename : Lilly | # Go to Focus | Attendance (or Lesson Monitor) | Deal with Missi
0 60093 Please check: Sessions Attended is 0 UPN :'w820200106100 | Sumame : Cerveira | Forename: Pedi | # Go to Focus | Attendance (or Lesson Monitor) | Deal with Missi
£0030 Please check: Sessions Attended iz 0 UPN 0200106097 | Sumame ;. Bulolt | Forename © Kivstal | # Go to Focus |Attendance (o Leszon Monitor | Deal with Missi

=  When the pointer is hovered over a Message, Location or Solution cell,
hover help displays the entire content of that cell.

= When the pointer is hovered over an error or query row, it changes to a
hand if a hyperlink is available to the area of SIMS where the problem can

be checked.

e present

p hiot & recognized value
hs Attended iz 0

ris Attended is 0

s Attended is 0

hs Attended iz 0

dedinl

Location Solution

ComplaterFole
UPM : DB20200106043 | Sumame : Smiles | Forename : Sophie
LR - PE20200106013 | Suname : Edwards | Forename : Fiona

# Goto link “Survey Completion” panel, and make sure there iz a
# Go to Focug|StudentStudent Detail: Registration panel and ed

# Go to Focusz | Attendance [or Lezzon Monitor] | Deal with Mizsi

UFl UPN : PG20200106015 | Surname : Edwards | Forename : Fiona | DateOfBirth @ 2003-03-03 | Gender : F | SessionsAttended : Dl
UPM : 0220200108004 | Sumarne : Bradbury | Forename : Chiis | # Go to Focus | Attendance [or Lesson Monitor] | Deal with Missi

UPN : H820200106007 | Sumame : Burns | Forename : Janet | D

# Go to Focus | Attendance [or Lesson Monitar] | Deal with Missi

LIOk]  %00An0d ACO00 1 n IC biaul o[ Libkmnd

Lanl M mnibmad | Cim al bl b i

NOTE: A hyperlink is also indicated by a hash symbol (#)
preceding the Solution text.

Click the appropriate hyperlink to display the specific SIMS area where the
record(s) can be checked/corrected.

= Change the order of the summary by clicking the appropriate column
heading. If required, change the width of the columns by dragging the
dividing line between the column headings until the required size is

achieved.
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= View a summary of errors/queries by clicking the Report button, located
above the Validation Errors Summary panel. The summary is displayed
in a web browser, e.g. Windows® Internet Explorer, from where it can be
printed. The details of the Validation Errors Summary can also be
transferred to another application, if required.

The errors and queries are displayed until they are resolved and the Create
and Validate process is run again. Resolve as many errors and check as
many queries as possible then revalidate the return details. Continue to
resolve failures and revalidate the return as many times as necessary.

If at any point you wish to hide the list of errors and queries, click the Close
button located at the top right-hand side of the Validation Errors
Summary panel. The list is displayed again when the Create and Validate
process is run.

Many of the student related errors generated can be fixed quickly using Bulk
Update (Routines | Student | Bulk Update). For more information, please
see Updating Information Using the Bulk Update Routine on page 21.

@ NOTE: All errors must be resolved and all queries must be investigated
unless specific instructions to the contrary are received from your LA.

In addition to the Validation Errors Summary, the School Census 2012
Errors and Resolutions document, which includes explanations and
information on how to resolve the errors, can be accessed on our
SupportNet website (http://support.capitaes.co.uk) by entering CENSUS12
in the Site Search field on the Home page then clicking the Go button.
Please check SupportNet on a regular basis because documents will be
posted as soon as they become available.

Once the return has been created and validated, the reports can be run.

Producing Detail Reports

Detail Reports can be used to check the data stored in SIMS that has been
used to create the return.

The following reports are currently available:
B On Roll Basic Details Report
B | eavers Basic Details Report
= Exclusions Report
B Attendance Report
=  Absentees Report
=  SEN Report
= Address Details Report
®  Free School Meal Report
= Class Report

B General Report.

Preparation for the School Census Spring 2012 Return | 15
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Generating Detail Reports

To select a single detail report:

Select the required report from the Detail Report drop-down list, located at
the top of the Census Return Details page. The selected report is
generated automatically and displayed in your web browser.

Census Return Details - Spring Term : School Census Spring 2012

o/ Treate & Yalidate [T] Summary 5> Authorise
2 School Information

= DetaiRepot ~

4 Student Reconcil On Rall Basic Details Report

1 Census Details 3 Classzes Admizsion Appeals
Leavers Basic Details Report
1 Census Details
= Exclusions Report

8 "
“& Calculate All Details
Eorsie D 19/01/2012

Selected Perind
Attendance collected from | 11/03/2011
Exclusions collected from | 24/04/2011

2 School
School Name

Attendance Report

Absentees Repart |

SEM Report

Description

Attendance colle|
Extkisions oole Address Details Report
Free School Meal Repart

Class Report

|Grssn Abbey School

LA Multiple Reports... ‘

School Address I ain Office
onkmoor Foad
Dlaclind

General Report

Establishment N

To select multiple detail reports:

Select Multiple Reports... from the bottom of the Detail Report
drop-down list to display the Detail Reports dialog. By default, all detail
reports are selected.

If any reports are not required, deselect the associated check boxes.

Click the Report button to generate the selected reports, which are
displayed in your web browser.

The report(s) are saved automatically in the folder specified in the Census
Return for Spring Term browser, e.g. C: \ SCHOOL CENSUS.

TIP: If required, the report can be transferred to a spreadsheet
application, which enables the data to be sorted and the column order to
be changed, etc. Right-click the report then select the required option,
e.g. Export to Microsoft Excel, from the drop-down list.

O Completed
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03 Preparing School Level
Information

Checking Establishment Details

The following establishment details are required for the School Census
Spring 2012 Return and therefore need to be checked to ensure that they
are recorded correctly in SIMS:

= School Name

= School Type

= School Governance
= Intake Type.

The following read-only items are also collected for the School Census
Spring 2012 Return. Please contact your Local Support Unit if the
information displayed is incorrect.

= LA number
=  Establishment Number
= School Phase

= Curriculum Years (highest and lowest national curriculum year group).

Preparation for the School Census Spring 2012 Return | 17
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1. Select Focus | School | School Details to display the School Details

page.

2. Check that the details displayed in the Establishment panel are correct.

1 Establishment

School Hame |Green Abbey School

823 Certtral Bedtardshie || © x Q‘S(

4321

Comprehensive

Mr Adrian Blacker E’ Mr Adrian Blacker

Coeducational
Coeducational

Coeducational

[ auts

[[] Business and Enterprise
[[] Engineering

[] Humanities

[[] Before schoal childzare and/or activities for schookage children [term-tims]
[] atter schoal childzare and/or activities for school-age chidren [tem-ime)

[ Childzare and/or activitiss, for school-age children during school holidays

[[] Childzare integrated with a nursery education place for three and four year al...

Ensure that the School Name has been entered correctly.

4. Ensure that the School Type, School Governance and Intake Type

have been selected correctly.

NOTE: Academies should select Academies from the School

Type and Governance drop-down lists.

5. Check the entries in the Curriculum Years fields. If the lowest and

highest National Curriculum years are incorrect, please contact
Support Team for assistance.

6. Click the Save button to save any changes, if applicable.

your Local

o NOTE: The LA number, Establishment Number and School Phase
were set up when SIMS was installed. If these details are incorrect,

please contact your Local Support Team for assistance.

18 | Preparation for the School Census Spring 2012 Return
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Checking Address, Telephone and Email Information

The following school contact details are collected for the School Census
Spring 2012 Return and therefore need to be checked to ensure that they
are up-to-date and correctly recorded in SIMS:

= Address Information (including Post Code)
" Email Address
= Telephone Number

1. Select Focus | School | School Details to display the School Details
page.

2. Click the Address hyperlink to display the Address panel.

2 Address
Current Address Details (Mot validated)
@ 4dd Main Office 5 Delete
Monkmoor Foad :
Bedford < Modify Address
E;azdif;&gshlre |—_| tove House

United Kingdam

Ensure that the school address is correct and complete.

3. If necessary, click the Modify Address button then make the required
changes.

= A Building Name or Building Number should be included in the
address to avoid errors. If appropriate, Mai n O fi ce can be entered in
the Building Name field.

= Ensure that a Post Code is entered.

4. Click the Contact Details hyperlink to display the Contact Details panel.

3 Contact Details

Telepharie 01234 1851234 | Faq 01234788542 |
Email |0ffice@ga.org. Lk, | ’E ‘website |http: v greeabbepschool co.uk |

5. Ensure that a Telephone number has been recorded (including the STD
code).

6. Ensure that the school’s official communications Email address has been
recorded correctly (it must include the @ character together with a
minimum of one full stop).

The email address must be the account used on a regular basis. It must also
be accessible to the Head Teacher as it might be used for future DfE
correspondence.

U Completed
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Collating Admission Appeals Information

Applicable to Foundation, Voluntary Aided schools and Academies only

NOTE: Academies that were Voluntary Aided or Foundation Schools at
the time that the appeals were logged should complete this panel.

The admissions appeals information is collected from only Secondary/Middle
deemed Secondary schools that are responsible for their own admission
appeals. These are Voluntary Aided and Foundation schools.

Data is required for appeals where a refusal to admit a student into the
school was for a place during the academic year 2010/2011.

The following admission appeals information is collected for the return:
= Admission Appeals Logged
= Admission Appeals Withdrawn
= Admission Appeals Heard by Independent Admissions Committee
= Admission Appeals Upheld by Independent Admissions Committee
= Admission Appeals Rejected by Independent Admissions Committee.

Admission appeals are dealt with by the LA and consequently there is no
specific functionality in SIMS relating to this area of admissions. Therefore,
the information must be entered manually in the Admission Appeals panel
when completing the School Census Spring 2012 Return (via Routines |
Statutory Returns | School Census).

9 Admission Appeals

If you are a Foundation or Voluntary Aided school complete Independent Admissions Committes
thiz section
Heard

Ladged Upheld

[
withdrawn Ijl

Fiejected

1L

Ensure that the admission appeals information is easily accessible to the
member of staff who will be completing the return.

U Completed
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04 Preparing Student Level
Information

Checking/Correcting Student Details

Before beginning the School Census return, ensure that all current students
are recorded in SIMS and that as far as possible, the information is
up-to-date and accurate. Ensure that:

® new students have been added.

® any leavers have been recorded as such.

NOTE: Ensure that a student’s first language and boarder status
are entered before they are recorded as a leaver.

® any duplicate or unwanted student records have been deleted.
® part-time details have been checked/updated.

The following sections provide additional information and specific
instructions on checking and completing Student Level data. Some of this
data can be checked/updated using the Bulk Update routine. For more
information, please see Updating Information Using the Bulk Update Routine
on page 21.

If you have already upgraded to the SIMS 2011 Autumn Release (SIMS
7.142), it is strongly recommended that one or more dry runs are carried out
in order to identify the validation errors and queries that need to be resolved.
For more information, please see Carrying out a Dry Run on page 11.

Updating Information Using the Bulk Update Routine

To prevent validation errors from occurring, it is advisable to check your
SIMS data for accuracy before the return is created and validated.

This can be achieved using Bulk Update. This functionality enables you to
search for missing or invalid data and then update in bulk. For example, it is
possible to search for all students who do not have a First Language
recorded against their name. From the students found, a value can be
assigned to all or several students. This prevents the need to enter/change
values manually for individual students.
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1. Select Routines | Student | Bulk Update to display the Bulk update
Student page.

* Bulk update Student
earch _' inks = @HEID %Elose
Bulk Update
Student Population Update Data ltem
Graoup Type | i i [rata lkem | v|
Group | ~ i
Effective Date 20/11/2011 Effective Date 20/11/2011

2. In the Student Population panel, select the required Group Type and
Group from the drop-down lists.

The Group Type indicates the type of group to list while the Group enables
the specific group of students to be listed. For example, selecting a Group
Type of Year Group enables a specific year to be selected from the Group
drop-down list, such as Year 8.

If searching for missing information, select the particular data field from the
Group Type drop-down list, such as First Language, then select a specific
Group, such as <NONE>.

It is also possible to use this functionality to review the data entered for all
the students in the school. This is achieved by selecting Year Group from
the Group Type drop-down list and <ANY> from the Group drop-down
list, then selecting the required Data Item.

The following table provides some examples of the searches that can be
carried out to identify missing data:

Data Item Comment

First <NONE> First Identifies students who do not have a
Language Language First Language recorded. Can also be
used to change existing values as
required.
SEN Status | Statemented | SEN Lists students with a SEN Status of S
Provision enabling the SEN Provision to be
Type selected.
SEN Status | School SEN Lists students with a SEN Status of P
Action Plus Provision enabling the SEN Provision to be
Type selected.
Year Group | Year 8 (and Connexions | Searches for any students who do not
above) Assent have a value selected in the
Connexions Assent drop-down. This
must be completed for the School
Census.
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The Effective Date is the date on which the membership of the group is
based and defaults to today’s date. This can be changed to the start of the
academic year, for example, to display students who were on-roll on that
date.

In the Update Data Item panel, select the required Data Item from the
drop-down list, e.g. English Additional Language. The Effective Date in
this panel is used to determine the date when the change will become
effective and defaults to today’s date. In most circumstances, it is best to
change this date to the start of the academic year because most data
recorded is applicable from the start of the academic year.

04

Bulk Update
Student Population Update Data Item
Giroup Type Year Gloup W | Data ltem | First Language .
Group ANY> v l:l
Effective Date -9 Effective Date B3]

When the required criteria have been selected, click the Search button to
display the Members panel, which displays a list of students matching the
chosen criteria and the choice of First Language types.

Bulk Update First Language - Year Group <ANY> (20411/2011)
@ Heln [#8Unpin 5% Close

1 Members

1 Memb

MNarme “ear Group | Assigned Adangme Afar-Saho Afikaans  Akan/TwiFa. Albanian/Sh Alur Ambio/Oshive Amharic Ayt
ibbat, Claire ] English

Abbot, Clarizsa hhl English

iibbat, Hannah 7 English

Abbot, James 10 English

Abbot, Susan 8 English

ibdelkoder, Mohamed 12 English

Able. Berjamin 1 English

Abu-Koash, Frederik. hhl Serbian/Croatian

tckropd, Marc 10 English

Ackrayd, Mary 10 English

tidair, Geoffrey 11 English

tdams, James 12 English

Adams, Kathiyn ) English

tdams, Lovise 11 English

Adamns, Melanis 7 English

Adams, Dwen 12 English

idldison, dvie 11 English

Addison, Graham hhl English

tddison, Milie 10 English

ey, Mare 10 English

Adkins, Richard 7 English

gathocleous, George 11 Gresk

Agathocleaus, Sulvina hhl Greek

Ahmad, Arfa hhl Urdu

hmed, Mohan 11 English

Ainsworth, Alison 7 English

tinsworth, Zoe 8 English

ditken, Nigel 11 English

Akhtar, Amanat hhl Urdu

ikhtar, Mina 11 Urdu 3
Tatd 516 916 [ [ [ 0 1 1 0 0 0

< >

TIPS: Use the horizontal and vertical scroll bars to view additional
columns or rows as required. To increase the number of columns
visible on the page, right-click any column heading then select
Narrow Columns from the pop-up menu.
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Bulk Updating Data with the Same Data Item then Editing the Exceptions

Often, the most effective method of populating missing data is to fill all the
rows with the same data item, then edit the exceptions (for example,
depending on the ethnic range within your school).

The following example illustrates how to set all the students as English then
edit the exceptions.

1. Right-click the English data entry column header (hover over the heading
to see the full title, if required) then select Check All from the pop-up
menu.

All the cells within that column are populated with ticks.

[

Name Vear Gioup |Assigned la | DutcheFlemi..| DzongkhasB Ebira Edo/Bini Efikbibio - ~—fn Ewe Em
Narrow Columns
CCTT—

bhot, Claire 3 Erglish
Abbot, Clarissa 1" Erglish
bbot, Hannah 7 English
Abhot, James 10 Erglish
Abbot, Susan g English
bdelkader, Mahamed 12 English
Able, Benjamin 1" Erglish
buKoash, Frederc 1 English
ckroyd, Marc 10 Erglish
ckroyd, Mary 10 Erglish
dair, Geoffrey 1 English
dams, James 12 Erglish

UnCheck All !

SENENRARAEIENENRARAEEAEY

dame K athy 9 Enlish

2. Edit the exceptions by clicking in the cell associated with the individual
student and their status, e.g. Marc Ackroyd’s first language is Dutch.

1 Memb
Name ‘ear Gioup | Assigned

abbey, dirnmy 8 Erglish
Abbot, Claire El English
Abbot, Clarissa 1" Erglish
bbot, Hannah 7 English
bbot, James 10 English
Abbot, Susan 8 Erglish
bdelkader, Mahamed 12 Pahari [Pakistan]

D utch/Flemi . BEE R Ehira Edo/Bini Efik-bibio English Ezandlshan Estanian Ewe Ewe #

Able, Benjamin 1" Erglish
buKoash, Frederi 1" Erglish

A aic
ckroyd, Mary 10 Erglish
Adair, Geoffrey 11 English
dams, James 12 English
e Vot o Cenlioks

SENEAE U BN ENENENENEN RN

3. Once you have made all the required changes, click the Save button to
bulk update the records.

Bulk Updating Data for a Selection of Students

It is also possible to bulk edit data for a selection of students, as follows:

= Hold down the Ctrl key and click the row of each required student to
highlight them. Release the Ctrl key then click one of the highlighted cells
in the required column. A tick indicates that the student has been selected.

B To enter values for sequentially listed students, click the first student, hold
down the Shift key then click the last student in the list (alternatively, hold
down the Shift key and press the Down Arrow key). Release the Shift
key then click one of the highlighted cells in the required column. A tick
indicates that the student has been selected.
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Recording Leavers and Re-Admissions

Ensure that all your leavers are taken off-roll and any returning students are
re-admitted.

The accuracy of student numbers can be checked by running the Population
Analysis (Dated) report (Reports | Run Report - Focus - Student). This
is a predefined report that gives a breakdown of the number of students
(including figures by gender) for each registration group in each year,
together with a grand total.

Recording a Leaver

1. Select Routines | Student | Leavers to display the Find Student(s)
browser.

[ FindStudentfs)

B Search Select = @ Help 3% Close
Swpame [ ] Foerame [ ] Status |an Rl -
YeaGioup | Anp (v FeaBioup |<dnw v EfectiveDate [ |
Name YeaGr. Feg Gr. Adn Mo | DaleofAdmiss. | Daleoflea. Reasonforlea..  Destination

2. Ensure that the Status of On Roll is selected.

3. Click the Search button to display a list of all on-roll students.

W FindStudentfs)

8 Search 3 Fiint Select ~ @ Help 52 Close
VearGioup |<hny v AeaGroup  |<brs v EfectiveDate [ |

Mame eaGr. Feg Gr. Adm Mo Daleoiddmiss. Daleoilea. Reasonforlea.  Destination ~
Abbey, David 1 10F 003263 03/ME/2007

Abbey, dimmy 3 a4 003599 O1//2003

Abbet, Benjamin 13 N D02 D1/0/2004

Abbet, Claiie 3 ) 00350 D2/0/2008

Abbe, Clarissa 11 114 003100 D5//2005

bbo, Harinah 7 7h 003762 01/08,2010

ABbet, James 1 10 003270 03/18/2007 &

4. Highlight the student(s) you wish to record as leavers then click the Select
button. The selected student(s) are displayed in the Students panel.

Manage Student(z] Leaving Detads
=1 Priet @ Help

1 Leaving [nfarmation 2 Students

1 Leaving Information

Diate of Leaving |:| Reason for leaving '_ | EE Assign to All

Destination after Leaving ‘ | [@0 Assign to Selected ]
2 Students

Mame Year Gr Reg. Gr Adm Date of Admiss Date of Leaw Fieason for Leaving | Destination Femove

Abbat, Hannah 7 7B 003Fe2  01/09/200 5 Clear

5. In the Leaving Information panel, enter the Date of Leaving or click
the Calendar button and select the required date.
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The date of leaving should be the date that the student is actually leaving the
school, unless they are transferring from Junior/Primary phase to Secondary
phase because Local Authorities normally specify the dates to be used for
school transfers so that they match. For example, some authorities prefer not
to have any gaps between dates and may suggest a date of leaving (the old
school) of 4 September and the date of admission (into the new school) of 5
September. If you are in any doubt, please contact your Local Authority for
advice.

@ IMPORTANT NOTE: It is recommended that Year 11 students are
not given a Date of Leaving until it is confirmed that they will
actually be leaving the school at the end of the Summer term and
are not returning to Year 12.

For students who stay on for Year 12, without a gap in learning from
Year 11, the DfE expects their Date of Admission to be the same
as it was when the student was in Year 11. It is also expected that
no date of leaving was recorded for the end of Year 11.

1 Leaving Information
Date of Leaving 214072010 Reason for leaving Jurior/Primary to Secondary P s EE Aszign bo Al

Destination after Leaving | | [@ Azzign to Selected ]

6. Select the Reason for Leaving from the drop-down list, then either:

= highlight the students to whom this information applies (using the Ctrl
or Shift keys) and click the Assign to Selected button; or

= if the information applies to all the students in the list, click the Assign
to All button.

7. Optionally, enter the Destination after leaving if known, then either:

= highlight the students to whom this information applies (using the Ctrl
or Shift keys) and click the Assign to Selected button; or

» if the information applies to all the students in the list, click the Assign
to All button.

8. To remove a student from the list, highlight their name then click the
Remove button.

9. To clear the contents of the Date of Leaving, Reason for leaving and
Destination after Leaving fields, highlight the required student(s) then
click the Clear button. Re-enter the information as required.

10. Click the Save button.

U Completed

26 | Preparation for the School Census Spring 2012 Return



Preparing Student Level Information | 04

Re-Admitting a Student

Any student who leaves the school and subsequently decides to return must
be re-admitted.

@

NOTE: Do not simply remove the leaving date, as the student’s period of
absence from the school will not be recorded.

However, if a student is intending to leave but subsequently changes their
mind and decides not to leave, the date of leaving can be removed, as
continuous attendance has been maintained.

©

Select Focus | Student | Student Details to display the Find Student
browser.

Click the New button to display the Add Student page. It is necessary to
enter limited information here as you know that the person already exists.

Click the Continue button to display a list of Matched People, based on
the criteria entered on the Add Student page.

Highlight the required student then click the Open button. The following
warning message is displayed:

The selected student is a leaver. Do you want to re-admit the
student?

Click the Yes button if you are certain that this is the student who should
be re-admitted. Their details are displayed on the Student Details page.

Complete the mandatory fields (Date of birth, Gender, Year Group,
Enrolment Status, Year Taught In and Admission Date) and check
any other details that may have changed since they were last on-roll, such
as their address.

Check that the original UPN is displayed.

If it did not previously exist, generated a new UPN by clicking the button
adjacent to the UPN field to display the Issue UPN dialog.

Select either the Issue Permanent or Issue Temporary UPN radio button
then click the OK button to return to the Registration panel.

The temporary/permanent UPN is issued on save.

Click the Save button to re-admit the student.

NOTE: If the student’s registration status has changed from when they
were previously on-roll, their enrolment status should be changed via
Routines | Student | Change Enrolment Status.

U Completed
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Deleting Unwanted Student Records

If there are students who have been entered in error (such as duplicates),
ensure that they are deleted so that they are not included in the return. This
is achieved via Routines | Student | Delete Student. After selecting the
required student, you have the opportunity to review and print their
information before deleting their record permanently.

@ IMPORTANT NOTE: The deletion is irreversible, therefore a student
= should only be deleted if they have been entered in error.

U Completed

Checking/Correcting a Student’s Basic Details

Ensure that the basic details for all students is up-to-date and correct. It
may be necessary to make changes for a number of reasons, e.g. to correct
inaccurately entered information, legal adoption, change of legal

surname, etc.

The following information is collected in the return:
= Legal Forename (mandatory information in SIMS)
= Middle Names
= Legal Surname (mandatory information in SIMS)

= Former Surname (please see Recording a Student’s Change of Surname
on page 29)

= Preferred Surname (mandatory information in SIMS)
= Gender (mandatory information in SIMS)

= Date of Birth (mandatory information in SIMS).
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Select Focus | Student | Student Details to display the Find Student
browser.

Search for then double-click the name of the required student to display
the Student Details page.

04

1 Basic Details
Legal Forename |James | Fhotograph [:]
Middle Mame(z] |Edward | ﬁ
Legal Surmare |Abb0t | X 3 i -
Preferred Sumame |Abb0t | { = 0 ]
Frefered Forename |James | =
Date of bith [27/04/1336 (& ] .
Age |15_l,leals, 5 mornths | ‘
Gender | M ale v
Birth Certificate Seen O
G ¢ Quick Nate

Check that all the details displayed in the Basic Details panel are
up-to-date and correct, paying particular attention to the data collected in
the return (listed previously).

If a legal change (rather than a correction) is made to the Legal
Forename, Middle Name(s) or Legal Surname, a Reason and Date of
Change must be recorded.

If you have made any changes, click the Save button.

a Student’s Change of Surname

It is a requirement of the School Census Spring 2012 Return that a history
of students’ previous surname(s) is recorded.

In the Basic Details panel, edit the student’s Legal Surname.

Click the Save button. The following message is displayed:

Is a correction to the name or a legal change to the student’s name?

If it is a legal change, please select Yes.
Click the Yes button to display the Reason For Change dialog.

Select the Reason for change from the drop-down list. This entry is
optional but is recommended to maintain a complete history of name
changes.

The Date of Change defaults to today's date but can be amended by
clicking the Calendar button and selecting an alternative date, if required.

Click the OK button to return to the Basic Details panel.

Click the Save button.
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8. To view a list of the student’s previous names, click the History button to
display the Previous Names for dialog.

=

s%s Preyious Names for, Jim Smith

Listof Previous Names

Legal Farename Middle Mame(z) Legal Surname Feazon [rate OF Change D Mew
Micheal Deed Pol 26/10/2011

+ Dpen

% Delete

James Edward Abbot Marriage 1840442011

Cancel

U Completed

Checking/Correcting Registration Details

The following registration information is collected in the return and should
therefore be checked and corrected, if necessary:

= Enrolment Status (mandatory information in SIMS)
= Admission Date (mandatory information in SIMS)

= Year Taught In (mandatory information in SIMS)

= Boarder Status

= UPN

= Former UPN (this is a read-only field, which is populated automatically if
the UPN is changed).

= Unique Learner Number
= Part-Time Indicator

= Year Taught In (National Curriculum Year Group).

Checking/Correcting Enrolment Status, Admission Date, Year Taught
In and Boarder Status

The following information is collected in the return and should therefore be
checked and corrected if necessary:

= Enrolment Status (mandatory information in SIMS)
= Admission Date (mandatory information in SIMS)
= Year Taught In (mandatory information in SIMS)

= Boarder Status.
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1. Select Focus | Student | Student Details to display the Find Student
browser.

2. Search for then double-click the name of the required student to display
the Student Details page.

3. Click the Registration hyperlink to display the Registration panel.

2 Registration
Eeqistration Group N | House Hooke w
“ear Group Year 12 ~|  fearTaughtin Curriculurn Year 12
Enralment Status | Single Registration “ |  Boarder Status
Adrission Date |U'I /05/2004 | Admizsion Mumber |002912 |
Former UFN | | Attendance Mode Al day b
UPM 8204321 04001 | Local UPN | |
Unique Learrer Murber |D1 23456783 |
Pait Time D etails Start Date End Date D Mew

4. Check the student’s Enrolment Status. Select the correct enrolment
status from the drop-down list, if required.

5. Ensure that the Admission Date is correct. Edit the date or click the
Calendar button and select a different date, if required.

6. Ensure that the Year Taught In field displays the actual National
Curriculum year in which the student is taught the majority of the time. For
more information, please see Checking/Correcting the National Curriculum
Year Group on page 35.

7. Check the Boarder Status. Select the correct boarder status from the
drop-down list, if required.

8. Click the Save button.
U Completed

Checking/Correcting UPNs

The following information is collected in the return:
= UPN

= Former UPN (this is a read-only field, which is automatically populated if
the UPN is changed).

Ensure that all students have a UPN recorded and that all UPNs are in the
correct format. A temporary UPN is acceptable in some circumstances.

1. Select Focus | Student | Student Details to display the Find Student
browser.
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2. Search for then double-click the name of the required student to display
the Student Details page.

3. Click the Registration hyperlink to display the Registration panel.

2 Registraiion
Beaistration Group M N House Hooke w
Wear Group Year12 w | earTaughtln Curriculum Year 12 v
Enrolment Status | Single A eqistration “ Boarder Status v
Admizzion Date |D1 /03/2004 | Admizzion Number |UD2912 |
Farmer UPN | | Attendance Mods Al day b
UPN [<520432104001 | Local LIFN | |
Unique Learrer Mumber |U123455?89 |
Part Time Details Start Date End Date E| Mew

UPNSs should be entered in the UPN field. Ensure that the format is valid
(the field will turn red if invalid).

= Permanent UPNs are issued to a new student only when it is believed
that they have never previously been allocated a UPN or to replace a
temporary UPN.

= Temporary UPNs are issued to a student when the permanent UPN is
not known to the school, e.g. awaiting transfer file/applicant’s
information. A temporary UPN can be recognised by the letter after the
UPN number, e.g. H82020010701A.

4. If necessary, issue a new UPN by clicking the Generate UPN button
adjacent to the UPN field to display the Issue UPN dialog.

Generate UPN button

F————————————————
s™s |ssue LIPN E]@E]
Issue Permanent UPH @®
|zzue Temporary UPN O
Mone O

5. Select either the Issue Permanent UPN or Issue Temporary UPN radio
button.

6. Click the OK button to return to the Registration panel.

7. Click the Save button to save any changes. The UPN is generated
automatically when the record is saved.

U Completed
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Checking/Correcting Unique Learner Numbers

A Unique Learner Number (ULN) is a 10-digit identifier that is retained and
stays with the student’s learning record throughout their lives. Currently, this
applies to students over the age of 14 involved in UK education or training.
The 14-19 Diploma is the main requirement for ULNs but Functional Skills and
routine examination entry are also requesting their use.

04

Learning Records Service (previously known as the Managing Information
Across Partners Programme) issues and maintains a ULN record for
applicable students. ULNs can be obtained using one or more of the

following methods:

® The new DfE ULN service (to upload a CTF file via a web page on the S2S

website).

® The Learner Registration Service Web Portal (to obtain individual ULNSs).

= The Key to Success website

(https://www.keytosuccess.education.gov.uk/).

If available, enter a ULN for each student over the age of 14.

1. Select Focus | Student | Student Details to display the Find Student

browser.

2. Search for then double-click the name of the required student to display
the Student Details page.

3. Click the Registration hyperlink to display the Registration panel.

2 Regisiration
Beqistration Group
Year Group
Enrclment Status
Admission Date
Former LFM
LR

Unigue Learmer Murmber

Part Tirme Details

M

Year12

| Single Registration

R

W

|m /09,2004

b
(E]

|><82D432‘I 0400

% |

|m 23456789

House Hooke

Year Taught In

Boarder Status

Curriculurn ear 12

Adrnission Murber |UU291 2

Attendance Mode All day

Local LFN |

Start D ate

End Date

=
| Mew

4. Check the content of the Unique Learner Number field. Enter the
10-digit identifier, if not currently displayed.

5. Click the Save button to save any changes, if applicable.

L Completed
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Checking/Correcting Part-Time Student Information

This is mostly relevant to Nursery schools (or schools with nursery age
children) and Primary schools with Reception years. However, any student
can be marked as part-time if their attendance is anything less than 10
sessions per week.

For dual registered students, time in other schools should be taken into
account. For example, three full days in one school and two full days in
another school should not be classified by either school as part-time.

When recording part-time details, a minimum of a Start Date needs to be
entered in the Part Time Details section.

1. Select Focus | Student | Student Details to display the Find Student
browser.

2. Search for then double-click the name of the required student to display
the Student Details page.

3. Click the Registration hyperlink to display the Registration panel.

2 Reqgistration
Beqistration Group M « |  House Hooke v
“ear Group Year 12 v | Year Taughtln Curriculum *fear 12
Enralment Status | Single Reqistration v Boarder Status
Admission [ ate |lj1 /03/2004 | Admission Number |'3'3291 2 |
Farmer LPN | | Attendance Mode All day o
UPN [xa204321 04001 | Local LIPN | |
Unigque Leamer Mumber |U123455?89 |
Part Time Details Start D ate End Date || New

0440142010

4. Check the details displayed in the Part Time Details section. A minimum
of a Start Date must be shown.

5. Part-time details can be added by clicking the New button to display the
Add Part-time Attendance dialog.

s Add Part-time Attendance E@E

Start Date 23/08/2011
End Date /082012

[ [1]8 ][ Cancel ]

6. Enter a minimum of the Start Date then click the OK button to return to
the Registration panel.
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N

Click the Save button to save any changes.

IMPORTANT NOTE: It is equally important to edit the details of any
students who are no longer part-time. This is achieved by highlighting the
student’s Part Time Details record then clicking the Open button to
display the Add Part-time Attendance dialog. Enter the correct End
Date then click the OK button to return to the Registration panel.

U Completed

Checking/Correcting the National Curriculum Year Group

The National Curriculum Year Group (Year Taught In) is the year group in
which the student is taught for the majority of the time, regardless of their
chronological age. In most cases, this will be the same as the Year Group.
However, some children are taught in the year above or below the expected
year (based on their age), perhaps because they are academically advanced
or behind. It is very important that the correct Year Taught In is recorded
in SIMS.

The following table shows the Curriculum Year in which the students in
England are expected to be taught, according to their date of birth (during
the academic year 2011/2012):

Curriculum Year student Age Range Date of birth range
would normally be taught in

N1 2-3 01/09/2008 to 31/08/2009
N2 3-4 01/09/2007 to 31/08/2008
R 4-5 01/09/2006 to 31/08/2007
1 5-6 01/09/2005 to 31/08/2006
2 6-7 01/09/2004 to 31/08/2005
3 7-8 01/09/2003 to 31/08/2004
4 8-9 01/09/2002 to 31/08/2003
5 9-10 01/09/2001 to 31/08/2002
6 10-11 01/09/2000 to 31/08/2001
7 11 -12 01/09/1999 to 31/08/2000
8 12 - 13 01/09/1998 to 31/08/1999
9 13 -14 01/09/1997 to 31/08/1998
10 14 - 15 01/09/1996 to 31/08/1997
11 15 - 16 01/09/1995 to 31/08/1996
12 16 — 17 01/09/1994 to 31/08/1995
13 17 — 18 01/09/1993 to 31/08/1994
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There are three methods of checking this information in SIMS:
® via individual student records
® via the pastoral structure by curriculum year
® via the pastoral structure for the whole school.

These methods are described in the following sections.

Checking Individual Records:

1. Select Focus | Student | Student Details to display the Find Student
browser.

2. Search for then double-click the name of the required student to display
the Student Details page.

3. Click the Registration hyperlink to display the Registration panel.

2 Regisiration
Fegistration Group |N ™ | House |H00ke - |
ear Group |Year 12 ~ | “ear Taught In | Curriculum Year 12 _v_|
Enmliawan!ﬁ'g;fé-tug: | Single Registration v_| Boarder Status v
| rissonDale 01/09/2004 =) Jurt [po231z
: Al day bl
+8204322704001
0123456729
Start D ate End Date L
Histary

4. Check the Year Taught In to ensure that it is correct. If necessary, select
the correct year from the drop-down list.

NOTE: Any change made in the Registration panel is effective
from today’s date. If the Year Taught In change was applicable
from an earlier date, click the History button and apply the
change from the actual date the change is required.
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Checking the Year Taught In via the Pastoral Structure by Curriculum Year:

1. Select Focus | School | Pastoral Structure | Current Structure to
display the Current Academic Year Pastoral Structure page.

2. Click the Go button.

Effective Diate: [01/11./2011

+ @ Pasztaral Structure

+-{i House

#1-_] Mational Curmiculum Year Taught In

ﬁGD

3. Expand the National Curriculum Year Taught In folder by clicking the +
icon or double-clicking the folder name. The curriculum years are
displayed.

Effective Date: (01/11/2011 o Go

= Green Abbep School - 01/11/2011
+ @ Pastoral Stucture
+-fy House
=

M ational Curriculurn Year Taught [n

i3 Curriculum Year 7
23 Cumriculum Year 8
3 Cumiculum Year 9
3 Cumriculum Year 10
5 Cumriculum ear 11
i3 Curriculum Year 12
{23 Cumriculum Year 13

4. Right-click the required curriculum year folder then select Members from
the pop-up menu.

Effective Date: [01/11/2011 o Go

= (35 Green Abbey School - 01/11/2011
+ @' Pastoral Stucture
+ {4 House
=-[_ 1 Mational Curiculum Year Taught [n
A Curiculum Year 7

Curriculum ea
A Curiculum Yea Members
423 Curriculum Year 10
=3 Curiculur vear 11
i3 Curriculum Year 12
@ Curriculurn vear 13
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The Allocate Students/Applicants dialog is displayed.

s Allocate Students/Applicants : Curriculum Year B

Effechive Date Range
() From effective date to end of the academic year () Dver the whole academic pear [ 01/03/2011 - 02/08/2012 )
Student 5tatus
bl Students M Accepted Applications M Cument Applications [Applied / Offered / Reserved]
Pemters %Act\uns <
~
Mame Gender [Year Group|Reg Group | DOB 7 8 (1011 (12|13
Female Year 8
Adams. Melanie Female |Year 8 an (0B/06/1939
Adkins, Richard Male ‘ear B 2E 23/0341939 v
Ainsworth, Alizon Female |vear 8 aC 28/05/1933 'l
Andiews, Bethany Female |[Year 8 8E 1B/01/1933 4
Aperen, Alex Female [Year 8 8E 16/06/1933 v
Ashworth, Imogen Female [Year 8 aC 13/03/41933 4
Atkinson, Bridget Female |Year 8 aF 23/0B/1939 v
Austin, Shannon Female |vear 8 an 17/03/1933 'l
Barbut, Rachel Female |Year 8 2B 14/02/1939 v
Bamard, Andrew Male Year 8 8E 1470441939 < "
Tatal o) 188l of o of o o0
< >

5. Ensure that the Effective Date Range is changed to Over the whole

academic year by selecting the radio button.

6. Change the memberships of the curriculum year (Year Taught In) as

required by clicking the required cell(s) in the grid.

@ TIP: To sort the student names in date of birth order, right-click the
DOB column heading then select Sort By from the pop-up menu.

The following graphic shows that one student is taught in Year 9.

¥ Allocate StudentsfApplicants : Curriculum Year B

Effective Date Range

() From effective date to end of the academic year (%) Dver the whole academic year [ 01/09/2011 - 02/09/2012 )
Student Status

b Students [¥l Accepted Applications [l Cunent Applications [&pplied 7 Oifered / Reserved)

Memb

AEE)

Name Gender |Year Group|Reg Group |DDB 7 8 n 10 (11|12 |13 =
Aperen, Alex Female [Year 8 8E 16/06/1999 v

Ashwworth, Imogen Female |[Year 8 8C 13/03/1393 v

Atkinzon, Bridget Female |Year 8 aF 23/08/1393 '

Austin, Shannon Female [Year 8 80 17/03/1933 v

Barbut, Rachel Female [Year 8 it} 14/02/1353 v

Barnard, Andrew Male ear B 8E 14/04/1333 v

Bamstable, Tracy Female [Year 8 =in] 1470441993 W

Bermett, Ahys Male Year 8 e 30/03/41939 '

Bond., Craig Male Year 8 8A 18/0941938

Bones, Susan Female [Year 8 8F 07/08/1333 v

Bouffet, Trinity Female |Year 8 ac 3170141939 ' v
Total o186 2 of o 0 o

< >
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7. Make any further changes then click the OK button to close the dialog.
8. Repeat for the other curriculum years, if required.

9. Click the Save button.

Checking the Year Taught In via the Pastoral Structure for the Whole School:

1. Select Focus | School | Pastoral Structure | Current Structure to
display the Current Academic Year Pastoral Structure page.

2. Click the Go button.

Effective Date: (0141172011

SERE] Green Abbe | - 01411
+ @ Pastoral Structure

- fiyy House

+-_] Mational Curiculum Year Taught In

(P Go
11

3. Right-click the National Curriculum Year Taught In folder then select
Members from the pop-up menu.

Effective Date: |01/11/2011 o Go

= (44 GreenAbbey School - 011/2011
+ @ Pastoral Stucture
+ House
PR M ational Curiculum Year Taught le

Setup Curriculum Years. ..

Members

The Allocate Students/Applicants dialog is displayed.

-
ss Allocate Students/Applicants E]@E]

Effective Dale Range
(%) From effective date to end of the academic year () Over the whole aoademiz year [ 01/09/2011 - 02/09/2012
Student 5 tatus
b Studerts ¥ Accepted Applications W Curent Applications (Applied / Difered / Reserved)
Blenter %AD“UHS @
A
Name Gender |Year Group| Reg Group | DOB 7 8 91011 (12|13
Abbey, Grenetta Female Year 7 7F 240772000 v
Abbey. Jimmy Male “rear 9 94, 17/04/1938 4
Abbat, Claire Female [Year 10 108 22/04/1357 '
Abbot, Clarissa Female (Year 12 G 22/06/1935 v
Abbot, Hannah Female [Tear & a8 2341241998 v
Abbot, Jim Male “rear 11 11c 27/04/1996 v
Abbot, Susan Female (vear 3 9B 21/06/1938 v
Abdelkoder, Mohamed Male rear 13 P 16/03/1994 v
Able, Benjamin Male “rear 12 M 19/02/1995 I
Abrahams, Jacqui Female |vear 7 7B 12/10/1993 | ¥
Ackropd, Marcus Male “rear 11 118 21/08/1996 " v
Total 176| 188| 160( 164 158( 98 103
< >
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4. Ensure that the Effective Date Range is changed to Over the whole
academic year by selecting the radio button.

By default, the students are listed in alphabetical order by surname. Sorting
the students in Year Group order assists in the finding of any students who
do not have a year taught in specified.

5. Right-click the Year Group heading then select Sort By from the pop-up
menu. Any students who have not been allocated a year taught in are
displayed at the top of the list.

@ |

=¥ Allocate Students/Applicants g@@
Effective Date Hange
() From effective date to end of the academic year (=) Ower the whole academic year [ 01/09/2011 - 02/09/2012
Student Status
b Shudents b  Accepted Applications b Curent Applications [4pplied / Difered # Reserved)
~
Name Gender Year Group|Reg Group|DOB 8 9 (10|11 (12|13
Abbey, Grenetta Female |Tear 7 TF 24/07/2000
Abrahams, Jacqui Female |Tear 7 7B 1241041999
Ackton, Bl Male  Year 7 A 11/06/1998
Ahmed, Ackmar Male Tear 7 7E 2911241933
Akmal, Mohammed Male Year 7 7D 20/04/2000 | ¥
Amiel, Tanzee! Female |vear 7 7B /072000 | ¥
Araujo, Hitesh ale ear T TE 0E/02/2000 v
Arkwright, Deborah Female |vear 7 7D 01041993 | ¥
Bartlet, Jeremy I ale ear T D 3141241993 v
Basra, il Female |Year 7 7F M101398 | ¥
Berestord, Diana Female |Tear 7 TF 19407 /2000 v o
Total 176| 158| 160( 164| 158 98 103
< >
(5 Membership of MC *Year cannat be removed

6. Indicate which year the students with missing years are taught in by
clicking the applicable cell in the grid.

7. Make any required changes for the other students listed then click the OK
button.

L Completed

Checking Home Address Information

Only a student’s current home address is required for the Spring 2012
return. Where a student has multiple current addresses, these address
details should also be recorded in SIMS, as they will be collected in the
return.

The full address information is collected and therefore all the address details
should be entered in order to avoid validation errors. It is particularly
important to check that a House Name or House Number and a Post
Code are entered in the correct fields.
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Post codes must be entered in the correct format. A validation error is
generated if a post code has not been entered (although it is understood
that in some instances, such as Traveller children, a post code is not
available).

Select Focus | Student | Student Details to display the Find Student
browser.

Search for then double click the name of the required student to display
the Student Details page.

Click the Addresses hyperlink to display the Addresses panel.

3 Addresses

Hiztory
Current Home &ddress Details (Not validated)

0 . 16 Brickberry Cloze
L : Hampton Hargate
Peterborough

FET 84R
United Kingdorm

01/09/2004 ILE ]

Continue |

Hasic

Check that the Post Code and House Number/Name exist and that they
are valid. If you have Windows® Internet Explorer, these details can be
checked by clicking the Address button to display the address location on
a map.

NOTE: British Forces Post Office numbers can be added as post
codes.

If you have edited the address, click the Save button.

If the student has an additional current address, i.e. a Second Home,
enter the additional address then click the Continue button (adjacent to
the address) to display the New Address Details panel.

Enter the remaining address details and the Address Type then click the
Save button to refresh the display.

U Completed

Preparation for the School Census Spring 2012 Return | a1



04 | Preparing Student Level Information

Checking Free School Meals Eligibility

Only students who have been approved by the LA to receive a free school
meal should be recorded as being eligible. It is advisable to check that all
eligible students are recorded in SIMS.

The free school meal eligibility Start Date must be entered, as this is the
only mandatory information required for the School Census. An End Date is
not mandatory for the census, but can be useful to enable reports to be
produced that list when eligibility expires. To be included in the School
Census, students must be eligible on census day. Therefore, the free school
meal eligibility End Date must not be before the census date.

The Meal Patterns section is for information purposes only and does not
need to be recorded. It is perfectly acceptable, for example, for a student to
be eligible for free school meals, but to bring sandwiches (PL (packed
lunch)) or to go home (HO (home)).

1. Select Focus | Student | Student Details to display the Find Student
browser.

2. Search for then double-click the required student to display the Student
Details page.

3. Click the Dietary hyperlink to display the Dietary panel.

6 Dietary

teal Patterns Start D ate End Date Mon Tue wed Thu Fri D MNew
01/03/2011 Tagn
06/09/2010 154072011 SM HO Sk Sk PL i
054012003 164072010 PL HO HO HO CC 52 Delete

Eligible for Frae Meals Start Date End Date [ New
01/058/2011
mA8/2010 15072011 Dpen

% Delete
F5H Review Date l:l

4. Ensure the minimum of a Start Date is displayed in the Eligible for Free
Meals panel. If a Start Date needs to be added, click the adjacent New
button to display the Add Free Meal Details dialog.

@ B

s Add Free Meal Details g@@

[ &
[ &

Start D1 ate

End Date

[ 0K ][ Cancel ]

5. Enter the Start Date (and End Date if available) for the free meal period,
as supplied by your Local Authority.
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6. Click the OK button to return to the Dietary panel, where the new
information is displayed in the Eligible for Free Meals panel.

7. Click the Save button to save any changes.

Ensure that this data is checked/amended (as required) on a regular basis.

L Completed

Checking/Correcting Ethnic and Cultural Information

The following ethnic and cultural information is collected in the return:
= Ethnicity
= First Language

= A First Language other than English should be recorded where a student
was exposed to the language during early development and continues to
be exposed to this language in the home or in the community.

= If the child was exposed to more than one language (which may include
English) during early development, the language other than English
should be recorded, irrespective of the student’s proficiency in English.

1. Select Focus | Student | Student Details to display the Find Student
browser.

2. Search for then double-click the required student to display the Student
Details page.

3. Click the Ethnic/Cultural hyperlink to display the Ethnic/Cultural panel.

8 Ethnic/Culiural
Ethmizity |'white - English |  Ethnic Data Source Provided by the parent
Home Language English | Beligion Other Religion ~
First Language English | English Additional Language Mo “
First Language Source Provided .by the parent v Traveller Status | D
Aaylum Status | SpeakswWelsh Iformation Mot Dbtained v
M ational | dentity English
Mationality and Passport Mationality Pazzpart Mumber Pazsport Expiry date |__| M
Details

4. Select the student’s Ethnicity from the drop-down list.
5. Select the student’s First Language from the drop-down list.

6. Click the Save button.

U Completed
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Checking/Correcting Additional Information

The following additional information is collected in the return:

= Connexions Assent

= Service Children in Education Indicator.

Checking/Correcting the Service Children in Education Indicator
1. Select Focus | Student | Student Details to display the Find Student

browser.

2. Search for then double-click the required student to display the Student

Details page.

3. Click the Additional Information hyperlink to display the Additional
Information panel.

9 Additional Information

Meals

Modes of travel

Service Children in Education
Uniform Allowance

Eligible far Free School
Transpork

Link ed &nercie:

Free Meal -~
] Home

[ Sandwiches hd
[] Boarder - not applicable -~

[ Bus [type not knawn)
[ Car Share [with child/children)

| v

e

Mo
Unknown
Refuzed

Recoupment
Boute
LA Provided Transport

Souwrce of Service Children in
Education

|:| Mew

aamcu bl o ddr,

Y

4. If the Service Children in Education field is blank or the value shown is
incorrect, select the applicable value from the drop-down list, i.e. Yes, No,
Unknown or Refused.

5. Click the Save button.

Checking/Correcting Connexions Assent

U Completed

Connexions is the Government's support service for all young people in England
aged 12 to 25. It provides integrated advice, guidance and access to personal
development opportunities. Before data can be shared with Connexions,
schools are required to send parents a Fair Processing Notice (FPN), advising
that data will be shared unless the parent withholds permission.

The applicable selection must be made from the Connexions Assent
drop-down list to indicate whether the parent’s consent to student data being
shared with Connexions has been obtained.

1. Select Focus | Student | Student Details to display the Find Student

browser.
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2. Search for then double-click the required student to display the Student
Details page.

3. Click the Additional Information hyperlink to display the Additional
Information panel.

9 Additional Information

Meals [] Free Meal ~ Recoupment Peterborough | E]
[ Home : = =
S andwiches v Connexions Sssent Connexiohs &ssent Obtained v
Modes of travel [] Boarder - nat applicable S Foute v

Buz [lwpe not known]

[ Car Share (with chid/chiren) v 4 Frovided Transpart M
Service Children in Education v Source of Service Children in “
Education
Unifarm Allowance []
Flinible for Free Sehnal [ cicniria Cecd ot |

4. Indicate whether parent/guardians have given consent to student data
being shared with Connexions by selecting from the Connexions Assent
drop-down list. The following options are available:

= Unsought: School has not yet sent out Fair Processing Notices.

The number of students recorded as Unsought, e.g. new starters where
the school has not yet had time to write to the parent/guardian, should
be minimal.

= Connexions Assent Obtained: Permission has been given by the
parent/guardian to share information about the student with
Connexions.

= Connexions Assent Refused: Permission has been refused by the
parent/guardian to share information about the student with
Connexions.

= Sought no Reply: The school has sent out Fair Processing Notices but
has not received a reply.

For information on how to check for any missing Connexions Assent data
and to complete fields in bulk, please see Updating Information Using Bulk
Update on page 21.

U Completed

Checking/Correcting Welfare Information

The following welfare information is collected in the return:

= In Care Indicator (applicable to students with exclusions during the period
24/04/2011 — 31/08/2011 only)

= Type of Disability.
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Checking/Correcting Disability Information

The student disability type is being collected to enable the DfE and LA to
fully understand and subsequently respond to the needs of children with
disabilities for whom they are responsible.

1. Select Focus | Student | Student Details to display the Find Student
browser.

2. Search for then double-click the required student to display the Student
Details page.

3. Click the Welfare hyperlink to display the Welfare panel.

10 Welfare

In Care Mat currently in Care

Iy Coare D stals Start Date End Date | Care Authority FEP B Nie.w.

Start D ate End Date | Authority

Start D ate End Date
19410420010 roblerns with Behaviour

4. Ensure that any existing Disabilities information is correct and add new
information, if required.

a. To add details of a type of disability, click the New button adjacent to
the Disabilities panel to display the Add Student Disability details
dialog.

s Add Student Disability details

Diizability

SlEf e Froblems with Hand Function e el @

Problems with Personal Care
Problems with Eating & Drinking
Froblerns with Medication
Froblems with Incontinence
Froblemns with Communication

53|58

Select the required Disability from the drop-down list, enter a Start
Date (if different from today) and add any associated Comments then
click the OK button to return to the Welfare panel.
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b. To edit an existing disability record, e.g. enter an end date or add
additional comments, highlight the record then click the Open button
adjacent to the Disabilities panel to display the Add Student
Disability details dialog.

r =

sws Edit Student Disability details =3

Diizability Froblems with Behaviour .

Stat Date 1871072010 eadae [ [[T]

Comments Meeds oneta-ane tuition and supervision at lunch times.
Parents to be kept informed of progress.

Edit as required, ensuring that an End Date is entered if the disability is
no longer applicable, then click the OK button to return to the Welfare
panel.

c. To delete a disability record, e.g. one that has been entered in error or
is no longer applicable, highlight the record then click the Delete button
adjacent to the Disabilities panel. The record is deleted immediately.

5. Click the Save button.

U Completed

Checking/Correcting In Care Details for Excluded Students

In care details are collected for students who were subject to any exclusion
with a start date during the period 24/04/2011 — 31/08/2011 inclusive.

Any student in care (looked after children) should be recorded as such in
SIMS. A child is considered ‘In Care’ or ‘Looked After’ if he or she is in the
care of the Local Authority or is provided with accommodation for more than
24 hours by the authority. Please consult the person at school with the
designated authority for in care children, e.g. the SEN Co-ordinator, if you
are unsure.

To set up an in care record, minimum details can be entered, i.e. the Care
Authority and a Start Date.

Adding a New In Care Record

1. Select Focus | Student | Student Details to display the Find Student
browser.

2. Search for then double-click the required student to display the Student
Details page.

3. Click the Welfare hyperlink to display the Welfare panel.
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f.n'.'Gare‘-- Mot cwrﬁnﬂ%m-fare-

Start D ate | EndDate | Care Autharity | PEP |

Start Date | EndDate | Autharity | MNotes

Start Date | EndDate

4. Click the New button adjacent to the In Care Details panel to display the
Add In Care Details dialog.

=

s#: Add In Care Details

Care Details
Care Authority |
Star Date I I t@
- - :
Personal Edi Plans _
StatDate | EndDate | Mates L Mew

 Plan Details

B Contributar M ame: 1
Plan Contributars O Delete

Attachment | Summary - Owner

5. Click the Care Authority browser button to display the Select Local
Authority dialog.

6. Search for the required Care Authority by entering all or part of the name
in the LA name field then click the Search button.
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L& name |b9d | L& number I:I Fegion  |England
Mame LA number

Bedfordshire [Pre LGR 09) 820

B edfordshire [Pre Lar] 02

Bedford B orough 822

(] 8 ] [ Cancel

7. Double-click the Name of the required authority to return to the Add In

Care Details dialog.

8. Enter the Start Date (and End Date if known) for the in care period.

@ NOTE: If the student was imported via CTF, the in care details Start
Date defaults to the date the CTF was imported. If the actual in
care Start Date is different, it should be manually amended to the
correct date or date of admission. There is also an Effective Date
button so, for instance, if the file is imported on the 10" of the
month but the effective date is set to the 1%, the memberships will

start on the 1.

Additional information can be recorded, if required, before clicking the OK
button to return to the Welfare panel.

10Welfare

In Care Currently in Care

Start D ate

In Care Details 56 072008

End D ate

Care Authority
Eedfordshire [Pre Lar)

FEP

|:| Mew
Open
S Delete

9. The In Care status is displayed as Currently In Care and a summary is
displayed in the In Care Details section.

U Completed
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Checking/Correcting Special Educational Needs
Information

The following Special Educational Needs (SEN) items are collected in the return:

SEN Status (SEN Provision)

= N - No Special Educational Need
= A - School/Early Years Action

= P - School/Early Years Action+

= S - Statement.

SEN Ranking

SEN Need Type
= Resourced Provision.

1. Select Focus | Student | Special Educational Needs to display the Find
SEN Student browser.

2. Select the required SEN Status from the drop-down list then click the
Search button to display a list of students who match the criteria.

[ Find SEN Student

8 Sesch + (= Open & Pint | [Tl Browse | T e [ View ~ & Liks ~ @ Help 3 Closs
Tier <,;5my> "D Year Group :<Any> ”'l:l Class :<Any> v]:l House :<»:3\ny> 'vD

SEN Status | P - School/Early Years & v [ |

‘Year Group Class House Gender | SEM Status

Female P -Scl i
Candy. Mol 5 568 Female P - School/Earl Years Acti.

3. Double-click the name of the required student to display the Student SEN
details page.
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4. Check the details displayed in the Basic SEN Details panel, ensuring that
the Status is correct. Select the correct Status from the drop-down list, if
required.

NOTE: N - No Special Educational Need should be used only if a
SEN Status was previously assigned but A, P and S are not
currently relevant.

3 Basic SEN Details

Statuz |A - Schaool/E arly Years Action. “ | Start Diate (0240142011 @ Status Histary
|[N0 statement decizions pending] |

Ran... Need Type Drescription B Mew
1 Specific Learning Difficulty =
Behaviour, Emotional and Social Dif...

Meeds

Currently having problems with numeracy. r

Attachment  Summary

NOTE: At least one Special Educational Need, e.g. Visual
Impairment, must be recorded for all students with a SEN Status
of P - School/Early Years Action+ or S - Statement.

5. Ensure that the Needs panel displays the correct information.

a. To add a Needs Type, click the New button to display the Add/Edit
SEN Need dialog. Select the Need Type from the drop-down list then
enter a Description, if required. A temporary Ranking is calculated
automatically. Click the OK button to return to the Basic SEN Details
panel.

b. To rank the SEN Needs in the required order, highlight a record then
click the Move Up or Move Down button, as required.

c. To edit the SEN Need or Description, highlight the record then click
the Open button. Edit the details as required, then click the OK button
to return to the Basic SEN Details panel.
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6. Click the Provisions hyperlink to display the Provisions panel, where
Resourced Provisions can be recorded.

7 Provisions

Provizion Type Start Date End Date Cost Frequency D Mew
Resourced Provi...  04/05/2010 2640942011 1 extra seszsio...
Resourced Provi..  21/09/2009 1-1 basiz bwic...
Time in SEM Unit  3110/2011 2 extra sessio... S Delete

Open

a. To add a Provision Type, click the New button to display the Add/Edit
SEN Provision dialog. Select the Provision Type from the drop-down
list then enter the provision Start Date. Enter additional information, if
required, then click the OK button to return to the Provisions panel.

b. To edit the details of a provision record, highlight the record then click the
Open button. Edit the details as required then click the OK button to
return to the Provisions panel.

7. Update the other information on the Student SEN details page, if required,
then click the Save button.

For more information about Special Educational Needs, please refer to the
following area of the DfE website:

http://www.education.gov.uk/schools/pupilsupport/sen

L Completed

Preparing Exclusions Information

Exclusions information is required for students who were subject to any
exclusion with a start date during the period 24/04/2011 — 31/08/2011
inclusive. Exclusions should not be counted if the Head Teacher withdrew
them, or if the student was re-instated by the Discipline Committee or an
independent Appeal Panel.

@ NOTE: To ensure that overturned exclusions are not included in the School
Census, it is important that the Discipline Committee and Exclusion Appeal
results are recorded in the Appeal Details panel (via Focus | Student |
Exclusions).

The following data items are required for the School Census Spring 2012:
= Exclusion Type (category, e.g. fixed period, lunchtime or permanent)
= Exclusion Reason (select one code to provide the main reason)

= Exclusion Start Date

= Actual number of sessions (required for fixed period and lunchtime
exclusions)

= In Care indicator. For more information please see Checking/Correcting
Welfare Information on page 45.

NOTE: The Start Date, End Date (if known) and LA Details must be
entered for any type of exclusion recorded for any students in care.
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@ IMPORTANT NOTE about Permanent Exclusions: Any permanently

= excluded students should be marked as leavers as soon as the exclusion
has been confirmed by the LA. Before making them a leaver, ensure that
you have recorded the following information:

= In Care indicator (if applicable)

= SEN Status (if applicable — note that Never Assigned is not an
acceptable value for excluded students)

= Ethnicity
= Ethnic Source
= Part-time indicator (if applicable)

= Date of Admission.

Recording an Exclusion

1. Select Focus | Student | Exclusions to display the Find Exclusions
Student browser.

M FindExclusions Student

Tier <Ly v ear Group <Ay v Class <Ay v | House <y v

H Search - [ view - @He\p %E\use

Narne ‘Year Group Class House Gender Admission Nurmber

2. Search for then double-click the required student to display the Exclusion
Details page.

ExclusionDetails - David Abbey
£ Print & Links

-9

Exclusions
Academic Year Tem Start Date: End Date Length Exclusion Type Exclusion Reason D New
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3. Click the New button adjacent to the Exclusions panel to display the Add
Exclusion dialog.

@ N
“#= Add Exclusion E@g|
Exclusion Details
Type w Reason w
Start Time v Length School Days Calculate

Pait Time Exclusion O

Comments

Agency Invalved | |

Academic ear | | Tem |

Discipline Commitiee
Committes Result v Reinstatement D ate I:I

Patents Representation [

Appeal Details
Appeal Received O

Appeal Date I:I Appeal Result

Notes/Documenis
Attachment | Summary Type Owner Last Modified D MNew
< 13

4. Select the exclusion Type and the Reason for the exclusion from the
respective drop-down lists.

5. Enter the exclusion Start Date and End Date. Alternatively, click the
appropriate Calendar button then select the required date.

6. Select a Start Time from the drop-down list, i.e. AM or PM.
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7. Click the Calculate button to populate the Length School Days field

automatically.

=
s Fit Exclusion

Exclusion Details
Type
Start Date

Start Time
Part Time E xclusion

Comments

Agency Invalved

EEX
Fized Tem w Reaszon Werbal abuzesthreatening behay
21/06/20M End Diate 23/06/2011
AN v Length School Days 3.00 Calculate
1

Ongaing bullying against other members of the class|

Academic Y'ear

Tem

|Ac:ademic: Year 201042011 Summer Term |

8. Click the OK button to save the exclusion and return to the Exclusion
Details page, where a summary of the new exclusion is displayed.

ExclusionDetails - Chris Aaron

& Links ~ Q

[ Mew
Open

9% Delete

[ save | &) Undo = Fiint

Start Date
21/06/2011

Academic Year Tem Exclusion Reason

Academic Year 2010/2011

EndDate Length
ez 3

Exclusion Type

Summer Teim Fixed Tem Weibal abuse/thieatening behaviour a..

Total inAcademic Yaar 2010/2011 2dayls)

The Academic Year and the total number of exclusion days in that year are
displayed at the bottom of the page.

9. Click the Save button to save the exclusion.

For more information about exclusions, please refer to the following area of
the DfE website:

http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion

U Completed
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Preparing Attendance Information

Termly attendance data (including attendance codes and the number of
sessions missed) should be provided for non-boarder students aged 5 to 15
inclusive on 31/08/2011 who were on-roll for at least one session during the
period from the start of the Autumn term 2011 to 31/12/2011.

The attendance data collected in this School Census return includes:
= Attendance Codes (i.e. the reasons for absence)
= Number of Sessions Missed.

If you use SIMS Attendance/Lesson Monitor, attendance data is entered in
the return automatically, provided that there are no missing marks.

@ IMPORTANT NOTE: If you use SIMS Attendance/Lesson Monitor,
ensure that all missing marks and unexplained absences for the
previous term have been dealt with before commencing the School
Census Return.

If you do not use SIMS Attendance/Lesson Monitor and you do not use a
software package that writes back to the SIMS database, or if you have not
converted to the code of practice for attendance codes, you need to
calculate and enter the following information manually on the Census
Details page (via Routines | Statutory Returns | School Census):

= Possible Sessions
= Sessions Missed due to Authorised Absence
= Sessions Missed due to Unauthorised Absence.

For more information about completing the School Census Spring 2012
Return, please refer to the Producing the School Census Spring 2012 Return
handbook.

For information and advice about school attendance, please refer to the
following area of the DfE website:

http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance

@ More Information:
Producing Detail Reports on page 15
Managing Pupil/Student Attendance handbook
Monitoring Session and Lesson Registration handbook

U Completed
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Checking/Correcting Hours for Nursery Children

Applicable to schools with 2, 3 or 4 year old pupils only

Hours at Setting reflects the number of hours that the child attends the
setting during census week.

Funded Hours signifies the level of free entitlement of education attracted
by the child in that setting. This data is used to determine the Dedicated

Schools Grant allocation, which the DfE uses to fund Local Authorities for
the provision of education.

For the first time, all schools (with the exception of City Technology
Colleges, Academies and non-maintained Special schools) are required to
submit the Funded Hours as a separate data item while still providing Hours
at Setting.

If applicable to your school, check Hours at Setting and enter Funded Hours
for 2, 3 and 4 year olds via Tools | Statutory Return Tools | Update
Hours for 2 (or 3 or 4) year olds.

For the School Census Spring 2012 Return, a pupil’s age is determined by
their age at 31/08/2011.

For more information, please refer to the Primary version of this guide,
which is available on our SupportNet website (http://support.capitaes.co.uk)
by entering CENSUS12 in the Site Search field on the SupportNet Home
page then clicking the Go button.

L Completed
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05 What Next?

After carrying out the preparation routines documented in this guide, ensure
that any subsequent changes at your school (e.g. student basic detail
changes, SEN provisions changes, leavers and admissions/re-admissions,
etc.) are recorded accurately in SIMS.

The SIMS 2011 Autumn Release (7.142) must be installed before
completing the School Census Spring 2012 Return. However, it is advisable
to check whether a later version of SIMS is available, then upgrade to the
current release, if necessary.

You should now be ready to produce the final School Census Spring 2012
Return. For specific instructions, please refer to the Producing the School
Census Spring 2012 Return (English Secondary and Middle deemed
Secondary Schools) handbook.

Where Can I Get More Information?

In addition to this preparation guide a handbook outlining how to produce
the School Census Spring Return (via Routines | Statutory Returns |
School Census), an Errors and Resolutions document (which provides
suggestions on how to resolve any validation errors or queries) are being
prepared:

= Producing the School Census Spring 2012 Return (English Secondary/
Middle deemed Secondary Schools) handbook

= School Census 2012 Errors and Resolutions document

You may also find the information in the Managing Pupil/Students
handbook helpful, as it provides details about the processes that relate to
the adding and editing of student data in SIMS.

These documents, together with other useful information, e.g. news items,
are available on our SupportNet website (http://support.capitaes.co.uk).
To locate the documents, enter CENSUS12 in the Site Search field on the
SupportNet Home page then click the Go button. A list of all available
supporting information is displayed, from which the required resources can
be selected. Please check SupportNet on a regular basis because
documents will be posted as soon as they become available.

A wide range of other documentation, including handbooks, quick reference
sheets, Tutorials, etc. can be accessed via the Documentation Centre by
clicking the Documentation button located at the top of the SIMS Home
Page. Once open, click the required category button then select the
required document.

Any documents mentioned in this handbook can be accessed via the
Documentation Centre unless otherwise specified.
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What Next?

There is a comprehensive online help system available in SIMS, accessed
by clicking the applicable Help button or by pressing F1 from anywhere in
the software.

The Service Desk provides a dedicated website that lists all the available
documentation, together with all related solutions and any other useful
resources. The website can be accessed at the following address:

http://support.capitaes.co.uk/hottopics

Once open, select the required topic from the list, e.g. School Census -
Spring 2012.

The DfE website also contains preparation and guidance documentation
and can be found at the following address:

http://www.education.gov.uk/schools/adminandfinance/schooladmin/a0076
969/school-census-2012
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