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Overview

 XE "overview of SWC " The School Workforce Census Return collects staff data for both teachers and support staff in regular service (with contracts of 28 days or greater) and agency teachers in regular service (with service agreements of 28 days or greater). The return collects basic staff information, contract information, service agreement information, curriculum, qualification and absence information.

The School Workforce Census 2011 Return collects the following data items for staff members:

· Staff details

· Contract details

· Service Agreement details for agency teachers
· Payment details for all categories of staff
· Absence details are only required for teachers and teaching assistants in regular service working for schools through a contract, not an agency agreement
· Curriculum details for teachers and teaching assistants in the timetable cycle in which the census falls
· Qualification details for all staff (NFQ Level 4+) Post A Level
The following school level data items are collected:

· Vacancies 

· Occasional teachers

· Third party staff count.
This handbook covers the information required by schools to complete the School Workforce Census 2011 Return. This return is to be run on 3 November 2011.
How has the School Workforce Census 2011 Return Changed?

Changes to the School Workforce Census 2011 Return include the following:
Authorising the Return

Routines | Statutory Returns | School Workforce Census

· The Head teacher authorisation dialog has been introduced to enable the user to confirm that the Head Teacher has checked the Summary and detail reports and that the return file is ready for upload to the LA/DfE. In Kent all schools other than Academies should send to file to the LA.
When the confirmation check box is selected, the Continue button becomes active allowing the authorisation process to be completed.
· On completion of the authorisation process, the Summary report is generated and displayed in your web browser from where it can be saved for future reference or printed and sent to your LA/DfE, if requested. Kent does not require a hard copy of the form and suggests that the school keep the form in a secure place for future reference.
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	More Information:

Authorising the School Workforce Census on page 21


Definition of Staff Categories

Staff categories are now referred to as being ‘contracted’, where the staff have contracts. Agency teachers have service agreements.

The staff categories are:

· Contracted teachers

· Contracted teaching assistants

· Other contracted support staff

· Agency teachers.
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	NOTE: Teaching assistants must be recorded with SWC post TAS not SUP.


Data Collected for Staff Categories

· Qualifications for all staff categories
· Payment contract details (current on census day and in regular service) are now collected for contracted staff categories.
Data Collection Dates

Contracts are now collected for the previous academic year and up to the census date. Previously, contracts were collected for the previous academic year only. 
Absences are collected for teachers and teaching assistants with contracts only for the previous academic year.
Definition of Total Pay

Allowances are now not included in the calculation of Total Pay.  This is why Kent has asked schools not to assimilate their staff onto the new Kent Range until after the census has been run.  Please note, if you have added any staff onto the new Kent Range and they are paid higher than the minimum of the Range the total pay figure recorded here will be incorrect but the allowance will be collected and shown in the reports.  KCC are currently discussing this issue with the DfE in order to correct it for the 2012 Census.
Definition of Allowances

Allowances are included from 05/11/2010 to 31/11/2011 (started, ended and current).
New Qualification Subject Codes

There are 12 new qualification subject codes.

	Code
	Subject

	Z101
	Science

	Z102
	Applied Science

	Z103
	Citizenship

	Z104
	Design and Technology

	Z105
	Geography

	Z106
	Manufacturing

	Code
	SEN Specialism

	Z201
	SEN – SENCO

	Z202
	SEN – Sensory Impairment

	Z203 
	SEN – Severe Learning Difficulties

	Z204 
	SEN – Profound and Multiple Learning Difficulties

	Z205 
	SEN - Other


New Origin Code

There is a new origin code: NOTAPP=’Not Applicable – change of contract’
New QTS Route Code

There is a new QTS route code: ‘OTTN – Overseas Trained Teacher, not yet on Programme’.
New Predefined Report
There is a new SWC Report to list the staff who are included in the SWC return.
Where to Find More Information

In addition to this handbook, a preparation guide (which describes how to prepare your data for the School Workforce Census) and an Errors and Resolutions document (which provides suggestions on how to resolve any errors or warnings) are being prepared. These guides, together with any other useful information, can be found on the SupportNet website (http://support.capitaes.co.uk) by entering SWC11 in the Site Search field on the Home page and clicking the Go button.

For a list of the permissions available for each release, please refer to the appropriate permissions spreadsheet. Copies can be obtained from SupportNet (http://support.capitaes.co.uk) by entering PERMLIST in the Site Search field on the Home page.

Further information is also available on Kent Trust Web / SWC / Annual Autumn Census (http://www.kenttrustweb.org.uk/personnel/swc_autumn_census.cfm) 
Carrying Out a Dry Run

 XE "dry runs " Once the SIMS 2011 Summer Release has been installed, you can carry out one or more dry runs of the School Workforce Census. 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. The purpose of the dry run is to produce the Validation Errors Summary, which details the corrections that need to be made to your data. KCC strongly encourages you to do this.
Setting Permissions

 XE "permissions:defining" Users with Personnel Officer permissions can run and edit the School Workforce Census, providing that the licence has been applied. In addition, they are able to correct data for vacancies, staff and any curriculum information that fails validation. Please contact your System Manager if you are unsure whether you have the required permissions. For more information, please refer to the System Manager handbook. 
Steps to Producing the School Workforce Census

	
	*Check that staff and school information is present and up-to-date in SIMS.
	

	
	
	
	

	
	*Upgrade to the latest available version of SIMS (7.140).
	

	
	
	
	

	
	*Import Lookups, if required.
	

	
	
	
	

	
	*Licence School Workforce Census.
	

	
	
	

	
	*Configure the return defaults.
	

	
	
	
	

	
	*Import pre defined reports.
	

	
	
	
	

	
	Create a new return.
	

	
	
	
	

	
	Check School Workforce Census Details and School Information.
	

	
	
	
	

	
	Validate the return.
	

	
	
	
	

	YES
	
	Any errors or warnings?
	
	NO

	
	
	
	
	
	
	

	Resolve the errors and check the warnings in SIMS.
	
	
	
	Authorise the return.

	
	
	
	
	
	

	NOTE: Items marked with an * are covered in the Preparing for the School Workforce Census guide, which will be available from SupportNet.
	
	Submit the return via COLLECT or your Local Authority.
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 Configuring the School Workforce Census Defaults

 XE "configuring census defaults " 

 XE "census defaults:configuring " 

 XE "school workforce census:configuring " 

 XE "editing:school workforce census defaults " Before creating a School Workforce Census Return, the folder in which the return file is saved must be specified.
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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 ISO27001 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.

EIS have developed EIS Truecrypt which creates a virtual B:/ drive which will keep your data safe and secure.  If you wish to install it please see Information Notice 09-E18:(http://www.eiskent.co.uk/docs/09-E18.doc) or contact the EIS Service Desk on: 01622 672779.


1. Select Routines | Statutory Returns | School Workforce Census to display the School Workforce Census browser.
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2. Enter the new folder path in the School Workforce Census Folder field or click the adjacent Browse button to display the Windows® Browse for Folder dialog.
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	Browse button
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3. Navigate to the location of the required folder and highlight it.  XE "folder:specifying the school workforce census " Alternatively, if a suitable folder does not exist, click the Make New Folder button and enter a suitable name.

4. Click the OK button to select or create a folder, to display its name in the Schools Workforce Census Folder field.
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	IMPORTANT NOTE: If you are changing the location of the folder, ensure that authorised personnel only have access to the new folder, as it will contain sensitive data. For more information, please see the important note at the beginning of this section.


Creating a New School Workforce Census

 XE "creating:school workforce census " 

 XE "school workforce census:creating " Before creating a new School Workforce Census return, ensure that all staff and school information is present and up-to-date in SIMS.

It is possible to create more than one return. This enables you to carry out dry runs so that you can check what data needs to be added or updated. Any unwanted returns can be deleted, providing they have not been authorised.

1. Select Routines | Statutory Returns | School Workforce Census to display the School Workforce Census browser.

2. Click the New button to display the School Workforce Census Details page.
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	NOTE: The remainder of the steps to produce the School Workforce Census are carried out from the School Workforce Census Details page. However, you may need to visit other areas of SIMS to correct any errors generated when the return is validated.


Saving Your Work

 XE "saving:a census" 

 XE "school workforce census:saving " Save your work at any time by clicking the Save button. The information in the School Workforce Census must be saved before the return can be validated.

Checking and Editing School Workforce Census Details

 XE "school workforce census:details " 

 XE "creating:census " 

 XE "defaults:configuring " 

 XE "editing:school workforce census details " In the School Workforce Census Details panel of the School Workforce Census Details page, check that the details are correct.
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The School Workforce Census Description displays the default name School Workforce Census 2011, which can be edited. This can be particularly useful when attempting to identify dry runs or copies of existing returns.

 XE "continuous contracts dates " The Census Date, School Workforce Census Description, Absence Start Date, Absence End Date, Continuous Contracts Start Date and Continuous Contracts End Date default to the correct values and cannot be edited.
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The School Workforce Census Settings panel displays read-only information for current School Workforce settings, which indicate the types of data which will be collected in the School Workforce Census return.

LAs may issue a revised workforce settings file so that only the staff data containers required from SIMS are collected in the School Workforce Census return.

Kent has not revised this information.  All SWC data must be collected from the school.
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	More Information:

Overwriting the Existing WorksforceReturnsSettings.XML section in the Preparing for the School Workforce Census 2011 Return guide.


Calculating Details

 XE "calculating details " 

 XE "details:calculating " The process of calculating details extracts the required information from SIMS and displays the results in the various panels on the School Workforce Census Details page. This process does not update the Vacancies on Census Day, Occasional Teachers on Census Day or Third Party Staff on Census Day panels.

You must calculate all details at least once to populate the return. 
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	IMPORTANT NOTE: If you subsequently need to calculate all details again, any manual amendments that you have made on the School Workforce Census Details page are overwritten and will need to be re-entered if required.


1. Secondary school users should now click the Calculate All Details button in the School Workforce Census Details panel.
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	NOTE: The Calculate All Details button is available for Secondary schools only. All other school phases should continue to the next panel.


A dialog displays a message warning that any existing data shown in the School Workforce Census Details page will be overwritten.
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2. Click the Yes button to calculate the details, noting that any manual amendments will be overwritten. 

Progress is reported on the status bar at the bottom of the screen. Once complete, the panels on the School Workforce Census Details page are populated with the data extracted from SIMS.

3. The return can be saved at any point by clicking the Save button.

Checking and Editing School Information

The School Information panel of the School Workforce Census Details page displays read-only school details recorded in the School Details page of SIMS (via Focus | School | School Details). The School Information should always be checked.  XE "school information details " 

 XE "checking:school details " 

 XE "school details:editing " 

 XE "editing:school information " 
[image: image15.png]2 School Information

L Nunber E= Establshment Nunber [21 ]
Sehool Type [Eommehensve sitrough 7116 ]
SohoolPhase [econsay ]
SchoolName [reen Abbey Schet ]

[ schoolDetail_|




1. If any details are missing or incorrect, click the School Detail button to display the School Detail dialog.
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2. Add or amend any required information. Click the Save button then click the OK button to return to the School Workforce Census Details page, where the updated details are displayed.

Checking and Editing Curriculum Details

 XE "curriculum details:checking " 

 XE "checking:curriculum details " 

 XE "editing:curriculum details " Once the Calculate All Details button is clicked, the Curriculum for Teachers and Teaching Assistants panel is displayed. 
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	IMPORTANT NOTE: Once you have recorded a member of staff as a teacher or teaching assistant, you must restart SIMS in order to view their name in the Staff Name column. This enables their details to be added to the Curriculum for Teachers and Teaching Assistants panel.
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	NOTE: This panel is only displayed for Secondary schools. In order to minimise rework for correcting staff details, you may choose to validate the details before editing the Curriculum for Teachers and Teaching Assistants panel. For more information, please see Validating the School Workforce Census on page 17.

The Curriculum for Teachers and Teaching Assistants panel will only be populated if the timetable has been transferred from Nova-T into the relevant academic year in SIMS and if the subject codes have been mapped to DfE subjects. Please refer to the Preparing for the 2011 School Workforce Census handbook, available from SupportNet.


Records can be added manually to this list. For example, some staff may teach outside of the normal timetable, e.g. special support units, and will not be included here. 

Please note that the description of the method used to calculate the hours is based on the DfE specification.
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1. Click the New button to add a new record. The next free row in the Curriculum for Teachers and Teaching Assistants panel becomes editable.

2. Click in the Staff Name column and select the member of staff from the drop-down list. 
3. Click in the General Subject field and select the required subject, e.g. ENG from the drop-down list.
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	NOTE: The subject codes displayed are the DfE subject codes, not the school’s timetable subject codes.


4. Enter the number of hours taught in the Hours Taught column.
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	NOTE: Records are required on hours per National Curriculum Year group basis.


6. Click in the Year Group Taught column and select the required National Curriculum Year.

7. To delete any manually entered record that is no longer required, highlight the line and click the Delete button.
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	NOTE: If a line that was entered automatically is deleted, it is replaced when the Recalculate or Calculate All Details button is clicked. Any manually added records are permanently deleted.


Editing the Vacancies on Census Day Panel

 XE "vacancies " The Vacancies on Census Day panel enables you to add any current job vacancies that exist in your school. This information is not stored in SIMS, so it must be added manually. Each qualified teacher post (QTS) (permanent or a contract of one or more terms) that is vacant or temporarily filled on census day must be recorded. A vacant or temporarily filled post is defined as one that fulfils any of the following criteria:

· The vacant post is not covered.

· The post is covered temporarily by other staff within the school.

· The post is covered by a teacher on a contract of less than one term.

· The post is covered by a teacher on a contract of between one and three terms (except if the incumbent is on recognised long term absence, such as maternity leave).

The following posts should be included:

· Posts the school has tried to fill but were not filled on the Census day.

· Posts where an appointment has been made but was not in post on the Census day.

· Posts for all types of qualified teachers, from classroom teachers to head teachers.

Posts that are going to become vacant after the Census day, e.g. where a teacher has resigned but is serving notice, should not be included.
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1. Click the New button to add a new vacancy.

The Post Number is read-only and increments automatically when vacancies are added to the list.

2. Select the required Post Name from the drop-down list. 

3. Select the required General Subject from the drop-down list. 

4. Indicate the Tenure of the vacancy by clicking in the cell and selecting Full Time or Part Time from the drop-down list.

5. If the vacancy has been Temporarily Filled, click in the cell and select Yes from the drop-down list. If it has not been temporarily filled, select No.

6. If the post has been Advertised, click in the cell and select Yes from the drop-down list. If it has not been advertised, select No.
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	NOTE: The page can be saved only if all of the columns have been completed.


Vacancies can be deleted by highlighting them and clicking the Delete button.

Checking and Editing Occasional Teachers Information 

An example of Occasional Teachers are supply teachers who are in school on census day but are not in regular service (i.e. less than 28 days)  

 XE "occasional teachers information " The Occasional Teachers on Census Day panel displays fields for you to enter the number of occasional teachers in the following categories:

· Number of Occasional Teachers With QTS

· Number of Occasional Teachers Without QTS

· Number of Occasional Teachers Where QTS Not Known.
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The Number of Occasional Teachers (Total) cannot be edited.

Recording the Third Party Staff Count

Schools are required to provide a total figure of how many occasional support staff or third party staff not directly employed by the school/LA. These staff are likely to be employed through a third party firm, for example food services staff working for a catering company or occasional staff who work for an agency.

The Third Party Staff on Census Day panel enables you to record information relating to any positions in your school that are filled by third party staff.
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1. Click the New button to display the Role Chooser dialog.
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2. Highlight the relevant position(s) in the Available Roles column and click the Add button to move them into the Selected Roles column.

Alternatively, click the Add All button to move all the Available Roles into the Selected Roles column. Click the Remove All button to clear the Selected Roles column and make your selections again.

3. Click the Update button when you have selected all the required roles. The Roles are displayed in the Third Party Staff on Census Day panel. 

4. Enter the number of these positions that are filled by third party staff in the Count column.

The Number of Third Party Staff (Total) figure updates automatically as the Count column is completed.

Validating the School Workforce Census

 XE "validating the census " 

 XE "school workforce return:validating " A School Workforce Census return must be validated and authorised before it can be sent to your Local Authority.

 XE "errors and warnings " Validating the return creates an unauthorised School Workforce Census return file, which is then run through a set of DfE rules. Once the validation is complete, a list of errors and warnings is displayed.

An error is caused by either missing or inaccurate data, whilst a warning highlights data that is unusual or not as expected, e.g. a member of staff’s age falling outside the expected range.

Once the return has been validated, detailed reports can be produced that can be used as an aid to resolving any issues. Please see Producing Detail Reports on page 19 for more information.

1. Select Routines | Statutory Returns | School Workforce Census to display the School Workforce Census browser.
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2. Search for then double-click the required return to open it.

3. Click the Create & Validate button to begin the validation process, which may take some time depending on the number of staff.
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Resolving School Workforce Census Failures and Queries

 XE "school workforce return:resolving failures " 

 XE "failures:resolving " 

 XE "queries:resolving " 

 XE "resolving:failures " 

 XE "resolving:queries " After creating and validating the School Workforce Census file, a list of any failures and queries is displayed in the Validation Errors Summary panel at the bottom of the School Workforce Census Details page. 
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The errors summary displays the following information:

	Column
	Description

	Type
	Indicates whether the error is a failure (indicated by an F) which must be corrected, or a warning/query (indicated by a Q).

	Error Number
	Displays the error number.

	Error Message
	Displays the text of the error message.

	Individual Data Item
	Displays the specific record containing the error.

	Solution
	Suggests how the error can be corrected.


· To view a particular error number, select the error number from the drop-down list at the top of the panel. The panel displays records relating to the selected error number.

· Use the scroll bars to view all the errors/warnings.

· Click any row to navigate to the appropriate record (where applicable). This launches the specific area in SIMS where the record can be amended/corrected.

· Change the order of the summary by clicking the appropriate column heading. The width of the columns can be changed by dragging the dividing line between the column headings until the required size is achieved.

· The summary can be printed by clicking the Report button. A high number of errors generates a high number of printed pages.

The errors listed are displayed until they are corrected and the validation routine is run again.

In addition to the Validation Errors Summary, a document has been produced, which contains a list of the errors/queries that can be generated. This document also includes explanations and information on how to resolve the error or if the error can be ignored. In addition, the document helps to identify the order in which errors should be corrected.

The School Workforce Census Errors and Resolutions document is available on SupportNet. Enter SWC11 in the Site Search field on the Home page and click the Go button to find the latest version.  There is also a copy on Kent Trust Web.
Producing Detail Reports

 XE "detail report:producing " 

 XE "report:detail " 

 XE "reports detail:producing " 

 XE "reports detail:closing " Detail Reports can be used to check the data that is used to generate the School Workforce Census return. They can be produced as soon as the return has been validated.

The following reports are currently available:

· Workforce Member Basic Details

· Workforce Member Area Details

· Workforce Member Professional Details

· Workforce Member Contract/Service Agreement Details

· Workforce Member Payment Details

· Workforce Member Curriculum Details

· Workforce Member Qualification Details

· Workforce Member Absence Details.

From the School Workforce Census Details panel, select the required report from the Detail Report drop-down menu.
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The required report is displayed in your Internet browser, as shown in the following graphic.
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Copying a Detail Report to a Spreadsheet

 XE "spreadsheet:copying detail report to " 

 XE "detail report:copying " Copying the detail report to a spreadsheet application enables you to make use of additional functionality, such as column sorting, etc.

 XE "report:copy " Drag the mouse across the area of the report you wish to copy, right-click and select Export to Microsoft Excel from the drop-down list.

Printing a Detail Report

1.  XE "printing detail report " 

 XE "detail report:printing " 

 XE "report:printing " Either select File | Print or click the Print button to display the Print dialog.
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	Print button


2. The paper selection, number of copies and print quality can be edited before clicking the Print button.

Closing the Detail Report

 XE "detail report:closing " 

 XE "report:close " Click the Close button at the top-right hand corner of the page to close the report and return to the School Workforce Census Details page.
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	Close button


Authorising the School Workforce Census

 XE "authorising the census " 

 XE "census:authorising " A School Workforce Census must be authorised before it can be sent to your LA. Before authorising the return, you should ensure that all the information displayed on the School Workforce Census Details page is correct and does not require further editing. KCC will not accept a return that has Red errors in it unless this has been agreed by a member of the SWC Team.
Once a return has been authorised, it is no longer be possible to edit any of the information on the School Workforce Census Details page. If you authorise a return and subsequently need to make amendments, you should either make a copy of the return and work on the copy, or create a new return.

1. Select Routines | Statutory Returns | School Workforce Census to display the School Workforce Census browser.

2. Click the Search button.
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3. Highlight a return that has been validated but not authorised and click the Authorise button at the top of the Schools Workforce Census Details page. 

A message recommending that the Summary report and detail reports are run and saved for future reference prior to authorising the return is displayed.
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If you choose to continue, the Head teacher authorisation dialog is displayed.
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To complete the authorisation process, you must confirm that the Head Teacher is satisfied that the Summary and detail reports have been checked for accuracy and completeness. 

4. Select the check box to confirm that the reports have been checked and that the return file is ready for upload to your LA/DfE.

When the confirmation check box is selected, the Continue button becomes active allowing the authorisation process to be completed. 

5. Click the Continue button to authorise the return.
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	NOTE: The Summary report is automatically generated and displayed in your web browser when the return is authorised.


The authorised return file is saved automatically in the folder previously specified in the Census Return browser, e.g. S:\SWCENSUS and the file extension changes from .UNA (unauthorised) to .XML (authorised), 
e.g. 8234231_SW3_823LL11_001.XML.

When a return has been authorised, it is no longer possible to edit the details displayed on the School Workforce Census Details page. If you authorise a return and subsequently need to make amendments, you should either make a copy of the return and work on the copy, or create a new return.
Submitting the Return to the Local Authority

 XE "school workforce census:transferring file " 

 XE "school workforce census:exporting " 

 XE "transferring:school workforce census file " 

 XE "exporting:school workforce census file " 

 XE "COLLECT:submitting census " 

 XE "submitting:census to LA " Once the School Workforce Census Return has been completed and authorised, it can then be submitted via COLLECT or your LA.

The authorised School Workforce Census return file is located in the folder previously specified in the School Workforce Census browser, 
e.g. S:\SWCENSUS.

In Kent the file should be retuned to the LA via EMS  
.
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	NOTE: An authorised file cannot be edited. If you need to make changes to an authorised file, you must make a copy of the original file and work on the copy.


Copying a School Workforce Census 

 XE "copying a census " An existing School Workforce Census can be copied and saved as a new return whenever required. This enables a ‘snapshot’ of a return to be taken at any time and provides a backup of any manual changes that have been made to the return, for example, after recalculating details.

This functionality can also be used to make a copy of an authorised return to work on, e.g. if the LA requires the return to be resubmitted. Make the necessary corrections to the data and then create, validate and authorise the copied return.
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	NOTE: It is not possible to copy a School Workforce Census if a return is already open in the School Workforce Census Details page.


1. Select Routines | Statutory Returns | School Workforce Census to display the School Workforce Census browser.
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2. Click the Search button.

3. Highlight the required file and click the Copy button to display the following message:
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4. Click the Yes button to confirm the action.

A copy is made and displayed in the School Workforce Census browser as Copy of <name of selected file>. 

The Description of the copied file can be changed in the School Workforce Census Details panel on the School Workforce Census Details page.

Deleting a School Workforce Census

 XE "deleting a census " 

 XE "census:deleting " During the process of producing a School Workforce Census Return, a number of copies of the return may have been made, for example to save progress. Once a return has been authorised, it is advisable to delete any files that are no longer required, to keep the number of files listed in the School Workforce Census browser to a minimum.

1. Select Routines | Statutory Returns | School Workforce Census to display the School Workforce Census browser.
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2. Highlight the required census and click the Delete button to display the following message:
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3. Click the Yes button to delete the selected return.
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	NOTE: School Workforce Census files that have already been authorised cannot be deleted.


Kent County Council contacts:
If you have queries or concerns about the SWC please contact:

The SWC Team ( HHHHHHHHHHHHUUUUUUUUUUUUswc@kent.gov.ukUUUUUUUUUUUU
Ann Lewis ( 01622 221721 ( HHHHHHHHHHHHUUUUUUUUUUUUann.lewis@kent.gov.ukUUUUUUUUUUUUHHHHHHHHHHHH
Steve Tait ( 01622 221720 (  HHHHHHHHHHHHUUUUUUUUUUUUsteve.tait@kent.gov.ukUUUUUUUUUUUUHHHHHHHHHHHH
Helen Hogan ( 01622 221722 ( HHHHHHHHHHHHUUUUUUUUUUUUhelen.hogan@kent.gov.ukUUUUUUUUUUUUHHHHHHHHHHHH

Deirdre Steele ( 01622 221741 ( HUdeirdre.steele@kent.gov.ukUH 
Human Resources - Sessions House, County Hall, Maidstone, Kent ME14 1XQ
A SWC section has been set up on Kent Trust Web where additional information can be found: HHHHHHHHHUUUUUUUUUUUUhttp://www.kenttrustweb.org.uk/Personnel/swc.cfmUUUUUUUUUUUUHHHHHHHHHHHH together with a full set of HHHHHHHHHHHHFAQ’sHHHHHHHHHHHH. There is also information on the SWC Page on the HHHHHHHHHUUUUUUUUUDfE WebsiteUUUUUUUUUHHHHHHHHH
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For Technical Queries on SIMS P7 Contact the EiS Service Desk: Telephone: 01622 672779; Faxback: 01622 673441; Email: HHHHHHHHHHHHUUUUUUUUUUUUeis.support@kent.gov.ukUUUUUUUUUUUUHHHHHHHHHHHH EiS have set up a HHHHHHHHHUUUUUUUUUSWC sectionUUUUUUUUUHHHHHHHHH on their website (HHHHHHHHHHHHUUUUUUUUUUUUwww.eiskent.co.ukUUUUUUUUUUUUHHHHHHHHHHHH).  They will put information here about known technical problems and errors so please check this from time to time.
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For General Personnel Queries Contact the Schools’ Personnel Service Helpdesk:  (if you have a contract for Personnel Services) on:

Gibson Drive: 01732 525258 / 01732 525256

Brook House: 01227 598780 / 01227 598781 / 01227 598715
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IMPORTANT NOTE: Capita SIMS has made this document available in Microsoft® Word format to enable you to edit the information supplied herein. Capita SIMS cannot be held responsible for any changes, errors or omissions resulting from the subsequent editing of this supplied document.


KCC have made some amendments to this document and these notes are marked.
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