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Post 16 Data Preparation Check List for the School
Census Autumn 2015 Return

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

Upgrade to the SIMS 2015 Summer Release (7.164) or later.

Ensure that Maths and English GCSE Prior Attainment (i.e. grade achieved)
is recorded for each student in year 12 and above (please see Updating
Prior Attainment on page 5).

Check that Census View is set as the Default for Course Browse
(please see Checking the Default for Course Browse on page 8).

Check the appropriate default course durations are set up (please see
Checking Default Course Durations on page 8).

Check that the Earliest Year Taught In for Completion Management
is set to Curriculum Year 11 or above (please see Checking the Earliest
Year Taught In for Completion Management on page 9).

Check that the appropriate default completion and continuity tolerance are
set up (please see Checking Default Completion and Continuity Tolerance
on page 10).

Check the default course duration and tolerances by level (please see
Checking the Default Course Duration and Tolerances by Level on page
11).

Run the Bulk Update of course end dates routine to remove August end
dates (please see Running the Remove August End Dates Routine on page
13).

Run the Bulk Update of course end date routine using Completion
Tolerance to reset status (please see Running the Using Completion
Tolerance to Reset Status Routine on page 14).

O U O O 0O Oo0o 0o

Record leavers and update course membership (please see Recording
Leavers and Updating Course Memberships on page 14).

Check that the Learning Aim withdrawal reason has been recorded to
explain why the student is leaving the learning aim before the expected end
date (please see Checking Membership and Results on page 29).

L

Ensure that the Learning Aim withdrawal reason is also recorded for any
leavers (please see Recording Leavers on page 16).

Check that the Core Learning Aim has been set for students, where
applicable.

L

D Download the QAN catalogue from the DfE QAN website

(https://collectdata.education.gov.uk/gwsweb/default.aspx) and imported
into SIMS in September before starting the School Census Autumn 2015
Return (please see Importing Catalogue Files on page 23).



https://collectdata.education.gov.uk/qwsweb/default.aspx

Complete | Description

D Course Manager users, download and then import the Performance
Measures ENG and NI ONLY.XML file for use in Performance Indicators (PI)

(please see Importing Performance Files on page 24).

Check course duration for individual courses (please see Checking the
Course Duration for an Individual Course on page 26).

Check that there is only one award associated with each course (please see
Checking Examination Award Details on page 27).

Select the additional attributes for each course, e.g. the Code, if required,
and ensure that the To date is entered for any 'old' codeset (please see
Selecting Additional Attributes for a Course on page 28).

Check that the course status is correct, e.g. Withdrawn and Transferred
(please see Checking Membership and Results on page 29).

Check that Post 16 programmes of study information has been recorded for
both the 2014/2015 academic year and the 2015/2016 academic year
(please see Maintaining Post 16 Programmes of Study on page 31).

Check that employment information for Post 16 students has been added
where applicable (please see Recording Post 16 Employment Information
on page 33).

To ensure that non EDI exam information is displayed in the Learning Aims
panel, link the information to a course (please see Linking Non-EDI Exam
Information to a Course on page 35).

O O O 00O OO0

If applicable, ensure that the Provider UKPRN (United Kingdom Provider
Reference Number) is entered for each Learning Aim (please see Checking
Membership and Results on page 29).
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About this Guide

This Preparation Guide has been produced to help identify the most common
Post 16 tasks that need to be carried out before running the School Census
Autumn 2015 Return.

The guide is applicable to English maintained Secondary/middle deemed
Secondary and All-Through schools, Pupil Referral Units, CTCs and Academies
that have sixth form students.

For information about preparation tasks outside of the Post 16 area, please
refer to the Preparing for the School Census Autumn 2015 (English
Secondary/Middle deemed Secondary schools) guide.

NOTE: The contents of the graphics (dates, names, etc.) in this guide are
examples only of what you might expect to see when using SIMS to prepare
for the forthcoming School Census return.

About Post 16 Learning Aims

Schools with a Sixth Form are required to provide details about Learning Aims
once a year in the School Census Autumn Return.

The return collects information about Learning Aims that were undertaken
during the academic year 2014/2015 as well as those that were started or
continued during the academic year 2015/2016. Learning Aims are collected
for students taught in Year 12 and above during the Learning Aim collection
period (01/08/2014 to 01/10/2015).

Schools must ensure that the Learning Aims submitted in the return are those
for which they wish to claim funding. Local Authorities and Academies should
refer to the DfE website (https://www.gov.uk/government/collections/
funding-education-for-16-to-19-year-olds) for relevant information.
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What Data is Collected?
The following Post 16 information is collected in the School Census Autumn
2015 Return:
= QAN (Qualification Accreditation Number)

= Discount Code (AO Discount Code where Result exists, otherwise QWS
Discount Code)

=  Start Date of the Learning Aim
= Planned End Date of the Learning Aim
= Actual End Date of the Learning Aim

=  Current Status of the Learning Aim, i.e. Completed, Continuing,
Withdrawn, Transferred

= Learning Aim withdrawal reason (for 2015/2016 Learning Aims only, i.e.
not 2014/2015), e.q. illness, injury, etc. (please see Recording Leavers on
page 16).

=  Core Aim (the primary Learning Aim being undertaken in a student's
programme of study)

=  Maths and English GCSE Prior attainment for each student in year 12 and
above for whom Learning Aims are collected (please see Updating Prior
Attainment on page 5).

NOTE: All Learning Aims are collected regardless of their duration, provided
the dates are within the collection period, i.e. from 01/08/2014 to
01/10/2015.

Previously, Learning Aims of less than six weeks duration at census day were
not collected.

Learning Aims data is collected for students within the following parameters:
For the Previous Academic Year (2014/2015):

Any student, regardless of age, who has been on-roll between the 01/08/2014
and 31/07/2015 who has participated in a Learning Aim whilst in National
Curriculum Year 12 or above.

In the Current Academic Year (2015/2016):
Any student, regardless of age, who has been on-roll between the 01/08/2015

and 01/10/2015 (census day) who has participated in a Learning Aim whilst in
National Curriculum Year 12 or above.

Dual Registered Students

Funding is only provided to the student's main school and the Learning Aims
for dual registered students must be returned by the main school. Subsidiary
schools must not submit Learning Aims for dual registered students who are
not on-roll at their school.

2 | Preparing Post 16 Data for the School Census Autumn 2015 Return preparation guide (English
Schools with a Sixth Form) (Word version)



01| Introduction

Setting Permissions

The following permissions are applicable to users who deal with returns.

Producing the Return

To produce the return, you must be a member of the Returns Manager user
group in System Manager.

Editing and Preparing Data

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

= Administration Assistant
=  Admissions Officer
] School Administrator.

Users who edit and prepare Post 16 data must have permissions to access
Course Manager and Examinations Organiser. These users must be a member
of the following user groups in System Manager:

=  Curricular Manager
=  Exams Officer.

Importing Revised Files

The Import Fileset functionality enables updates to the Validation Errors
Summary and the Summary report (derived from files supplied by the
Statutory Body), and detail reports (provided by SIMS), to be imported into
SIMS between SIMS releases. To use the Import Fileset functionality (via
Tools | Setups | Import Fileset), you must be a member of any of the
following user groups in System Manager:

= Returns Manager
= System Manager.

Where to find More Information about Permissions

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.

Preparing Post 16 Data for the School Census Autumn 2015 Return preparation guide (English
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What Version of SIMS is Required?
In order to run the return, you must have the SIMS 2015 Summer Release
(7.164) or later installed.

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

The version should read 7.164 or later.

Version 7.164 @ Capita Business Services Ltd 1984-2015. All nghts reservad

CAPITA s oo
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This chapter provides guidance about the tasks that need to be performed to
ensure that the Post 16 data for the previous academic year, i.e. 2014/2015,
is complete and accurate in time for the forthcoming School Census return on
Thursday 1 October 2015.

Updating Prior Attainment

The prior attainment (i.e. highest grade achieved) for Maths and English GCSE
should be recorded for each student who are/were in year 12 and above
between 01/08/2014 and 01/10/2015. This data is used to fund schools and
therefore it is important that the information is recorded accurately.

More information regarding Post 16 Maths and English conditions of funding
can be found via the DfE website (https://www.gov.uk/16-to-19-funding-
maths-and-english-condition-of-funding).

1. Select Tools | Statutory Return Tools | Update Prior Attainment to
display the Update Prior Attainment page.

Students in or were in YT1 12+ 1812014 - 11102015

Sumame. Forename  |YTI  |Reg UL oL Enrolmer
[Abbey Jimmy. R 5142370030 Si
Abbot Susan 13 L 5142370022 Si
[Abbot Hamnsh |12 1111163976 Si
[Abbot James (13 _|(G) 5142373668 310872014 |Si
[Abbot Claire. 5142371843 Si
Ackroyd Mary (13 |H 5142373633 31082014 |Si
Si
Si
Si
Si
Si
Si
si
Si
Si

Waths Highest Grade | Maths Pricr Attainment Maths Funding Exemption | English Highest Gra.. | English Prior Attainment | English Funding Exemption | | ~

Adams Melerie |12 1111169968
Addison Millie (13 | 5142373625 [31/0872014
Adkins Richard |12 1111169941
Ainsworth [Alison 12 1111169923
Ainsworth Zoe 13 [N 5142370014
Allen Megan 5142371827
Ambrose Chaz RERNIC) 5142373609 |31/082014

C-GradeC Achieved since year 11

Amis Joshua (13 | 5142373595 [31/0872014
Anderton [Amy (3 [ 1111167530 [31/087014

inale Reaistration

The Populate from Exams option is available for users who want to populate
the Prior Attainment panel with data from Examinations Organiser. Where
the data is not available in Examinations Organiser, i.e. the information has
not been recorded in Examinations Organiser, the data can be entered
manually.

The criteria used when populating the Prior Attainment grid with data from
Examinations Organiser is as follows:

GCSE English

Discount Codes: 5110, 5010, 5030, FC4, FK2A, FK2B.
GCSE Maths

Discount Codes: 2210, 2214, 2212, RB1, RB1G, RB7].

Preparing Post 16 Data for the School Census Autumn 2015 Return preparation guide (English
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2. Click the Populate from Exams button to display the following message:
Exams data will be overwritten.
Manual edits will be preserved if no exams data exists.
Are you sure you want to continue?
Example scenario:
1. The Populate from Exams button is clicked to populate the Prior
Attainment grid with data from Examinations Organiser.
2. Any missing data is entered manually.
3. When the Populate from Exams button is clicked again, the data
originally drawn from Examinations Organiser is overwritten, even if it has
been edited. Manually entered data (not recorded in Examinations
Organiser) is preserved.
3. Click the Yes button to populate the Prior Attainment grid.
5 @ s o
T
4. Enter or edit the prior attainment data, if required.
a. Click in the required cell in the Maths Highest Grade column and then
select the applicable grade from the drop-down list.
b. Click in the required cell in the Maths Prior Attainment column and then
select the applicable attainment description from the drop-down list.
Surname: Forename | YTI R:ag ULN _ DoL TamsH.grlamrade MalﬁhanorAﬂammenl Maths Funding Exemption | English Highest Grade En;}\sh?r\orﬂﬁa\nmnt English Funding Exemption -
e T NPT T-sencretsienyes TN e armten - mset b ot 1 Nl acrod
Benter |Francess. | oA |5142373447_|31/08020. [ERREE) N - No exemption
Blackmore | Tyson 7C 5142373330 |31/08/20. N - Mo exemption N - No exemption
Brocklehurst |Clint 118 51423?331 31,:03.:20 ijhlwzd"’ii&’?w IN - No exemption N - No exemption
Clarkson Anna 8E 5142373218 |31/0820 3 - Not achieved N - No exemption N - No exemption
Fletcher Tristan 20 5142372080 |31/08/20.. N - No exemption N - No exemption
e L L e P e
c. Repeat steps 2 and 3 for the English Highest Grade and English Prior
Attainment columns.
d. Continue to edit the content of the Prior Attainment grid, as required.

6
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5. Ensure that the Maths Funding Exemption value (No exemption displayed
by default) is correct for each record. This value must be selected manually.

Click in the required cell in the Maths Funding Exemption column and then
select the applicable value from the drop-down list:

= Learning disability (a learning disability prevents the student from
studying for the qualification(s))

= Overseas equivalent (a recognised overseas equivalent qualification is
held by the student)

= UK equivalent (the learner has met the GCSE condition of funding they
hold an approved equivalent UK qualification)

= No exemption.
6. Click the Save button.

D Completed

i ) More Information:
)/ Prior Attainment Report on page 40

Checking Course Manager Settings

The Update Course Manager Settings page enables you to specify the
default settings that will be used throughout Course Manager. These settings
are applied to all courses unless you manually modify the parameters of a
specific course from the Course Details page (Tools | Academic
Management | Course Manager | Maintain Course).

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings page.

1 Settings

Auto update Class Supervisors Default for Course Brawse Census View -

from chosen Course Supervisors [
From 01/08/2014 To 01/10/2015

Minimum Course Duration One Year - Default Course Duration  One Year -
Discount Results 2]

M C Durat Two Ye -
aximum Course Duration wo Years Planned Hours Thresheld El

Default Confinity Tolerance  Two Wesks - T P D DN - i i Ve 1]+
Default Complefion Tolerance  Two Months -
Folder for Results Report ~ [D\SIMS\Bxams | @ |

Default Course Duration and Tolerances by Level

(Values stated above will be used as the default for a Level where the default is not specified below) Right click on columns to set the Defaults
Level Default Course Duration Default Continuity Tolerance  Default Completion Telerance  Default Qualification Hours  Default Mon-Qualification Hours

P Advanced Extension Award (AEA) One Year Two Weeks Two Months 0 0
Asset Advanced (ATAdv) One Year Two Weeks Two Months 0 0
Asset Breakthrough (ATBrk) One Year Two Weeks Two Months 0 0
Asset Intermediate (ATInt) One Year Twio Weeks Twio Months 0 0
Asset Mastery (ATMas) One Year Twio Weeks Twio Months 0 0
Asset Preliminary (ATPre) One Year Twio Weeks Twio Months 0 0
Asset Proficiency (ATPro) One Year Twio Weeks Twio Months 0 0
BTEC Award Level 1(BTAw1) One Year Twio Weeks Twio Months 0 0
BTEC Award Level 1& 2 (BTAw) One Year Two Weeks Twio Months 0 0

Preparing Post 16 Data for the School Census Autumn 2015 Return preparation guide (English
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Checking the Default for Course Browse

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings page.

Ensure that Census View is displayed in the Default for Course Browse
field. Select from the drop-down list, if necessary. The From and To dates are
updated automatically in conjunction with the selection that you have made.

Default for Course Browse Census View -

From 01/08/2014 To 01/10/2015

When you Search for courses in the Find Course browser (Tools |
Academic Management | Course Manager | Maintain Course), only
courses that have student memberships during this date range are displayed.

D Completed

2 ) More Information:
)/ Checking the Default Course Duration and Tolerances by Level on page 11
Checking the Course Duration for an Individual Course on page 26

Checking Default Course Durations

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings page.

The Minimum and Maximum Course Duration fields enable you to define
the predicted length of time needed to deliver the course material to the
students. The Minimum Course Duration defaults to One Year, the
Maximum Course Duration defaults to Two Years. Both of these options
can be changed to ensure that the expected course duration does not exceed
the length of time specified here. The possible lengths of time that you can
select for either of these duration settings are: Less than 2 weeks, 2-24
Weeks, One Year, Two Years, Three Years, Four Years or Five Years.

The Default Course Duration cannot be outside the range defined by the
Minimum and Maximum Duration fields. This is set to One Year, by
default. Specifying the Course Duration makes it easier for you to decide
whether to restart a course after the Summer holidays as a continuation of the
same Learning Aim or to regard the course as a retake with a new Learning
Aim associated with it.

Minimum Course Duration One Year - Default Course Duration One Year M
Discount Results kel
Maximum Course Duration Two Years
vo rears M Planned Hours Threshold EI

The settings specified here are applied to all courses globally. However, you
can modify the Course Duration within an individual course via Tools |
Academic Management | Course Manager | Maintain Course, if
required.

D Completed
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Checking Discount Results Selection

The Discount Results check box is selected by default. This ensures that the
exam results calculation includes discounting.

Minimum Course Duration One Year - Default Course Duration One Year -

Discount Results kel

Maximum Course Duration \ -
Tuio Years Planned Hours Thresheld El

Checking Planned Hours Threshold

.(:
4

Planned hours are defined before the start of the academic year and should
not be changed even if details change. To qualify for funding, Planned Hours
must be timetabled within your school's normal working pattern.

Minimum Course Duration One Year - Default Course Duration One Year -

Discount Results kel
Planned Hours Threshold EI

Maximum Course Duration Two Years -

Enter the number that represents the upper limit of planned hours in the
Planned Hours Threshold field. This will highlight student with planned
hours below the set threshold. The default value for planned hours can also be
set via Tools | Academic Management | Course Manager | Maintain
Programmes of Study.

More Information:
Maintaining Post 16 Programmes of Study on page 31

Checking the Earliest Year Taught In for Completion Management

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings page.

The Earliest YTI for Completion Management field defaults to
Curriculum Year 11. This indicates that students taught in Year 11 and
above are subject to management of their course completion.

It is advisable to leave the earliest YTI set to Curriculum Year 11 (or no higher
than 11) because students who are taught in Year 11 and above, are subject
to monitoring of their course memberships and course memberships for
students who are taught in Year 12 and above, have a direct impact on school
funding as reported in the School Census.

Default Continuity Tolerance ~ Two \Weeks hd Earliest YT for Completion Management Curriculum Year 11 -

Default Completion Tolerance  Two Months R

IMPORTANT NOTE: Courses for students in Year 11 must be ended before
the 1 August so that they are not confused with qualifications for Year 12 and
above.

D Completed
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Event Driven Recording of Learning Aims Status

The Earliest YTI for Completion Management also controls the
appearance of the New Learning Aims dialog when manually modifying a
student membership. For example: if a student drops a class or course the
Course Membership(s) dialog is displayed, enabling you to view the
suggested completion Status.

1. Select Focus | Student | Curriculum Assignment by Student or Focus |
School | Academic Structure | Curriculum Assignment by Student to
display the Find Student for Curriculum Assignment browser.

2. Search for then select the required student to display the Select Effective
Date Range dialog.

3. Specify the required date range criteria then click the OK button to display the
student's Schemes.

4. Right-click on the Scheme that will be affected by the change and select Open
Details to display the Historical Curriculum Membership Details dialog.

5. Drag the orange timeline for the affected class to the required end date and
click the OK button.

6. Click the Save button on the Student Curriculum Summary page to display
the Course Membership(s) dialog.

7. Right-click in the Status column and select the appropriate option from the
drop-down list.

= if the student's class membership ended within the Completion Tolerance
specified for the course, the Status defaults to Completed.

= if the student's class membership ended outside of the Completion
Tolerance specified for the course, the Status defaults to Withdrawn
and the Learning Aim Withdrawal Reason must be entered.

= if the student has swapped to a different class that is associated with the
same course but still within the Completion Tolerance specified for the
course, the Status is unaffected.

= if the student transfers to a completely different course, the Status
defaults to Transferred.

8. Click the OK button to return to the Student Curriculum Summary page.

NOTES: It is possible to extend class memberships within the specified
Course Duration only. For example, class memberships cannot continue for
two years if the Course Duration is only for one year. If a student’s class
membership is amended in Academic Management, their course
memberships are updated automatically without the need to run the Update
Course Memberships routine manually.

D Completed
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Checking Default Completion and Continuity Tolerance

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings page.

The Default Completion Tolerance field defaults to Two Months. The
length of time specified here indicates the period of time prior to the expected
course completion date that a student can leave a course and still be deemed
to have completed the course. For example: If a student completes the course
and examinations in June, which is before the Planned End Date at the end of
July, this is within the Completion Tolerance of two months. Therefore, the
completion status is set to Completed.

A default Status is assigned via Curriculum Assignment by Scheme or via
the Leavers routine, when a student leaves a course.

The Default Continuity Tolerance field defaults to Two Weeks. This
represents the acceptable length of a 'gap' in course membership, including
holidays, which is tolerated before course memberships are deemed to have
been discontinued.

For example: If the 'gap' is within Continuity Tolerance, the course
memberships are joined up so that there is no break in membership.

Default Continuity Tolerance ~ Two Weeks v Earliest YTI for Completion Management  Curriculum Year 11 h

Default Completion Tolerance  Two Months -

If you wish to change either of the default values, click the applicable down
arrow then select from the drop-down list.

The specified Continuity Tolerance and Continuity Tolerance values are
applied globally to all courses but can be modified for individual courses on the
Course Details page (Tools | Academic Management | Course Manager
| Maintain Course), if required.

D Completed

Checking the Default Course Duration and Tolerances by Level

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings page.
A student must be on a course for a minimum of six weeks to be included in the
School Census.

The Default Course Duration and Tolerances by Level grid displays the
default settings for all the available Levels.

Default Course Duration and Tolerances by Level

(Values stated above will be used as the default for a Level where the default is not specified below) Right click en columns to set the Defaults

Level Default Course Duration Default Continuity Tolerance  Default Completion Tolerance  Default Qualification Hours  Default Non-Qualification Hours ~ ~
» Advanced Extension Award (AEA) One Year Two Weeks Two Months 0 0

Asset Advanced (ATAdv) One Year Two Months

Asset Breskthrough (ATBrk) One Year Two Months

Asset Intermediate (ATInt) One Year Two Months

Asset Mastery (ATMas) One Year Two Months

Asset Preliminary (ATPre) One Year Two Weeks Two Months

Asset Proficiency (ATPro) One Year Two Weeks Two Months

BTEC Award Level 1 (BTAw1) One Year Twio Weeks Two Months

BTEC Award Level 2 (BTAw2) One Year Two Weeks Two Months
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Edits can be made to settings for individual levels, if required.

1. Click the applicable cell in the Default Course Duration, Default
Continuity Tolerance or Default Completion Tolerance column then
select an alternative setting from the drop-down list.

2. Toreset the level settings back to the default setting, right-click the applicable
column heading then click the Set Default as option.

IMPORTANT NOTE: If you want to collectively change the default setting in
the Default Course Duration, Default Continuity Tolerance or Default
Completion Tolerance column, you must right-click the applicable column
heading before saving the data.

If you click the Save button before setting the defaults, the Default Course
Duration and Tolerances by Level panel will not correctly reflect the
defaults specified in the Settings panel.

3. Click the applicable cell in the Default Qualification Hours or Default
Non-Qualification Hours column then enter the required number.

When new Levels are added, you are prompted to revisit the default settings to
ensure that they are applicable to the new Levels.

It is also suggested that you manually set the Default Course Duration for
GCSEs to Two Years in length, i.e. for Years 10 and 11, and then change
individual Post 16 courses to 1 year, as appropriate, e.g. Maths GCSE for 6th
form is 1 year.

4. Click the Save button to apply your changes.

D Completed

2 ) More Information:
)/ Checking Course Manager Settings on page 7
Checking the Course Duration for an Individual Course on page 26

Starting Next Year's Timetable Early

If you start next year's curriculum early in your school, this will have an impact
on class and course memberships. If this year’s student scheme memberships
finish at the end of the Summer term, they need to be terminated at the date
that the new timetable begins. This should be done to prevent old, as well as
new students from appearing in class lists.

Schemes exist for the whole academic year, even if classes and student class
memberships within the scheme have end dates before the end of the
academic year, unless it was anticipated during the Summer of 2015 that
schemes would finish earlier. If it was not anticipated that the 2014/2015
timetable would finish early and existing memberships need to be adjusted,
this should be done before making the new assignments.

Where you want to show students as being in next year's classes, i.e. Year 12
students in Year 13 classes, you should consider the following:

= (Class and course memberships for 2014/2015 should finish on the correct
date.

=  The curriculum plan and timetable should be transferred from Nova for the
next academic year.

=  Students should be assigned to classes and courses for June/July.
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If an early commencement of the next year's timetable results in an early start
to courses, the affected courses should be recorded as such in Course
Manager. This ensures that the Learning Aims are collected accurately in the
School Census.

NOTE: Learning Aims are collected from 01/08/2014 to 01/10/2015 (census
day).

For example: If Year 11 students finish their exams early then they start their
Year 12 course 1 June and continue the course in September, the course will
last more than 12 months. It is possible to record the period from the start of
the course (in this example June) to the start of the new academic year
(September) as an Introductory Session with a level of Other.

Information regarding financial schemes in England to support 16 to 19 year
olds can be found on the DfE website (https://www.gov.uk/government/
collections/funding-education-for-16-to-19-year-olds).

Running the Bulk Update Courses Routines

Select Tools | Academic Management | Course Manager | Bulk Update
Courses to display the Bulk Update Courses page. This page is separated
into two routines:

= Remove August or September End Dates
= Use Completion Tolerance to Reset Status

Both of these routines enable you to retrospectively correct historical data that
may have been defined incorrectly.

Before running either Bulk Update routine, it is suggested that you click the
associated Report button to view an html report detailing the classes that will
be corrected and the changes that will be made.

Running the Remove August End Dates Routine

If schools in England have inadvertently set the end date for classes to a date
in August or September, this incorrect date becomes the membership planned
end date for courses. This will generate errors in the School Census return. To
prevent this becoming an annual problem that requires manual intervention, it
is possible to run the Remove August or September End Dates bulk update
routine to change the dates to 31 July.

Running the Remove August or September End Dates routine performs the
following actions within the parameters of If Start Date is before August
and Planned End Date is in August or September:

= Set Planned End Date to 31st July

= If Actual End Date exists set to 31st July
= Adjusts class end dates in line

= If a Status exists, remove it

= Reports on the changes made.
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Click the Execute button to run the routine and update the classes.

Remove August or September End Dates

This report will show the changes that will be made if this Update is executed M

The Execute Bulk Update routine performs the following:

If Start Date is before August and Flanned End Date is in August or September
Set Planned End Date to 31st July
If Actual End Date exists set to 31st July
Adjusts class end dates in line
If a Status exists, remove it

Reports on the changes made

Running the Using Completion Tolerance to Reset Status Routine

Running the Use Completion Tolerance to Reset Status routine performs
the following actions:

= Set Planned End Date to Actual End Date

= Adjusts class end dates in line

= If a Status exists, remove it

= Reports on the changes made.

Click the Execute button to run the routine and update the status for classes.

Use Completion Tolerance to Reset Status

This report will show the changes that will be made if this Update is executed

The Execute Bulk Update routine performs the following:

Set Planned End Date to Actual End Date m
Adjusts class end dates in line seuie
If a Status exists, remove it

Reports on the changes made

Recording Leavers and Updating Course Memberships

The facility to record leavers enables accurate records to be kept of students
after they have left the school. Applicable students, e.g. Year 13, should be
marked as leavers as part of the end of year routine.
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IMPORTANT NOTES: It is essential that you do not record leavers by
removing their date of admission as this affects all historical data relating to
that student.

If someone who was a leaver subsequently returns, please ensure that you
re-admit them - do not simply remove their date of leaving as this also
affects the history (unless they had a date of leaving, but did not actually
leave, i.e. they change their mind).

To allow the automatic procedures to help you with course completion
information for Post 16 students, it is necessary to consider when to make
use of the Leavers routine. Some schools will have left the course completion
date as the default date when all classes finish. Such a date is not correct for
many Post 16 students who will finish the course and leave the school some
weeks before the rest of the school finishes for the year. If you make use of
the Leavers routine in advance of the students actually leaving, SIMS deals
with this problem for you.

The end date for the course will be set in line with this ‘expected’ leaving date
and when the School Census is run, the courses will be interpreted as having
been completed.

If the Leavers routine is run after the students have actually left, and the
course end date was in the future, SIMS updates course membership in
accordance with the Completion Tolerance, e.g. if the student's leaving date
and the course end date are within the Completion Tolerance, SIMS entered
a status of complete.

Update Course Memberships should be run (via Tools | Academic
Management | Course Manager | Update Course Memberships)
before moving the system to the new academic year and should be run again
after moving to the new academic year, once class information is in place.
Update Course Membership is an Academic Management routine and like
other routines in this area, it is academic year based. If you forget to run
Update Course Memberships before moving to the new year, you can easily
solve the problem by going back to the old year and running Update Course
Membership.

Similarly, if you forget to run Update Course Memberships, as soon as class
information is in place, you can run it in the new academic year. However,
you should be aware that course membership is much like other group
membership, and courses are set active or inactive at the start of the day,
depending on what membership they have at the start of the day.

So, if you do not run Update Course Memberships until the actual day of the
census, the courses will remain set to inactive until the next day. Active and
inactive is only a display parameter, but it could cause unnecessary
confusion on census day.

To ensure that information required for the School Census is accurate and

up-to-date, it is recommended that you check that all leavers have at least
the minimum statutory information recorded before making them a leaver,
e.g. ethnicity, first language, etc.
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Recording Leavers
1. Select Routines | Student | Leavers to display the Find Student(s)

browser.

P Find Student(s)

B Search  Print [ Select - Links ~ @Help 3¢ Close
YearGrowp <Any> v RegGrouwp  <Any> EflectiveDate | |

Name

YearGroup Reg.Group Adm.No. Date of Admission Date of Leaving Reason for Leaving  Destination

2. Search for the required student then double-click their name to display the
Manage Student(s) Leaving Details page.

= If you want to assign the status of Leaver to a group of students at once,
specify their Year Group or Reg Group then click the Search button.
Highlight the required student names by using the Ctrl, Shift and Down
Arrow keys then click the Select button. This populates the Students
panel with the selected students’ names.

= If you wish to assign the status of Leaver to all the students at once, click
the down-arrow on the Select button and choose All. This populates the
Students panel with all the students’ names.

3. In the Leaving Information panel, enter the student's Date of Leaving or
click the Calendar button then select the required date.

4. Select the Reason for leaving from the drop-down list, e.g. Normal leaving
age - Higher education institutions.

5. Enter the Destination after Leaving, if known.

Select the Learning Aim Withdrawal Reason from the drop-down list,
e.g. Other Provider, Illness/Injury, Personal, etc.

7. Click the Assign to All button or Assign to Selected button, as applicable.

16 | Preparing Post 16 Data for the School Census Autumn 2015 Return preparation guide (English
Schools with a Sixth Form) (Word version)



02| Preparing Data for the Previous Academic Year

8. If an error has been made, highlight the applicable student, correct the
information in the Leaving Information panel then click the Assign to
Selected button.

1 Leaving Information

Date of Leaving [24/07/2015 [ Reasen for leaving Left Courtry e EE Assign toAll
Destinstion after Leaving  [Universty | [ Assignto Selected|

Learning Aim Withdrawal [
Reason B

2 Students

Name Year Group Reg.Group  Adm. No. Date of Admission Date of Leaving Reason for Leaving  Destination =3 Remove
Coombs, Richard 13 P 003502 02/09/2008 & Clear
Dalton, Nina 13 N 003504  02/09/2008

De Freitas, Katie 13 M 003507  02/09/2008

Delaney, Angela 13 L 003508  02/09/2008

Delaney, Ruth 13 K 003510  02/09/2008

Delaney. Wayne 13 J 003511 02/09/2008

Dhami, Philip 13 H 003512 02/09/2008

Dolton, Geoff 13 G 003513 02/09/2008

Duggan. Liam 13 G 003515 02/09/2008

Efremovska, Ana... 13 H 003579  02/09/2008

Elphick, Jason 13 J 003519 02/09/2008

Ely. Paul 13 K 003520  02/09/2008

] i 3

9. Toremove a student from the list, highlight their name then click the Remove
button.

10. Click the Save button to save all changes.

Additional Resources:

or

Recording Leavers and Deleting Pupil/Student Records chapter in the
Managing Pupil/Students handbook

D Completed

Updating Course Memberships

When the Update Course Memberships routine is run outside the Completion
Tolerance, if SIMS detects that a course membership is terminating
prematurely, the original end date is displayed in the P End Date (planned
end date) column in the Members panel on the Course Details page. The
completion Status is not populated automatically, because it will not be
possible to determine whether the termination should be regarded as
withdrawn or transferred. The completion Status must be selected manually.
A yellow background indicates that a value has been omitted. When School
Census is run, a validation error is generated if the value is missing.

This routine should always be run when any changes to class memberships are
made.

1. Select Tools | Academic Management | Course Manager | Update
Course Memberships to display the following message:

Update course membership can take a long time. Do you wish to
proceed?

2. Click the Yes button to start the Update Course Membership routine.

D Completed
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Checking Core Learning Aims

The School Census Autumn 2015 Return requires that the core aim is
identified for each year where a vocational Education Funding Agency (EFA)
study programme is being followed.

A Core Learning Aim is a student's primary course of study within their
programme of study.

It is quite possible to have a different core aim for 2014/2015 than for
2015/2016. Course Manager allows only one course of study per student to be
flagged as a core aim per academic year. If the student is enrolled on a two
year course, you must flag the second year of study as a core aim when the
academic year changes.

However, there are certain unusual circumstances where more than one core
aim is allowed, e.g. where a student has a two year course and a one year
course. In the first year, their core aim is the one year course and in the
second year, their core aim is the second year of the two year course.

first year of a two year course second year of a two year course
Core Aim

one year course
Core Aim

The additional core aims can be entered directly into the Learning Aims
panel (via Routines | Statutory Returns | School Census).

If a student is following an academic programme, a core aim does not need to
be identified.

? Additional Resources:
oo

Managing Courses handbook
Producing the School Census Autumn 2015 Return handbook (applicable to
your school phase)

Editing a Core Learning Aim via the Student Courses Page
1. Select Focus | Student | Courses to display the Find Student browser.

R Find Student

#8 Search ~ 1 Open & Frint [ Browse] B Nex & Frevious [ View Bllnke +  Help 3 Close
Surmame | Forename [ | AdmissionNumber [ | Sws  Cument -

Tier <hays *  YearGrowp Year 12 +  RegGrovp <hys v House  <hnys -

Name Year Group Reg. Group House Gender Admission Number
Apbey. Jmmy. 12 G Cure Male 003599
Abbot, Susan 12 L Hocke Female 003600
Ainsworth, Zoe 12 N Eoyle Female 003601
N

Bardel, James 12 G Hocke Male 003604
Borgia, Matt 12 L Curie Male 003721
Brown. Richard 12 M Boyle Male 003606

2. Search for then select the required student to display the Student Courses
page.
3. Highlight the second node of the tree structure that describes the core aim.
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4. Right-click the highlighted description then select Set Core Learning Aim
from the pop-up menu or click the Set Core Aim button.

Student Courses

Current Academic Year -

Planned Qualification Hours l:l Planned Non-Qualification Hours l:l
Core Learning Aim is reguired by School Census for some courses of study
[=)- Atlieri Cammela
De/GCEAS, CDT:D& R{GCEAS), 03/09/2014, 22/07/2015
-~ QAN: 50026628/9080 Pearson EDEXCEL Level 3 Advanced Subsidiary GCE in Design and Technology
- School Census Activity: TE Technology IT or Computing
Ga/GCEAS. Geography (GCEAS). 03/09/2014, 22/07/2015
~ QAN: 5002789X/3910 WJEC Level 3 Advanced Subsidiary GCE in Geography
- School Census Activity: HU Humanities
La/GCEAS. Law (GCEAS). 03/09/2014, 22/07/2015
-~ QAN: 5002324X/4770 AQA Level 3 Advanced Subsidiary GCEin Law
- School Census Activity: OT Other
Ph/GCEAS, Physics (GCEAS), 03/09/2014, 22/07/2015
-~ QAN: 50027736/1210 WJEC Level 3 Advanced Subsidiary GCE in Physics

vity: GS General Studies = Open Course Details <Enter=

- Pe/Gen. Physical Ed (Gen). 03/08/2014. 22/07/2015 ”QQ Set Core Learning Aim <Space>
i... School Census Activity: PE PE or Games

The course details are appended with the words (Core Learning Aim).

Student Courses

Current Academic Year -

Planned Qualification Hours l:l Planned Mon-Qualification Hours l:l

Core Learning Aim is required by School Census for some courses of study

[=)- Alieni Cammela
De/GCEAS, CDT:D& R(GCEAS), 03/09/2014, 22/07/2015
- QJAN: 50026628/3080 Pearson EDEXCEL Level 3 Advanced Subsidiary GCE in Design and Technology
- School Census Activity: TE Technology I T or Computing
Gg/GCEAS, Geography (GCEAS), 02/05/2014, 22/07/201%
-~ QUAN: 5002789%/3910 WJEC Level 3 Advanced Subsidiary GCE in Geography
- School Census Activity: HU Humanities
La/GCEAS, Law (GCEAS), 03/08/2014, 22/07/2015

QAN: 5002324X/4770 AQA Level 3 Advanced Subsidiary GCE in Law
- School Census Activity: OT Other
- Ph/GCEAS, Physics (GCEAS), 03/09/2014, 22/07/2015

QAN: 50027736/1210 WJEC Level 3 Advanced Subsidiary GCE in Physics
- School Census Activity: SC Science
- School Census Activity: GS General Studies
Pe/Gen, Physical Ed (Gen), 03/05/2014, 22/07/201%

.. School Census Activity: PE PE or Games
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To remove an Existing Core Learning Aim:

If you want to remove the (Core Learning Aim) flag from a course of study,

highlight the course details, right-click then select Unset Core Learning Aim
from the pop-up menu.

Student Courses

Current Academic Year - Set Core Aim

Planned Qualification Hours l:l Planned Non-Qualification Hours l:l
Core Learning Aim is reguired by School Census for some courses of study

=1- Alieri Camela
= De/GCEAS, CDT:D& R(GCEAS), 03/08/2014, 22/07/2015
i Lo QAN: 50026628/9080 Pearson EDEXCEL Level 3 Advanced Subsidiary GCE in Design and Technology
: - School Census Activity: TE Technalogy IT or Computing
-Ga/GCEAS. Geography (GCEAS). 03/09/2014, 22/07/2015
~ QAN: 5002789X/3910 WJEC Level 3 Advanced Subsidiary GCE in Geography
- School Census Activity: HU Humanities
La/GCEAS, Law (GCEAS), 03/09/2014, 22/07/2015
i b QAN: 5002324X/4770 AQA Level 3 Advanced Subsidiary GCE in Law
{ ‘. School Census Activity: OT Other
/GCEAS, Physics (GCEAS), 03/09/2014, 22/07/2015
-~ QAN: 50027736/1210 WJEC Level 3 Advanced Subsidiary GCE in Physics
- School Census Activity: SC Science
. GCI eneral St (GCEA 03/09/2014, 22/07/20
i i School Census Activity: GS General Studies
= Pe/Gen. Physical Ed (Gen). 03/03/2014, 22/07/25 |% Unset Core Learning Aim <Spaces
i School Census Activity: PE PE or Games

Open Course Details <Enter>

Alternatively, highlight the details of an alternative course of study then click
the Set Core Aim button. This action removes the Core Learning Aim flag

from the original course of study and flags the newly selected course as the
(Core Learning Aim).

Editing a Core Learning Aim via the Memberships and Results Panel

Select Tools | Academic Management | Course Manager | Maintain

Course to display the Find Course browser.

IMPORTANT NOTE: Core aims are academic year based, so the Core Aims
column is not displayed if the default of Census View is selected in the Find
Course browser. This is because the From and To date range for the
Census View spans two academic years.

If you want to view or edit the core aims data in the Memberships and
Results panel (Core Aim column), ensure that you select either the
Current Academic Year or the Previous Academic Year from the View
Memberships drop-down list in the Find Course browser.

2. Search for then select the required course to display the Course Details

page.
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3. Click the Membership and Results hyperlink to display the Membership
and Results panel.

7 Memberships and Results

[ @) Recalculate Results | (I Results Report

Click on Result Calumn to view the Result Details

Name YTl Reg ULN Class Start End P End Core Aim Status Reason Protect Result AQ QAN/Disc QWS QAMN/Disc Rets = |'_| New
P Adkins , Richard 1 |1E (1117169941 [10y/Sa2 |03/09/2013 | 23/07/2014 |23/07/2014 £/ $ Delete

Ashworth , Imogen 11 |11C (1111168808 [10:/Sa2 |03/09/2013 |23/07/2014 |23/07/2014 & Exception

Set this course as Core Aim for all these students

Bamstable , Tracy 11 |11D (1111163852 |10v/Se2 |03/09/2013 |23/07/2014 |23/07/2014

Bradley , Anthony 11 |11B (1111163798 |10/Sa2 |03/09/2013 |23/07/2014 |23/07/2014 \/

Burge . Edwina 11 |1B (1111163763 [10/Sa2 |03/09/2013 |23/07/2014 |23107/2014

Burns , Paul 12 |H 5142369911 (11x/Sa2 |03/09/2013 | 27/04/2014 | 230772014

Cogman , Stefan 1 |1C (1117169712 [10w/Sa2 |03/09/2013 | 23/07/2014 | 23/07/2014 J

Coleman , Christopher 11 |11A 1111168630 |10:/Sa2 |03/09/2013 |23/07/2014 |23/07/2014 \/

Cronin , Michael 12 | 5142368806 |11/Sa2 |03/09/2013 |23/07/2014 |23/07/2014

Dalwadi , Mohinder 11 |1E (1111163631 [10vy/Ss2 |03/09/2013 |23/07/2014 |23/07/2014

Devonshire , Kirsty: 11 114 1111168885 |10:/Sa2 |03/09/2013 (23/07/2014 [23/07/2014

Total : 119, -

< I b

4. To change the core aim for multiple students, right-click any cell in the Core
Aim column then select Set this course as Core Aim for all these
students from the pop-up menu.

This assigns the core aim flag to all students in year 12 and above in a single
academic year.

5. To change the core aim for an individual student, click any cell in the Core Aim
column. A tick is displayed in the cell.

If a core aim already exists for this student in the academic year specified, a
warning message is displayed. Click the Yes button to change the core aim or
the No button to cancel the process.

To remove an Existing Core Learning Aim:

1. In the Core Aim column, click the cell adjacent to the applicable student's
name.

A message warns you that you are removing the core aim for one or more
students.

2. Click the Yes button to remove the core aim(s) or the No button to cancel the
process.
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This chapter provides guidance about the tasks that need to be performed to
ensure that the Post 16 data for the current academic year, i.e. 2015/2016, is
complete and accurate in time for the forthcoming School Census on Thursday
1 October 2015.

Importing Catalogue Files

The DfE Qualification Data catalogue should be imported only if new courses
exist for the current academic year, i.e. 2015/2016. If applicable, it is
recommended that the catalogue is downloaded from the DfE QAN website
(https://collectdata.education.gov.uk/gwsweb/default.aspx) and imported
into SIMS in September (when the courses are being set up) and before
starting the School Census Autumn 2015 Return (01/10/2015).

The qualification data is applicable to all Learning Aims without a result or
basedata supplied by the exam Awarding Organisation or Body including new
courses and completed school assessed Learning Aims.

1. Download the latest QWS data files from the DfE QAN web site to a folder of
your choice.

2. In SIMS, select Tools | Examinations | Import Qualification Data. A
confirmation dialog is displayed.

3. Click the OK button to confirm that the downloaded data you are about to
import is up-to-date. The Import Qualification Data page is displayed.

4. In the Select Catalogue Files panel, click the Browser button adjacent to
each file name field then navigate to the stored location of the applicable file.

5. Select the required XML file then click the Open button to return to the select
Performance Measures panel where the selected file name is displayed.

Select Catalogue Files

Last Updsted On [ ]

Current QAN XML [C:\Program Files (B6}\SIMS\SIMS net\Qualfication Data'QAN_Current |

Awarding Bodies XML |C:"-.Prng|am Files (86)»SIMSNSIMS net’\Qualfication Data"-.OAN_AB_\-"‘I.|

Discount Codes XML |C:"-..Prog|7:|m Files (86)~SIMSYSIMS net‘\Qualfication Data"-.QAN_DiscCoc|

Qualification Types XML |C:"-.F'n:|g|am Files (<BE/\SIMSYSIMS net'\Qualification Data"-.OAN_OuaIT)ﬂ
[@ Import Catalogue Files ]
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6. Click the Import Catalogue Files button.

Provided that you have selected the correct file name for each file type, the
files are automatically imported in the correct order. This may take some time.

When the files have imported successfully, an Activity Log is displayed
confirming which files have been imported.

B Activity Log L2 [t
= Print [ Save

Activity

The following AB(s) were successfully imported:
AB:104

AB:255

AB:529

AB:800

AB:801

AB:802

AB:803

AB:500

AB:910

AB:911

AB:S13

AB:580

AB:381

AB:582

AB:983

AB:584

AB:585 -

7. Click the Close button to return to the Import Qualification Data page.

8. You can click the Print button to print a copy of the file names and locations
for future reference.

When you next open the Import Qualification Data page, the Last
Updated On field displays the date of the most recent import.

D Completed

Importing Performance Files

If you are using Course Manager, a copy of the Performance Measures ENG
and NI ONLY.XML file is available for use in Performance Indicators (PI). The

file contains information that has been derived from the Register of Regulated
Qualifications (RRQ) provided by Ofqual.

Download the Performance XML files.zip to a folder of your choice.

2. In SIMS, select Tools | Examinations | Import Qualification Data. A
confirmation dialog is displayed.

3. Click the OK button to confirm that the downloaded data you are about to
import is up-to-date. The Import Qualification Data page is displayed.

4. In the Select Performance Measures panel, click the Browser button
adjacent to the Performance Measures XML field then navigate to the
location of this file.
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5. Select the Performance Measures ENG and NI ONLY . XML file then click the
Open button to return to the select Performance Measures panel where the
selected file is displayed.

Select Performance Measures
Last Updsted On [ ]
Performance Measures XML |C:"'-.Pn:|g|am Files (86)»SIMS%SIMS net'\Performance Measures"-.Perforrna|

| @ Import Performance Files |

6. Click the Import Performance Files button.

7. Click the Print button to print a copy of the file names and locations for future
reference, if required.

When you next open the Import Qualification Data page, the Last
Updated On field displays the date of the most recent import.

D Completed

Reviewing QAN Imports

Once you have imported the relevant Performance Measures XML file, two
reports are available that enable you to check the integrity of the QANs in the
basedata:

= Certification Elements without QANSs - this report lists the series code,
series description, Board, entry code and the title of all basedata elements
without a QAN. You must enter the missing QANs via Examinations
Organiser (Focus | Basedata - Basedata for <Season> dialog) to
ensure the accuracy of the PI data.

= Certification Elements with unmatched QANs - this report lists the
series code, series description, Board, entry code, title and QAN of all
basedata elements that have a different QAN from the QAN details
provided in the Performance Measures file. You must correct the QANs in
the basedata to ensure the accuracy of the PI data in Examinations
Organiser.

Review QAN import

Certification Elements without QAMs i= Report
Certification Elements with unmatched QANs §E Report

Click the relevant Report button to run the report. The report is displayed in
your web browser from where it can be printed, if required.

D Completed
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Checking Course Manager Data for the Current Academic
Year

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

A Find Course
[B New #iSearch | Open  Delete « Print Mext * Previous &) ResetFilters & Update All Course Memberships 48] Reconciliation Repors @ Help 98 Close

Status
~ View Memberships Census View ~ From [01/08/2014 | | Te 01/10/2015 |[B <Any l:]

<Bny>
Desciption Short Name Subject Level QAN/DscCode  GANBxpry  Active Status without GAN

Level(s)

with expired GAN

with shared QAN

without Award

with shared Subject/Level

2. Search for then select the required course to display the Course Details
page.

Checking the Course Duration for an Individual Course

The values in the Duration and Tolerance panel are inherited from the
settings specified in the Update Course Manager Settings page (Tools |
Academic Manager | Course Manager | Course Manager Settings).
These values can be changed for an individual course by clicking the
respective drop-down list and selecting an alternative value. Any changes
made are specific to the course that you are currently viewing.

The date range displayed is inherited from the Find Course browser. Select
the respective Calendar button to change the dates.

Course Details: AVGCEA
Undo (= Print

1 Duration and Tolerance 2 Basic 3 Examination 4 Classification 5 Supervisors 6 Classes 7 Memberships and Results

01/08/2014 |1 ] 01/10/2005 |[B] [&
1 Duration and Tolerance From =] | ) & Pl

Normal Duration One Year -

Continuity Tolerance ~ Two Weeks -

Completion Tolerance  Two Months b

The Course Duration value can be used to determine whether a new class

membership should be added to an existing course membership, for the
purposes of retakes.

Two year courses must be set up correctly to ensure that after the completion
of year one, the status for students is displayed as continuing to indicate that
a result is not expected until after year two of the course is completed.

The Continuity Tolerance value can be used to decide whether a single

student's memberships should be joined together to form a continuous course
membership.
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The Completion Tolerance value enables you to determine if a student
leaving their course before the Planned End Date is deemed to have a course
completion status of Completed. This is reflected in the Memberships and
Results panel of the Course Details page.

The introduction of Completion Tolerance means that you no longer have to
make decisions regarding course completion based on whether or not the
course End Date was entered in advance.

D Completed

More Information:
Checking the Default Course Duration and Tolerances by Level on page 11
Checking Course Manager Settings on page 7

Checking Examination Award Details

1.

Preparing Post 16 Data for the School Census Autumn 2015 Return preparation guide (English

Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

Search for then select the required course to display the Course Details
page.
Select the Examination hyperlink to display the Examination panel.

You can only have one award associated with a course at a time so you must
determine which of the awards is current.

=  Ensure that each award is applicable for the current season.

This can be achieved by checking the Certification Elements before. The
Certification Elements panel displays the elements for seasons that are
relevant to the highlighted award within the From and To date range. You
may need to expand the Season column to view the full season
description.

Click anywhere in the certification element row to display the Element
Details pane to view all related information about the element.

= Add a To date to any award that was previously associated with the course
but is no longer relevant. These awards should not be deleted, as the
history will be lost.

The From and To date fields in the Examination panel are blank initially
because the previous version of Course Manager did not maintain the
history between courses and exams. The awards are displayed in yellow to
indicate that the date that they were associated with the course is not
known.

If the date ranges for the awards overlap, the records remain displayed in
yellow until the overlap is corrected.
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4. An explanation of why the award associated with the exam was changed can
be entered in the Reason column, if required.

3 Examination
Awzards
Award Bosrd  Qualification Award Code  From To Reason B New
» ART.CRAFT AND DESIGN EDEX.. |General Certificate of Educati..|SADOT 4 Dekte
ART. CRAFT AND DESIGN \WEC!... General Certificate of Educati..| 3001
Certification Elements Click the row to view the Element Details
Season Board Award Code  Entry Code  Intemal Title Frem To AD GAN/Disc

Element Details
b June (Summer) Bx_ |EDEX_. |3ADO1 94001 Art, Craft and Design 01/052011 30/06/2011 50025820/3510

Award ‘ART,CRAFFAND DESIGN

June (Summer) Ex.. |EDEX.. |3AD01 9ADO1 A, Craftand Design | 01/052010  (30/06/2010 | 50025880/3510

Board | Edexcel Foundation (GCE)

Internal Title |M, Craft and Design

External Tiltle |ART,CRAFF AND DESIGN

Description |

QCA Code [3510 | gaw  [S0025880

Entry Code |9ADD1 | Process ‘Entry

Fees [ 000 | o [Certffication

WARNING: It is possible to delete awards but the history will be lost.

D Completed

Selecting Additional Attributes for a Course
The following codesets are available:
=  QCA (Qualification Curriculum Authority)
= QAN (Qualification Accreditation Number)
= DAS Generic QAN (Diploma Aggregation Service - Generic QAN)

=  PPoS (These must be entered manually as there is no pre-defined code
list)

=  Provider UKPRN (These must be entered manually because there is no
pre-defined code list).

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

2. Search then select the required course to display the Course Details page.
3. Select the Classification hyperlink to display the Classification panel.

4. Select the appropriate date range for each codeset. If the date ranges for the
codesets overlap, the dates must be changed to rectify this.

5. The optional Reason field enables you to enter a free text explanation of why
the codeset associated with the course was changed.
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6. If the codeset(s) displayed is not currently linked to the course, click the New
button to display the Select Code dialog.

a. Highlight the required codeset to display a list of related codes in the lower
section of the dialog.

b. Search for the required code by entering the code number in the
Containing Code field or by entering some related text in the
Containing Description field before clicking the Go button. The list of
related codes displayed is updated to reflect the search criteria entered.

c. Highlight the Code to be associated with the course then click the OK
button to return to the Classification panel where the 'old' and 'new’
codesets are displayed.

d. Ensure that a To date is entered for the 'old' codeset.

4 Classification
Codeset Code Description QAN Subject QAN Expiry From To Reason Bl New
School Census Act. |OT Other 92 Delete
QAN 5002609412510 |WJEC Level 3 Advanc... |Art and Design  |31/02/2016 |03/09/2014 | 16/07/2015
b QAN 50026094/13510 [WJEC Level 3 Advanc_. |Art and Design  |31/08/2018 | 17/07/2015

If a code has been added in error, or you wish to change the code
associated with the selected course, highlight the existing code and click
the Delete button.

IMPORTANT NOTE: Deleting a code should be performed with caution.
For example, removing a code from an active course has serious
implications for the School Census.

7. Repeat Steps 1-4 to add a different code.

D Completed

Checking Membership and Results

The QWS QAN is the Qualification Accreditation Number obtained from the DfE
QAN website and the AO QAN is the Awarding Organisation QAN imported with
the exams basedata from the Awarding Organisation.
If the option to use Examinations Organiser to populate the census is selected,
the AO Discount Code is collected where a result exists. If this is not the case,
the QWS Discount Code is collected in the return.

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

2. Search for then select the required course to display the Course Details
page.

3. Click the Memberships and Results hyperlink to display the Memberships
and Results panel.
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30

The details of all the student memberships for the selected course are
displayed.

NOTE: If you want to view or edit the core aims data in the Memberships
and Results panel (Core Aim column), you must ensure that you select
either the Current Academic Year or the Previous Academic Year from
the View Memberships drop-down list in the Find Course browser.

If you wish to protect a particular student's membership from changes, ensure
that you click the applicable cell in the Protect column before you click the
Update All Course Memberships button on the Find Course browser.

7 Memberships and Results
| @ Recalculate Resulis | (I Results Report
Care Aim calumn is enly displayed for single academic year view Click on Result Column to view the Result Details

Name YTl Reg ULN Class  Start End F End Status Resson Protect Result ADQAN/Disc QWS QANMDisc Retske Frovider UKFRN = | 5 New

b Banner Charlotie 13 |4 [5142371746 |130/Ar1 |0309/2014 220772015 |220072015 | Transt |Person | ¥ [a [500260943510] 5002608413510 92 Delets
Channa,Gary |13 |K (5142371444 |13D/Ar1 (03092014 |22/07/2015 2200772015 € |50026094/3810 5002609413510 © Exception
Collier , Karl 13 P (5142371371 |130/AM1 (030902014 |22007/2015 | 2200772015 A |50026084/3510 5002609412510
De Freitas Katie |13 |M 5142371282 |13D/Ar1 (030802014 |22/07/2015 2210772015 A |50026094/3510] 5002609413510
Delsney, Ruth |13 |K 5142371258 |13D/Ar1 (030802014 |22/07/2015 2210772015 B |50026094/3510 5002609413510
Dhami.Philp |13 |H 5142371223 |13D/Ar1 (03092014 |22/07/2015 2210772015 B |50026094/3510 5002609413510
Delton. Geoff |13 |G 5142371215 13D/Ar1 (03092014 |22/07/2016 22107/2015 C  |50026094/3610 5002803413510
Duggan, liam |13 |G |5142371193 |13D/Ar1 (03082014 |22/07/2015 2210772015 B |50026094/3510 5002608413510
Frost , Tobin 13 |@  [5142370344 13D/ (0310302014 | 220772015 |2200772015 |whthd  |Imjuryl| ¥ [B 500260943510 5002608413510
Gilbert . Matt 13 M (5142370353 |13D/Ar |03/09/2014 (220072015 2210772015 C  |50026094/3510 5002609413510
Gill, Ben 13 (L (5142370847 |130/AF1 (030902014 220072015 | 2200772015 A& [50026094/3510] 5002609413510
Gill , Joanne 13K (5142370233 | 130/ArT (030902014 220072015 | 22/07/2015 C |50025094/3610 5002609413510
Gordon Greg |13 |J  |5142370204 |13DiAr1 (03082014 |22007/2015 |22/07/2015 A |50026094/3510 5002609413510

Total : 19 <
‘ v

Check the current status of each Learning Aim, i.e. Completed, Continuing,
Withdrawn and Transferred. A yellow cell indicates that the Learning Aims
status should be added.

Right-click the Status column then select the appropriate option from the
drop-down list:

= if the student's class membership ended within the Completion
Tolerance specified for the course, select a status of Completed.

= if the student's class membership ended outside of the Completion
Tolerance specified for the course, e.g. because they left the school or
they are concentrating their time on other course subjects, select a status
of Withdrawn.

= if the student has swapped to a different class that is associated with the
same course but still within the Completion Tolerance specified for the
course, the status should remain the same.

= if the student transfers to a completely different course, select a status of
Transferred.

Select the withdrawal Reason from the drop-down list to record why the
student is leaving a course or learning aim before the expected end date.

NOTE: Results are displayed in the Membership and Results panel for
reference only. Exam Results are not collected in the School Census Autumn
2015 Return.
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Where the provider of a course is other than the school, e.g. the school
sub-contracts the learning or training for post-16 students to another
provider, click the required cell and then select the applicable Provider
UKPRN (United Kingdom Provider Reference Number) from the drop-down
list.

Click the Save button.

D Completed

Maintaining Post 16 Programmes of Study

The annual hours that count towards a course of study are categorised as
Qualification - Planned Learning Hours or Non-Qualification Hours - Planned
Employment, Enrichment and Pastoral Hours. To qualify for funding purposes,
Planned Hours must be timetabled within your school's nhormal working
pattern.

You can record information relating to Programmes of Study for Post 16
student, enabling you to submit details of the total Planned Qualification Hours
and Planned Non-Qualification Hours in the Autumn School Census.

Planned hours are required for the 2015/2016 academic year only.

Select Tools | Academic Management | Course Manager | Maintain
Programmes of Study to display the Maintain Post-16 Programmes of
Study page.

Maintain Post-16 Programmes of Study

[Fsave & Undo (=1 Report &) Refresh

@Help @ Unpin 3¢ Clos:

Effective Date.

Student
Abbey. Jimmy
Abbot, Claire
Abbot, James
Abbot, Susan
Ackroyd, Mary.
Addisan, Millie
Ainsworth, Zoe
Allen, Megan
Ambrose, Chaz
Amis. Joshuz
Anderton, Amy.
Andreassen, Nick
Appleby, Harbinder
Armbruster, Abbie
Atianta, Rachel

Academic Year  2014/2015

02/10/2014

Al
12
13
13
12
13
13
12
13
13
13
13
13
13
13
13

Swdent [ | YearToughtln <Am>

Level(s)

Reg |Enrolment Status  |DOL

INENEEEEHEEEBEEEER

Single Registration
Single Registration
Single Registration |31/082014
Single Registration
Single Registration |31/082014
Single Registration |31/08/2014
Single Registration
Single Registration
Single Registration |31/082014
Single Registration |31/082014
Single Registration |31/08/2014
Single Registration |31/082014
Single Registration
Single Registration |31/082014
Single Registration |31/082014

v RegGroup <Any>

> Occurrences Subject
[ Calculetehours fromcourses | O

Core Aim | Other Courses
Bs/GCEDS: E/GCEAS: Gg/GCEAS: Gs/GCEAS: SliGen: Ts/GC.
En/GCEA; Gs/GCEA; La/GCEA; Ma/GCEA; Pe (AGCE); Re/Gen;

oy>

Bi/GCEAS: Cs/Gen: Gs/GCEAS; La/GCEAS; Ma/GCEAS: So/GC

Bs/GCEDS: E/GCEAS: Gs/GCEAS: La/GCEAS: Ma/GCEAS; SII

En/GCEA: Gg/GCEA: Gs/GCEA: Hs/GCEA: PHGCEA: ReiGen:

Bs/GCEDA; De (AGCE); Ge/GCEA; Gs/GCEA; Rc/Gen;

g values (]

TT Hours
20
B

20

20
22

v Enrolment Status  <Any>

~  Unassigned hours

Qual Hours

15
10

[Resetiiters
] @[] ) theshod 0|

MNon-Qual Hrs | Total Hours |Notes =

2
4

25
17
14

0

0
0
0
0

0

PoSnotehere
Reason forfigure

o
Student Details
Student Courses
Select All <Ctrl-A>

0
o
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Select a different year from the Academic Year drop-down list, if required.

The Effective Date field defaults to the date of the Autumn School Census
that falls within the selected Academic Year. This field is read-only.

To update the information displayed on the Maintain Post-16 Programmes
of Study page to reflect the students and the courses they are undertaking,
click the Refresh button. Only students who are assigned to Post 16 courses
are displayed.

Enter a student's name in the Student field to locate a specific student. All
Post 16 students with a matching or partially matching name are displayed.

Alternatively, select a Level(s) from the drop-down list.
Select the Year Taught In (YTI) from the drop-down list.
The Occurrences counter defaults to >=1.

Select the Reg Group from the drop-down list.
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32

10.

11.

12.

13.

14.

Select the relevant Subject from the drop-down list, if required.
Select the Enrolment Status from the drop-down list.

You can also choose to display only those students with Unassigned hours

by selecting the check box. This enables you to identify students assigned to
courses who need to have the Planned Hours per Year section completed on
the Course Details page. If a value of zero has been entered into either of the
columns, this value is treated as a blank allocation of hours and is displayed

when the Unassigned hours check box is selected.

The Reset Filters button enables you to restore the default settings.

Where you have entered the Planned Hours per Year for each individual
course of study on the Course Details page, these totals are carried through
into the Qual Hours and Non-Qual Hours columns of the Maintain Post-16
Programmes of Study page when you click the Calculate hours from
courses button.

Right-click a student's name to display a pop-up menu. You can access their
Student Details page, their Student Courses page or Select All the
students from this menu.

The TT Hours column enables you to check the accuracy of Planned Hours for
a timetabled programme of study.

Overwrite existing values [J | L | 4| Thresheld D—I
TT Hours |Qual Hours Non-Qual Hrs |Total Hours |Notes A
4 20 5 25 Testnote
15 2 17 |PoS note here
7] 10 | 4] 14 [reason for figure I
0
1 0

If you want to manually amend the totals for a specific student, highlight their
name in the list, click into the Qual Hours or the Non-Qual Hours column(s)
and enter a different total.

If you want to manually amend the totals for all the students at once,
right-click anywhere in the list, press Ctrl & A to Select All the students in the
list and enter a different total in the Qual Hours or the Non-Qual Hours
column(s). Alternatively, enter a figure in the box adjacent to the green arrow
button at the top of either the Qual Hours or the Non-Qual Hours column(s)
to flood fill the entire column with the figure entered. You can also enter a
figure in the Threshold box, enabling you to check that a student's full time
funding is accurate before it is included in the School Census Return.

The combined hours for each student and their Post 16 Programmes of Study
are displayed in the Total Hours column. The figure displayed in this column
will be shown with a yellow background to indicate that the figure is less than
the figure you specified in the Threshold box.

You can also enter a brief set of Notes to indicate the reason for the manually
assigned hours. This will enable you to reconcile and validate your School
Census return in conjunction with the Programmes of Study Report,
accessible from Routines | Statutory Returns | School Census.
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15. If you want to determine the total Qual Hours and Non-Qual Hours figures
for a student, for all the courses that they are assigned to, based on the
information entered on the Course Details page, click the Calculate hours
from courses button. Calculate hours from courses does not include hours
from courses that are retakes.

IMPORTANT NOTE: Where retakes have been indicated for memberships
via Tools | Academic Management | Course Manager | Maintain
Course, the calculation from courses in Maintain Programmes of Study will
exclude the course hours for that membership. If a retake is for lack of Prior
Attainment in Maths or English, you may decide not to flag the membership
as a retake so that the hours are included in the Maintain Programmes of
Study calculation.

If you have selected the Overwrite existing values check box before
clicking the Calculate hours from courses button, the following warning
message is displayed:

This process will calculate the planned hours from the courses for the
selected students.

Warning: all existing values will be overwritten.

16. Click the OK button to continue or click the Cancel button to abandon the
process.

17. If you want to preserve any existing figures that are present in the Qual
Hours and Non-Qual Hours columns, ensure that the Overwrite existing
values check box is not selected before you click the Calculate hours from
courses button. A following message is displayed:

This process will calculate the planned hours from the courses for the
selected students.

18. Click the OK button to collate all the Qualification and Non-Qualification totals
that have been specified in the Planned Hours per Year section of the
Course Details page for each course, and populate the respective columns
with the cumulative total for each student according to the courses that they
are assigned to. Alternatively, click the Cancel button to abandon the process.

19. Click the Save button.

20. Click the Report button to print the Maintain Post-16 Programmes of
Study page in .html output.

D Completed

i) More Information:
)/ Programmes of Study Report on page 40
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Recording Post 16 Employment Information

Schools in England should record employment details for Post 16 students
whose Year Taught In is 12 or above.

Full-time employed students are those working eight or more weeks
consecutively and for 20 or more hours per week, e.g. school hours. Part-time
work (e.g. a weekend or evening work) is not included in the full-time
employed hours.

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

2. Search for then select the required student to display the Student Details
page.
3. Click the Additional Information hyperlink and then navigate to the

Post-16 Employment section at the bottom of the Additional Information
panel.

Post-16 Employment Employment Type Start Date End Date Hours Motes [ New
Open

Delete

4. Click the New button to add a new employment record to display the Add
Employment Details dialog.

m Add Employment Details o (Sl

Employment Type
Hours / \Week l:l

MNotes

oK ][ Cancel

Alternatively, highlight an existing entry then click the Open button to display
the Edit Employment Details dialog.

5. Select the Employment Type from the drop-down list, i.e. Weekends out of
school hours, Weekday(s) out of school hours or School Hours.

6. Enter the Start Date of the employment period or click the Calendar button
then selecting the required date.

7. Specify the End Date of the employment, if applicable.

8. Enter the number of Hours/Week, together with any Notes.
9. Click the OK button to return to the Student Details page.
10. Click the Save button.

D Completed
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Linking Non-EDI Exam Information to a Course

The Performance Indicator (PI) routines (now available via the Tools menu in
SIMS) assist with the non-electronic data interchange (EDI) results entry.
Course Manager provides a streamlined and seamless approach to the
allocation of QANs to facilitate accurate Post 16 funding.

To ensure that the non-EDI data is displayed in the School Census Learning
Aims panel automatically, it must be linked to a course.

1. Select Tools | Examinations | Edit PI Data to display a confirmation dialog.

2. Confirm that your QWS QAN Catalogue and Performance Measures file imports
are up-to-date by clicking the OK button.

3. If PI cohorts exist, you are asked if you want the system to update the PI
cohort memberships. Click the Yes or No button, as required. The Edit PI
Data page is displayed.

4. Select the check box adjacent to the name of the required candidates.

A EditPIDat
Current Season [June (Summer) Exams 2014] [ Edit Season M crD & ckD @ Help ¢ Close
Sumame | | Forename | ¥T1 <oy - Reg <Ay> v Stws <Anz v
Sumame  Forename  YTI Reg  DOB ULN ExamMNo Pl Cohort AC &G KStPts  KStAve L3Ps  L3Ave  Recdloulle =~ B Add Resulls
Abbey Jimmy 12 G 17/04/1998 5142370030 'S000 2014 KS4 300 7.00 256.00 3657 =]
(Abbot Susan 13 L 210611998 (5142370022 9001 | 2014 KS4 1200 1200 | 69100 | 5758 | 13500 | 27000 ]
I [Abbot Hannah 12 (11B)  |23112/1998 | 1111169976 0001 [&]
[ [Abbot Claire (G 220471997 [5142371843 | 8000 18.00 1800 | 107900 | 5994 | 67500 | 27000 =]
o [Abbot [James 63y |2710411996 5142373688 [7001  [2014Age 16+ | 600 | 700 | 34600 | 4943 | 58000 | 24750 (MM
7] |Ackroyd Mary (13) (H) 06/09/1995 5142373633 7003 800 800 386.00 4825 540.00 270.00 [=]
O [Adems Melanie 12 (11D)  |0606/1999 1111169968 |0002 100 1.00 5200 52,00 =]

5. Click the Add Results button to display the Add Results dialog.

[BE Add Results o=
@ Help
QAN
Subject Course
-— Awarding Body

Title

Discounts a
Surname Forename bl Reg Exam No
b Abbey Jimmy 13 G 9000
Abbot Susan 13 L 9001 =
Abbot James 13 @) 001
Addison Millie 13 0] 004
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10.
11.

The selected students are displayed in the lower panel, where they can be
removed or other students added, if required.

Enter the all or part of the QAN code (without slashes) to display a list of
examination/courses that match the entry.

HIE Add Results = X
@ Help
QAN [1p038012
ASDAN Level 3 Key Skills in Problem Solving (Pilot) (Revised NQF Level) (10038012)
v =

Select the required examination/course to populate the QAN field.

Click the Refresh button to populate the Subject, Level, Awarding Body
and exam Title fields automatically.

If the course is already linked to a QAN/discount code, the Course field is
populated automatically.

The button name changes from Refresh to Change and the QAN field is
disabled.

[EE Add Results [E=TEEn— x|
@ Help
QAN ASDAN Level 3 Key Skills in Problem Solving (Filot) (Revised NQF Level) (10038012

Subject  Problem Solving ~] Cowse =

Level Koy Skills Lovel 3 + Awarding Body Award Scheme Development and Accri +

Title |ASDAN Level 3 Key Skills in Problem Sclving (Pilot) (Revised NQF Level)

Grade

Key Stage 4 Entry

Level 3 Bty [0 ] e ]
]

Equivalence

Paints Discounted [
Sumame Forename el Reg Exem No
b Abbey Jimmy 1 G 5000 =
Abbot Susan 13 L 3001
Abbot James 13) (G) 7001

Addison Millie (13) [€)] 7004

e

Select the Grade from the drop-down list. The equivalence entry fields and
Points field are populated automatically.

Select the Discounted check box, if applicable.

Click the Save button then confirm that the details are correct by clicking the
Yes button.

The data is then available to Performance Indicator, Course Manager and
School Census.
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The results data entered in the Add Results dialog (described in this section)
is displayed in the School Census Learning Aims panel when the details are
calculated/recalculated via Routines | Statutory Returns | School
Census.

WARNING: Clicking the Calculate All Details button overwrites all manual
edits.

6 Learning Aims
Sumame | | Forename | Y <aeyp - u | | oaan | | DiscCode | | x
Subject  <Any> - Level <Aay> - Status  <Any> ~ From [07/08/2014 To  [mAi0/2015 B Scarch
Select Calumns | [ Compare with Previous Autumn_| [B® Compare vith Course Manager | Add Exclude | [ Recalculate

Surname Forename  YTI ULN Subject Level StatDate EndDate PEndDate Coreim Setus  Viithdrawal Reason QAN Discount Provider UKFRN Result =
» Abbey Jimmy |13 |5142370030 |Business Studies |GCE ASE Double Award  |03/092014 | 220072015 |22/07/2015 Completed 10042878 0002 a

Abbey Jimmy 13 |5142370030 |English Lit GCE Advanced Subsidiary |03/092014 22/07/2015 |22/07/2015 Completed 50029316 |5110 A

Abbey Jimmy 13 |5142370030 |Geography GCE Advanced Subsidiary |03/092014 22/07/2015 |22/07/2015 v Completed 5002789X |2910 A

Abey Jimmy |13 |5142370030 |Theatre Studies | GCE Advanced Subsidiary |03/092014 | 2200772015 |22/07/2015 Withdrawn | Injury/lliness 50026550 5210 A

Abbot Claire |13 |5142371842 |English GCE Advanced 0300812014 (220072015 | 22007/2015 Completed 50029058 5030 g

Abbot Clire |13 |5142371243 |Law GCE Advanced 03082014 |22/072015 220072015 | ¥ | Completed 50023305 4770 g

Abbot Claire |13 |5142371843 |Mathematics | GCE Advanced 030092014 (220072015 | 2200772016 Continuing 10060145 2330 A

Abbot Claire 13 |5142371843 |Physical Ed GCE Advanced 03/092014 | 22/07/2015 | 22/07/2015 Completed 50022684 |MA2 B

Abbot Susan 13 |5142370022 |Biology GCE Advanced Subsidiary |03/092014 22/07/2015 |22/07/2015 v Completed 50027761 |1010

Abbot Susan |13 (5142370022 |Law GCE Advanced Subsidiary 03092014 |22/07/2015 | 220712015 Completed 5002324X 4770 -

Abbot Susan |13 (5142370022 |Mathematics | GCE Advanced Subsidiary 03082014 |22/07/2015 |22107/2015 Completed 5002324X. 4770 B

Abbot Susan |13 |5142370022 |Sociology GCE Advanced Subsidiary |03/082014 |22/0772015 (221072015 | ¥ | Completed 50022635 4850 A

Ainsworth  |Zoe 13 (5142370014 |Business Studies |GCEASB Double Award  |03/092014 | 221072015 |22/07/2015 Completed 10042878 0002 A

Ainsworth | Zoe 13 5142370014 |English Lit GCE Advanced Subsidiary |03/092014 22/07/2015 |22/07/2015 ‘/ Completed 50029319 |5110 D

Ainsworth Zoe 13 |5142370014 |law GCE Advanced Subsidiary |03/092014 22/07/2015 |22/07/2015 Completed 5002324X |4770 D

Minsworth  |Zoe 13 5142370014 |Mathematics | GCE Advanced Subsidiary (0310302014 | 2210772015 |22/07/2015 Completed 10034110 2210 D

Allen Megan |13 (5142371827 |English GCE Advanced 0300812014 (220072015 | 22007/2015 Completed 50029058 5030 D

Allen Meoan |13 15142371227 |Geooraohy GCE Advanced 031082014 1220072015 12200712015 Comoleted 50024838 13810 =
Total: 622

TIP: To enable you to check the integrity of the QANs in the basedata, two
reports can be run but you must first import a copy of the Performance
Measures file for use in PI (please see Reviewing QAN Imports on page 25).

Additional Resources:
e Processing Results and Calculating PI Data in Exams and SIMS handbook
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School Census Autumn 2015 Reports

NOTE: The School Census Autumn 2015 Return must be created and
validated before the Summary report or any of the detail reports can be run.

The following Learning Aims related reports are available via Routines |
Statutory Returns | School Census.

Summary Report

The School Census Autumn 2015 Summary report is provided by the DfE via
an XSL file and summarises the content of the XML Return file.

Detail Reports

The detail reports, which are provided by Capita SIMS, can be produced as
soon as the return has been created and validated.

The reports listed here are those that deal with basic details and those that are
specific to Learning Aims. Several additional report are available from the
Detail Report drop-down list, located at the top of the Census Return
Details page, (Routines | Statutory Returns | School Census), if
required.

Additional Resources:

s

Producing the School Census Autumn 2015 Return (English
Secondary/Middle deemed Secondary schools) handbook

Producing the School Census Autumn 2015 Return (English All-Through
schools) handbook

Producing the School Census Autumn 2015 Return (English Pupil Referral
Units) handbook

On Roll Basic Details Report
Report Criteria: Students on-roll on census day.

This report provides the following information about students who are on-roll
on census day: UPN, ULN, legal surname, legal forename, preferred surname,
former surname, date of birth, gender, year taughtin (YTI), date of admission,
enrolment status, language, Youth Support Services Agreement (YSSA),
part-time status and boarder status.

Leavers Basic Details Report
Report Criteria: Students not on-roll on census day, that is:
= Leavers with attendance 1 term ago (06/04/2015 to 31/07/2015)
= Leavers with exclusions 2 terms ago (01/01/2015 to 05/04/2015)
] Leavers with Learning Aims from (01/08/2014 to 01/10/2015).

This report provides the following information about students not on-roll on
census day (Leavers): UPN, ULN, former UPN, legal surname, legal forename,
middle names, former surname, date of birth, gender, date of admission
(DOA), date of leaving (DOL), language, part-time status, boarder status,
attendance, exclusions and Learning Aims.

38 | Preparing Post 16 Data for the School Census Autumn 2015 Return preparation guide (English
Schools with a Sixth Form) (Word version)



04| Additional Information

On Roll Learning Aims Report

Report Criteria: On-roll students in Year 12 or above with Learning Aims
during 01/08/2014 to 01/10/2015 (census day) who have an enrolment status
of C (Current - Single Registration) or M (Current Main - Dual Registration).

This report provides the following information:

=  basic details about the students who match the report criteria: UPN, legal
surname, legal forename, year taught in, date of birth (DOB), date of
admission (DOA) and enrolment status.

= Learning Aims information is displayed on the right-hand side of the
report: QAN numbers, discount code, course description, course start
date, end date, planned end date, actual end date, completion status,
withdrawal reason, UK provider reference number (UKPRN) and indication
whether the Learning Aim is the core aim (Yes/No).

Definitions:

= Learning Aim Planned End Date: The date by which the school and learner
plan to complete the activities related to this learning aim.

= Learning Aim Actual End Date: The date that the learner completed the
learning activities necessary to achieve the learning aim or the date the
learner withdrew from the learning activities.

Leavers Learning Aims Report

Report Criteria: Leavers in Year 12 or above with Learning Aims during
01/08/2014 to 01/10/2015 who had an enrolment status of C (Current -
Single Registration) or M (Current Main - Dual Registration).

This report provides the following information:

=  Basic details about the students who match the report criteria: UPN, legal
surname, legal forename, year taught in, post code, date of birth (DOB),
date of admission (DOA), date of leaving (DOL).

= Learning Aims information is displayed on the right-hand side of the
report: QAN numbers, discount code, course descriptions, course start
date, planned end date, actual end date, completion status, withdrawal
reason, UK provider reference number (UKPRN) and indication whether
the Learning Aim is the core aim (Yes/No).

Definitions:

= Learning Aim Planned End Date: The date by which the school and learner
plan to complete the activities related to this learning aim.

= Learning Aim Actual End Date: The date that the learner completed the
learning activities necessary to achieve the learning aim or the date the
learner withdrew from the learning activities.
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Learning Aims by Status Report

Report Criteria: Learning Aims from 01/08/2014 to 01/10/2015 (including
both on-roll and leavers).

NOTE: Large discrepancies between last year's and this year's data might
indicate mistakes.

The report provides the following information:
= Each Learning Aim code and title.

=  The total number of each Learning Aims in use for academic year
2014/2015 and 2015/2016.

= The number of each Learning Aim completed, continuing, withdrawn and
transferred in the academic year 2014/2015 and 2015/2016.

NOTE: A learning aim may appear more than once in this table: for example,
a continuing learning aim which began last year will be counted as continuing
in both years.

Programmes of Study Report

Report Criteria: Students reported with Learning Aims in the School Census
Autumn 2015 Return.

The report provides information about Planned Qualification Hours and
Planned Non-Qualification Hours in 2015/2016.

Also displayed are the student's UPN, legal surname, legal forename, year
taught in, full-time employed status and on-roll status.

Full-time employed students are those working eight or more weeks
consecutively and for 20 or more hours per week. Part-time work (e.g. a
weekend or evening work) is not included in the full-time employed hours.

Prior Attainment Report

Report Criteria: On-roll and leavers in YTI 124 with Learning Aims in the
School Census Autumn 2015 (01/08/2014 to 01/10/2015).

This report provides the following information: UPN, legal surname, legal
forename, year taught in (YTI), enrolment status, Maths information (i.e.
highest grade, prior attainment, and funding exemption), English information
(i.e. highest grade, prior attainment, and funding exemption) and on-roll
status.

IMPORTANT NOTE: Due to the range of qualifications that might be
included in Prior Attainment and the variety of sources from which they
might come (external results, internal results, non-edi results, marksheet
entry, etc.), the report outputs must be carefully checked and amended
where necessary via Tools | Statutory Return Tools | Update Prior
Attainment.
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Where Can I Get More Information

A wide range of documentation is available from within SIMS via the
Documentation Centre and can be accessed by clicking the
Documentation button located at the top right-hand side of the SIMS Home
Page. Once open, click the required category button and then select the
required document.

In addition to this document, other preparation guides are available, which
detail generic tasks that need to be completed when preparing for the return.
An Errors and Resolutions document, which provides suggestions on how to
resolve any validation errors and queries, and a handbook outlining how to
complete the School Census Autumn 2015 Return are also available:

= Preparing for the School Census Autumn 2015 Return (English
Secondary/Middle deemed Secondary Schools) guide

=  Preparing for the School Census Autumn 2015 Return (English
All-Through Schools) guide

=  Preparing for the School Census Autumn 2015 Return (English Pupil
Referral Units) guide

=  School Census Academic Year 2015/2016 Validation Errors and
Resolutions document

=  Producing the School Census Autumn 2015 Return (English
Secondary/Middle deemed Secondary Schools) handbook

=  Producing the School Census Autumn 2015 Return (English All-Through
Schools) handbook

=  Producing the School Census Autumn 2015 Return (English Pupil Referral
Units) handbook

Additional related information can also be found in the following handbooks:
=  Preparing Examinations Organiser for an Exams Season handbook

=  Administering and Registering Candidates for Exams handbook

=  Processing Results and Calculating PI Data in Exams and SIMS handbook
=  Managing Courses handbook

= Managing Pupil/Students handbook

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.

You may also find the following DfE links helpful:

= School Census 2015 to 2016 guide for schools and LAs provided by the DfE
(https://www.gov.uk/government/publications/school-census-2015-to-2
016-guide-for-schools-and-las).

= Learning Aims information provided by the DfE
(https://www.gov.uk/search?q=Ilearning+aims).
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