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Section 1: Timetable and Support Arrangements

The CES Census in England will be launched on 21 January 2016. Schools and colleges may
complete and submit their returns from then. However, in order to manage demand, support
from the CES will be phased. Groups of dioceses have been allocated a time slot during which
telephone and email support will be available to them from the CES Census Helpdesk. The groups
are assigned asfollows:

21% January to 29'" January
East Anglia, Lancaster, Liverpool, Middlesbrough, Northampton, Portsmouth, Salford

1 February to 5" February
Arundel & Brighton, Brentwood, Clifton, Leeds, Shrewsbury, Westminster

8t February to 12" February
Birmingham, Hallam, Hexham & Newcastle, Nottingham, Plymouth, Southwark

The 2016 CES Census Form and Guidance

The Capita SIMS CES Census application, which was developed for the CES by Capita, enables
nearly 90% of the CES Census to be completed from the data contained in the schools’ SIMS
databases. (This assumes, however, that the necessary data has been input into the system,
when pupils or staff join the school, or at the periodic updates.)

The Guidance is also available on the Census website.

Support for Schools and Colleges during the 2016 CES Census

If the Guidance does not provide an answer to your question then please contact the
Census helpdesk:

Online support ticket: http://www.cesewcensus.org.uk/helpdesk
Email: census@catholiceducation.org.uk
Telephone: 020 7901 1909

The schools (and dioceses) will be issued with a reminder prior to the start of the Census. A page
will be available on the CES Census website (https://www.cesewcensus.org.uk) showing progress
on completing returns. This will enable Diocesan Representatives to follow up outstanding CES
Census forms. Diocesan contacts are shown in the table in Appendix D.

Where schools and colleges are completing their returns using SIMS, they should still contact the
CES helpdesk in the first instance. If necessary, the CES will then raise issues with their contacts at
Capita. This does not preclude schools and colleges using SIMS from contacting their SIMS Support
Teams, as usual.
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Section 2: New in 2016

Non-Catholic Pupils Religion

From 2016 the Census gathers a breakdown of the religions of all non-Catholic pupils. Unlike the
existing data on gender and Catholicity which is broken down by year group, the new data is at
school level. The data collected is shown below:

Christian — other

Buddhist

Hindu

Jewish

Muslim

Sikh

Other

None (no religion)

Refused (religion not disclosed)
Missing (religion not entered in SIMS)

If the final total ‘missing’ is not zero, validation error 1014 will be generated when the
return is validated.

Section 3: CES Census Website

The CES Census website contains all the resources necessary to complete and upload the Census
and is located at: https://www.cesewcensus.org.uk.

The website sections comprise:

Home page: support timetable; general information; links to the rest of thesite.
Upload: secure page for uploading of completed Census files.

SIMS: Online version of this guidance document plus other information and links to
downloads for SIMS users.

EXCEL: Online version of this guidance document plus other information and links to
downloads for non-SIMS users.

Support: CES helpdesk details.

Return Rates: Progress of the Census, updated regularly during the Census period.
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Section 4: Preparation of SIMS

Checklist

There are three checks that you need to make prior to completing your CES Census:

1. Ensure data in SIMS modules is up-to-date.
2. Ensure look-up tables are in place and up to date.
3. CES Census folder and security message.

Check 1: Ensure all the data in the SIMS modules is up-to-date

SIMS data is held within modules, eg Staff or Pupil/Student Details. 90% of the data used by the
CES Census is held in SIMS modules so it is important to ensure that the data in SIMS is up to date
before running the Census. The 10% of data not held in SIMS must be entered in the Census panels
each time a Census is completed (eg questions related to teaching of RE).

If the SIMS data is not kept up to date it will need to be entered into the Census panels each time
the Census is completed. The Census will therefore take longer to complete.

It is therefore imperative that the fields needed for the CES Census are completed in the
appropriate SIMS module in advance of completing the Census.

You should ensure that:

e All new pupils have been assigned a religion and an ethnicity

e All new members of staff have been assigned a religion and an ethnicity

e Free School Meals information is up to date

e Any member of staff with a Catholic Certificate in Religious Studies has this or
“CCRS” assigned as a qualification

e Any member of staff with a National Professional Qualification for Headship has this
or “NPQH” assigned as a qualification

e Inthe case of maintained schools, ensure that only members of the leadership team i.e.
executive head teacher; head teacher; deputy head teacher and assistant head teacher
have been allocated to the leadership category in SIMS. Independent schools and colleges
may choose to assign holders of equivalent roles (eg members of the senior management
team) to the CES Leadership Team category.

e Inthe case of support staff, ensure that members of staff carrying out roles listedin
Appendix B have been assigned those roles in SIMS.

Bulk Update can be used for entry of religion and ethnicity to several pupils
simultaneously. See Appendix H for further information.
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Check 2: Lookup tables

There are three lookups that need to have categories assigned to them for the CES Census:

Lookup Table Category

Pupil religion Roman Catholic

Staff religion Roman Catholic

Staff ethnicity Traveller of Irish / Gypsy / Roma Heritage

Because these categories are not present as part of the standard SIMS lookups the CES Census
needs to be told where they are.

If you have used SIMS CES Census before then these lookups will be set up and linked to the CES
Census. You can now move on to “Step 3: setting up a folder in which to save files”.

If you have not used SIMS CES Census before then the SIMS Autumn upgrade should have
installed any missing categories for you and linked them automatically to the CES Census.

You should, however, check that the update has set up the lookups correctly. Therefore, the first
time you run the CES Census using SIMS you will need to follow these two steps:

1. Check SIMS Lookups

Follow the Tools | Lookups | Maintain route and check the threelookups:

In Description, type ethnicity and in Data Area type Staff. Click Search, highlight the resulting
‘Ethnicity — Staff’ field and click Open. Scroll down the list of values and check whether
‘Traveller of Irish / Gypsy / Roma Heritage’ is present.

In Description, type Religion and in Data Area type Staff. Click Search, highlight the resulting
‘Religion — Staff’ field and click Open. Scroll down the list of values and check whether ‘Roman
Catholic’ or ‘Catholic’ is present.

In Description, type Home Religion and in Data Area type Student. Click Search, highlight the
resulting ‘Home Religion — Student’ field and click Open. Scroll down the list of values and

check whether ‘Roman Catholic’ or ‘Catholic’ is present.

If any of the above values are missing, see Appendix F for detailed instructions on how to
add them.

2. Check CES Census Lookups
Appendix G contains greater detail and more screenshots for this step.
Follow the route: Tools | Statutory Return Tools | Update CES Census Lookups.

The SIMS lookups will appear in the drop down menu at the right hand side of each
category for which they refer (see screen below).

CES_Guidance_SIMS.doc




B SIMS .net: Green Abbey School < e

—— . B—

Focus Reports Routines Tools Window Help
g e B BRESWBCRODS® &
Update CES Census Lookups

Save Undo Links ~ @ Help 3¢ Close
1 Staff Lookups Related 2 Pupil Lookups Related

1 Staff Lookups Related

I Catholic Religion Catholic = %
Traveller of Irish/Gypsy/Roma heritage Ethnicity Traveller of Irish/Gypsy/Roma heritage - * I
2 Pupil Lookups Related
Catholic Religion Catholic v . =

If any of these drop down menus do not have a value selected, then they have not been
matched to the CES Census. In this case, go to appendix G for detailed instructions on
how to complete the process. The screen above shows a set of matched CES lookups.
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Check 3: CES Census folder and security message

Follow the route Routines | Statutory Returns | Schools CES Census

Check that the CES Census folder in which the Census files are saved is a valid file location
(see the screen below).

Important note for schools with hosted SIMS. If SIMS is hosted outside of the school, it must be
ensured that the folder where the files will be saved is accessible from outside SIMS, ie the folder
must be on the school network or on a PC.

It is good practice to put a security message on files containing data so that it will be
displayed on the final report in hard and electronic versions. A default message (This report
contains sensitive information.) is shown in the screenshot below and can be retained
without doing anything. In order to change the security message, click on the Security
Message box and type in the chosen message.

Security Message Census Folder

Focus Rl

8 @k - Do 89

ports  Routines Tools dow Help

FedUBCE3DaS® g

B

B® CES Rqturn Browser [Fileset ID: 18f) (SIMS_net)]
BNew % Oden Delete Next {‘}Prev»ous @Cnpy @Help %Close

CES Census Fojder  [C:\SIMSFolders\EngWE\School Cansus | &
y

Security message for Reponts

This report contains sensitive information.

l Default Message
Description File Name Census Date Date Created Valdated Authonsed Date
CES Return 2015 v01 8232999_CES_823XX15_001.XML  15/01/2015 13/11/2014 13/11/2014  13/11/2014
CES Retum 2015 v02 82325999 CES_823XX15 002 XML  15/01/2015 1471112014 1471172004 74/11/2014
CES Detail
| Save Unde QpCreate & Validate &}Aut.horise E Summary Repont §E Detail Reponts ™
Ready
e =
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Section 5: Completing the Census

Checklist

To complete the Census follow these steps (further details in this section and section 6):

1. Create a new CES Census
2. Complete missing information in panel 2 (school information)
3. Press ‘Calculate all details’ button to populate remaining panels In
panels 3 to 11:
Complete answers not calculated by SIMS
Check answers that SIMS has calculated and correct if necessary
Save the Census
Create and validate
Check the summary report
When signed off by head, authorise the Census The

©CooNo O~

CES Census comprises eleven panels:

Census Details

School Information
Teaching Staff Qualification
Leadership Group
Teaching Staff Ethnicity

RE Teaching

Pupil Ethnicity

Pupil Withdrawals

. Pupils FSM

10. School Uniform

11. Headcount of Staff Religion

CeoNooOrwWNE

There is no restriction on the number of Census returns that can be completed, although only one
may be submitted. CAPITA strongly suggest doing a ‘dry run’ before completing the final return.
This enables errors and omissions in the set up procedure to be identified and corrected in advance
of the Census date.

Starting a new Census return

To start completing the return, follow the route:
Routines | Statutory Returns | Schools CES Census

This will bring up the start screen for completing the return. Clicking the New button on the top
left hand side of the screen will start a new Census return file.

Box colours

The boxes will be coloured bright yellow if the data is generated from SIMS. If the user edits the
data then the box containing the edited data will change to pale yellow (as shown below).
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3 Teaching Staff Qualiication

Teaching Staff With CCRS® |

Teaching Staff NPQH

Catholic male teaching staff with qualfication
Other male teaching staff with qualification

p Catholic female teaching staff with qualfication
Other female teaching staff with qualfication
Catholic male teaching staff undenaking qualification

Other mzle t2aching staff undenzking qualfication

Catholic female teachina staff undenzkina oualification

< I

) Recaleutzte

If an answer is not generated by SIMS (eg staff undertaking the NPQH qualification) then the box
will be white and once the user has edited the box, it will go pale yellow.

Calculate All Details button

On Panel 2 (School Information — see below) there is a Calculate All Details button. When the
user clicks on this button, all the data that is generated from SIMS populatesthe relevant panels. If
it is not already in the SIMS database, type the information into each of the blank spaces.

If the Calculate all Details button is selected after any editing has taken place then thiswill
recalculate all panels and any editing will be lost.

Recalculate buttons

The Recalculate buttons are on each panel where data is generated from SIMS.

The user can make amendments to the data obtained from SIMS. If the user edits the
information, then the box will go pale yellow as already described above. If a box changes to red,
this indicates that there is a conflict between the information already collected from SIMS and
the information which is being added. It will not be possible to do anything further until the error
has been corrected. The section at the bottom left of the screen will indicate the nature of the
error.

If the user decides the information he or she has added is incorrect, then it can be removed by
clicking the Recalculate button. The necessary information can be added to a field at this stage,
but it will only transfer to the CES Census. It will not update the information held in the SIMS
system. Therefore, it is advisable to add the information into the SIMS system in the appropriate
area (eg adding staff information on qualifications in the Personnel module).

Hover-over help information

Several boxes will display help information when the mouse is moved over the box, as
illustrated below.

CES_Guidance_SIMS.doc 11



3 Teaching Staff Qualiication

Teaching Staff With CCRS | 2l
1. Catholic Certificate in Religious Studies.
Teaching Staff NPQH 2. Headcount: Number of individuals whether full or part time.
Catholic male teaching staff with qualfication 1

Other mzale teaching staff with qualfication

p Catholic famale teaching staff with qualification
Other female teaching staff with qualfication
Catholic male teaching staff undenaking qualfication
Other male taaching staff underaking qualification

Catholic female teachina staff undenskina auzlfication
[ Total staff||

5| 11l

1

1

TN e o of w4 o] &

&) Recaloutate

More substantial help information will remain displayed until the mouse pointer is moved. It is
also possible to change the font size. See below:

3 Teaching St Dudication

Teuching Sl it OCRS | 3

Twrchong Sl N=GH Cararl
p Lathohie maie teacming stzft with cuziihoation = )
Cter maietesering i et cusifcston lee

Cathalic “arals teaching sta® with gldcmen

Othar ‘amale tezchicg 2t with quslfcssen T L Nahenal Prodesseanad Quablicaton for heachsbip,

Caholic e teackins siolf cndettaking QUi hcab 2. Fandcaunt Number of individuys whather full or part eve

Catholic male teachil andaczking ficabon

Other fﬂlm*lmwquq::;wa? 3. Inthis contest 'Qther’ measns of cther faithz or rone
Cathelic fomale tnachig sts? urerisking qusi caon
Ol Ssrniabe ety ol v festtsking muslifcat on

Ciofs) = —W—— b

[ ol ] 3
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Panel 1 — Census Details

To move to the first section, click on 1 Census Details near the top of the screen. This will move
the cursor into the first section (see below). The reference date will be automatically set and
cannot be changed. A default description has been provided, but this can be updated as necessary
to permit more than one return to be attempted, e.g. Dry Run.

1CensusDetas
1701790 %W
Refersnce Date ZHO12016 [‘4'
Description [CES Retwm 2016 V2 |

2 School Informaton

School Name IWATERS EDGE PRIMARY SCHOOL |
LA Number ged Establishmant Number L
School Address Havelock Road Junior Department »

Wolverton

East Town

Eastshire

SI3 7ND

852015 123450
Telephone Number Unique Referance Number | |
Schaol Websie [ ] schoolma [ichoot@we com |
School Phase Primary ¥ School Govemancs Community v
Genderon entry to school  Bpth v Gender on entry to 6th form N/A v

1_ School Detail

S ¢ comaran [EEREER |
c ; I"‘JS"‘WO-"}‘@V/EPiSCh.uk | This should not be a personal
Contact Email email address
Diocesan Code Northampton v s
Name of Trustee Body I | (i not di

Panel 2 — School Information

To move to the next panel click on the label 2 School information at the top of the screen, or
scroll down and position the cursor in the box Contact Title. (The previous boxes in this panel
will be completed automatically and cannot be changed).

Check the School Details in the School Information panel and use the ‘School Detail’ button to
correct if necessary. Note that County is displayed in the address details but is no longer used by
the Census.

Check the other information in the School Information panel and update as necessary — items
shown in bright yellow have been obtained from SIMS but may be edited.

When you select your diocesan code please double check that you have not selected the value
above or below by mistake.

Federations

DfE defines federations as governance structures where one or more schools share a single
governing body under section 24 of the Education Act 2002 (sometimes called a hard
federation). Where each school has its own governing body, sharing joint committee(s) with
delegated powers under section 26 of the Education Act 2002, the arrangement is sometimes
referred to as a soft federation. More information is available on the DfE’s website:
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When this panel has been completed click the “Calculate All Details” button to obtain
information for the remaining panels.

Panel 3 — Teaching staff qualifications

3 Teaching Staff Qualiication

Teaching Staff With CCRS | 2

Teaching Staff NPQH Count -
p Catholic male teaching staff with qualification
Other male teaching staff with qualfication

Cathalic famale teaching staff with qualification

m

Othear famzle teaching staff with qualification
Catholic male teaching staff undenaking qualﬁ&cauon

Other male teaching staff undenaking quzification

sl ol of 4l al & 4

Catholic female teachina staff undenzking auzlfication

Total staff 2 ~
< 1 3

5} Recakulate

Teaching staff with CCRS

This is a headcount of all staff with the CCRS qualification (Catholic Certificate in Religious Studies).
The figure is calculated automatically by SIMS from the staff professional qualifications details. If
‘CCRS’ is entered as the name of the qualification it will be counted by the Census.

One other qualification is equivalent to CCRS and may also be included: CTC:
Catholic Teachers’ Certificate

This qualification is not counted automatically by SIMS. The panel will need to be
amended manually if any staff hold the CTC.

Teaching staff NPQH

This is a headcount of staff with the NPQH qualification (National Professional Qualification for
Headship). Unlike the CCRS headcount, this one is broken down by gender and Catholicity. The
figures are calculated automatically by SIMS from the staff professional qualifications details. If
‘NPQH’ is entered as the name of the qualificationit will be counted by the Census.

The four headcounts of staff undertaking the NPQH qualification are not calculated by SIMS
and must therefore be entered manually.
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Panel 4 — Leadership Group

4 Leadership Group

Current Leadership Team

MName
> Anderson Mary

Blacker Adrian
Dumbell Steven
Hatchett Ruth

Leadership Vacancies

Role Term
p Head Teacherl 2

Is Acting Head Teacher a Catholic Mot Applicable =

Role
Assistant Head Teacher

Head Teacher1
Deputy Head Teacher
Deputy Head Teacher

|:| New

S“i Delete

Gender
Female

Male
Male

Female

Ethnicity
white British

\nhite British
white Irish
\nhite Irish

|:| New

?‘5 Delete

=

&) Recalculate

Questions in this section relate to the following leadership team roles: head teacher;

executive head teacher; deputy head teacher; assistant head teacher.

Is acting head teacher a Catholic?

This question should be answered only if there is currently an acting head teacher in the school,
otherwise it should be left as ‘Not Applicable’.

Current Leadership Team
The leadership team is derived by SIMS. If a member of the team is missing they can be added by

clicking on the ‘New’ button, selecting them from the staff details and assigning the correct role.

Leadership vacancies

Vacancies in the leadership team must be added manually. Under ‘Term’ enter the number of
school terms that the vacancy has been open.

Panel 5 — Teaching staff ethnicity

5 Teaching Staff Ethnicity

Total Teaching Staff

Ethnicity

» \White British
‘white Irish
\white Other
Traveller of Irish/Gypsy/Roma heritage
Mixed/Dual Background
Asian/Asian British
Black/Black British
Chinese
Other Ethnic Group
Not Known
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This panel is calculated by SIMS. If any figures are incorrect it is advisable to make corrections to
the staff details themselves rather than simply correcting the Census totals. If staff details are
amended the census totals will be updated by pressing the ‘Recalculate’ button.

Panel 6 — RE Teaching

6 RETeaching
I Number of Specialist RE Qualified Staff [ 0
Number of Staff Teaching RE [ 1

Number of Staff with 50% of Timetabled RE E

O One or more RE Classes are taken by Teaching Assistants

This panel is not calculated by SIMS and must be entered manually.

Number of specialist RE qualified staff

The number of specialist qualified Religious Education (RE) teachers whose first degree
comprised the study of RE in whole or in part.

Number of staff teaching RE

The number of staff whose teaching timetable comprises some RE teaching.

Number of staff with 50% timetabled RE

The number of staff whose teaching timetable comprises at least 50% of RE teaching.

Panel 7 — Pupil ethnicity

7 Pupil Ethnicity

Ethnicity Count

) White British 7186
\white Irish 23
Vhite Other | 87
Traveller of Irish/Gypsy/Roma heritage 3
Mixed/Dual Background 28
Asian/Asian British 63
Black/Black British 42
Chinese 13
Other Ethnic Group 31
Not Known | 10

Total | 1016 -
) Recalculate

This panel is calculated by SIMS. If any figures are incorrect it is advisable to make corrections
to the student details themselves rather than simply correcting the Census totals. If student
details are amended the census totals will be updated by pressing the ‘Recalculate’ button.

Important note: When updating pupil ethnicity ensure that the effective date of the change is set
to a date before the census date, preferably the date that the pupil started at the school. If the
effective date is left as a date after the census date the change will not be detected when the
‘Recalculate’ button is pressed.
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Panel 8 — Pupil withdrawals

8 Pupil Withdrewak

Total withdrawn from collective worship
Y12 and Y13 withdrawn from collective worship

Number of boys withdrawn from SRE

IIc IIL: IIn =

Number of girls withdrawn from SRE

This panel is not calculated by SIMS and must be entered manually. SRE:

Sex and relationship education.

Panel 9 — Pupils FSM

9 Pupils FSM
Eligible for Free School Meals 145 Eligible for Free School Meals Ever 6 130 |
igible for Free School Mea | B

This panel is calculated by SIMS.

Eligible for Free School Meals

The number of pupils eligible for a free school meal on the census day.

Eligible for Ever 6 FSM

The number of eligible pupils. For more information on Pupil Premium and Ever 6 FSM go to
www.education.gov.uk/schools/pupilsupport/premium/b0076063/pp.

Panel 10 — School uniform

10School Unform

School Uniform
~) No School Uniform

9/ School uniform with provision for other religions

School uniform without provision for other religions

This panel is not calculated by SIMS and must be entered manually.

No school uniform provision for other religions

This answer does not necessarily imply that a school has explicitly made no allowance for other
religions in its school uniform policy. It may be applicable where a school has no pupils from
other religions.
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Panel 11 — Headcount of staff religion

11Headcount of Staff Refigion
Teaching Staff
Catholic B ]
Other g
Education Support Staff in Categories Listed in CES Guidance
Catot — )
Other 1@

This panel is calculated by SIMS but can be amended.

5 Recakulate |

Help buttons are available for the two support staff figures. When pressed, these displaya list of

all the relevant support staff categories.

The following staff are excluded from the totals:

e teachers on extended (one or more terms) paid or unpaid leave

e supply staff in post for less than a term.

Always ensure that there are the correct figures for Catholic and non-Catholic staff. If the figures
for Catholic staff and support staff are shown as zero then the staff lookups may not have been

set up correctly (see appendix G).
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Section 6: Saving, Creating and Authorising

Saving the Census

Changes to the census are saved in the SIMS database by pressing the ‘Save’ icon at the top left of
the panel (see below). The Census should be saved regularly to prevent loss of data.

If Create & Validate has already been run, saving will trigger the message “Please remember to

run Create & Validate to take account of the changes you have made”

B8 SIMS .net: WATERS EDGE PRIMARY. SCHOOL i & S i s

—— T - - *@@Jﬂ

8 Pupil Withdrawals 3 ru, 10 School Unform 11 Headcount of Staff Rehgion

1CensusDemd  Click Save to store
Refeenez D=t tha Information
v antered in the panels |

2 School Informat.
School Name

|WATERS EDGE PRIMARY SCHOOL |

LA Number 823

Establishmant Number

School Address Havelock Road Junior Department
Woiverton

East Town

ps

Eastshire

SI3 7ND
Telephone Number U e e | 1220 |
e
School Webstte l: School Email Isch‘”‘@we-m I
School Phase Primary > School Govemance Community v
Gender on entry o schaol - Both v Genderon entry to 6th form /A -

Focus Reports Routines Tools Window Help

<3 . _ £ = - A 2 = 2 8 N ot I

& G - B3 BWENBBEEZRSDa® -2

CES Return Browser [Fileset ID: 210 (SIMS.net)]

New Open %Delete mﬂmwse Next @‘Pr&vnus iﬁ] Copy @Help %Close
CES Return Details - CES Return 2016 V2
BSavc 5Undo owa!e&Validate @Authorise E]Summary Report §E Detail Reports ™ @Help %Cbse
1Census Details ~ "-haol Information 3 Teaching Staff Qualfication 4 Leadership Group 5 Teaching Staff Ethnicity 8 RE Teaching

7 Pupil Ethnicity

]

1

School Detail
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Creating and Validating

When all the panels are complete, press the ‘Create and Validate’ icon to check for errors and
create summary and detail reports.

Important note: any further changes to the panels must be saved before pressing ‘create and
validate’ again.

Validation Errors Summary

If any errors or warnings are found they are displayed at the bottom of the screen.

I SIMS .net: WATERS EDGE PRIMARY SCHOOL 0
Focus Reports Rautines Iools Window Help
- B BRPESIHBER2DL S &

CES Return Browser [Fieset 1D 210 (SIMS net)]
Bvew  Ovee Roverw BBevss rea 2wion B cosy @b K ouse

CES Return Detads - CES Return 2016 Final Version

Saen ido: W Crewie & Valdere 40 futhosse L) Summery Fepon I Dwtsd Repans  * OM %200&
|1 Consus Demais 2 Schosl Inkrmatien 3 Teachng St¥ Cualdemion 4 Leaden®n Guup 3 Tesching Stafi Ethngey & RE Teachng

I%upiSenety [ Pupd Wardmwals
8 Pugds FIM 10 SchoolUndarm 11 Hepdsount of Soff Relges

1Census Dewads :
A T [rstams |(EE] =
Dasigion [CES Rt 7015 Fral Vrsan

2 School Infomeson

Sthoot Name |VTERS EDGE PRIMARY SCHOCL |
LA b |l23—_\ Suablatment Numbar PBSQ ‘
Schoot Addwas Favalock Royd Junor Depsroment -
Wclveron ‘ .
East Toan P
(&) Fugen % Close
Validation Erroen Summary W
Salum Vaidates - 4 Valdaton nies faded Number of Emor « 1903 Number of Queses - 3)
Yo msche enor | Chek n ow
Ty- Seque_ Message Soluton -
» F l‘f” { There are pupils without & religion | Go to Pupl from Ethnic/Cullum! panel and End|
I a 2007Q | Address 2is missing, but optional 5Goto Foous{School{School Detoils and ente 3
o 120030 | Website is mnssung: but cptional |#Goto FodnileétlodlScﬁool Details and ente™
n 120100 | Totsl for CORS i the same s the lotal for NPGH, plesse check ¥ Total for CCRS i the same as the total for ™

< | " »

CES_Guidance_SIMS.doc 20



Summary Report

Once the Create & Validate button has been selected, the user clicks the summary report
button to check the details before authorising.

The report includes some
rudimentary validation

CES Census 2016

Security Message @ This report contains sensilive mforrmation

T dename s ine o
SI09 Cpe eaNH e 00s utie  RePeA Crsated Dages DS003015 11524
Feset Number: 210 (SIME 5et)

&l

Mg 13 T

T —

The report includes the following features:
e Totals of pupils by gender and Catholicity (see screen below)
Warning messages when zero or less than 25% Catholic pupils
Warning message when zero Catholic teachers or support staff
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and Characteristics of Pupils on

Catholic Boys Catholic Giris Other Boys Other Giris

Yi4 67, 2 B8, G 89 G 70. G

Y13 71 4z 72, 2t 73, 13 74 14
Y12 78 28 T8 23 . 12 T8, 15
Yi1 79 Ehl 8G. 85 Bt ) >4 82. 12
Y10 83 a1 24 £ 85, 18 8. 21
Y8 27 50 88, et 839, 3B 0, b g
Y8 9 a4 92, 75 23, 42 4 18
Y7 88, e 6. e 7. i1 8. 83
Y6 29, 2 100, 2 101, 2 192. 0
Y5 103; o 104, g9 105. g 108. 0
Y4 107, 0 108. 9 108. 9 110 Q
Y3 111 e 112 2 113. 2 14 ]
Y2 115 g 118 2 $17. 2 118 0
Y1 1 o 120 9 121 g 122: 0
R 123, o 124, 9 125: 9 128 Q
N2 127 e 128. ) 129: ) 138. :}
N1 131 [ 132. ) 133 ) 134 0
S Total Boys: 304 Total Girls: 312 Total Boys: 204 Total Girls: 138

Totai Cathiolic Children: 818 Total Other Chadran: 400
Detail Reports

If it is necessary to clarify staff or pupil data there are three detail reports that show all the data
used in the Census at individual student, teaching staff and support stafflevel.

These reports can be used to check figures that do not appear to correspond with school
records. For example, pupil numbers by year group and catholicity sometimes show
discrepancies which can now be resolved using the student report.

CES Return Details - CES Return 2016 Final Version

Save Unde Q&"Crea(e & Validate & Authorise [:] Summary Repont |(E Detail Repons | ™ @Help % Clos=
1Census Details 2 School Information 3 Teaching Staff Qualffication 4 Leadership Group Qf Detail REDO(TS 8 RE Teaching 7 Pupil Ethncity 8 Pupil Withdrawals

9 Pupils FSM 10 School Unform 11 Haadcount of Staff Religion

Click on the ‘Detail Reports’ icon (see above) and select from the student, teaching staff and
support staff detail reports.

The student report contains the following information for every student included in the
Census:

Surname

Forename

Gender

Year group

Ethnicity

Religion

In care (yes/no)

FSM (yes/no)

FSM Ever 6 (yes/no)

SEN without statement (yes/no)
SEN with statement (yes/no)
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The teaching staff report contains the following information for every member of the
teaching staff included in the Census:

Surname
Forename

Post

Religion
Ethnicity

Staff with CCRS
Staff with NPQH

The support staff report contains the following information for every member of the support staff
included in the Census:

Surname
Forename
Post
Religion
Ethnicity

Authorising

When all checking has been completed to the satisfaction of the headteacher, the returnis

authorised by clicking the authorise icon AT I at the top of the screen. The return cannot

be edited after this stage. Clicking the “authorise” icon will save the Census in xml and html
formats. The xml file is sent via the Census website to the CES. (The xml file is created from the
una file at the point when the return isauthorised.)

If an error is subsequently found in the data after authorisation, a new return should be
created (see next sub-section).

Once the return has been completed and no further editing is needed the SIMS CES Census
routine can be closed by pressing the Close button at the top right of the screen.

The process for transmitting the saved files to CES is covered in Section 7.
What to do if an error is found after authorisation

If an error is found in the data after authorisation, the Census should be re-opened by creating a
copy. The errors can then be corrected. To create a copy, follow these steps:

1. Goto Routines | Statutory Returns | Schools CES Census

2. Click on ‘Browse’ at the top of the screen. A list of all the previous Census returns is
displayed.

3. Highlight the current Census and click on ‘Copy’ at the top of the screen

4. A copy of the Census will be created, containing all the current data.

5. Correct the errors and then follow the previous steps to save, create & validate and
authorise the return.
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Section 7: Uploading the Census

To submit your census file go to https://www.cesewcensus.org.uk/upload and upload the file
using the online form.

You will be prompted for the user id and password. These are sent by email in the December
preceding the Census and also in the week preceding the first week of the census. If you
have not received these emails, please contact your diocesan representative, or the CES
helpdesk (census@catholiceducation.org.uk).

When you have logged in follow these steps:

Select your diocese from the drop-down list

Enter the email address to which a receipt confirmation should be sent
Select the file to be uploaded

Enter any additional information in the ‘Comments’ box.

Click on the ‘Upload Now’ button

If your file upload is successful you will see a message on the screen and you will receive a
confirmation email.

If your file upload is unsuccessful the reason for the failure will be displayed on the screen. The
most likely reason will be that you have not entered all the necessary information on the form.
Another reason may be that you have attempted to upload the wrong file. If the file upload is

unsuccessful you should attempt the upload again. If the problem persists please contact the CES

Helpdesk at census@catholiceducation.org.uk.

oic Edy

Gr(!‘% CES Census 2016

Seryice File Upload
Home Upload SIMS EXCEL Support Return Rates
SIMS Users Excel Users
Upload your XML file. To locate the file in SIMS, go to Upload your Excel form after checking the validation tab
Routines|Statutory Returns{Schools CES Census for errors
Look for 'CES Census Folder' at the top of the screen Rename your file before uploading

® } f More info ation
Click here for diagram More informatior

Upload Census File

Diocese:| Select Diocese v ?

Email: 2

(for confirmation) "
File:| Choose File | No file chosen ?

Comments:iany extra information

UPLOAD NOW | ?

Click Here if your browser is not showing the secure padlock on your screen.
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Appendix A: Diocesan Codes

Diocesan code Diocese

ARU Arundel & Brighton
BIR Birmingham
BRE Brentwood
CAR Cardiff

CLI Clifton

EAN East Anglia
HAL Hallam

HEX Hexham & Newcastle
LAN Lancaster

LEE Leeds

LIV Liverpool

MEN Menevia

MID Middlesbrough
NOR Northampton
NOT Nottingham
PLY Plymouth

POR Portsmouth
SAL Salford

SHR Shrewsbury
Sou Southwark
WES Westminster
WRE Wrexham
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Appendix B: Support Staff

Education Support Staff

England
HL Higher Level Teaching Assistant
QA Teaching Assistants with Diploma in Childcare and Education
UA (previously NNEB) or equivalent
Teaching Assistants without Diploma in Childcare and
SN Education (previously NNEB) or
equivalent
Special Needs Support Staff
TA Teaching assistants
Special Schools Support Staff
cQ Qualified child care staff
CcuU Unqualified child care staff
Minority Ethnic Pupils Support Staff
EB Bilingual Assistants
EO Others

Other Education Support Staff

ME Matrons/Nurses/Medical Staff

LI Librarians

SS Others (including welfare assistants in the classroom, learning
mentors (employed at school),
study supervisors, cover supervisors, any other support staff
regularly employed at the
school (not covered in teaching assistants)

TE Technicians

IT IT Technicians

Wales

SN Special Needs Support Staff

ME Matrons/Nurses/Medical Staff (including NHS employees)

TA Teaching Assistants (TAs)

HL Higher Level Teaching Assistants (HLTAs)

TE Laboratory or workshop technicians Pastoral

PS Support Staff

LI Librarians and Library Assistants
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Appendix C:  National data collection: DfE

In order to reduce the burdens on schools and to ensure comparability of data, where relevant,
qguestions have been revised to align with information sought by DfE. Similarly, definitions used by these
organisations are applicable, as appropriate, to the CES Census (e.g. definitions of full-time and part-
time). For ease of reference, links to DfE guidance are provided below.

https://www.gov.uk/guidance/school-census

Appendix D: Diocesan Representatives

Diocese

Contact

Title

Arundel & Brighton
01293 511130

Gill Sajnog

Assistant Education Officer

Birmingham Dr Andrew Morris Research Officer

01675 430230 Kate Edwards Administrative Officer
Brentwood Janet Simmons PA

01277 265284

Cardiff Anne Robertson Diocesan Schools Commissioner
029 2023 3838

Clifton Jenny Fitzgerald Administrator

0117 9025593

East Anglia Julie O’Connor Diocesan Schools Commissioner
01508 495509 Jane Austin Secretary

Hallam Clare Thorpe Diocesan Education Officer
0114 2566440

Hexham & Newcastle

0191 2433310

Catherine Joyce

Administrative Officer

Lancaster Heather Watts Secretary

01524 841190

Leeds Angela Cox Diocesan Schools Commissioner
01132 618034

Liverpool Frances Coldicutt Admin Officer

0151 522 1078

Menevia Sr Angela Murray Diocesan Schools Commissioner

01239 612436

Middlesbrough
01642 850515

Katherine McKeown

Education Administrator

Northampton Frances Image Diocesan Schools Commissioner
01908 233121 Chris McCarthy

Nottingham Peter Giorgio Diocesan Schools Commissioner
01332 253831

Plymouth John Mannix Director of Formation

01392 671320

Portsmouth Lesley Wilde PA to Director, Dept. for Schools
01329 835363

Salford Kevin Quigley Diocesan Schools Commissioner
0161 7361421

Shrewsbury Sue Jenkinson Research & Information Officer
0151 6529855

Southwark Stephen Bryan

01689 829331
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Westminster

Greeny Longville

PA to Director

0207 798 9005 Mike Pittendreigh Assistant Director
Wrexham Rita Price Diocesan Schools Commissioner
01978 290344
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Appendix E: CES Census 2016 Questions

The material below reflects the format of the Excel spreadsheet. The CES/SIMS software will
generate the same data.

A. Survey reference Date
1. Date for data used
B. School/College Characteristics
Name of school/college
Address 1
Address 2
Town
Postcode
Telephone number
Contact name
Contact email
a. School email address
b. Contact email address
10. Website
11. Head teacher/Principal
12. Diocesan code
13. Establishment number
14. Local authority
15. Unique reference number
16. Governance
17.
a. School is part of a federation
b. If part of a federation, this is a hard federation
c. If a hard federation, school has a shared head
18. If not part of a federation, school has informal collaborative agreements with
other schools.
19. Phase
20. Gender of entry
21. Gender of sixth form
22. Name of trustees (if not diocesan)
C. Teaching staff information
23. Number (headcount) of male staff with NPQH qualification

CoNo,~wWN

a. Catholic
b. Other
24. Number (headcount) of female staff with NPQH qualification
a. Catholic
b. Other
25. Number (headcount) of male staff undertaking NPQH qualification
a. Catholic
b. Other
26. Number (headcount) of female staff undertaking NPQH qualification
a. Catholic
b. Other

27. Number of vacancies in leadership group by role
Executive Head Teacher

Head Teacher

Deputy Head Teacher

Assistant Head Teacher

coow
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28.
29.
30.
31.
32.
33.
34.

For each vacancy, please show duration in school terms.

Acting head teacher Catholic?
Ethnicity of head teacher

Number of executive head teachers
Number of head teachers

Number of deputy head teachers
Number of assistant head teachers

Total Teachers

35.
36.
37.

Total Catholic teachers (headcount)
Total other teachers (headcount)
Number of staff who have CCRS

Teachers by ethnic group:

38.
39.
40.
41.
42.
43.
44,
45.
46.
47.

White British

White Irish

White Other

Traveller of Irish/Gypsy/Roma heritage
Mixed/Dual background

Asian/Asian British

Black/Black British

Chinese

Other ethnic group

Not known

RE Teaching in Schools and Colleges

48.
49.

50. Number of staff whose teaching timetable comprises at least 50% RE

51.

Number of specialist qualified RE teachers
Total number of staff who teach RE

teaching
Any RE classes taken by teaching assistants

D. Education Support Staff in Categories Listed in Guidance

52.
53.

Number (headcount) Catholic
Number (headcount) other

E. Number and characteristics of Pupils on Roll

54 — 121 Numbers of Catholic boys and girls, non-Catholic boys and girls, from

Nursery to Y14

Number of non-Catholic pupils on roll by religion

122. Christian — Other

123. Buddhist

124, Hindu

125. Jewish

126. Muslim

127. Sikh

128. Other

129. None

130. Refused

131. Missing

132. Number of pupils (if any) withdrawn from collective worship.
133. School uniform

134. If yes, uniform provides for requirements of other religions (eg Sikh)

135.

136. Number of pupils who are taking up:

a. FSM (free school meals)

b. FSM Ever 6 (pupils who have received free school meals within the

previous 6 years)
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137. Number of pupils with SEN without statement

138. Number of pupils with SEN with statement or EHCP
139. Number of pupils (if any) withdrawn from SRE
Number of pupils on roll by ethnic group
140. White British
141. White Irish
142. White Other
143. Traveller of Irish/Gypsy/Roma heritage
144. Mixed/Dual Background
145. Asian/Asian British
146. Black/Black British
147. Chinese
148. Other ethnic group
149. Not known
F. Data Collection and Management Information
150. Management Information System (MIS) that your school/college uses
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Appendix F - Adding Missing Lookups for the CES Census

The SIMS software categorises the religion and ethnicity of a pupil or member of staff according
to the DCSF/WG statutory list. The Census requires certain religious and ethnic lookups for staff
and students; some SIMS users, however, do not have these lookups.

The following process will add the missing categories and confirm that, if they are already
present, they are properly set up.

Staff: Traveller of Irish / Gypsy / Roma Heritage

e Follow the Tools | Lookups | Maintain route.

e In Description, type Ethnicity and in Data Area select Staff.

e Click Search, highlight the resulting “Ethnicity — Staff” field and click Open.

e When the list of ethnic categories is displayed under “2. Values,” click on New to the
right of the list. An “Add/Edit Lookup Value” box will appear.

e Enter WIRT, Traveller of Irish / Gypsy / Roma Heritage, and WOTH — White, any other
White Background in the three fields.

e Make sure that the Active box is checked, and Click OK.

e Click the Save button on the left side of the screen. You will see a pop-up message about
needing to exit SIMS to allow the changes to take effect; click OK.

Staff: Catholic Religion
Some schools already have lookups for Catholic staff.

e Follow the route Tools | Lookups | Maintain.

e In Description, type Religion and in Data Area select Staff.

e Click Search, highlight the resulting “Religion — Staff — Yes” field and click Open.
If the school has a lookup value for Catholic or Roman Catholic staff (usually with a code like RC or
ROC), it should be visible here and marked as Active; click Browse at the top of the screen and
move to the next category (Students: Catholic Religion, below). If the list does not have a Catholic
category (often there is nothing or “Not Collected” in the Values box), click on New to the right of
the list. An “Add/Edit Lookup Value” box will appear.

e |n Code, enter RC.

e In Description, type Catholic.

e Make sure that the Active box is checked.

e Click OK, then click Save. You will be reminded to log out to allow the changes to take

effect: click OK.

Students: Catholic Religion
Most schools will have a Catholic or Roman Catholic category (usually code RC or ROC) for their
students.

The SIMS Autumn release will automatically ensure that a student Catholic religion codeis created
if one does not already exist. If for any reason this does not happen, follow these steps:

e GotoTools | Lookups | Maintain
e In Description, type Home Religion and in Data Area select Student.
e Click Search, highlight the resulting “Home Religion — Student — Yes” field and click
Open.
If the school has a lookup value for Catholic or Roman Catholic students, it will bevisible here.
Highlight it and click the Open button on the right.
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e Confirm that the Category is set to CH — Christian and that the Active box is
checked, and correct them if they are not. Click OK.
If the list does not have a Catholic category, click on New to the right of the list.
e In Code, enter RC.
In Description, type Catholic.
In Category, select CH - Christian.
Make sure that the Active box is checked.
Click OK.
Click Save. You will be reminded to log out to allow the changes to take effect: click
OK.

Once you have completed these steps, exit SIMS to allow the changes to take effect before re-
opening SIMS and continuing.
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Appendix G: Matching the CES Census Lookups

The CES Census derives a lot of information from SIMS data that has been enteredinto SIMS using
lookup tables (drop down menus).

Some of the lookup table options must be matched to CES categories so that the data is
extracted correctly.

The Lookup tables which need matching for the CES Census are: For

Staff:
e Catholic Religion
e Traveller of Irish / Gypsy / Roma Heritage Ethnicity

For Pupils:
e Catholic Religion

The route to matching the lookup tables is:

Tools | Statutory Return Tools | Update CES Census Lookups

(123 545 . Govun by Schiocd —_—— — e e -
‘Yicc.—x Seports Routnes mmb». Help |
B e | A THRCRL04® &
— Lookups ® b - ———— = -
m‘;’.‘" | Cgher School
2 Setips
Setup Meszage Cpticns
i Fetrrrer| Fag . Houselmepeg
[ u Agadems Management
%m:@nn- T Muntan Mecicat Event
' Danagdy Fetum Tech ¢ [mpon Qualificatien Data |
Pupl Premwm o Setneve Autnonped Census Retum Files R R 2
W Chachfor Lpdate Update QAN snd Discount Codes for Course Marages ol L
System Dagnomcs ® Duplcate QAN Repert o Abvence \raumhorond Abserce |
Ferfotwante L4 Update Hoors for Eady Yesrs
Yaictate Mermberstips Update Top-up Funding { v
| : " . Cover . Updaze Adegted from Care i N
| | Il s o [ Update G5 G Lo (S
| | Schocie CES Census CAPITA Scheol Workdorte Census Settings b Calsgary
School Carses SOLUS Estonole Poest-10 Course & Bxam Resuls ¥y facembly :_°=°"}"
r :wr‘ Detsls Supporthiet Fecenole Post-18 Course & Bam Entries L :"" Cemoiec
B Updets o . g Farests Evarirg i
Maresn V013 1820 - 1830 Degartment meetng Meenrg
u 14113013 1600 - 1790 School Char Ertw Catncler
Pagein) [f12 3 ¢ WAR013 1620 1720 SHT Meetng Meentg
| Mecys | Fiepses | Students | Naratuete
|
|

To match Catholic to the look up tables, follow the route shown above; this will bring you to the
screen below.

The SIMS lookups will appear in the drop down menu at the right hand side of each
category for which they refer.

If you click the down arrow next to Catholic Religion a drop down box appears. Move the cursor

to Catholic (or Roman Catholic) and click on this choice. This will place Catholic in the Catholic
Religion box.
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Update CES Consus Lookan i
S Unss e« @bee KO |
1 Sea Lockuge Releted 2 Pupd Lockugs Related

1 Szatf Lookups Retated

Catralic Rafgos Catdis > e

Trmeniier of binhGiypeyRerm hartage Fiericity Trwvallr of bish Gypay Ferma hentage < 4 [
2 Pepdl Lookups Retated

Catolis Fekgon Cafedis Xe e

Now move the cursor to the Traveller of Irish/Gypsy/Roma Heritage box and click on
Traveller of Irish/Gypsy/Roma Heritage as shown in the screen below.

8 e - s B BRENHECZ22DIY &

Updete CES Canaus Laskigs
S¥en o Lk * .Hdo %aue
1 Sk Lockaps Flelmed 2 Pupl Lockups. Relzied

1 Statf Lockups Related
Cathriic Palgun Cahelic v s
Traetler of insh\GyperTiome heritspe Eshwicity Trwveller of bisk GyseyFome betage i

White Semsh
I White, insh

ihite, ary olber Whils Bachgeronnd
2 Pugsl Lookuge Relabet Aasan o Rean Enitan. Bargiaoash
Adcur o Aaan Brised indian
Cattoiic Relgean facan oo 2giar Brives. Joy other Asize Bxckirond .
l Zasar cx A Britad Pakistas e
Elnck o Black Brived. Zncan
| Efack o Elack Brifed, Carbitman
Blacicor Black Brea. 2oy other Black Sackground

Continue this process for adding Catholic Pupils. Click

Save.
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Appendix H — Bulk Updates of Pupil Data

Bulk update can be used to assign religion and ethnicity to multiple students.
Follow the route Routines | Pupil (or Student) | Bulk Update

The screenshot below shows the bulk update panel used for assigning religion to pupils. Note
the options in the drop-down menus:

Student population, Group Type: Home Religion

Student population, Group: None

Student population, Effective Date: a date before the Census date
Update Data Item, Data Item: Home Religion

Update Data Item, Effective Date: a date before the Census date
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Click on the search icon. A list of all students with no religion assigned will be displayed. Assign

the correct religion by clicking in the appropriate box next to their name. When all students have
been updated, click on Save.

For detailed information on bulk update, please refer to the Managing Pupil/Students in SIMS
.net handbook:

1. InSIMS, click on the Documentation icon at the top of the screen. The SIMS
Documentation Centre panel will be displayed

Click on Handbooks

In the Handbooks panel, click on Maintaining Pupil/Student Information
Click on Managing Pupil/Students in SIMS

Scroll down to the section: Updating Pupil / Student Information in Bulk

arwd
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