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School Census Summer 2017 Preparation Check List

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

Complete Task Description ‘

Check with your System Administrator/Manager that you have the
D appropriate permissions to run the School Census and to record
associated data (please see Setting Permissions on page 2).

Upgrade to the SIMS 2017 Spring Release (SIMS 7.174) or later as soon
as possible to enable dry runs to be carried out (please see What Version
of SIMS is Required? on page 3).

Check with your System Administrator/Manager that the latest fileset
version has been imported (please see Importing Revised Filesets for
Validation and Reports on page 4).

Carry out a dry run to determine what information needs to be updated
(please see Why Carry out a Dry Run? on page 9).

Check School Level information, e.g. establishment details, school email
address, etc. (please see Preparing School Level Information on page
19).

Ensure that leavers and re-admissions have been recorded (please see
Recording Leavers and Re-Admissions on page 28), and that any student
records created in error have been deleted (please see Deleting
Unwanted Student Records on page 32).

Check the students' basic details, e.g. name, date of birth, gender, etc.
(please see Checking a Student’s Basic Details on page 32).

Check the students' various registration details, e.g. enrolment status,
admission date year taught in, UPN, etc. (please see Checking
Registration Details on page 34).

Check the students' home address information (please see Checking
Home Address Information on page 45).

Check the students' eligibility for free school meals (please see Checking
Free School Meals Eligibility on page 47).

Check the students' ethnic and cultural information (please see Checking
Ethnic and Cultural Information on page 48).

Check the applicable information recorded in the Additional
Information panel (please see Checking Additional Information on page
50).

Check Special Educational Needs information (please see Checking
Special Educational Needs Information on page 52).

Check exclusions information (please see Preparing Exclusions
Information on page 54).
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Complete Task Description

D Check attendance data (please see Preparing Termly Attendance
Information on page 56).

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

For more information, please refer to the Primary version of this guide,
D which is available on This, together with other useful School Census
documentation, can be found on the My Account website
(https://myaccount.capita-cs.co.uk) by using the search facility to find
CENSUs17 documentation.
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Introduction

This preparation guide has been produced to help you to identify the most
common tasks that need to be carried out before running the School Census
Summer 2017 Return.

The information in this guide applies to all LA maintained Secondary schools,
Middle deemed Secondary schools, All-Through schools (secondary phase)
and Pupil Referral Units (secondary phase). It also applies to Academies that
cover the Secondary school phase and City Technology Colleges (CTCs).

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

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

Preparing for the School Census Summer 2017 Return (English Secondary/Middle deemed
Secondary, All-Through (Secondary phase) schools and Pupil Referral Units (Secondary phase) | 1
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How has the School Census Summer Return Changed
since Last Year?

Changes to the return include the following:

Data Items New to the Summer Return
Focus | Student | Student Details
The following new data items are collected in the return.
=  Ethnic/Cultural panel items:
= Nationality
= Country of Birth

= The UPRN (Unique Property Reference Number) displayed below the
address details in the Addresses panel once the address has been
selected and validated.

% Additional Resources:
Managing Pupil/Students handbook

Data Items Removed from the Summer Return
Focus | Student | Student Details - Welfare panel
In Care is no longer collected in the Summer return.

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.

2 | Preparing for the School Census Summer 2017 Return (English Secondary/Middle deemed
Secondary, All-Through (Secondary phase) schools and Pupil Referral Units (Secondary phase)
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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.

For more information about the Import Fileset functionality, please refer to the
applicable preparation guide, available on the My Account website
(https://myaccount.capita-cs.co.uk).

Where to find More Information about Permissions

Please contact 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.

An Excel spreadsheet describing the numerous permissions available in SIMS
is available on the My Account website (https://myaccount.capita-cs.co.uk).

To find the spreadsheet, search for <sims version> sims permissions,
e.g. 7.174 sims permissions.

What Version of SIMS is Required?

To run the return, you must have the SIMS 2017 Spring Release (7.174) or
later installed.

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

The version should read 7.174 or later.

Version7.174 ® Capita Business Services Lid 1884-2017 Allnights resarved

helpin
CAPITA B e
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Importing Revised Filesets for Validation and Reports

Applicable to the Personnel Officer, Returns Manager and System Manager

The Validation Errors Summary and the Summary report are derived from files
supplied by the Statutory Body. In addition, SIMS provides detail reports to
enable the checking of data used to generate the return. These report files are
initially installed automatically during the SIMS release upgrade.

Occasionally, additions or corrections are made to these files, after a SIMS
release, which are required for the forthcoming return. The Import Fileset
functionality is provided to enable these files to be imported into SIMS, by the
Personnel Officer, Returns Manager or System Manager between the SIMS
releases.

IMPORTANT NOTE: The report files are not always updated between
releases. Therefore, it is not always necessary to use the Import Fileset
routine. A newsfeed will be posted to the My Account website
(https://myaccount.capita-cs.co.uk) (under Notifications), if updated files
are available for import.

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

TIP: To check which version of the fileset is currently in use, select Routines
| Statutory Returns | <census name> to display the Census Return
browser. The Validation Fileset ID is displayed in the header of the
browser. For information about the latest available Fileset version, please
check the applicable newsfeed on the My Account website
(https://myaccount.capita-cs.co.uk).

Before Importing the Revised Files

To enable the file(s) to be imported successfully, ensure that the DMS is
configured correctly. This is achieved via Tools | Setups | Document
Management Server. Click the Test server connection button to check if
the specified DMS is available for use and functioning correctly.

If the connection is unsuccessful, check the following details:
=  The Protocol field defaults to http and should not be edited.

=  The Computer name should be the name/number of the PC on which the
DMS is installed.

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

= The Active check box must be selected, indicating that the serverisin use.
Click the Test server connection button again. If the DMS is now working
correctly, click the Save button.

% Additional Resources:
Setting up and Administering SIMS handbook

4 | Preparing for the School Census Summer 2017 Return (English Secondary/Middle deemed
Secondary, All-Through (Secondary phase) schools and Pupil Referral Units (Secondary phase)

preparation guide, applicable to 7.174 onwards



https://myaccount.capita-cs.co.uk/
https://myaccount.capita-cs.co.uk/

01| Introduction

Importing the Revised Files

1. If revised files are supplied, download the required ZIP file from the My
Account website (https://myaccount.capita-cs.co.uk) to a folder of your
choice.

Unzip the ZIP file to a folder of your choice.

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

Impeort Fileset

1 Frlasst
1 Fibemet

Choose Filleset =

Click the Browse button to display the Open dialog.

5. Navigate to the location of the downloaded fileset. The file name is made up of
the following data fields: <Fileset Number>-StatutoryReturns-<Term

and Year> Fileset.mfs.

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

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

NOTE: The following graphics show example data only.

1 Fibesed
Choose Fileser  D-\DE00-Sah torFesums-Summer 2 7 _Fieset s =
Selected Fleset
Mumber &0 Felease Dol M. De2AT Tither Install fibes requirad for the Summer 2017 Sahsory Returms
Puspomse:

Fissel conlsming &l files reguined 1o produce e returms inchuded in the Spong 2017 relsass

Ready bo import Q Import Filesst

Details of the selected fileset are displayed, including the version Number of
the fileset, the Release Date and the fileset description (Title).
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7. Click the Import Fileset button to import the fileset into the DMS.

When the import process is finished, Import successful is displayed at the
bottom left-hand side of the Fileset panel and you are advised to restart
SIMS. This ensures that the newly imported data will take effect.

1 Fillesat
Choges Filasst 060 Seahud ory Retums-Summen2 (1 7_Flesst mfs [~
Selecind Fioset
Mumber: EM I p— 01/082017 Tibe:  Install filey resuingd for the Summer 2017 Statatory Aatuns
Pt poss

Filaaa! conmening 8l Thes ragiueiad o producs the felurna inchaled = the Soirg 2017 rdeass

Imyport sucoes st

SIM3 .net import complete ﬁ

Import successful. Please diose SIMS .net and re-open it

QK

8. Click the OK button then restart SIMS.
9. Run the return in the usual way.

D Completed

School Census Return Process Flow

The following provides a brief outline of the steps involved in producing the
School Census Summer 2017 Return. If data has been regularly and
accurately maintained, many of the activities in this document are
unnecessary. However, it is advisable to check to ensure that the information
is up-to-date.

1. Upgrade to the SIMS 2017 Spring Release (7.174) or later.

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

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

Complete the information on the Census Return Details page.
5. Create and validate the return.

6. Resolve any validation errors/queries and then create and validate the return
again.
Continue to resolve the validation failures then repeat the Create and Validate
routine until you are satisfied that the content of the return is correct.

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

6 | Preparing for the School Census Summer 2017 Return (English Secondary/Middle deemed
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7. Provide the Head Teacher with the latest copy of the Summary report to
enable them to check that all information is correct before they give approval
for authorisation of the return.

The Summary report can be used in conjunction with the detail reports.

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

9. Upload the return to the DfE COLLECT data collection website or submit it to
your Local Authority, as applicable.

release of SIMS
. g

!

Configure the Census Felder and specify the
Security message for Reports.

!

Ensure that school details and pupil'student
details are correct and up-to-date,

!

Start a new raturn.

l

Calculate All Datails

!

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

!

Create and validate the return,

!

T
( Upgrade 1o the latest available

Y

Any error ar
YES . queries? > N
h 4 h 4
Produce the Validation Ermors Produce the Summary report then
Sumemary report to assist with the check the report content to ensure that
resalution of errors and gueries, the: retum Is accaptable before
authoriging the return.

k 4 ,L

Produce the detail repors and the
Summary report to assist with the Authorise the retum.

resclution of emrors and queries. Confirm that the Head Teacher is satisfied that the
l retum file is ready for upload,
Enter addiional text to be displayed on the
authorisation report, if required.

Resclve arrors and
check queries.

On authorise, the VWalidation Errors Summary
report, Summary report and Authorisation report
are generated and displayed in your web browser,
All reports (including the detail reports) can be
viewed via the Retrieve Authorised Census Relurn
Files routine.

b

e ~
IL\ Submit the retum. :|

- 4
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Why Carry out a Dry Run?

When you have upgraded to the SIMS 2017 Spring Release (7.174), you can
carry out one or more dry runs of the return.

The purpose of a dry run is to produce the Validation Errors Summary, which
details the corrections that need to be made to your data to make it acceptable
for inclusion in the return. To ensure that you are aware of potential issues, it
is advisable to do this as early as possible, even if you know that your data has
not yet been fully prepared or checked.

Whilst a significant number of errors may be generated, many of the errors
that relate to students, e.g. language, can be fixed quickly using the Bulk
Update routine (please see Updating Information Using the Bulk Update
Routine on page 24).

The Dry Run Process

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

m Cenzuz Asturn for Summar 2007 Term [Filsset 10 G0 (585 netl]
Herwe [ Semech i & Birwme F & Help 3 Cloam
Term  Susmer 217 - Cmrm s Folger IC "Stalubory Rahura'Sehesl Cangus

Security makaass ko Fapsis
This repon containg sensitres nfcenaton

[Cimfmash Mmszage

Cemcaplior Fla Flars Carnmm Data  Dale Crealnd  Wabdated Suthcesad Dt

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

Preparing for the School Census Summer 2017 Return (English Secondary/Middle deemed
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IMPORTANT NOTE: Due to the sensitive nature of some of the data stored
in SIMS, careful consideration should be given when specifying the location
of any folder into which you save sensitive data, e.g. census returns,
imported and exported CTFs, etc. You should be mindful of your school's
responsibilities with respect to information security.

Consider which users have access to the chosen folder, especially if the folder
is shared on a server. The DfE recommends ISO27001 as the standard for
information security (http://www.itgovernance.co.uk/iso27001.aspx). If
you are in any doubt, you should consult with your IT Security Officer before
proceeding.

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

Consus Return Detly < Semmer 2017 Toen . School Cosss Suswser 3977

Crasts Lvakine sy 0 dahoras DatndPagort +

1 Coraes Dotnln. 7 Schood nforvason 1 Tag-up Fending  d Poar Looked afier Jirpagereents 0 Aesadancs

1 Connun Dusimin

Cevdws Do % ColodeiediCoiea

4. By default, the return Description is displayed as School Census Summer
2017. Edit the Description to any name that will clearly distinguish this dry
run from the actual return, which will be generated later, e.g. Summer17Test.

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

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

7. Click the Create & Validate button to start the validation process. This may
take some time. Any missing or invalid data is listed in the Validation Errors
Summary panel, located at the bottom of the page.

% Additional Resources:

Detailed information about completing the individual panels on the Census
Return Details page is available in the Producing the School Census
Summer 2017 Return (English Secondary/Middle deemed Secondary
Schools) handbook.

10 | Preparing for the School Census Summer 2017 Return (English Secondary/Middle deemed
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Resolving Validation Errors and Checking Queries

After creating the return file and validating the data, any errors and queries
found are listed in the Validation Errors Summary panel at the bottom of
the Census Return Details page.

EEEE T o (Y VR ol Ve T - -
A W] Do Sncem g, B P B Frben oo

I | )| Lo b 0 e e i Y
SR Y S T N A e et
3 emrraney s b Cnpha, Barnt e cack s amarsara iy

e G 7 1 P P 1 e o, e D B, O Copat e e e AT TP p— - T

e e——

The number of errors and queries found during the Create and Validate
process is displayed in the header of the Validation Errors Summary panel.

Details about each of the errors and queries found are displayed in the
columns as described in the following table.

Column Description

Type Displays the type of validation rule:
Failure (F displayed in red) indicates an error, which must be corrected.
Query (Q displayed in black) indicates that there are unusual data
conditions. These should be considered and corrected, if necessary.

Sequence | Shows the error or query number.

Message |Displays the text of the error or query message.

Location |Lists the specific record containing the error or query.

Solution |Provides a suggestion on how the error can be corrected or the query
checked. Many solutions have a hyperlink (indicated by a #) to the
appropriate area of SIMS.

To assist in the resolution of any errors and queries:

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

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

Vb i o Loty B i T
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NOTE: A hyperlink is also indicated by a hash symbol (#) preceding the
Solution text.

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

= The Student Search functionality can be used to display all errors and
queries relating to a particular student. Enter all or part of a UPN,
student's surname or date of birth in the Student Search field then select
the required record from the Student Search drop-down list to populate
the Student Search field. Click the Find button to display the applicable
validation records.

¥k e e et

N T N g i P D B (50357 P

= Click a Solution hyperlink to display the area of SIMS where the
associated issue can be checked and/or corrected. When you return to the
Validation Errors Summary panel, the details of the applicable student
are displayed in the Student Search field. Click the Find button to
display all errors and queries relating to that student.

= Use the Errors Search to display the required error or query you want to
view. Select ALL, ERRORS, QUERIES or the required number from the
drop-down list. The total humber of rows that relate to the selected
validation is displayed adjacent to the Error Search field.

12 | Preparing for the School Census Summer 2017 Return (English Secondary/Middle deemed
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= By default, when ALL is selected from the Errors Search drop-down list,
the errors are displayed at the top of the list.

The order of the items in the list can be changed by clicking the
appropriate column heading.

The width of the columns can be changed by dragging the dividing line
between the column headings until the required size is achieved.

= View a summary of validation failures, which is particularly useful if there
are a large number of errors/queries, by clicking the Report button
(located at the left-hand side and directly above the Validation Errors
Summary panel). The report is displayed in your web browser,
e.g. Internet Explorer®, where it can be printed or transferred to another
application, if required.
Thereport (Validation Errors Summary.HTML) is saved automatically
in the Census Folder, which was specified previously in the Census
Return for <season> <year> Term browser. The original report,
which was generated when the Create & Validate button was clicked
e.g.
(<LAgCode><SchoolNumber>_<SurveyType>_<LACode><LL><Year>_
<SerialNumber> ValidationErrorsSummary.HTML), is also stored
in this folder.

For guidance on navigating to files on your local workstation when you are
working in a Hosted environment, please contact your System Manager or
Local Support Unit.

Resolve as many errors and check as many queries as possible then revalidate
the return details. Continue to resolve failures and revalidate the return as
many times as necessary.

NOTE: All errors must be resolved and all queries must be investigated.

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

Many of the errors generated can be fixed quickly using bulk update
functionality (via Routines | Student | Bulk Update). For more
information, please refer to the Managing Pupil/Students handbook.

In addition to the Validation Errors Summary, an Errors and Resolutions
document containing a list of all errors/queries that can be generated is being
produced. Explanations and information on how to resolve the errors or
whether the queries can be ignored are also included. The document can help
to identify the order in which errors should be corrected. For example, if a UPN
is missing, several UPN related errors might be generated. Therefore, adding
missing UPNs can remove several errors.
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Producing Detail Reports

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

The following reports are currently available:
On Roll Basic Details Report
Report Criteria: Students on-roll on census day.

Where applicable, 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 (DOB), gender,
year taught in (YTI), date of admission (DOA), enrolment status, language,
nationality, country of birth, Youth Support Services Agreement (YSSA)
status, part-time status, boarder indicator, hours at setting and funded hours.

NOTE: Where a student is in a year group that is different to that expected
(based on their date of birth), the applicable Year Taught In cell is
highlighted in yellow.

Leavers Basic Details Report

NOTE: Students are only included in the return as leavers if they have
attendance, exclusions or learner support data that falls within the collection
period.

Report Criteria: Students not on-roll on census day who:
= Leavers with attendance 1 term ago (01/01/2017 to 16/04/2017)
= Leavers with exclusions 2 terms ago (01/09/2016 to 31/12/2016)

= Leavers with learner support of Vulnerable Group Bursary Awarded or
Discretionary Bursary Awarded (01/08/2016 to 18/05/2017).

Where applicable, this report provides the following information, where
applicable: UPN, ULN, former UPN, legal surname, legal forename, middle
names, former surname, date of birth (DOB), gender, date of admission
(DOA), date of leaving (DOL), language, nationality, country of birth,
part-time status, boarder indicator, attendance, exclusions and Learner
Support.

Exclusions Report

Report Criteria: On-roll students and leavers with exclusions two terms ago
(01/09/2016 to 31/12/2016). Not applicable to students who have exclusions
with appeal result of Reinstated or Not in the best interests of the child.

This report provides the following details about students who match the report
criteria: UPN, legal surname, legal forename, date of birth (DOB), gender,

date of admission (DOA), exclusion category, reason for exclusion, exclusion
start date, number of session excluded from, SEN provision and on-roll status.

Attendance Report

Report Criteria: Students with attendance one term ago (01/01/2017 to
16/04/2017). On-roll students and leavers (not boarders) aged four to 15 at
31/08/2016.
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This report provides basic student information (i.e. UPN, legal surname, legal
forename, date of birth (DOB), gender, year taught in (YTI) and on-roll status)
about the students who match the report criteria.

The number of termly sessions possible and the number of termly absence
sessions are shown. The columns displayed on the right-hand side of the
report shows termly attendance codes for authorised absence sessions and
unauthorised absence sessions. Attendance not required sessions (Y) are also
shown.

Absentees Report

Report Criteria: Students who have missed 14 sessions and whose absence
might need to be tracked. On-roll students and leavers (not boarders) with
attendance one term ago (01/01/2017 to 16/04/2017) who were aged four to
15 at 31/08/2016.

The number of sessions possible and the humber of authorised plus
unauthorised absences applicable to each of the students are shown on this
report.

The report also provides the following basic details about the students who
match the report criteria: UPN, legal surname, legal forename, date of birth
(DOB), gender, year taught in (YTI), on-roll status and enrolment status.

SEN Report

Report Criteria: On-roll student with SEN Provision/Status = S (Statement),
E (Education), Health and Care Plan, K (SEN Support). SEN Need Types
ranked 1 and 2 for students with EHCP, Statement or SEN Support.

NOTE: A and P are invalid for this return.

This report provides a list of students who have special educational needs.
Displayed are their UPN, legal surname, legal forename, date of birth (DOB),
gender, year taught in (YTI), SEN Provision, and on-roll status.

Address Details Report
Report Criteria: Students on-roll on census day.

This report provides a list of students, their UPN, former UPN, legal surname,
legal forename, middle name(s), post code, unique property reference
number (UPRN), address details and the administrative area/county.

Definition:

Unique Property Reference Number (UPRN) - a unique identifier (reference
number) that links together related address records across different software
programmes. This enables organisations to collate and share information
based on a common reference number.
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Free School Meal Eligibility Report

Report Criteria: On-roll students on census day who were eligible for free
school meals on or after 20/01/2017 and up to and including census day.

This report provides information on free school meal eligibility for students
who match the report criteria: UPN, legal surname, legal forename, date of
birth (DOB), gender, year taught in (YTI), on-roll status and free school meal
eligibility start date, end date and the UK country in which the eligibility
applies.

NOTES: This report includes any free school meals recorded outside of
England, e.g. Wales.

Only Free School Meals records where the country recorded is England or
<blank> attract the Pupil Premium.

Learner Support Report
Report Criteria: On-roll students and leavers aged 16 plus at 31/08/2016 who
have been awarded Vulnerable Group and/or Discretionary Bursary funding
from 01/08/2016 to 18/05/2017.
This report provides information about the applicable students: UPN, legal
surname, legal forename, date of birth (DOB), gender, year taught in (YTI),
Learner Support and on-roll status.

Top-up Funding Report
Report Criteria: On-roll students who have been awarded Top-up Funding as
at census day.
The report provides the following information: UPN, legal surname, legal
forename, date of birth (DOB), gender, year taught in (YTI) and SEN
provision.

Post Looked After Arrangements Report

Report Criteria: On-roll students who have post looked after arrangements as
at census day.

The report provides the following information about students who have post
looked after arrangements: UPN, legal surname, legal forename, date of birth
(DOB), gender, year taught in (YTI) and post looked after arrangements,
e.g. ceased to be looked after through a special guardianship order (SGO).
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Generating Detail Reports
Selecting a Single Detail Report

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

Cemsen Return Detoils - Suwwner 2017 Tom | Schood Comonn Suvwes 2017
shims L) Surrvary &0 Adbonee = Dendfapon -

weos Detmls 2 Schoot nbrtce 3 Topap Fuedeg 4 Pt Loo

¥ Coloteeid Detel

Mabsple faporm

Selecting Multiple Detail Reports

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

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

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

The report(s) are saved automatically in the folder specified in the Census
Return for Summer Term browser.

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

D Completed
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Checking Establishment Details

The following establishment details are required for the return and therefore
need to be checked to ensure that they are recorded correctly in SIMS:

= School Type
= School Governance
= Intake Type.

The following read-only items are also collected. Please contact your Local
Support Unit if the information displayed in SIMS is incorrect.

= School Name

= LA number

« Establishment Number

= School Phase

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

1 Entablishment
[Green Abbey School

School Name

L

Establishmact Numter k]
Unigue Redarence Number

UK Provder Rederence Number |

Schoot Phase Secondary
School Type | opmhermpe s errug -1 RS
Schodl Goverrance Community -
Intaice Type Compreheraive -
Previous Scheal Name Dane Name Changes
Pr -
,h;’;::g Estab Datie Nurrbses Changed
Previous URN Number Date Norrber Changed
Boardng Pupls a * Special s Urit [0
Heat Teacter Wr Adean Blacker |1 X Main Cortact My Adian Blacie
Curnccdum Yaars 7 13
Pupil Gesdets Coeducatensl -
Gandar on estry lo Coacucstons! .
schodd
Gender on entry 1o Coeducasonal -
£® dorm
NC Yeur Start Duin ' B
fad'mm) L
School Specislism Ats
Busress and Enteqvse
Eoreany
Hurantes -

Extercled Services

No. of Chelécare Places

Bedors school chidcars andor activites for schoolage chiden Samame)
AMer schosl chidoms snd or activises for schoclage chidien Jeentre)
Ohidoare and/or activibes, for schostage chiden dusrg school hobdays
Chidcars ntegrated wibs » rureny acucation place for three and four yesr oid
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1. Select Focus | School | School Details to display the School Details page.
2. Check that the details displayed in the Establishment panel are correct.

3. Ensure that the School Type, School Governance and Intake Type are
displayed correctly. Select the correct value from the drop-down lists, if
required.

NOTE: The School Name, LA number, Establishment Number and
School Phase were set up when SIMS was installed. If these details are
incorrect, please contact your Local Support Unit for assistance.

Information for Academies:

Academies should ensure that the following information is recorded, if
applicable:

= The School Type and School Governance.
Select Academies from the applicable drop-down lists.
= The school’s Previous Name and Date Name Changed.

=  The Previous Estab Number and Date Number Changed (both used
by the School Census).

NOTE for Sponsor-led Academies where the DfE number has changed: If
applicable, the date of arrival is reported as the date the DfE number
changed and historical information from before this is not collected.

= The Previous URN Number (used by other census returns) and Date
Number Changed.

4. If you have edited the Establishment panel, click the Save button.

D Completed

Checking School Telephone and Email Information

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

= School Email Address
= School Telephone Number.

1. Select Focus | School | School Details to display the School Details page.
Click the Contact Details hyperlink to display the Contact Details panel.

3 Contact Details

Telephone [co234 e51234 | o [7ee542 |

Email |0ﬂice @ga.org.uk | @ \wiehsite |http:.-".-"www.thesc:hool.c:o. uk | @

3. Ensure that a Telephone number has been recorded (including the STD
code).
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4. Ensure that the school’s official communications Email address has been
recorded correctly (it must include the @ character together with a minimum
of one full stop).

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

correspondence.
5. Click the Save button, if changes have been made.

D Completed
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Checking Student Details

Before starting the School Census return, check that all on-roll students are
recorded in SIMS and that as far as possible the information is up-to-date and
accurate. Ensure that:

= new students have been added.
= any leavers have been recorded as such.

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

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

The following sections in this guide provide additional information and specific
instructions on checking and editing student level data. Some of this data can
be checked/updated using the Bulk Update routine (please see Updating
Information Using the Bulk Update Routine on page 24).

When you have upgraded to the SIMS 2017 Spring Release (7.174), you are
strongly advised to carry out one or more dry runs in order to identify any
validation errors and queries that must be resolved before the return is
submitted (please see Why Carry out a Dry Run? on page 9).
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Updating Information Using the Bulk Update Routine

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

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

1. Select Routines | Student | Bulk Update to display the Bulk update
Student browser.

s Btk update Saxdan
@ Broete i v i Help 3K Clome
Bulk Upsdalin
Zhudent Pogul asoe Update Diats b
Growp Type - [Centy k=m -
Growp -
Efiective Caie AT B Efectres Clate A AnT E

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

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

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

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

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

Group Group Data Item A Comment
Type

First <NONE> First Identifies students who do not have a
Language Language First Language recorded. Can also be
used to change existing values as
required.
SEN Status |Statemented |SEN Lists students with a SEN Status of S
Provision enabling the SEN Provision to be
Type selected.
Year Group |Year 8 (and Boarder Searches for all students in Year Group 8
above) Status and then displays the boarder status
recorded against each student's name.
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3. Select the required Data Item from the drop-down list, e.g. First Language.

Update Datz ltem

Data [tem A
Birth Certificate Seen
Boarder Status
Country of Birth

Effective Date Dizabilities

Emergency Consent

English Additional Language
Ethnic Data Source
Ethnicity

First Language Source
Gifted/Talented subject
Home Language

Home Religion

Mode of Travel

Mational |dentity

Parental Consent

Proficiency in English

Pupil Nationality

Pupil Premium Indicator

SEN Provision Type

SEN Status

Service Children in Education
Source of Service Children
Speaks \welsh

4. The Effective Date is the date on which the membership of the group is based
and defaults to today’s date. In most circumstances, it is advisable to change
this date to the start of the academic year because most data recorded is
applicable from the start of the academic year.

i Btk update Sauion
M Szt gl Brose - @Hep 5 Close
Bulk Upsdale
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5. Click the Search button to display the Members panel, which displays a list of
students matching the chosen criteria and the choice of First Language
types.

skl et Frrn] | gy | e GRS H 0 F) - Vrom firmn T e o o SN

& e [l W
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TIPS: Use the horizontal and vertical scroll bars to view additional columns or
rows as required. To increase the number of columns visible on the page,
right-click any column heading then select Narrow Columns from the
pop-up menu.

Bulk Updating Data with the Same Data Item then Editing the Exceptions

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

The following example illustrates how to set the ethnicity of all students as
English then edit the exceptions.
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1. Right-click the English data entry column header (hover over the heading to
see the full title, if required) then select Check All from the pop-up menu.
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All the cells within that column are populated with ticks.

2. Edit the exceptions by clicking in the cell associated with the individual student
and their status, e.g. the first language of Cameron Able is Estonian.
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3. Once you have made all the required changes, click the Save button to bulk
update the records.
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Bulk Updating Data for a Selection of Students
There are two methods for selecting a number of students.
Entering a Value for a Selection of Students

1. Highlight the first student you wish to select then hold down the Ctrl key and
highlight the other required students.

2. Release the Ctrl key and then click one of the highlighted cells in the required
data item column.

A tick indicates that the student has been assigned that value.
Entering a Value for Sequentially Listed Students

This method can be used for assigning a value to a group of sequentially listed
students. For example, clicking the Assigned column heading displays all
unassigned student at the top of the list.

1. Highlight the first student in the group, hold down the Shift key then click the

last student in the group (alternatively, hold down the Shift key and press the
Down Arrow key).

2. Release the Shift key then click one of the highlighted cells in the required
data item column.

A tick indicates that the student has been assigned that value.

Recording Leavers and Re-Admissions

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

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

Recording a Leaver

1. Select Routines | Student | Leavers to display the Find Student(s)
browser.
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2. Ensure that the Status of On Roll is selected.
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3. Click the Search button to display a list of all on-roll students.
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4. Highlight the student(s) you wish to record as leavers then click the Select
button. The selected student(s) are displayed in the Students panel.

1 Leaving Information

Date of Leaving l:l Reason for leaving . - g Assign toAll
Destination after Leaving |
et [ @
Start Date

Learning Aim Withdrawal
Reason

| [ Assion to Selected |

-

2 Studentis

MName Year Group Reg. Group Adm. Mo. Date of Admission Date of Leaving Reason for Leaving  Destination =1 Remaove
Abbey, Sean 9 5B 004505  03/09/2014 K—S} Clear

5. Inthe Leaving Information panel, enter the Date of Leaving (collected for
the return) or click the Calendar button and select the required date.

The date of leaving should be the date that the student is actually leaving the
school, unless they are transferring from Junior/Primary phase to Secondary
phase because Local Authorities normally specify the dates to be used for
school transfers so that they match. For example, some authorities prefer not
to have any gaps between dates and may suggest a date of leaving (the old
school) of 4 September and the date of admission (into the new school) of 5

September. If you are in any doubt, please contact your Local Authority for
advice.

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

For students who stay on for Year 12, without a gap in learning from Year 11,
the DfE expects their Date of Admission to be the same as it was when the

student was in Year 11. It is also expected that no date of leaving was
recorded for the end of Year 11.

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

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

= if theinformation applies to all the students in the list, click the Assign to
All button.
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7. Enter the Destination after Leaving if known, e.g. the name of the student's
next school.

8. Enter the Destination Expected Start Date, if known. This is the intended
date of starting at the next school and is particularly useful when:

« in year transfers take place
= a student’s name is deleted from the admission register and the school
must inform the local authority.

9. Select the Learning Aim Withdrawal Reason from the drop-down list,
e.g. Other Provider, Illness/Injury, Personal, etc. to explain why the
student is leaving the learning aim before the expected end date.

10. Assign the information to the applicable students by either:

« highlighting the students to whom this information applies then clicking
the Assign to Selected button; or
= ifthe information applies to all the students in the list, clicking the Assign
to All button.
Manage Student(s) Leaving Details
ESE‘.’G = Print
1 Leawving Information 2 Students
1 Leaving Inf i
Date of Leaving 07/02/2017 E‘ Reason for leaving Blective Home Education - |BE Assign to All
Destination after Leaving |H0n‘|e Address | [@ Assign to Selec*ted]
Queipon oot [T (B
Iﬁ?eaa?qi):g Aim Withdrawal Injury/liness -
2 Studenis
MName Year Group Reg.Group Adm. MNo. Date of Admission Date of Leaving Reason for Leaving  Destination =1 Remaove
Abbey, Sean 5 3B 004505 03/09/2014 0702207 Elective Home Ed... Home Addre... i\ﬁf;:-CIear

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

12. To clear the contents of the Date of Leaving, Reason for Leaving and

Destination after Leaving fields, highlight the required student(s) then click
the Clear button. Re-enter the information as required.

NOTE: Although the information displayed in the Learning Aim Reason
column is still displayed after clicking the Clear button, it will update
automatically if a different reason is selected and assigned.

13. Click the Save button.

D Completed
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Re-Admitting a Student

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

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

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

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

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

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

4. Highlight the required student then click the Open button. The following
warning message is displayed:
The selected student is a leaver. Do you want to re-admit the
student?

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

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

7. Check that the original UPN is displayed.

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

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

The temporary/permanent UPN is issued on save.
8. Click the Save button to re-admit the student.

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

D Completed
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Deleting Unwanted Student Records

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

WARNING: The deletion is irreversible; therefore a student's record must
only be deleted if they have been entered in error.

D Completed

Checking a Student’s Basic Details

32

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

surname, etc.

The following information is collected in the return:

= Legal Forename (mandatory information in SIMS)

= Middle Names

= Legal Surname (mandatory information in SIMS)

= Former Surname

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

« Date of Birth (mandatory information in SIMS).

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

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

1 Basic Details
Legal Forename |G|aham | Photograph
Middle Nameis) [ |
Legal Surname |Abbess |
Preferred Surname |Abbess |
Preferred Forename |G|aham |
Date of birth [25/09/2002 |
Age |14‘,'ears |
Gender Male -
Birth Certificate Seen O
5 Quick Note
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3. Check that all the details displayed in the Basic Details panel are up-to-date
and correct, paying particular attention to the data collected in the return
(listed previously).

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

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

D Completed

2 ) More Information:
)/ Recording a Student’s Change of Surname on page 33

Recording a Student’s Change of Surname

It is a requirement of the return that a history of students’ previous
surname(s) is recorded.

1. In the Basic Details panel, edit the student’s Legal Surname.
Click the Save button. The following message is displayed:

Is this a correction to the name or a legal change to the student’s
name? If it is a legal change, please select Yes.

3. Click the Yes button to display the Reason For Change dialog.

ﬁ Reason For Change S | B ||

Details

Reason A

Date of Change _E;_

oK | [ Caneal

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

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

6. Click the OK button to return to the Basic Details panel.
7. Click the Save button.
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8. To view a list of the student’s previous names, click the History button to
display the Previous Names for dialog.

B2 Previous Mames for Luke Travers [E=CEE] Iﬂ
Listof Previos Names
Lagal Ferename Sldcha Marmeis) Lzl Suamasmie Raason Digbr O Chawrags | Hew
Lks  Taws  Masam  0LBANS =2
Luke Smith Adoption 070227 W Deleta

Canci

9. Click the Cancel button to return to the Basic Details panel.

D Completed

Checking Registration Details
The following registration information is collected in the return and should
therefore be checked and corrected, if necessary:
« Enrolment Status (mandatory information in SIMS)
= Admission Date (mandatory information in SIMS)

= Year Taught In, i.e. National Curriculum Year Group (mandatory
information in SIMS)

= Boarder Status
=  UPN

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

= Unique Learner Number
=  Part-Time Indicator.

Checking Enrolment Status, Admission Date and Boarder Status

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

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

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

2. Search for then double-click the name of the required student to display the
Student Details page.
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3. Click the Registration hyperlink to display the Registration panel.

2 Registration

Registration Group 9A ~  House Boyle -

‘Year Group Year 9 > Year TaughtIn Cumiculum Year 3 -

Enrolment Status Single Registration - Boarder Status Not a Boarder -

Admission Date |D3,-f|}5,#2|}14 “1' Admission Number |DD45|3‘4 |

Former UPN | | Attendance Mode Al day -

UPN [ns23432113104 | ] Localupm | |

Unigue Learmer Numbsr |11111?5533 |

ucl | | Exam Number | |

Part Time Details Start Date End Date [ New
Open
Delete

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

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

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

7. Click the Save button.

D Completed

Checking Unique Pupil Numbers
The following information is collected in the return:
« UPN

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

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

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

2. Search for then double-click the name of the required student to display the
Student Details page.
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3.

Click the Registration hyperlink to display the Registration panel.

2 Registration

Registration Group 9A ~  House Boyle -

‘Year Group Year 9 > Year TaughtIn Cumiculum Year 3 -

Enrolment Status Single Registration - Boarder Status Not a Boarder -

Admission Date |D3,-f|}5,#2|}14 HE Admission Number |DD45|3‘4 |

Former UPN | | Attendance Mode Al day -

UPN [ns23432113104 | ] Localupm | |

Unigue Learmer Numbsr |11111?5533 |

ucl | | Exam Number | |

Part Time Details Start Date End Date [ New
Open
Delete

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

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

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

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

Generate UPN button

BB Issue UPN ‘ o= [

Issue Permanent UPN
lzsue Temporary UFN

None )

oK | [ cancel

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

Click the OK button to return to the Registration panel.

The UPN is generated automatically when the record is saved and the previous
UPN is displayed in the Former UPN field, if applicable.

Click the Save button.
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NOTE: A student who is adopted after being allocated a UPN is often issued
with a new permanent UPN. However, the exact process may vary depending
on the circumstances and the guidance issued by your LA/DfE.

For information about issuing a new UPN for an adopted child, please seek
advice from your LA, if applicable.

DfE guidance is also available on the GOV.UK website
(https://www.gov.uk/government/publications/unique-pupil-numbers).

D Completed

Checking Unique Learner Numbers

Applicable to Secondary/middle deemed Secondary and All-Through, Special
and Pupil Referral Units that have a Secondary phase

A Unique Learner Number (ULN) is a 10-digit identifier that is retained and
stays with the student’s learning record throughout their lives. Currently, this
applies to students over the age of 14 involved in UK education or training.

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

= The DfE ULN service to upload a CTF file via a web page on the S2S
website
(http://www.education.gov.uk/researchandstatistics/datatdatam/s2s/a0
064650/school-to-school-s2s).

= The Learner Registration Service Web Portal to obtain individual ULNs
(https://www.gov.uk/government/collections/learning-records-service).

= The Key to Success website
(https://www.keytosuccess.education.gov.uk/).

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

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

2. Search for then double-click the name of the required student to display the
Student Details page.
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3. Click the Registration hyperlink to display the Registration panel.

2 Registration

Reaistration Group 9A +  House Bayle -

‘Year Group Year 9 ~  Year TaughtIn Curiculum Year 5 -

Enrolment Status Single Registration - Boarder Status Not a Boarder -

Admission Date |[?3»”}5-"»"2[?1‘5l “1‘ Admission Number |DD45|3‘4 |

Former UPN | | Attendance Mode Al day -

UPN [N823432113104 B ] Localupn | |

Unigue Learner Mumber |11111?553B |

uel | | Exam Number | |

Part Time Details Start Date End Date [ New
Open
Delete

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

NOTE: The UCI (Unique Candidate Identifier) and Exam Number fields are
displayed. These are read only and are populated from the information held
in Examinations Organiser.

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

D Completed

Checking Student's Part-Time Details

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

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

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

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

2. Search for then double-click the name of the required student to display the
Student Details page.
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3. Click the Registration hyperlink to display the Registration panel.

2 Registration
Begistration Group
Year Group
Enrolment Status
Admission Date
Former UPN
UPN
Unigue Learner Number
ucl

Part Time Details

94
Year 5

Single Registration

03/09/2014

=  House Boyle -

- Year Taught In Curmiculum Year 9 -

- Boarder Status Not a Boarder -
| Admission Number |DD45|3‘4 |
| Attendance Mode Al day -

[NB23432113104

B ] Localupn | |

[1111176638

| Exam Number | |

Start Date

End Date [E New
Open
Delete

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

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

m Add Part-time Attendamce

=NREl X

Start Date
End Date 31/08/2017

[ ok ][ canca |

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

7. Click the Save button to save any changes.

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

D Completed
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Checking National Curriculum Year Groups

40

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

For the School Census Summer 2017 Return, the collection of data uses the
Age at Date as at 31/08/2016.

The following table shows the Curriculum Year that students in England are
expected to be taught in, according to their date of birth (during the academic
year 2016/2017). This table is provided for reference only.

Curriculum Year the Date of Birth Range Age Range

Student would
Normally be Taught in

After 31/08/2014 1 and under
N1 01/09/2013 to 31/08/2014 2-3
N2 01/09/2012 to 31/08/2013 3-4
R 01/09/2011 to 31/08/2012 4-5
1 01/09/2010 to 31/08/2011 5-6
2 01/09/2009 to 31/08/2010 6-7
3 01/09/2008 to 31/08/2009 7-8
4 01/09/2007 to 31/08/2008 8-9
5 01/09/2006 to 31/08/2007 9-10
6 01/09/2005 to 31/08/2006 10 - 11
7 01/09/2004 to 31/08/2005 11 -12
8 01/09/2003 to 31/08/2004 12 -13
9 01/09/2002 to 31/08/2003 13- 14
10 01/09/2001 to 31/08/2002 14 - 15
11 01/09/2000 to 31/08/2001 15 - 16
12 01/09/1999 to 31/08/2000 16 - 17
13 01/09/1998 to 31/08/1999 17 - 18
Before 31/08/1998 19+
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There are three ways to check a student’s curriculum year and date of birth in
SIMS:

= Via individual student records (Focus | Student | Student Details).

= Via the pastoral structure by curriculum year (Focus | School | Pastoral
Structure | Current Structure).

= Via the pastoral structure for the whole school (Focus | School |
Pastoral Structure | Current Structure).

% Additional Resources:

Managing Pupil/Students handbook
Setting up and Administering SIMS handbook

Checking the Student's Year Taught In Record
Year Taught In is mandatory information in SIMS.

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

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

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

2 Registration

Begistration Group A - House Boyle -

Year Group Year 9 w  Year Taught In Cumiculum Year 9 -

Enrclment Status Single Registration - Boarder Status Mot & Boarder -

Admission Date |D3,-"|}5,-"2D14 “1‘ Admission Number |DD45D4 |

Former UPN | | Attendance Mode Al day -

UPN [N823432113104 ] LocalUPN | |

Unigue Learner Number |11111?5533 |

ucl | | Exam Number | |

Part Time Details Start Date End Date [E New
Open
Delete

4. Ensure that the Year Taught In field displays the actual National Curriculum
year in which the student is taught the majority of the time. Select a different
year from the drop-down list, if required.

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

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

2. Click the Go button.

Effective Date: (09/02/2017 @ Go
-

@‘ Pastoral Structurs
[+-fify House
&[] National Cumiculum Year Taught In

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

Effective Date: [09/02/2017 @ Go

B--[Q Green Abbey School - 09/02/2017
@ Pastoral Structure
% House
B o urin Yea Taugh n
4 Cumiculum Year 7
{5 Cumiculum Year 8
45 Cumiculum Year 9
45 Cumiculum Year 10
45 Cumiculum Year 11
{5 Cumiculum Year 12

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

Effective Date: [09/02/2017 @ Go

B--{Q Green Abbey School - 09/02/2017
f@ Pastoral Structure
@ House
E|[:| Mational Cumiculum Year Taught In
| 45 Cumiculum Year 7
45 Cumiculum Year &
45 Cumiculum Year 9

=
45 Cumiculum Year 17 Members

45 Cumiculum Year 12

----- 45 Cumiculum Year 13
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The Allocate Students/Applicants dialog is displayed.

B Alocate Students/\Applicants | Cumioslum Year 10 =B B
& From eflactive deie o end of the academic year | Creer the whols scadamic year | DL0RE - T10A2NAT )
Studca Sahn
B Sadents B Arcepisd dpphicabone B Corent Applicators (Applisd ( Dfered | Raserosd]
Frint By Actiona =
Hame Geemiew | Viear Group | Fleg Groep (D06 B 3| 0|11 9213 -
Ackion, San Male  Year 1l 08 Lo FAr
Lgnansor, Fober Hele  [Year 0D 108 10082000
ifely, Bran Mele  [YeartD  [10C 02000 v
Lefleck, Memis Famale [Yaar 80 100 20072002 W
oot iy Mgl [Yeor 80 10 117172000 w
ey, Trista Ferale |Year 11 [10F A ¥
Ldoiy, Paclo Mgl  [Yeor 80 10F 20072002 v
Brkwnightson. Fobert |Hele | Yeer 10 13€ 13122000 Ed
faghéned, Tobuas Hple  [Yeor 80 150 11122000 v
Bagrall. Hasth Hele  [Yaar 80 s 13052000 +
Bark. Dolorss Famale |Year 80 1268 13052002 bl w
Totl 0 o ofw| 0o ® 0
'] 1] L
Oe || Coscel | |

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

academic year by selecting the radio button.

To change a student's memberships of the National Curriculum Year

Taught In, click the applicable cell in the grid.

By default, the records are displayed in alphabetical surname order. To sort
the student names in date of birth order, right-click the DOB column heading
then select Sort By from the pop-up menu

The following graphic shows that one Year 10 student is taught in Year 11.

B sllocate Shudentsibppikcants | Cumoslum Year 10 [T
From efactres dels to end of the scademic yeer & Croer the whols scedamic yasr [ [UOR06 - 11082017 )
Student Stalin
| - r— B Accepied Apphcetons B Corent Apphicators (Applisd | THered | Feseresd]
Mt | Fin [ e
Hama G | Yoar Group | Fleg Groep DO E T| 8| %0 12| 13 =
ke, e Mple  [Yew?d  [104 1822001 v
lazrignsor, Fnbert Hale  |[“ewr 00 108 102000 ¥
Adimlay, e Mgl Year 1 1l o WP 2
Ll fmein Famala |Yasr °0 100 AOT002 v
oot bwye Melp  [Yewr 8D [10E 11112000 w
iy, Trists Female |Year 10 [10F Fr ¥
oy, Paclo Mple | Year 50 10F 20000 w
Jariowrightson. Fichart | Mels  |Yesr 80 10E 132200 E
Sighfined, Tobums bels | Yesr B0 100 11122000 W
Bagrall. Kath Hels | Yasr 00 s 13052000 v
Bark. Diolores. Farrale: | Vesr B0 108 11053000 v x
Totsl of o o1y 1 ® 0
'] (1} L
o Cancel |
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8.
9.

Ensure that all students are allocated membership to the correct National
Curriculum Year Taught In and then click the OK button to return to the
Current Academic Year Pastoral Structure page.

Repeat for the other curriculum years, where applicable.
Click Save button.

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

School

1.

2.

3.

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

Click the Go button.

Effective Date: [19/02/2017 |[El] | @ Go

=BV ] Green Abbey School - 09/02/2017
; @' Pastoral Structure

-y House

[:l Mational Cumiculum Year Taught In

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

Effective Date: [19/02/2017 |[El] | @ Go

B{Q Green Abbey School - 097022017
@ Pastoral Structure
(-1 House

=218 I | Mational Cumiculum Year Taught In
Setup Curriculum Years...
Members

The Allocate Students/Applicants dialog is displayed.

B Alocate Students/Applicants [ p——
Effective Dale Rangs
& From efactive dele i end of the scademic yeer | Crawr the whols scademic year [ [LOR2016 - 10A2MT )
Studest Stahn
B Sacents B Accepsd dpplicabons B Corent Applicators (Applied ( DFered | Faseroed

Me Furt L T
Hams Gimnder |Year Growp| Reg Group | DOE 7T EEE-ERLARL [ 12| 13

bl Dirabem Male  Year 3 9A 200 ¥

Ly, Giremetts Female |Year 12 G JRT00 v

bihey. Sear Mabe  [Year 3 |96 M0 ¥

fsbbot. Arsirew Plale Y i1 HE 1R122000 ¥

iaple. Comeron Male  |Yimar 11 114 W20 ¥

bckrington, Robert Plale  |Yiear 11 1D 300 ¥

fackane. Gl Male  |Yimar 12 H 1NE12E v

fickene, St Male  [¥ear 10 0 1R v

hcion, Jordan Male [rear 3 [6F TR ¥ |

bicion. Samantha |Fm||lu omar 3 el ISNIFCE v
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4. Ensure that the Effective Date Range is changed to Over the whole

academic year by selecting the radio button.

By default, the records are displayed in alphabetical surname order. Sorting
the names in year group order assists in locating students who do not have a

Year Taught In selected.

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

displayed at the top of the list.

B aliocate Students/Appikants i L
Effective Dals Fangs
From efactres dels to end of the scademic yeer @ Croer the wheols scademic yasr [ [UOR2016 - 11042017
Stuedent Stabho
|~ [ — B Acceptes Apphcabors B Coment Applicatons (Aoplied | D¥ered | Rmservsd
Membes Fuind %.‘-...:u-: -
Hama Simnder Twﬁluw|ﬁwﬁm.|bﬂﬂ B | 30|98 12)] 143
Sart By "
fashdoear. Fme Mabs  [Fear o 00
Badger_ Ciavid Male  [Year B0 [+
[T Male  [Year 7 m WIS |
Bailey. Lism Male  [Yiear 7 TE e
Bsirs_ Kirk Male  [Ymar 7 F 1B01EMS | v
Blaker, Jorzar Male  [Viear 7 T WS |+
Blartle, Gomce Farals [Yoar 7 TE WOERmS | v
Belic. bics Male [fear 7 |70 WSS | ¥
Beli: Fioman Male  [fmar 7 |70 BNEIS | ¥
_Bunud_ErMu-s Filals Foar 7 B Sk 2G04 v | 1
Tate FERECDEEE
'] ]
(¥4 Cance]

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

the applicable cell in the grid.
7. Make any required changes for the other students.
8. Click the OK button then click the Save button.

Checking Home Address Information

D Completed

A student’s current home address is required for the return. Where a student
has multiple current addresses, details of all addresses should be recorded.

All aspects of the address(es) are collected and therefore all address details
should be recorded in order to avoid validation errors. It is particularly
important to check that a House Name or House Number and a Post Code

are entered in the correct fields.

Post codes must be entered in the correct format. A validation error is
generated if a post code has not been entered (although it is understood that
in some instances, such as Traveller children, a post code is not available).
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The Unique Property Reference Number (UPRN) for on-roll students and
leavers is included in the School Census Summer Return for the first time.
UPRN a unique identifier (reference number) that links together related
address records across different software programmes. This enables
organisations to collate and share information based on a common reference

number.

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

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

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

3 Addresses
Histony
Current Home Address Details (Validated)
(@ Address ?E!hwo':‘?d Iaodge 9€ Delete
oa
Mitton & Modify Address
EaBnggné:lgg D Move House
United Kingdom Validate
UPRN: 10003151315
Note ‘ ‘
Start date 25/10/2012 =9 End date [ &
Enter additional address
Post Code [ comy O - (5 Comnw)
House e -
Number/Name | | | L Advanced |
‘Search Validation Service Search Existing Addresses

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

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

5. If the Unique Property Reference Number (UPRN) is not displayed below the
Current Home Address Details,
a. Click the Validate button to display the Find Matching Addresses
dialog.
b. Highlight the required address then click the OK button to return to the
Addresses panel, where the UPRN is displayed below the address.
6. If you have edited the address, click the Save button.

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

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

D Completed
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Checking Free School Meals Eligibility

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

The following free school meal eligibility related data is collected in for the
return:

« Start Date
= End Date (if known)
= UK Country in which the eligibility applies.

Meal Patterns are not required for the return but can be recorded for
information purposes only. It is perfectly acceptable, for example, for a
student to be eligible for free school meals, but to bring sandwiches (PL
(packed lunch)) or to go home (HO (home)).

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

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

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

6 Dietary
flleal Baitems Stat Date  EndDate  Mon  Tue  Wed Thu  Fi B New
01/09/2014  31/08/2015  SM SM SM SM SM [ Open
S’@ Delete
Eligible for Free Meals Start Date End Date Country Notes D i
[E% Open
S’@ Delete
4 n 3
FSM Review Date 01/09/2017

4. Ensure the minimum of a Start Date and Country are displayed in the
Eligible for Free Meals panel. If you need to edit the data, highlight the
required record then click the Open button.
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If a new record is required, click the adjacent New button to display the Add
Student Free Meals Details dialog.

I 2dd Shuder Fres beals Detsils [E———
St Dale 6L 0 A
End Diste =
Couniry England -
Hofes
|
|
|
oK Canced

5. Enter the Start Date (and End Date if available) for the free meal period, as
supplied by your Local Authority.

6. Ensure that the UK Country in which the eligibility applies is correct. Select
from the drop-down list, if required.

7. Notes can be entered, if required.

8. Click the OK button to return to the Dietary panel, where the new information
is displayed.

9. Click the Save button.
Ensure that this information is checked/amended on a regular basis.

D Completed

Checking Ethnic and Cultural Information

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

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

= If the child was exposed to more than one language (which may
include English) during early development, the language other than
English should be recorded, irrespective of the student’s proficiency in
English.
=  Country of Birth included in the School Census Summer Return for the
first time.

= Nationality (Nation) included in the School Census Summer Return for
the first time.

48 | Preparing for the School Census Summer 2017 Return (English Secondary/Middle deemed
Secondary, All-Through (Secondary phase) schools and Pupil Referral Units (Secondary phase)
preparation guide, applicable to 7.174 onwards



04| Preparing Student Level Information

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

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

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

8 Ethnic/Cultural
Ethnicity White - English w  Ethnic Data Source Provided by the parent -
First L anguage English »  Religion Christian v
First Language Source - English Additional Language No -
Asylum Status w  Traveller Status | |:|
National |dentity -  Spesks \Welsh -
Home Language English -
Country of Birth United Kingdom | @
B:}ia‘iﬂ'lsﬁ“t‘l and Passport Nationality Passport Mumber Passport Expiry date |:| New
United Kingdom [E% Open
¥ Delete
Proficiency in English Date of Assessment Level |:| MNew
05/09/2016 E - Fluent [% Open
2 Delete

Select the student’s First Language from the drop-down list.
5. Select the student’s Country of Birth:
a. Click the Browse button to display the Nation Browse dialog.

b. Highlight the required country then click the OK button to return to the
Ethnic/Cultural panel.

6. If the student’s Nationality is not recorded:

a. Click the New button adjacent to the Nationality and Passport Details
section to display the Add Student Nationality dialog.

b. In the Nation Details panel, click the Browse button to display the
Nation browser.

c. Highlight the required nation then click the OK button to return to the Add
Student Nationality dialog.

d. Enter Passport Detail, if known.

e. Enter Tier4 Details, if applicable to your school.

f.  Click the OK button to the Ethnic/Cultural panel.
7. Click the Save button.
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TIPS:

It is possible to bulk update First Language, Country of Birth,
Proficiency in English and Pupil Nationality for a selected group of
students by selecting the relevant option from the Data Item drop-down list
via Routines | Student | Bulk Update.

Home language is no longer collected in the School Census. Users with
School Administrator permissions can remove the Home Language field
from the Student Details and Application pages, if required. This is
achieved by selecting the Hide Home Language check box in the School
Options panel via Tools | Setups | School Options.

Home language is always included in CTF imports, CTF exports and the
Reporting Dictionary, even if it is not displayed on the Student Details and
Application pages.

D Completed

Checking Additional Information

Ensure that the following additional information is recorded in SIMS:
= Youth Support Services Agreement (YSSA) status

The YSSA replaces Connexions. It applies to students between age 12 and
25 with special educational needs and students between age 12 and 20
with no special educational needs.

= Learner Support Code, e.g. Post 16 Bursary of Vulnerable Group
Bursary Awarded, Discretionary Bursary Awarded, etc. for 16 to 19 year
olds

The Bulk Update routine can be used to assign and edit these values for a
specific selection of students at the same time, if required (please see
Updating Information Using the Bulk Update Routine on page 24).

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

Search for then double-click the required student to display the Student
Details page.
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3. Click the Additional Information hyperlink to display the Additional
Information panel.

9 Additional Information
Mesls | Free Meal » Recoupment England |
Home )
Youth Support Services .
Sandwiches - ,-»greemeﬁgo Obtained v
Modes of travel Boarder - not applicable - Route East Town -
Bus fype not known)
Car Share {with child/children) ~ LA Provided Transport ™
Service Children in Education Yes - Source of Service Childrenin  Provided by the parent -
Education
Uniform Allowance O
Eﬂa?rrezna%g}lcﬂd.‘:caw Wl Motes |Waiting for documentation. | Iil
Learner Support Leamer Support Code Award Date MNotes D New
Vulnerable Group Bursary Awarded 12/09/2016 [% Open
2@ Delete
Fl m [3
Fligible for Free School Coaris . | Ew
NOTE: The Meals section will be removed in a future release because the
meal information is now entered via the Dietary panel.

4. Select the applicable Youth Support Services Agreement (YSSA) status
from the drop-down list.

NOTE: YSSA replaced Connexions Assent.

5. Ensure that the Pupil Premium Indicator for year 2016/2017 check box
is selected, if applicable. To enter a note related to the applicable year, click
the Search button adjacent to the Notes field.

Although Pupil Premium information is not collected for the return, it is
important for schools that are in receipt of this funding, which is allocated to
children from low-income families, to be able to give a full account of its use.
The national school performance tables now include information about the
progress of students in receipt of Pupil Premium and information is required to
be sent to parents about how it has been used and what impact it has had on
student progress.

6. Check that the Learner Support details are correct.
Adding a new Learner Support record:

a. Click the New button to display the Student Learner Support Code
Details dialog.

b. Select the applicable Learner Support Code from the drop-down list.

Enter an Award Date or click the Calendar button then select the
required date. Notes can be entered, if required.

Updating an existing Learner Support record:

a. Highlight the required record then click the Open button Student
Learner Support Code Details dialog.

b. Amend the Learner Support details, as required.

D Completed
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Checking Special Educational Needs Information

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

SEN Status (SEN Provision)

« E - Education, Health and Care Plan (EHCP) - the LA has reviewed the
student and a plan has been issued.

= N - No Special Educational Need - No special educational need has
been identified.

= K - SEN Support - actions have been put in place or will be put in place
to support the student with their need, once a SEN need or potential SEN
need has been identified.

= S - Statement - the LA has reviewed the student and a statement has
been issued.

IMPORTANT NOTE: SEN Provisions/Statuses A and P are no longer valid.

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

2. Select the required SEN Status from the drop-down list. Additional search
criteria can be selected, if required, e.g. Year Group.

3. Click the Search button to display a list of students who match the criteria.

. Fuial SEM Sk

A sewck v (5 Dy Prin Lgl famane & Haa Ve ® 4 v e H Do
S forormma ata Current w ENZmha <Ary SN = l:l
. n [ tow i e =[] Pugtio oy =[] Hame i -~
- wimn  Fag.Gem  Howms Sercer  4EH Smam

Lo [] e P M - Wi L el

M e Cisie Tt N - Monsor Lengeags Sl

Bagrall Kaih Faks Vi A Soheel By Year Aoben

Hardem. o [ i M beribor Larpuage Skl

Ardmy Maa P P M- Wi L Shils

[ 5 w Fanarag Pt 5 - Sowamani

Boega Mar Lk Cime M A.- Schoi Easly Years Adtion
ardly. bally E] B Foraie P - Schoci Early Years ddtions

4. Double-click the name of the required student to display the Student SEN
details page.
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5. Click the Basic SEN Details hyperlink to display the Basic SEN Details

panel.
3 Basic SEN Details
Status |K- SEN Support Start Date  |05/02/2015 [ New
& Edit
Statement Pending? | |
Breriiess Rank  Start Date Need Type Description D New
1 05/02/2015  Speech, Language or Commurication Need  As English is Tamwar'.. [ Open
2 10/02/2016  Hearing Impaiment Slightty deaf in left ear % Delete
= Report
[ MNeeds History ] [ Change Log Mowve Up @ Mowe Down
Full Descriptions Attachmert  Summary Type Owner [ New
E IEP May 2015 SEN Document Grosvenor Gillian = Open
S@ Delete
< [ ¢

Additional Support:

Curriculum and Teaching . P

Methods Some cumiculum modffications -

Grouping and Support Targeted and sustained additional support -

Advice and Assessment Extemal advice/assessment -
Individual access to normally available equipment -

Specizlised Resources

6. Ensure that the SEN Status and Start Date are correct.
To amend an error in the current Status or Start Date, click the Edit button.
Select the required Status from the drop-down list and edit the Start Date, if
required.
Alternatively, click the New button. This removes the original Status and the
Start Date defaults to today's date. Select the applicable Status and change
the Start Date, if required.

NOTE: At least one Special Educational Need, e.g. Visual Impairment,
must be recorded for all students with a SEN Status of E — Education,
Health and Care Plan (EHCP), K — SEN Support and S - Statement.

To view changes that have taken place to the student's SEN Status, click the
Status History button to display the Status History page.

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

The DfE website
(http://www.gov.uk/schools-colleges/special-educational-needs) provides
more information about Special Educational Needs, if required.

D Completed
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Preparing Exclusions Information

Exclusions information is required for students who were subject to any
exclusion with a start date during the period 01/09/2016 to 31/12/2016
inclusive. Exclusions should not be counted if the Head Teacher withdrew
them, or if the student was re-instated by the Discipline Committee or an
independent Appeal Panel.

The following exclusion related data items are collected for the return:

= Exclusion Type (category, e.g. fixed period, lunchtime or permanent).
= Exclusion Reason (select one code to provide the main reason).

= Exclusion Start Date.

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

«  SEN Provision (please see Checking Special Educational Needs
Information on page 52).

IMPORTANT NOTE about Permanent Exclusions: Any permanently
excluded students should be marked as leavers as soon as the exclusion has
been confirmed by the LA. Before making them a leaver, ensure that you
have recorded the following information:

SEN Status (if applicable)
Ethnicity

= Ethnic Source
Part-time indicator (if applicable)
Date of Admission.

Recording an Exclusion

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

N La T T —
B [ Brosna - ey & Oma

2. Search for then select the required student to display the Exclusion Details
page.

Facluio Dot Cuodas Mllsis

Exciummarn
Boaters: ewr Tarm Stri Do Erd i Leggh  Echsen Trem Excizwon Femon
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3. Click the New button adjacent to the Exclusions panel to display the Add
Exclusion dialog.

Appeal Details
Lppesl Received

Lppesl Date

Result Date

Notes/Documents

m Add Exclusion ERREE X
Exclusion Details
Type - Reason -
Start Time - End Time -
Part Time Exclusion O Length School Days Calculate
Comments
Agency Involved | |
Academic Year | | Term |
Discipline C
Committee Date
Committee Result - Rei ent Date

Parents Representation [

O
I:l Reinstatement Date

L 1]

AMtachment  Summary

Type Cwner

4

1

Last Modfied @ [7] New
Open
Delete
2
oKk | [ Cancel

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

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

6. Select a Start Time and End Time (i.e. AM or PM) from the associated
drop-down list.

7. Click the Calculate button to populate the Length School Days field

automatically.

m Add Exclusion

=IRER X

Exclusion Details
Type
Start Date

Start Time
Part Time Exclusion

Comments

Agency Involved

Academic Year

DNierinfina C -

Fixed Term - Reason
18/10/2016 End Date

AM - End Time

O Length School Days

Verbal abuse/threatening behav

(Ongoing bulying agains other members of the class.

|Ac:ademic: Year 2016/2017 Term

PM -
1.00 Calculate
|
Autumn Tem |
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8. Click the OK button to save the exclusion details and return to the Exclusion
Details page, where a summary of the new exclusion is displayed.

Exclusion Detsls ;S Shhey

Bsre & inda & Frimt # Links - @Heip [ Urpie 3 Clons
Exchusons
Aepabersic: Yeuar Tem Sigt Cuie B Dme e Enchoer Tyme  Euchowon Resse g

Aeadernc Yo MW7 Aubuen Teer 1ELZNE 187107205 Fosd Tam ‘bl aboss Ahrealening behaveur agardl & pupld =

Deleiat

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

9. Click the Save button to save the exclusion.

For more information about exclusions, please refer to the DfE website
(http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion).

D Completed

Preparing Termly Attendance Information

Termly attendance data (including attendance codes and the number of
sessions missed) should be provided for non-boarder pupil/students and
leavers aged four to 15 inclusive on 31/08/2016, who were on-roll for at least
one session during the collection period from 01/01/2017 to 16/04/2017.

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

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

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

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

] Possible Sessions
= Sessions Missed due to Authorised Absence
= Sessions Missed due to Unauthorised Absence.
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For information and advice about school attendance, please refer to the DfE
website

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

% Additional Resources:

Producing the School Census Summer 2017 Return handbook

Managing Pupil/Student Attendance handbook (SIMS Attendance users)
Monitoring Session and Lesson Attendance handbook (SIMS Lesson Monitor
users)

D Completed

Updating Students with Top-Up Funding
Top-up funding is supplied to schools, in most cases by the Local Authority, to
meet the additional costs of support for high needs students.

1. Select Tools | Statutory Return Tools | Update Top-Up Funding to
display the Update Students with Top-up Funding page.

Any students currently recorded as having top-up funding are displayed in the
Top-up Funding list (located in the bottom half of the page).

pdaie Shedentz wil Top-up Funding
Term  Swmmer 2017 - Sasdents On-Floll on Census Diay
Soaria - F o i i ¥l all =  PFag Al
Prafairad ZEN Ay - Evar in clng Lapar - [ T—
Cermname &t this schoo -
Topeug Funsing b Faarmcwa
Susmaime Predermed Sumame Foterame YT Heg SEH Ever in Cave
¥ Abbess Fbbemy Gesham -] S E Ma
Enesiol Bristod Enres 11 1 es
\euting ikibng Halbyanr 1 11E Mo
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2. Use the Students On-Roll on Census Day search criteria to locate the
additional students you wish to record as having top-up funding then highlight

their details.

Term Surmmer 2017 - Students On-Fisll on Conses Day

Surrare stk Forenmme T 2 * PR [y -

Fredared | SEN Pty - Ever incam Biyr  w iS5 3

Sormome | ] e ksl ot
Surrare Frodemed Surnames Forename ¥T1 Aeg SEN Ever i Care
Sk [Gmitr | Je [2E IE [na |
Sl Savilh Jade B 24 Mo
Seite Smith Osias B a4 Mo
Saif Seith Slephans B a4 Ha
Sl Savilh Triruty B 2E es

| R Emith [y [ aa K ™

Tog-up Funding [ tad " Remeve

3. Click the Add button to move the highlighted student(s) to the Top-up
Funding list.

Term Surmer 2017 - Shutants CieeFisll on Censes Duy
Surrare stk Forename T 2 * P [ -
Fredarrad ]  SEN T - Everincam iy w 0}
Surmame - . ut this schedl L Sworch

Surame Frederred Surrame Forename ¥TI Aeg SEN Evew iim Care
b Sail Sarith lada B 24 M

Seith Smith Osas ] a4 Ma

Sl Seith Siephans B i Mo

S=ilk Smith Tristan B a4 Ha
Tep-up Furding [ R k [T—

Surma=e Frelered Surrame Forenams YTl Reg SEN Ewver in Care
Ik Abbeas Abbes Graham 9 94 E Ha

Brisbod Bristal Lircares 1 11C Yeus
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Sl Srath Clarme] B ac E Ha

S Sith Trirgy B BE L s
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4. To remove a student from the Top-up Funding list, highlight the required
student then click the Remove button. The student's record is moved to the
Students On-Roll on Census Day list, from where it can be reselected, if
required.

5. Click the Update button to save the data and arrange the list of students in
Surname order.

D Completed

Updating Students Post Looked After Arrangements

Post Looked After Arrangements (previously named Adopted from Care) is
collected for students who are on-roll on census day and the information is
then used for funding purposes.

The values available for selection enable schools to indicated which students
were looked after immediately before adoption or prior to being the subject of
a residence or special guardianship order. However, those who have parental
responsibility are not obliged to provide this information to the school.

1. Select Tools | Statutory Return Tools | Update Post Looked After
Arrangements to display the Update Students Post Looked After
Arrangements page.

Any students currently recorded as having post looked after arrangements are
displayed in the Post Looked After Arrangements list (located in the
bottom half of the page).

Update Sludents Poat Looked Sher Arangaments
- W Help 35 Cicas
T S 217 = Studarts DRl on Conaus Dy
Sunare Fomare | Ll ui -
Frafarrsd Reg ™ - Ever in Cane . - = =
Sumame : a1 s schos s
Pt Lowiies] Sley Svangeents . Ferant
Surasime  Preleimed Sirsame  Foerame 7T1 Reg Everin Cae Podl Losksd ARs Aty Evadencs Obizdned
b Do Sowzm |Dw Sours Lucane LFi Yo " wmmas i ha | oniced sber throogh Aonpson
Fioble [ - histnainn | Fi o Csmmad 10 b locked wiier throwgh s Specisl Gusrdisrahbag Cirder (550
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2. Use the Students On-Roll on Census Day search criteria to locate the
students you want to record as having PLAA.

Terr Surmmer 2017 - Stedenis On=Fasll on Census Day
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3. Highlight the required students then click the Add button to move the selected
students to the Post Looked After Arrangements list.
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4. Ensure that the correct post looked after arrangement is displayed for each
student by clicking the applicable PLAA cell then selecting the applicable
status from the drop-down list:

= Ceased to be looked after through Adoption

= Ceased to be looked after through a Special Guardianship Order
(SGO)

= Ceased to be looked after through a Residence Order (RO)

= Ceased to be looked after through a Child Arrangement Order
(CAO).

5. Select the Evidence Obtained check box, if documents have been obtained
that provide evidence of the post looked after arrangements.

NOTE: Evidence Obtained is not collected in the School Census return but
should be recorded as prove of DfE/Ofsted compliance.
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6. To remove a student from the Post Looked After Arrangements list,
highlight the required student then click the Remove button. The student's
record is automatically moved to the Students On-Roll on Census Day list,
from where it can be reselected, if required.

7. Click the Update button to save the information and arrange the names in
surname order.

If you have indicated that evidence has been obtained, you are reminded to
ensure that the necessary documents are stored securely outside of SIMS or
within the Document Management Server.

D Completed
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05 What Next?

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

The SIMS 2017 Spring Release (7.174) must be installed before completing
the School Census Summer 2017 Return. However, it is advisable to check
whether a later version of SIMS is available and then upgrade to the current
release, if necessary, as it may include updates applicable to the forthcoming
return.

You should now be ready to produce the final School Census Summer 2017
Return. For specific instructions, please refer to the Producing the School
Census Summer 2017 Return handbook applicable to your school phase,

i.e. Secondary, Middle deemed Secondary, All-Through or Pupil Referral Unit.

Where Can I Get More Information?

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

«  Producing the School Census Summer 2017 Return (English Secondary/
Middle deemed Secondary Schools) handbook

= Producing the School Census Summer 2017 Return (English All-Through
Schools) handbook

= Producing the School Census Summer 2017 Return (English Pupil Referral
Units) handbook

= School Census 2016/2017 Validation Errors and Resolutions guide.

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

These documents, together with any other useful information, e.g. news
items, can be found on the My Account website
(https://myaccount.capita-cs.co.uk) by using the search facility to find
CENSUS17. Please check My Account on a regular basis because documents

will be uploaded as soon as they become available.

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.

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.
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The My Account website (https://myaccount.capita-cs.co.uk) also includes a
Knowledge Base (search by keywords or Knowledge Base ID to find answers
for queries already logged with the SIMS customer support desk) and Hot
Topics (a collections of articles from the SIMS Knowledge Base and other
resources surrounding popular topical subjects, such as preparing for the new
school year).

IMPORTANT NOTE: If you receive support from a local authority or third
party support team, check with them before using any of the solutions.

There is also a variety of information available, which is provided by the DfE,
e.g. School census 2016 to 2017: guide for schools and LAs
(https://www.gov.uk/government/publications/school-census-2016-to-2017
-quide-for-schools-and-las).
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