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Overview

This document describes the steps that should be followed to enable a
successful transition from one academic year to another. It includes the
creation of a new academic year, setting up next year’s registration groups
and year groups, etc. together with the promotion of pupil/students from one
year into the next.

It is applicable to Secondary school SIMS users and includes sections for
schools using any curriculum modules such as Nova-T and Options. Primary
school users should refer to the Primary School End of Year Procedures,
available from the My Account website (https://myaccount.capita-cs.co.uk).

WARNING: You must complete these procedures before the start of the new
academic year. It is critical that the new academic year is created and
promotion routines run before the old year ends. These processes determine
the year groups and registration groups into which pupil/students are placed
in the new academic year. We therefore suggest you start these processes as
early as possible, allowing sufficient time to complete by the start of the new
academic year.

Setting Permissions

The permissions required to carry out the various end of year processes vary.
However, users who are members of the School Administrator and Admissions
Officer user groups in System Manager can carry out all the functions in this
document. Please consult your System Administrator if you are unsure
whether you have the required permissions.

Secondary School End of Year Procedures | 1
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Where to Find More Information

Release notes for previous releases can be obtained by clicking the
appropriate menu link on the Home page of our SOLUS website
(http://www.capitaes.co.uk/solus).

All handbooks referred to throughout this document can be obtained from any
of the following locations:

= The Documentation button on the Home Page in SIMS. Once open,
click the Handbooks button, select the required category then click the
required handbook.

= My Account — copies of all handbooks are posted to the My Account
website (https://myaccount.capita-cs.co.uk). The most popular
documents can be located by selecting Knowledge Base | SIMS
Publications (located in the Popular Searches list). Alternatively, use
the Knowledge Base search facility to display a list of all Documents
containing the search criteria.

= Search for:
=  Surround a phrase with "double quotes" to find an exact phrase.

=  Prefix words with + to make them essential, e.g. "Behaviour
Management” +Primary +Training.

=  Product: Select the required product from the drop-down list.

= From and To: Entering a date or date range when the document was
uploaded helps to filter the search results further.

If you are unable to obtain the required handbook using any of these methods,
please email the SIMS Publications team via email
(publications@capita.co.uk) and we will be pleased to email a copy to you.

End of Year Procedure Check List

This section provides a check list of all the actions that form part of the end of
year process.

Complete Description/Task

Record changes to teaching staff in Personnel (please see Recording Changes
to Teaching Staff in Personnel on page 4).

Create the new academic year (please see Creating the New Academic Year on
page 8).

Set up the pastoral structure for the new academic year (please see Setting up
the New Academic Year's Pastoral Structure on page 19).

Add intake and admission groups (please see Adding Intake/Admission
Groups on page 32).

Import Admissions and Transfer Files (please see Importing Admissions and
Transfer Files (ATF) on page 39).

Import Common Transfer Files (please see Importing Common Transfer Files
(CTFs) on page 39).

DO 0000
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Description/Task

Record leavers and update course memberships (please see Recording
Leavers and Updating Course Memberships on page 41).

Export Common Transfer Files (please see Exporting Common Transfer Files
(CTFs) on page 44).

Set up the promotion mapping for the new academic year (please see Setting
up the Promotion Mapping for the New Academic Year on page 46).

Change the status of applications (please see Changing the Status of
Applications to Offered or Accepted on page 53).

Nova-T6 and Partnership Xchange (please see Nova-T6 and Partnership
Xchange on page 56).

Transfer the curriculum and timetable to SQL (please see Transferring the
Curriculum and Timetable to SQL on page 56).

Perform academic promotion (please see Performing Academic Promotion on
page 59).

Export and import pupil/student group memberships (please see Exporting
and Importing Pupil/Student Group Memberships on page 67).

Allocate applicants to registration group/classes (please see Allocating
Applicants to Registration Groups/Classes on page 68).

Print class/registration group lists for the new academic year (please see
Printing Class (Registration Group) Lists for the New Academic Year on page
70).

Print OMR registration sheets for the first week of term (please see In SIMS
Attendance - Printing OMR Registration Sheets for the First Week of Term on
page 76).

Enter reasons for absence last year (please see In SIMS Attendance - Entering
Reasons for Absence Last Year on page 73).

Apply the timetable to the new academic year (please see Applying the
Timetable to the New Academic Year on page 74).

U0 0 O 000000 ododd

Other SIMS module processes (please see Other SIMS Module Processes on
page 77).
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Routines for After the New Academic Year has Started

Complete Description/Task

Admit applicants (please see Admitting Applicants on page 79).

Re-admit applicants (please see Re-Admitting Pupil/Students on page 82).

Print the official register for July (please see In SIMS Attendance - Printing the
Official Register for July on page 83).

Set up pattern of registration and periods (please see Setting up a Pattern of
Registration and Periods on page 84).

Run housekeeping routines (please see Running Housekeeping Routines in
SIMS on page 85).

OO0 O0oo

D SIMS Learning Gateway (please see SIMS Learning Gateway on page 86).

Recording Changes to Teaching Staff in Personnel

This section applies only to schools using Personnel, i.e. you are recording all
staff details, including contracts, training events and absences in SIMS.

The details of new teachers joining the school should be recorded as soon as
the information is available (non-teacher information can be added when
known, but is not required for the end of year process). Any existing teachers
who are leaving the school should be allocated a leaving date.

NOTES: Staff codes for anyone appearing in a timetable must be set (please
see Adding Staff Codes and Roles for Timetabled and Cover Staff on page
36). Nova-T users must make sure that the Staff Code for anyone to be
imported into a timetable is the same in both Nova-T6 and SIMS.

When adding new rooms, the Room Code must be the same in both
Nova-T6 and SIMS.

Adding New Teachers to Personnel

Initially, only Basic Details and Employment Details need to be entered.
Further details can be added as they are known. For full instructions, please
refer to the Managing Staff handbook.

1. Select Focus | Person | Staff to display the Find Employee browser. Click
the New button to display the Add Employee page.

Add Employee

Basic Details
Surname Davis Forename George |
Gender Male - Date of Birth 21/08/1969 | @

4 | Secondary School End of Year Procedures
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Enter the Surname, Forename, and then select their Gender from the
drop-down list.

Enter the Date of Birth in dd/mm/yyyy format or click the Calendar button
to select the required date.

_- [ Calendar button

Click the Continue button. SIMS checks to see if the member of staff already

exists. If no entry exists, the Employee Details page is populated with the
data just entered.

Click the Employment Details tab to display the Employment Details
panel.

Personal Details Professional Details || Employment Details
Employee Details : Adrian Blacker
E Save ij Undo = Print Suspensze @ Links
1 Employment Details
(1) 1 Employment Details
Teaching Staff [l Teacher Number |ED,-’555'1 3 |
Teacher Category Qualified Teacher - Qualified Teacher Status Grad Teacher Program frained in El +
Staff Code |AB Employee/Payrall No. | |
Employment Dates Employment Stat  Leaving Date  Cont Service Start LA Start Previous Employer  MNext |:| New
01/09/1987 01/09/1982 01/09/1585 Brookside Comm... [ Open
S“@ Delete
4 m 3
Check Check Clearance Date Clearance Level |:| New
DBS Check 03/09/2013 Erhanced Clearance Open
Health Check 12122004 Satisfactory Delete
List 53 03/06/2002 List 99 Clearsd
Contract Status Start Date Post Service Term Scale Point [ Hew
= 01/09/2000  Headteacher Leadership 27 [ Open
% Delete
f]] Clone
Service Agreement Start Date End Date Agreement Hours/Week |:| MNew
Open
Delete

Select the Teaching Staff check box for all teaching staff. This activates the
Teacher Category drop-down list.

NOTE: It is important to identify teachers by selecting this check box as it
ensures teachers are included in all applicable returns. It was previously
necessary to select the Teaching Staff check box for all staff to be
timetabled. This is now achieved via Focus | Person | Manage Classroom
Staff (or, once the record has been saved, by clicking Classroom Staff
Details in the Links panel (please see Adding Staff Codes and Roles for
Timetabled and Cover Staff on page 36)).
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10.

11.
12.

13.
14.

15.

16.
17.

Select the required Teacher Category (e.g. Qualified Teacher) from the
drop-down list.

Enter a Teacher Number if required. This must be in the format NN/NNNNN,
where N represents a number, e.g. 60/55916.

Select the required Qualified Teacher Status from the drop-down list.
Enter a unique Staff Code (up to three characters), if required.

NOTE: Staff codes for anyone appearing in a timetable must be set (please
see Adding Staff Codes and Roles for Timetabled and Cover Staff on page
36). Nova-T users must make sure that the Staff Code for anyone to be
imported into a timetable is the same in both Nova-T6 and SIMS.

When adding new rooms, the Room Code must be the same in both Nova-T
and SIMS.

Enter the Employee/Payroll No., if known.

In the Employment Dates panel, create or edit a record and record the
continuous service start date (Cont Service Start), local authority start date
(LA Start) and Employment Start date, or click the respective Calendar
buttons and select the required dates.

Enter the name of the Previous Employer, if known.

Add a record for a DBS Check in the Check panel by clicking the New button
and selecting from the Check drop-down list. Enter the date clearance was
received (Clearance Date) or click the Calendar button to select the
required date.

Add a record for a Health Check in the Check panel by clicking the New
button and selecting from the Check drop-down list. Enter the date that the
questionnaire was returned (Clearance Date) or click the Calendar button to
select the required date.

Record any additional checks, if required.

Click the Save button to add the member of staff. Repeat for any other
members of staff joining the school.

D Completed

Adding Leaving Dates for Existing Staff Members in Personnel

1.
2.

Enter leaving dates for any teachers as soon as they have left your school.

NOTES for Nova-T6 users: When the timetable is exported from Nova-T6 to
SQL, a teacher’s assignment to a class will be transferred only if the teacher
is on-roll for the whole period between the start date and the end date of the
export. If the end date of the export is the end of the Summer term, a class
whose teacher has a leaving date before then will be transferred without a
teacher, for the entire date range of the export.

Select Focus | Person | Staff to display the Find Employee browser.

Search for and then select the required member of staff to display their details
on the Employee Details page.
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Click the Employment Details tab to display the Employment Details

panel.

In the Employment Dates table, highlight the required record then click the
Open button to display the Edit Employment History dialog.

m Edit Employment History for Helen Avery @
Details
Employment Start Date |D1ID5,-’2DD5 |@
Date of Leaving [31/08/2018 |89
Continuous Service Start Date |DUD5'!2DDB |@

Local Authority Start Date |D1fn5;2nn5 |@]
Previous Employer | |
MNext Employer | |
Notes | |

[ ok J[ cance |

Enter the Date of Leaving in dd/mm/yyyy format or click the Calendar
button and select the required date.

Click the OK button to return to the Employee Details page.

1 Employment Details
Teaching Staff
Teacher Category
Staff Code

Employment Dates

Check

Contract

Service Agreement

| Teacher Number |34/43009 |
Qualified Teacher - Qualified Teacher Status Grad Teacher Program frained in EI +
|HA Employee/Payroll No. | |
Employment Stat  Leaving Date  Cont Service Start LA Start Previous Employer  Med| New
01/09/2009 31/08/2016  01/09/2009 01/09/2009 " Open
%’6 Delete
4 | 11 3
Check Clearance Date Clearance Level |:| New
DBS Check 06/09/2013 Enhanced Clearance with List Checks [ Open
List 39 26/09/2009 List 59 Cleared 9 Delete
Status  Start Date Post Service Term Scale Point D New
= 01/09/2011 Midday Supervisor NJC - APT & C Staff 11.0 [ Open
x 07/09/1993 Midday Supervisor Manual Staff 10 % Delete
r_'_]] Clone
Start Date End Date Agreement Hours/Week |:| Mew
Open
Delete

Click the Save button to save the changes. Repeat for any other leavers.

D Completed
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Creating the New Academic Year

NOTE: Options users may have already created a new academic year. This
can be checked by selecting Focus | School | School Diary to display the
School Diary. If already created, the new academic year appears in the list
adjacent to the diary and does therefore not need to be recreated.

This process defines the start and end dates for each of the school terms and
half-term holidays, together with dates for public holidays and staff training
days. If SIMS Attendance is in use, appropriate attendance records are
created for each pupil/student on the dates entered.

IMPORTANT NOTES:

Due to the amount of processing resource required to create an academic
year, whilst not essential, it is strongly recommended that all other users log
out of SIMS before commencing this process. Continuing to work whilst an
academic year is being created is likely to result in error messages.

Please be aware that the process may take a long time because the system
creates attendance records for the new academic year.

When creating an academic year, the start date of the first term is deemed to
be the first day of the academic year. This may not necessarily be the day
that pupil/students arrive in school; it could be an INSET day, for example.
An end date is calculated for 365 days later.

For example, if the academic year starts on 05/09/2016 then an end date of
04/09/2017 is supplied automatically.

The first day of term should be specified even if pupil/students are not in
attendance.

Any dates within the start and end dates of the academic year that are not
term dates or training days, are considered to be holidays. This prevents the
need to manually enter holidays (apart from half-terms and bank holidays).

Promotion into new year groups, etc. occurs automatically on the first day of
the first term of the new academic year (providing that the promotion
process has been carried out).

Before proceeding, please check that you have carried out the following:

= Recorded any changes to teaching staff (adding any new teachers and
dates of leaving for any leavers).

= Ensured that you have the new academic year term dates, training days,
etc. to hand.
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Select Routines | School | Academic Year
Academic Year wizard.

01] Setting Up the New Academic Year

to display the Create

Create Academic Year

Define an Academic Year Wizard

This wizard allows you to create an academic year.

half term helidays, statutory holidays and staff training days.
Please ensure vou have this information before vou start.

be completed before the next academic year can be set up.

As part of this process you will define term start and end dates,

This wizard guides you through all necessary steps, which must

Preview...[] [ Next > ]

==

Click the Next button to display the Define the school working week page.

Defining the School Working Week

Create Academic Year
Define the school working week
Specify the school werking week by selecting which days or half days
the school is open.
First day of the school week: Menday
Day of the week AM Session PM Session
> onday
Tuesday
‘Wednesday
Thursday
Friday
Saturday [} =
Sunday = ]
Mo errors detected. Press "Next' to continue...
Preview...[] [ < Back ] [ Next = ] [ Cancel ]

The First day of the school week drop-down list is read-only and displays

the first day of your school week, as specified
up.

Define the days when the school will be open
adjacent to each required day, including both

when your system was first set

by selecting the check box(es)
AM and PM sessions, as

required. AM Session and PM Session check boxes are selected by default

for Monday through to Friday.

weekend registration.

NOTE: Boarding schools should select all fourteen sessions to record

Secondary School End of Year Procedures | 9
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2. Click the Next button to display the Define the terms and term holidays
for the academic year page.
Defining School Terms

When entering term dates, the start date should always be the date the term
starts, even if pupil/students are not in school on those days.

Create Academic Year

Define the terms and term holidays for the academic year

Define the school terms start and end dates.

School Terms and Holidays

School Term Term Start Date  Term End Date Term Heliday
Spring Term 03012017 0710472017 Easter Holiday
Summer Term 2410412017 25007/2017 Summer Holiday

No errors detected. Press "Next' to continue...

B

Add Term... ][ Remove ]

Preview...[] [ < Back ” Next = ] [ Cancel ]

1. Enter the dates for the Autumn, Spring and Summer terms by clicking in the
applicable Term Start Date and Term End Date fields and entering the
dates in dd/mm/yyyy format, or by selecting from the calendar.

NOTE: Schools that have more than three terms in their academic year need
to add additional terms (please see Adding Additional School Terms on page
12).

Alternatively, click in the date cell until a down arrow appears then click the
arrow to display a calendar, from which the required date can be selected.

Create Academic Vear @
Define the terms and term holidays for the academic year ¥

Define the school terms start and end dates.

School Terms and Holidays

School Term Term Start Date Term End Date Term Holiday

Spring Term 0300172017 4 December » 4 2016 % |jisn,
M TWwWTFSS

Summer Term 2400472017 227030 1 2 3 4 Heliday

567 8 510N
1213141 1718
BH0NP2BAUIB |
262728293031 1

No errors detected. Press "Mext' to continue. ..

2345678 E]
Add Term... ] [ Remove
Preview. .1 [ < Back ] [ Mext = ] [ Cancel ]
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NOTE: You can overtype the name of the term in the School Term column if
a different name is required.

Each term has a default holiday displayed in the Term Holiday column. If
required, select a different holiday from the drop-down list or manually enter a
new holiday name.

Repeat this process for all the default terms displayed, selecting the applicable

holiday for each term. Any errors are displayed in the lower section of the
wizard and must be resolved before you can proceed.

Create Academic Year

Define the terms and term holidays for the academic year

Define the school terms start and end dates.

School Terms and Holidays

School Term Term Start Date Term Heliday

L umm .5;12,2{]1 ............... B :
Spring Term 03012017 07042017 Easter Holiday
Summer Term 2410412017 25007/2017 Summer Holiday

Mo errors detected. Press "Next' to continue...

B

Add Term... ][ Remove ]

Preview...[] [ < Back ” Next = ] [ Cancel ]

If you are happy with the default three school terms, click the Next button to
display the Define the half term holidays page and proceed to Defining Half
Term Holidays.

NOTE: If the Next button appears greyed out, move the cursor off the last
Term End Date by pressing the Tab key.

% |[ 28 || New Academic Year Preview =]

Create Academic Year

) ERE] Academic Year 2016/2017

Define the half term holidays , Autumn Tem 05/08/2016-16/12/2
Christmas Holiday 17/12/2016-02/0)
8 Spring Ter 03/01/2017-07/04/20
Easter Holiday 08/04/2017-23,/04/2
% Summer Temn 24/04/2017.25/07/2
{2 Summer Holiday 26/07/2017-04/09)

Define the half term holidays, start and end date for every holiday. This
information is optional.

Category Start Date End Date Description

P Half-Term 22110/2016 3010/2016 Autumn half term
Half-Term 180272017 261022017 Spring half term
Half-Term 2710572017 04/06/2017 Summer half term

No errors detected. Press "Next' to continue. ..

[ AddHoliday... | [ Remove

Preview... [l < Back ][ Mext > ] [ Cancel ] < I ] G
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From this point onwards, you can select the Preview check box in the wizard
to display a preview panel on the right-hand side of the wizard. The preview
panel updates based on the selections you make throughout the process.
Deselect the Preview check box whenever you want to hide the preview
panel.

Adding Additional School Terms

Some schools may wish to add additional terms, if for example your school has
four or six terms in an academic year. The following example demonstrates
the addition of an Autumn term.

NOTE: When adding terms, the start date should always be the date the term
starts, even if pupil/students are not in school on that day.

1. From the Define the terms and term holidays for the academic year
page of the wizard, click the Add Term button to display the Term Details

dialog.
Term Details @
School Term: Autumn Tem -

Term Start Date: 05/05/2018 B
Term End Date: 16/12/2016 B

Term Haoliday: Christmas Holiday =

oK  Cancel |

2. Select the term name from the School Term drop-down list. If the required
name does not exist, enter a name manually, e.g. Autumn Term.

3. Enter the Term Start Date and Term End Date in dd/mm/yyyy format.
Alternatively, click the Calendar buttons and select the required dates from
the calendars.

Calendar button

4. Select the holiday that will follow the term from the Term Holiday drop-down
list, e.g. Christmas Holiday. If the required name does not exist, enter the
holiday name manually, e.g. Christmas Holiday.

5. Click the OK button to add the term.
6. Repeat for any other additional terms that may be required.
7. Click the Next button to display the Define the half term holidays page.

Defining Half Term Holidays

Holidays are created automatically for the dates in between the term dates
entered. For example, if the Spring term ends on 03/04/2017 and the Summer
term starts on the 15/04/2017, then it is assumed that the dates in between
are holidays. In addition, you need to enter the dates for half-term holidays
manually.
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NOTE: You do not need to define half-term holidays if you have created a six
term academic year, where the half-term dates fall between the terms.

Create Academic Year

Define the half term holidays

Define the half term holidays, start and end date for every holiday. This
informaticon is optional.

e

Category Start Date End Date Description
Mo errors detected. Press "Mext' to continue...
Add Holiday... Remove
Preview...[] [ < Back ” Next = ] [ Cancel ]

From the Define the half term holidays page, click the Add Holiday button
to display the Half Term Holiday Details dialog.

EX5]

Half-Term -

Half Term Holiday Details
Category
Start Date
End Date

Description

Select Half-Term from the Category drop-down list.

Enter the Start Date and End Date for the half-term holiday in dd/mm/yyyy
format. Alternatively, click the Calendar buttons and select the required dates

from the calendars.

Enter a Description for the half-term holiday if required, such as Autumn
Half-Term. This description appears in the School Diary.

Click the OK button to add the half-term holiday.

Secondary School End of Year Procedures | 13
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6. Repeat steps 1 to 5 for both the Spring and Summer half-term holidays.

Create Academic Year @

Define the half term holidays

Diefine the half term holidays, start and end date for every holiday. This
information is opticnal.

Category Start Date End Date Description

P Half-Term 2210/2016 3010/2016 Autumn half term
Half-Term 1810272017 261022017 Spring half term
Half-Term 2710572017 04/06/2017 Summer half term

No errors detected. Press "Next' to continue...

Add Holiday... | [ Remove |

Preview...[] [ < Back ” Next = ] [ Cancel ]

7. Click the Next button to display the Define teacher training days page.

Defining Teacher Training Days

The Define teacher training days page is used to enter any training days
where pupil/students will not be attending school. It is advisable to enter any
known INSET days at this point. Alternatively, they can be added later via the
School Diary (Focus | School | School Diary).

Create Academic Year

Define teacher training days

This information is optional at this stage and can be defined later via
the School Diary.

Category Date Description

Mo errors detected. Press "Mext' to continue...

Preview...[] < Back ” Next = ] [ Cancel
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From the Define teacher training days page, click the Add button to display
the New Teacher Training Day dialog.

Category Staff Training Day -

Date 03/10/2016
Description INSET 1

Mew Teacher Training Day @

Select Staff Training Day from the Category drop-down list. If the required
category name does not exist, enter the name manually.

Enter the Date of the training day in dd/mm/yyyy format or click the
Calendar button and select the date.

Enter a relevant Description if required, e.g. INSET 1, to ensure that the type
of training can be identified. The description appears in the School Diary.

Click the OK button to add the teacher training day. Repeat for any other

required teacher training days.

Create Academic Year

Define teacher training days

the School Diary.

Category Date
» Staff Training Day 03102016

Mo errors detected. Press "Next' to continue...

Add ][ Remove ]

Preview... (]

This information is optional at this stage and can be defined later via

e

[ < Back ” Next = ] [ Cancel ]

Click the Next button to display the Define public holidays page.
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Defining Public Holidays

In addition to other dates during term time, you will also need to specify any
public holidays, such as Bank Holidays, that occur during term time.

Create Academic Year @
Define public holiday=s ;
This infermation is optional at this stage and can be defined later via
the School Diary.
Category Date Deescription
No errors detected. Press Next' to continue...
Add holiday Remove
Preview...[] [ < Back ][ Next = ] [ Cancel ]

1. From the Define public holidays page, click the Add holiday button to
display the New Public Holiday dialog.
Mew Public Holiday (23]
Category Bank Holiday -
Descrpic
2. Select Bank Holiday from the Category drop-down list. If the category name
does not exist, enter the name manually.
3. Enter the Date of the public holiday in dd/mm/yyyy format or click the
Calendar button and select the required date.
4.

Enter a relevant Description, such as Good Friday. This description appears
in the School Diary.
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Click the OK button to add the public holiday. Repeat this process for all public
holidays throughout the academic year.

Create Academic Year

Define public holiday=s
This information is optional at this stage and can be defined later via
the School Diary.

Category Date Deescription

Bank Holiday 140472017 Good Friday

Eank Holi 1710412017 Easter Monday

EBank Heliday

Mo errors detected. Press "Next' to continue...

Addholidsy | [ Remove |

Preview...[] [ <Back |[ MNew> | [ cancel |

Click the Next button to display the Ready to create new academic year
page.

Creating the New Academic Year

Whilst it is not essential, it is strongly recommended that all other users log
out of SIMS before commencing this process. This is because a large amount
of processing resource is required to create an academic year.

Please be aware that this process may take a long time because the system
creates attendance records for the new year.

Create Academic Year

Ready to create new academic year

Check the new academic year dates below and press create when you

are ready. This process will take some time to complete and should not
be aborted once started.

Academic Year 2016/2017|
(7 Autumn Term 05/09/2016-16/12/2016
Christmas Holiday 17/12/2016-02/01/2017
@ Spring Tem 03/01/2017-07/04/2017
Easter Holiday 08/04/2017-23/04/2017
1% Summer Term 24/04/2017-25/07/2017

------ Summer Holiday 26/07/2017-04/09/2017

[ <Back |[ Creste | [ Cancel |

A summary of the data entered is displayed on the Ready to create new
academic year page. The detail for each term can be expanded to display its
public holidays, teacher training days, etc. by clicking the applicable + icon.

You are strongly advised to check this information carefully for any errors or
inaccuracies.
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Once you are sure that the information is correct, click the Create button to
create the new academic year. If there are any anomalies in your settings, you
are asked to confirm whether you wish to proceed or review your settings. If
you are certain the data is correct, you can proceed.

The following warning message is displayed:

Create Academic Year 23

This process will take some time to complete and should not be
JA aborted once started. Do you wish to continue?

Progress is displayed via a progress indicator at the bottom of the wizard.

—' | < Back Create Cancel

Once complete, the final page of the wizard is displayed:

Create Academic Year @

Academic Year was successfully
created

2. Click the Close button to close the wizard and complete the process.

3. Itis recommended that once you have created an academic year, you validate
group memberships by selecting Tools | Validate Memberships, which

displays the following page.

Validate Memberships

Your group memberships are currently being
checked and group membership rules enforced .
This is to support the annual promotion process.
Please wait...

D Completed
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Setting up the New Academic Year's Pastoral Structure

The new academic year’s pastoral structure is set up automatically when the
new academic year is created and is based on the current academic year’s
structure. Therefore, you must ensure that a new academic year has been
created before proceeding with the instructions in this section.

There may be occasions when the pastoral structure of the new academic year
needs to be different from the current structure. For example, you may wish
to:

= add additional registration group/classes, where pupil/student numbers
have increased.

= merge registration group/classes, where pupil/student numbers have
decreased.

= add a new year group, e.g. where a Sixth Form has been introduced in
your school.

= change class names.

NOTES: It is not essential to assign teachers to registration group/classes at
this stage. This can be done when the information is known, but must be
done before the start of the academic year so that Attendance records are
not affected.

If you want teachers to be promoted with their pupil/students in the next
academic year, this can be achieved as part of the pastoral promotion
process (please see Setting up the Promotion Mapping for the New Academic
Year on page 46).

If an additional year group is required, e.g. a Sixth Form has been introduced
to the school, this should be added before admission groups are created to
ensure that the new year group is available for selection (please see Adding
Intake/Admission Groups on page 32). It is essential that the short name of
each year group matches exactly the name of the corresponding year in
Nova-T, so that the transfer of the curriculum plan and timetable to SQL
operates correctly.
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Opening the Structure of the New Academic Year

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

IMPORTANT NOTE: To ensure that changes are being made for the next
academic year rather than the current academic year, ensure that the start
date of the next academic year is displayed in the Effective Date field.

Effective Date: [05/09/2016 @ Go

-] Year 12/Year 13

(-1l House
-] National Cumiculum Year Taught In

2. The Effective Date defaults to the start date of the next academic year.
Whilst it is possible to change this date to view information, the default date

must be used in order to edit information.

IMPORTANT NOTE: If you change the Effective Date, you must click the
Go button to refresh the display.

3. The full structure can be viewed by clicking the + or - icons to expand or
contract the display.

Checking National Curriculum Years
Please ensure that the National Curriculum year associated with each year
group is correct. This can be achieved by right-clicking each year group and
selecting Properties from the pop-up menu to display the Year Group
dialog. The National Curriculum Year associated with the year group is

displayed.
Year Group @

Year Group
|

National -
Curriculum Year |Cumc:|_|||_|m Year 7

Short Name: |? |

Full Name: |Year 7 |

Head of Year |I'-a'|r Brian Kinross |E

Supervisors: Fole Name E

ok ][ Cancel

D Completed
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Adding New Year Groups

If an additional year group is required, such as the introduction of a sixth form,
this should be added before admission groups are created to ensure that the
new year group is available for selection.

This process is unlikely to be required. If you do not intend to add any new
year groups, please proceed to Adding Classes (Registration Groups).

1. Select next year’s pastoral structure (please see Opening the Structure of the
New Academic Year on page 20).

NOTE: If you are adding a year group because you are extending the range
of years, you will also need to set up a National Curriculum year. This is
achieved by right-clicking the Pastoral Structure item in the navigation
tree, selecting Setup Curriculum Years then selecting the required
curriculum year check box.

Effective Date: [05/09/2016 |[El ] | @ Go

= {:]g Green Abbey School - 05/09/2016

: @'
: + Year 7 Setup Curriculum Years...

+@ Year 8

<@ Year 9 Mew School Tier...
+0 Year 10 Reuse old School Tier...
- Year 11
#l-(] Year 12/Yes Mew Year Group...
-4 Houss Reuse old Year Group...

+|:| Mational Curmicul
Organise Year Group Vertically...

Mew Special Group...

Members

Errors are displayed at the bottom of the screen until years and classes have
been added.

NOTE: Once a National Curriculum year has been created, it cannot be
deleted. Therefore, please ensure that the correct NC year is added.
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2. Right-click the Pastoral Structure item in the structure and select New Year
Group from the pop-up menu to display the Year Group dialog.

Year Group @
Yﬁar_ﬁroll!

Czplfi)g:llum Year  Cumculum Year 12 R

Short Name: [r12 |

Full Name: |Year 12 |

Head of Year | (%)

Supervisors: Role Name E

ok | [ Cancel

3. Select the National Curriculum Year with which the year group will be
associated, from the drop-down list.

4. Enter a Short Name and a Full Name for the year group.

The Full Name (up to 32 characters) is used throughout SIMS to identify the
year group (e.g. Year 12). The Short Name (up to 10 characters) is used for
column headings in reports (e.g. Y12). Consequently, to ensure column
headings fit comfortably on the report page, it is recommended that short
names should be as short as possible, e.g. a maximum of six characters. Both
names must be unique within the school.

5. Select the Head of Year if required, by clicking the Browser button to display
the Select person dialog.

E Browser button

6. Enter a Surname and/or Forename then click the Search button.
Alternatively, leave the fields blank to search for all staff.

[m Select person @

People Browse

B Search = Print

Surname l:l Forename l:l Rele <Any Suitablex -

MName

Anderson, Mrs Mary

Andrews, Mrs Selina

Asher, Mrs Dawn

Asif, Mrs Mina

Atkinson, Mr John

Batchley, Miss Andrea

Blacker, Mr Adrian

Brown, Mr James

Brown, Mr Paul ¥

-

oKk | [ Concel

{4 Records found: 34

Highlight the required person and click the OK button to select them as the
Head of Year and return to the Year Group dialog.
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7. Select a Supervisor for the year group (if required) by clicking the New
button to display the Supervisor Properties dialog. This is optional and/or
can be done at a later date if preferred. If you do not intend to add a
Supervisor, please proceed to step 8.

[E] New button

Supervisor Properties @
Supervisor Properties
Role: Person:
Supervisor - |l-lrt= Mary Elizabeth Anderson |
ok |[ Cancel |

Select the Role from the drop-down list then click the Browser button
adjacent to display the Select person dialog.

NOTE: By default, the Role drop-down list displays Supervisor and
Pastoral Manager.

Search for, and select, the required supervisor in the same way as the Head of
Year. Click the Ok button on the Supervisor Properties dialog to set the
selected person as the supervisor and return to the Year Group dialog.

8. Click the Ok button on the Year Group dialog to add the year group. You must
now add applicable classes, as described in the next section.

D Completed

Adding Classes (Registration Groups)

You are strongly advised to check whether the name you intend to use for a
new class has not previously been used. This is achieved by expanding the
Pastoral Structure and appropriate year group then right-clicking the
Registration Group folder and selecting Reuse Old Registration Groups
from the pop-up menu to display the Reuse old Registration Group dialog.
This dialog lists any classes that have previously been deleted.

If the required name is listed, highlight it and click the OK button to re-use the
class rather than create a new class with the same name. If the required name
is not listed, click the Cancel button then create a new class as follows:

1. Select next year’s pastoral structure (please see Opening the Structure of the
New Academic Year on page 20).
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2. Expand the year group to which you wish to add the class by clicking the
adjacent + icon.

Effective Date: |05/09/2016 6} Go

=-{44 Green Abbey School - 05/09/2016
EI@ Pastoral Structure
- Year 7
@ Year 8
- Year 3
B¢ Year 10
[ Year 11
Ela Year 12/ ear 13
[ Year 12
0 Year 13
(I8 8 | Registration Group

-ty House Mew Registration Group...
F-(_] Mational Cumiculum Year

Reuse old Registration Group...

Properties...

Members

3. Right-click the Registration Group folder and select New Registration
Group from the pop-up menu to display the Registration Group dialog.

Registration Group IEI
Registration Group
Short Name: |5A |
Full Mame: |5Nh Fom A |
Registration Tutor  {Mr Paul Simon Brown |E
Supervisors: Role Name E
Room: |
ok ][ cancel |

4. Enter a Short Name and Full Name for the new class.

The Full Name (up to 32 characters) is used throughout SIMS to identify the
class, e.g. Sixth Form A. The Short Name (up to 10 characters) is used for
column headings in reports. Consequently, to ensure column headings fit
comfortably on the report page, it is recommended that short names should be
as short as possible, e.g. a maximum of six characters. Both names must be
unique within the school.
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5. Add the Registration Tutor by clicking the Browser button to display the
Select person dialog.

[m Select person @

People Browse

B Search = Print

Surname l:l Forename l:l Rele <Any Suitablex -

MName

Anderson, Mrs Mary

Andrews, Mrs Selina

Asher, Mrs Dawn

Asif, Mrs Mina

Atkinson, Mr John

Batchley, Miss Andrea

Blacker, Mr Adrian

Brown, Mr James

Brown, Mr Paul ¥

-

oKk | [ Concel

{4 Records found: 34

6. Enter a Surname and/or Forename then click on the Search button.
Alternatively, leave the fields blank to search for all staff.

7. Highlight the required person and click the OK button to select them as the
Registration Tutor and return to the Registration Group dialog.

8. Select a Supervisor for the class (if required) by clicking the New button to
display the Supervisor Properties dialog. This is optional and can be done at
a later date if preferred. If you do not intend to add a Supervisor, please
proceed to step 9.

E] New button

Supervisor Properties @
Supervisor Properties
Role: Person:
Supervisor - |fv1rs Mary Blizabeth Anderson |
[ ok ][ canesl |

=  Select the Role from the drop-down list then click the Browser button
adjacent to the Person field to open the Select Person browser. Select
the required person in the same way as for the Registration Tutor.

NOTE: By default, the Role drop-down list displays Supervisor,
Pastoral Manager or Joint Main Supervisor.

= Click the Ok button on the Supervisor Properties dialog to select the
person as the Supervisor for the class return to the Class dialog.
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9. Select the Room that will be used by this class (if required) by clicking the
Browser button to display the Room Browser dialog.

[ Room Browser o o ]
Search Rooms
H Search [ Open % Delete Links - @ Help 32 Close
Short Name l:l Long Name | | Locati
Shart Name Long Mame Establishment ot
Al At Room 1 Green Abbey School
AZ At Room 2 Green Abbey School
A3 Art Room 3 Green Abbey School

E1 Business Studies 1 Green Abbey School

E2 Business Studies 2 Green Abbey School

CSR Caretaker Stock Room Green Abbey School -
] m 3

0K | [ cancel

{4 Records found: 68

=  Enter either the Short Name or the Long Name of the room then click
the Search button. Alternatively, leave all of the fields blank to search for
all rooms.

= Highlight the required room then click the OK button to return to the
Class dialog.

10. Click the OK button to create the class.

Additional Resources:

8

Adding Rooms tutorial in the SIMS Documentation Centre

Adding/Editing Rooms chapter in the Setting Up and Administering SIMS
handbook

D Completed

Important Note on Editing Class Names

There may be occasions when you wish to rename classes in either the current
or next year’s pastoral structure. This is sometimes required by schools that
name their classes based on teacher’s initials and the teacher then leaves the
school.

It is essential that you do not just rename the class. This is because the class
name is recorded in the class history. If you change the name, the change is
made throughout the history of that class, so the class is recorded as always
having been named according to the name change.

NOTE: To ensure that you do not rename a class to a name that already
exists, right-click the required Registration Group folder in the pastoral
structure and select Reuse Old Registration Groups. Any classes that
have previously been deleted are displayed. If the required name is listed,
highlight it then click the OK button to re-use it rather than create a new
class with the same name. If the required name is not listed, create a new
class.
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Please see the following two examples:
Example 1:

A class is currently called 8AB after a teacher named Anita Brown. At the end
of the current academic year, Anita will move up with her class, which
becomes 9AB.

If you rename 8AB to 9AB then all the pupil/students in 8AB will be recorded
as always having been in 9AB because the history is also amended.

In this circumstance, all you need to do is to create a new class, called 9AB in
the pastoral structure for the new academic year (e.g. 2016/2017) and set the
promotion mapping to promote to this class at the start of the new academic
year. All pupil/students in 8AB will move up to 9AB at the start of the new
academic year (please see Setting up the Promotion Mapping for the New
Academic Year on page 46).

Example 2:

A class is currently called 8SL after a teacher named Sonia Lovell. Sonia is
leaving and will be replaced by Andrew White during the same academic year.

If you rename 8SL to 8AW then all the pupil/students in 8SL will be recorded
as always having been in 8AW because the history is also amended.

To correctly change a class name:

Add a new class (please see Adding Classes (Registration Groups) on page 23)
in the current pastoral structure (e.g. 2016/2017) labelled with the new class
name (e.g. 8AW).

Delete the old class by right-clicking the required class name and selecting
Remove from the pop-up menu to display the Remove Registration Group
dialog.

Remove Registration Group @

Remove Registration Group

A group can only be removed when it has no members. You can
reallocate members to other groups manually or you can specify default
group where all existing members will be moved.

Destinaton Grove: | -

[ ok |[ canca |

Select the newly created class (e.g. 8AW) from the Destination Group
drop-down list. All members from the old class will be transferred to the new
class.

Click the OK button to delete the class and transfer the pupil/student
memberships.

Click the Save button to save the changes.
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General Advice

The responsibility for defining the naming convention of classes lies with the
school. However, you should note that if you use teacher initials, you must
carry out the previous instructions each time a teacher leaves or if there are
any teaching changes that result in a class name change, e.g. teachers change
class or years mid-year. In addition, you will need to create new classes based
on the teacher initials for each new academic year as described in Example 1.
If you wish to use teacher initials, it is far easier if you do not precede the class
name with the year, e.g. use SL rather than 8SL.

Changing Year Group Horizontal/Vertical Structures

There may be occasions where you want the pastoral structure for the new
academic year to be different to that of the current year. For example:

= As a consequence of falling pupil/student numbers. This may require you
to change from a horizontal to a vertical structure to enable pupil/students
from mixed year groups to be taught in the same class.

= As a consequence of increasing pupil/student numbers. This may require
you to change from a vertical to a horizontal structure to enable
pupil/students from the same year to be taught in the same class.

= As aconsequence of a change in pupil/student numbers across the years,
e.g. a low birth rate one year, then a high birth rate two years later. This
may require you to change to a combined horizontal and vertical
structure.

Changing from a Vertical to a Horizontal Structure

This process may be required if, for example, your pupil/student numbers
have increased. This would enable previously merged years, such as Year
12/Year 13 (vertically structured) to be split into two separate years
(horizontally structured) because there are now sufficient pupil/students from
the same year group to be taught in one class.

1. Select next year’s pastoral structure (please see Opening the Structure of the
New Academic Year on page 20).

2. Expand the Pastoral Structure heading by clicking the + icon. Vertically
organised year groups can be identified by their names, separated by a
forward slash, e.g. Year 12/Year 13.

Effective Date: |D5fn5;2n1s ||z| |6> Go|

=-{1% Green Abbey School - 05/09/2016
—@ Pastoral Structure
i Year 7

[ O Year 8

+ 0 Year 11
R v ccr 12/ Year 1
+@ House Organise Year Group Horizontally...
+1-[_] National Cumiculum
Properties...

Members
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3. Right-click the vertically organised year group and select Organise Year
Group Horizontally from the pop-up menu to display the Organise

Horizontally dialog.

Organise Horizontally

Organise Horzontally
Registration Group

Year Group

-2 [l

DmOmEZ=E=rAx=ITo

Ok

) (s

This dialog enables you to determine the class(es) that should be attached to

each year.

4. In the Class panel, highlight the class(es) you wish to attach to a year (hold
down the Ctrl key and click the class names to highlight more than one class)
then click the required year group in the Year Group panel.

Organise Horizentally @

Organise Horzontally
Registration Group Year Group
G e Year 12
Ho [ - Year 13
J
K
L
M
N
P
o]

ok |[ Cancel
In the previous example, G, H, J, K and L are being attached to Year 12.
5. Click the right arrow button in the centre of the dialog to attach the selected

registration group(s) to Year 12. The registration group(s) are moved under
the Year 12 heading, as shown in the following example.
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6. Repeat steps 4 and 5 for all the remaining classes in the Registration Group

panel.
Organise Horizontally @
Organmise Honzonially
Registration Group Year Group
] = Year 12
PG
-H
o
LK
s 3
M
N
P
7 0
Ok |[ Cancel

NOTE: Each registration group must be attached to a single year group and
therefore, the Registration Group panel must be empty before you can
complete the process.

7. Click the Ok button to save the details.

The pastoral structure should now show the two previously merged years as
separate years, as shown in the following example.

-7 Year 11

- Year 12

& Year 13

[#-fiy House

-] Mational Cumiculum Year Taught In

Changing from a Horizontal to a Vertical Structure

This process may be required if, for example, your pupil/student numbers
have decreased. This could allow previously separate years, such as Year 12
and Year 13 (horizontally structured) to be merged into a single year
(vertically structured) because there are insufficient pupil/students from the
same year group to be taught in one class.
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Select next year’s pastoral structure (please see Opening the Structure of the

New Academic Year on page 20).

Effective Date: [05/08/2016 |[EL] | & Go

1y House

[:l Mational Curicul

Mew School Tier...

Mew Year Group...

Members

Setup Curriculum Years...

Reuse old School Tier...

Reuse old Year Group...

Organise Year Group Vertically...

Mew Special Group...

Right-click Pastoral Structure and select Organise Year Group Vertically
from the pop-up menu to display the Organise Vertically dialog.

Organise Vertically
Organise Vertically

vertically:

Mark Year Group to organise them

(2 Jfmesl

[] Year 7
[] Year &
[] Year 8
[C] Year 10
[] Year 11
[¥] Year 12

BYers

Ok

) (e

Select the check boxes of the year groups you wish to merge into a vertical
structure then click the Ok button. In the previous example, Year 12 and
Year 13 are being merged into a vertical structure.

Click the Ok button to merge the selected years, which are then displayed in
the pastoral structure separated with a /, as shown in the following example.

0 Year
0 “fear
<@ Year

[-fi House

EH:Q Green Abbey School - 05/09/2016
EI@ Pastoral Structure

-
i

]
5

0 ear 10
0 fear 11
#-_] Year 12/Year 13

-] National Cumiculum Year Taught In
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Saving the Amended Pastoral Structure

Once the required changes have been made to the pastoral structure, click the
Save button to save the structure. This may take some time depending on the
number of changes that have been made.

D Completed

Adding Intake/Admission Groups

Intake and admission groups are used to maintain lists of the applicants who
have registered an interest in being taught at your school. It is now possible to
create an intake group containing one or more admission groups. In a
Secondary school, an intake group could be created for Year 7 with admission
groups for either Feeder Schools or Registration Groups.

IMPORTANT NOTE: Please ensure that the Date of Admission lies within
the new academic year. We recommend that the date of admission is the day
on which the applicants will actually arrive in school, i.e. not a teacher

training day. However, please check with your Local Authority for advice on
the correct date to use if you are unsure.

If you have previously created admission groups with an incorrect Date of
Admission, amending the date also amends the Date of Admission for

every applicant who is a member of the group, preventing the need to edit
them individually.

If you need to add a new year group but have already created
intake/admission groups, you will need to create new intake/admission groups

after the additional year group has been added and then move any existing
members to the new intake/admission group(s).

This is also a good time to delete or make inactive any unwanted admission
groups. Detailed instructions on adding and maintaining admission groups can
be found in the appropriate Admissions handbook.

Select Routines | Admission | Admission Groups | Setup to display the
Find Intake Group browser.

"% Find Intake Group
D Mew @ Search Open Delete Print Mext Previous Links - @ Help $€ Close

Name |

| Admission Season  <Anys - Status  Active

-

Admission Year 20162017 v Year Grouwp hny> +[]

Mame Admission Year Admission Season ‘Year Group
2016/2017 - Summer Year 7 201672017 Autumn

Planned Admission Status

Year 7 100 Active

Carry out a search to ensure that the intake group does not already exist.

Click the New button to display the Intake Group Details page. Mandatory
fields are highlighted in red. The page will look slightly different depending on
whether you have set up SIMS to allow multiple admission groups to be added.
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In addition, Own Admission Authority schools who have applied a Basic or Full
Admissions Licence will see two additional fields (Admission Policy and
Numbers to Rank).

Intake Group Details: New
Save Undo &= Print
1 Intake Group 2 Admission Group

1 Intake Group
amission Season I -~ v “

YerGor N -

2 Admission Group

e —

In the Intake Group panel, select the Admission Year to which the intake
group relates (e.g. 2016/2017) from the drop-down list (this defaults to the
current academic year).

Select the required Admission Season (Autumn, Spring or Summer) or, if
the intake group does not apply to a specific season, select Integrated from
the drop-down list.

1 Intake Group
Admission Year 2016/2017 - Name |2D1 6/2017 - Autumn Year 12
Admission Season Autumn - Active =
Year Group Year 12 -
Planned Admission  [60 |

Select the required Year Group from the drop-down list.

Enter the number of applicants that you expect to admit to this intake group in
the Planned Admission field.

Only Independent and Own Admission Authority Maintained schools with a
Basic or Full Admissions Licence can select a previously defined admissions
policy from the Admission Policy drop-down list. Select a policy, if required.

Independent and Own Admission Authority Maintained schools with a Basic or
Full Admissions Licence can enter the number of applications that should be
ranked in the Numbers to Rank field. By default, all applications in an intake
are ranked. If you have agreed with your Local Authority that you will rank
only a certain number of applications, enter the agreed number in this field.

If you press the Tab key to move to the Name field or click in this field, a
default name is supplied for the intake group, based on the Admission Year,
Admission Season and Year Group, e.g. 201672017 — Autumn Year 7.
The default name can be amended, if required.
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11. The Active check box is selected by default and indicates that the intake group
is available for use. Deselect this check box only if you wish to create intake
groups that will be used at some point in the future (they will not be displayed
in the Find Intake Group browser by default).

Adding One or More Admission Groups

This section is applicable if SIMS is set up to allow the use of multiple
admission groups and describes how to add one or more admission groups to
an intake group. If you are not sure, please refer to the graphics in the
previous section. If the second panel is labelled Admission Groups, SIMS is
set up to allow multiple admission groups. If the second panel is labelled
Admission Group, SIMS is not set up to allow multiple admission groups.

If SIMS is not set up to use multiple admission groups, please proceed to
Adding an Admission Group (Multiple Groups Not Enabled).

1. From the Admission Groups panel, click the New button to display the Add
Admission Group dialog.

mndd Adrmission Group @
Admission Group
Name |2|}1 & - Year 7 - Autumn |
Date Of Admission[05/09/2016 [E=9!
oK |[ Cancel |

2. Enter a Name for the admission group together with the Date Of Admission.
Alternatively, click the Calendar button and select the required date.

IMPORTANT NOTE: Please ensure that the Date Of Admission falls within
the applicable academic year. We recommend that the date of admission is
the day that the children will actually arrive in school, i.e. not a teacher
training day. However, if you are unsure please check with your Local
Authority for advice on the correct date to use.

3. Click the OK button to add the admission group and return to the Intake
Group Details page.
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4. If any further admission groups are required, click the New button and repeat
steps 2 and 3.

Intake Group Details: 20162017 - Autumn Year 7

E Save SUndo & Print
1 Intake Group 2 Admission Groups

1 Intake Group
Admission Year 2016/2017 - Name |2I}1 6/2017 - Autumn Year 7
Admission Season  Agtumn - Lctive =]
Year Group Year 7 -

Planned Admission 250

2 Admission Groups

Name Date Of Admission [ new
2016 - Year 7 - Autumn 05/09/2016 [ Open
Delete

5. Click the Save button to create the intake and admission groups.

Once admission groups have been created, you can add any applicants to
SIMS and assign them to the required admission group.

Adding an Admission Group (Multiple Groups Not Enabled)

1. Clicking in the Name field provides a default name for the group, which can be
overtyped as required.

2 Admission Group
Name |2D1 6/2017 - Autumn Year 7 (A) |
Date Of Admission  [05/09/2015 (=9

2. Enter the Date Of Admission for the group.
3. Click the Save button to create the intake and admission group.

Once admission groups have been created, you can add any applicants to
SIMS and assign them to the required admission group.

D Completed
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Adding Staff Codes and Roles for Timetabled and Cover Staff

3.

To ensure that staff are available for timetabling, their staff codes must be the
same in both Nova-T and SIMS.

In addition, timetabled staff must be assigned a staff role. Staff can be given
one or more roles according to the duties they perform. Generally, a person
will have a single Staff Role.

NOTE: Anyone you may wish to make available to provide class cover in
Cover or anyone who you may wish to be assigned as Additional staff must
also be set up as classroom staff, i.e. they must be given a Staff Code and
a staff Role.

For more detailed information, please refer to the Managing Classroom Staff
chapter in the Academic Management handbook.

Any staff on the timetable in Nova-T or anyone you wish to make available in
Cover who are not displayed in the Manage Classroom Staff list must be
added.

Select Focus | Person | Manage Classroom Staff to display the Find
Classroom Staff browser.

Check that the member of staff has not already been allocated a Staff Code
by selecting the new 2016/2017 academic year from the Academic Year
drop-down list. By default, the browser displays all staff who have been
assigned a Staff Code via the Manage Classroom Staff area.

% Find Classroom Staff
D New B8 Search [ Open $€ Remove + (=3 Print GNext Previous B Links - @Help X Close
Academic Year 20162017+ hasstaffcode? <Any>  +  Role <Any> - [Include Leavers?
Surname I:l Staff Code | | Subject | | Organisation <Any= - [T Reset All
MName Code Gender Role(s) Subjectis) Active i
Abell, Mrs Anita M F Teacher Science, Biology, PSE Yes
Andrews, Mrs Selina SA F Teacher Science, PSE Yes
Aef, Mrz Mina MIA  F Higher Level Teaching Assistant Yes
Atkinson, Mr John JA M Teacher English Yes
Blacker, Mr Adrian AB M Teacher Religious Ed, Geography Yes
Brown, Mr James JB M Teacher Woc Stud. Technology. Religious Ed. ... Yes
Brown, Mr Paul FB M Teacher Technology, Home Economics Yes
Burmows, Miss Katie KB F Teacher Art Yes -

If the required member of staff is not listed they will need to be added. Click
the New button. If the required staff member is listed, double-click their
record then proceed to step 5.

Basic Details
Surname |abe|| Forename |
Gender ~  Dateof Birth |(B]
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4. Search for the required member of staff by entering the appropriate search
criteria in the Basic Details panel, then click the Continue button. All people
recorded in SIMS who match the search criteria entered are displayed in the
Matched People list.

Matched People
The following people known to the SIMS database have similar details.
To add & new person with the details entered above, select New.
To add an existing person or edit a known person, select Open.

Full name Gender Roles Address |:| Mew
Abell, Mrs Anita Female Employee, User, Teacher, .. 10 Dudmore Road Swindo... JEZeney
Abell, MrJ Contact 10 Dudmore Road Swindo...

5. If the required person is listed, highlight their name and then click the Open
button to display the Manage Classroom Staff page.

IMPORTANT NOTE: Create a new record by clicking the New button only if
you are sure that the person has not already been recorded in SIMS (e.g. as
an employee, contact, etc.). If they have already been recorded in SIMS, you
must select them from the Matched People panel.
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The Classroom Staff Details page displays any existing Staff Code and/or
Role(s).

?’;n Classroom Staff Details: Abell. Mrs A- 20162017
Save Undo =3 Print

1 Basic Detzils 2 Classroom Information 3 Crganisations

1 Basic Details
Surname |-ib3" |
Forename |.-"-n'rta |
Midname | |
Title Mrs
Gender Female
2 Classroom Information Existing code assignments Role(s) as at 05/09/2016
Staff Code (16/17) @ [AA: Abel, Mrs Anita - Teacher Va Edit
Generate S C [T Higher Level Teaching Assistant
Generate Staff Code
[T Teaching Assistant % Terminate All
e [ Leaming Support Assistart
_ [T Classroom Assistart
Subject(s) glcolfoge & Edit [ Techrician
PSE _% e [T Other Supervisor
- [C] Other Assistant
@ Up [ Examination Invigilator
@ Down
Cover Option Frovides cover -
3 Organisations
Organisation Working Pattem Active FE—
Green Abbey School Mo, Tu,We, Th,Fr All Day True

6. The Staff Code (16/17) field displays the Staff Code assigned to the
selected person for 2016/2017. The code can be edited, if required. This
updates the Existing code assignments list with the name of any staff
member whose code matches that which is entered. If the code entered
matches a code already assigned to another person, the background colour of
the field changes to red and a message is displayed on the Status Bar. It is not
possible to save the record until a unique code (across the 2016/2017
academic year) has been entered.

7. Select the staff member’s Role(s) in the Role(s) panel.
8. Click the Save button to save the changes.

IMPORTANT NOTE: Once a person has been made a member of Classroom
Staff, their Staff Code can be maintained in Academic Management only. It
will no longer be possible to edit the code in Personnel. In addition, any staff
added to SIMS via Manage Classroom Staff are not given an Employment
Start date. To record the start date, edit their record via Focus | Person |
Staff ensuring that a Status of All is selected when searching in the
browser.

D Completed
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Importing Admissions and Transfer Files (ATF)

If your Local Authority has provided you with an ATF file, this should have been
imported around March time, as described in the appropriate Admissions
handbook. Any additional pupil/students can be imported via CTF, as
described in the following section.

Importing Common Transfer Files (CTFs)

2.

This section provides a summary of the steps required to import a CTF.

Import any CTFs that have not yet been imported. Pupil/Students with CTFs
can be imported into an admission group or directly on-roll.

If any of the pupil/students in the CTF already exist in the system, any blank
fields in their record are updated with data from the CTF. Any existing data is
not overwritten, as it is deemed to be the most up-to-date information. Any
such information is highlighted in the Exception Log that is displayed at the
end of the import process.

Appropriate intake/admission groups must be created before you can import
CTF files (please see Adding Intake/Admission Groups on page 32).

Select Routines | Data In | CTF | Import CTF to display the Select the
CTF import type dialog.

Select the CTF import type..

Import Type

General

Add Data for Mew Pupils Only

Add Data for Existing Pupils Onby

Add FSP data for Bxisting Pupils Only
Add K51 for Existing Pupils Only

Add K52 for Bxisting Pupils Only

Add Phonics Data for Bxdsting Pupils Only

[P Select (3£ Cancel |

Highlight the required CTF import type then click the Select button to display
a message asking you to confirm whether you wish to change the matching
scale.

SIMS .net 22

~ | Matching Scale 2 selected.
' [loyou wish to change the CTF Matching Scale?
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For detailed instruction on importing a CTF file and using the CTF Matching
utility, please refer to the Using the CTF Matching Screen mini guide or to the
Importing and Exporting CTFs chapter of the Managing Pupil/Students

handbook.
Import CTF (General)
1 Data to be Imported 2 Import Selection 3 Exception Log
1 Datato be Imported
Student Basic Details [l Student Address [l Student Contacts [l Looked After ]
SEN Information [l Assessment Data [l School History [l External Exam Results [l
Attendance Summary [l Programme of Study(PaS) =] FSM Histery [l
Assessments
2 Import Selection
CTF File [ |
Place new pupils in v FEffective Date [23/03/2016
Pre-Admission Group Admit On ‘Year Group
2016/2017 - Summer Year 7 (A) 05/09/2016 Year 7
L Proceed For Match Import

3. Inthe Data to be Imported panel, indicate the data items you wish to import
from the CTF by selecting the appropriate check boxes.

4. In the Import Selection panel, browse to the location of the CTF by clicking
the Open button adjacent to the CTF File field to display the Select Import
File dialog. Navigate to the required location, highlight the CTF then click the
Open button to return to the Import to CTF page.

5. Select Pre-Admission from the Place new students in drop-down list to
import the pupil/student into an admission group. The On-roll option is also
available, but it is unlikely that September admissions would be imported
directly on-roll.

6. Click the Import CTF button to start the import. Details of any errors are
displayed in the Exception Log at the bottom of the Import CTF page.

7. Once you have finished importing the CTF, edit the details of the imported
pupil/students as required.

D Completed
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Recording Leavers and Updating Course Memberships

This section provides a summary of the steps required to record leaver
information in SIMS. For more information, please refer to the Managing
Pupil/Students handbook.

The facility to record leavers enables accurate records to be kept of
pupil/students after they have left the school. During the Summer term you
will need to mark most, or all of the pupil/students as leaving on the same day.
You should only mark pupil/students as leavers if you are sure they are
leaving, e.g. Year 11 are leaving school.

IMPORTANT NOTES: It is essential that you do not record leavers by
removing their date of admission as this affects all historical data relating to
that pupil/student.

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

To allow the automatic procedures to help you with course completion
information for Post-16 students, it is necessary to consider when to make
use of the Leavers routine. Some schools will have left the course completion
date as the default date when all classes finish. Such a date is not correct for
many Post-16 students who will finish the course and leave the school some
weeks before the rest of the school finishes for the year. If you make use of
the Leavers routine in advance of the pupil/students actually leaving, SIMS
deals with this problem for you. The end date for the course will be set in line
with this ‘expected’ leaving date and when the School Census is run, the
courses will be interpreted as having been completed. If the Leavers routine
is run after the pupil/students have actually left and the course end date was
in the future, SIMS can only interpret this as a withdrawal or transfer before
the course was completed. Obviously, Maintain Course can be run (via Tools
| Academic Management | Course Manager | Maintain Course) to
rectify this for each pupil/student, but it is much easier if the Leavers routine
is run at the appropriate time.

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

Similarly, if you forget to run Update Course Memberships, as soon as class
information is in place, you can run it in the new academic year. However,
you should be aware that course membership is much like other group
membership, and courses are set active or inactive at the start of the day,
depending on what membership they have at the start of the day.
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So, if you do not run Update Course Memberships until the actual day of the
census, the courses will remain set to inactive until the next day. Active and
inactive is only a display parameter, but it could cause unnecessary
confusion on census day.

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

To ensure that information required for statutory returns, such as the School
Census, is accurate and up-to-date, it is recommended that you check that
all leavers have at least the minimum statutory information recorded before
making them a leaver, e.g. Ethnicity.

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

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

3. If you wish to assign a group of pupil/students as leavers, search on the
appropriate Year or Reg Group by selecting from the appropriate drop-down
lists. Highlight the required pupil/students using any of the following methods:

= To select all the pupil/students displayed in the browser, select All from
the Select drop-down menu.

[ Select ~
All
Selected

= To select a group of pupil/students, highlight them using any of the
following methods:

= Hold down the Ctrl key and click each pupil/student to be selected.

=  To highlight sequentially listed pupil/students, click the first name in
the list, hold down the Shift key then click the last name in the list.

=  Once the required pupil/students have been highlighted, click the
Select button to add them to the Students panel.
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The selected pupil/students are then transferred to the Students panel.

Manage Student(s) Leaving Details
Save = Print

1 Leaving Information 2 Students

1 Leaving Inf i
Date of Leaving 22/07/2016 [ Reason for leaving Normal leaving age - Highered « EE Assign to All
Destination after Leaving | | I@ Assign to Sel i I

Learning Aim Wwithdrawal
Reason

2 Students
MName Year Group Reqg. Group Adm. Mo. Date of Admission Date of Leaving Reasonfor Leaving Destination *| = Remove

Abbey, Jimmy 13 G 003559 01/09/2009 _| & Clear
Abbot, Susan 13 L 003600  01/09/2009 3
Ainsworth, Zoe 13 N 003601 01/09/2009

Mlieri, Carmela 13 N 003719 01/09/2009

Bardell, James 13 G 003604  01/09/2009

Borgia, Matteo 13 L 003721 01/09/2009

Brown, Richard 13 M 003606 01/09/2009

Bums, Paul 13 H 003607 01/09/2009

Burton, Alexander 13 G 003722 01/09/2009

Chaudhry, Sindhu 13 H 003724 01/09/2009

Cordell, Claire 13 J 003609 01/09/2009

Cronin, Jessica 13 N 003612 01/09/2009

Cronin, Michael 13 J 003613 01/09/2009

Cummins, Patick 13 P 003614 01/09/2009

Das, Annamika 13 H 003726  01/09/2009

Dincht, Zell 13 K 003615 01/09/2009

Dunn. Laura 13 J 003730 01/09/2003 i

4 L 3

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

Select the Reason for leaving from the drop-down list, such as Normal
leaving age - Higher education institutions.

Enter the Destination after Leaving, if required. Alternatively, apply the
Reason for Leaving to one set of pupil/students (as described in the next
step) then enter the Destination after Leaving for a different, or subset of
pupil/students.

Highlight the pupil/students to which this information applies using the Ctrl
and Shift keys then clicking their names (as described in step 3) then click the
Assign to Selected button. If the information applies to all the pupil/students
in the list, click the Assign to All button.

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

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

To clear the contents of the Date of Leaving, Reason for Leaving and
Destination after Leaving columns in the Students panel, highlight the
required pupil/students then click the Clear button. Re-enter the information
as required.
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11. Click the Save button to save the changes. The selected pupil/students are
recorded with a date of leaving on the date specified.

D Completed

Exporting Common Transfer Files (CTFs)

Common Transfer Files can be created and sent to other schools or Local
Authorities.

NOTE: Before proceeding, you must have previously added any required
Feeder and Destination Schools via Tools | Other Schools and specified
the directory into which the CTF export will be saved via Tools | Setups |
CTF.

Please ensure that the relevant pupil/students are given a Date of Leaving
before exporting the CTF.

This section provides a summary of the steps required to export a CTF.

1. Select Routines | Data Out | CTF | Export CTF to display the Select the
CTF export type dialog.

Select the CTF export type..

Export Type

Ks3
LILM Request

[«f select |[5€ Cancel |

Highlight the required CTF export type then click the Select button to display
the Export CTF page. The page name is appended with the option selected in
the previous dialog. For detailed instruction on exporting a CTF file, please
refer to the Importing and Exporting CTFs chapter of the Managing
Pupil/Students handbook.

2. Inthe Data to be Exported panel, ensure that the check boxes relating to the
data items you wish to export are selected.

1 Data to be Exporied

Student Basic Details [l Student Address [l Student Contacts W
} Assessment Data [l ;

SEN Information [l Include KS1 Tasks/Tests O School History =]

Attendance Summary =] Looked After [l FSM History =]

44 | Secondary School End of Year Procedures



01] Setting Up the New Academic Year

3. Select the status of the pupil/students you wish to include in the CTF file from
the View drop-down list (e.g. Leavers this year) in the Student Options

panel.
2 Student Oplions e
Effective Date  [23/03/2016 L | View Current students v El]felgdf,safp:;ed [l Refresh Students

4. If you have already created a CTF file for some of the pupil/students but wish
to include them in this CTF, select the check box to Include students
already exported in the export file.

5. Click the Refresh Students button to update the list of pupil/students
displayed based on your selections. You can change the display order by
clicking any of the column headings.

6. In most circumstances, a single year group will be selected, such as Year 11.
This is achieved by selecting the required year from the Year Grp drop-down
list as shown in the following graphic.

UPK Prefered Suname Prefared Forename Featim Yo 6 Voar Taught Destination LA/0ther Destation School ~
PE20432105006 Abbey £3 [ET—

X820432104001 Aot Ben N [g‘usliml 2

PA20432106010 Abbat Clare a4 {ngaﬂ,,ksl

JB20444405032 Abbot Clarissa 104 10 ]

D820432106007 Attt James aC i

He204321050m Abdekocer Moharmed e 3 i

V20444405031 Abie Beniamin I H o

Ge20432103006 Abit Michael & L S—]

BE20200104001 AbuKossh Fredeil T0c 0 10

Te20200100035 Ackioyd Mac *® B s

820200100003 Ackioyd May 3 B 3

FBR044440500 Adar Gealhey 108 0 10

Le20a32104002 Adan Biory f 2 2

¥820432105002 Adams James A [ i

Pa20432184002 Adams Katyn o B 8

V82044440502 Adare Laise 10 10 10 ¥

7. Select the Destination LA/Other or Destination School by clicking in the
appropriate cell then selecting from the drop-down list. This can be done on an
individual basis or you can select multiple pupil/students as follows:

= Hold down the Ctrl key and click each pupil/student to be selected.

= To highlight sequentially listed pupil/students, click the first name in the
list, hold down the Shift key, then click the last name in the list.

= To select all the pupil/students, right-click anywhere in the table then
select Select All from the pop-up menu.

PN Preferred Surmame Prefered Forename Reg Gp YearGrp [x] Year Taught Previous Destination Destnation LAOther Destination School
BE20412109001 Abbey Jimmy 118 1 n
Q820432109002 Abbot Susan 118 1 it
EE20432109003 Ainsviorth 200 11c 1 it
UB20432109004 Allen Barry 11D 1 it
p UB20200102002 atier |carmeta |e | | | 3
XE20200102004 Bailey Annalisa 11F 11 it o (e
X820432109006 Bardell James 1E n 11 Barking & Dagenham
Bamet
L820432109007 Beans Lisa 11D 1 i Bamsley
Bath & North East Somerset
820200102011 Borgia Mt 11c 1 it Bectord Boroug
AB20432109008 Broun Richard 118 1 it
PE20412109009 Burns Paul 11A 1 it
AB20432109010 Burroughs Arita 118 11 i

8. Click the Export CTF button to create the export file.
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After the file has been created, any errors are displayed in the Exception Log
panel, together with the number of pupil/students in the file, the number
processed and the number not exported.

4 Exception Log
Mumber of students in file: Mumber of students processed: Number of students not exported EI
UPN Prefered Sumame Prefemed Forename  Gender  Date of Bith  Emor Description File Name < dsave
UB20432109004  Allen Bamy 28/02/1995  Aftendance data not exported as miss... 8234327 CTF_822LLLL 001 & Print
L820432109007 Beans Lisa 18/06/1938  Attendance data not exported as miss...  8234321_CTF_822LLLL_001

AB20432109010  Burmoughs Anita
AB20432103010 Burroughs Anita
AB20432109010  Bumoughs Anita
K820200102014  Chadwick Stephanie
K820200102014  Chadwick Stephanie
KB20200102014  Chadwick Stephaniz
“

117101938  No LEA number found for Greenacres. 8234321 _CTF_822LLLL_001

11/10/1988 Mo School Number found for Greenac... 8234321 _CTF_82ZLLLL 001

11/10/1938 Mo reason for leaving found for Green...  8234321_CTF_822LLLL_001

12/06/1933  Attendance data not exported as miss. 8234321 _CTF_822LLLL_001

12/06/1983 Mo ENG Results exported since ther... 82343271 _CTF_82ZLLLL 001

12/06/1999 Mo ENG Resuts exported since ther... 8234321 CTF 822LLLL 001 S
m

Mmoo

Any errors must be corrected before the pupil/student can be successfully
included in the CTF export file.

9. Navigate to the location of the CTF Export Directory (as defined in Tools |
Setups | CTF) then identify the newly created XML file for export. The CTF can
be transferred by a local secure file transfer mechanism, such as School to
School (http://teachernet.gov.uk/S2S). Please contact your Local Authority if
you are unsure how to transfer the CTF.

D Completed

Setting up the Promotion Mapping for the New Academic Year

Setting up the promotion paths for the pastoral structure plays a key part in
the end of year procedures and ensures that pupil/students move from their
current year group and class into the correct year group in the new academic
year. This process is used to set the path for year groups and classes, but it is
also possible to specify a promotion path for individual pupil/students in case
there are any exceptions (please see Viewing/Setting the Promotion Path for
Individual Pupil/Students on page 50).

Setting the promotion mapping can be carried out at any point, as the
promotion itself occurs at the beginning of the next academic year. However,
it must be done before the start of the academic year.

You can repeat the process a number of times until you are happy that all
pupil/students have been mapped to the appropriate classes.

BEFORE PROCEEDING: Please check that you have carried out the
following:

= Recorded any changes to teaching staff (added new teachers and added
dates of leaving for any leavers).

= Created the new academic year.

=  Amended your pastoral structure as required, such as adding new classes.
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Select Routines | School | Promotion to display the Promotion Data
Check dialog. You are advised that pupil/student data needs to be prepared
(all current group memberships are checked and confirmed).

Promotion Data Check

Eefore prometing pastoral groups the system

@ must prepare your student data

This may take a few minutes.

[ ok |[ Cancal |

Click the Ok button to display the Validate Memberships message dialog,
which shows the progress of the validation process.

Validate Memberships

Your group memberships are currently being
checked and group membership rules enforced .
This is to support the annual promotion process.
Please wait...

This process may take some time to complete. Once the validation process is
complete, the Setup Promotion Mapping dialog is displayed.

The current academic year should be selected automatically from the
Promote from drop-down list. If it is not selected automatically, select it from
the drop-down list then click the Load button.

WARNING: It is imperative that you select the correct academic year
otherwise any changes made will affect the wrong year and it will be very
difficult to rectify.

The Year Group panel is populated with a default set of promotion paths
(where one year is promoted to the next, i.e. Year 7 is promoted to Year 8 and
so on). This is the same for both vertically or horizontally structured schools. If
you wish to return to this setting at any point in the future, click the Set
Default button.
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5. Change the promotion path if required, by clicking the required year group in
the Promotion Path column then selecting the required year from the
drop-down list.

Setup Promotion Mapping from Academic Year 2015/2016 @
Academic Year:
Promote from Academic Year 2015/2016 o] [ load |
Year Group
Year Group Promotion Path -
by 7 8 i
8 9 N |=
9 10 i
10 1 i
11 12 H -
Override membership O
Registration Group
Year Registration  Promotion Path Registration Tutor Promaote Promote Other .
Group Registration  Supervisors =
Tutor =
» Year 7 TA 24 HMr Brian Kinross [ [
Year 7 7B 8B H Miss Janice Young [} [}
Year 7 7C 8c H Mr Richard Davidson [} [}
Year 7 7D gD H Mrs Fiona Turner [} [}
Year 7 7E 8E HMr Christopher Hughes 0 0
Year T 7E 8F ﬂ DOr Boaer Menamara [ [ i
Override membership O
Finish

6. Review the promotion path for each class. The Class panel displays a list of the
classes for the current academic year. Move down one class at a time by
clicking in the Registration Group column then select the class to which the
pupil/student will be promoted from the Promotion Path column drop-down
list. Repeat this process for all the classes in the Class panel.

7. The Registration Tutor column displays the name of the current class tutor.
If you want the tutor of the class to be promoted into the next academic year
with the class, select the Promote Registration Tutor check box.

8. If any existing Classroom Assistants or Learning Support Assistants should be
promoted into the next academic year with the class, select the Promote
Other Supervisors check box.
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Select the Override Membership check box in both the Year Group and
Class panels the first time you carry out the promotion mapping process.

This ensures that any existing memberships (however they were defined) are
overwritten. If you repeat the promotion process, you can decide whether to
overwrite the existing memberships by selecting the check box as required.
For example, if you had originally stated that pupil/students in the 7D class
should be promoted to the 8D registration group and subsequently wanted
them to go from 7D to 8E, you would need to select the Override
Membership check box in the Registration Group panel.

IMPORTANT NOTE: If you already carried out this process to set up your

mappings and you now wish to edit them, please ensure that the Override
Membership check box is not selected if you wish to retain your previous

settings.

Click the Finish button and then Save the settings.

Click the Map button on the toolbar at any point to return to the Setup
Promotion Mapping dialog.

SIMS displays the Promote Pastoral Groups page, which lists the current
year groups.

Mame Unuzual Current Year Group  Mest Year Group Current Mext Registration
Fegistration Group | Group

Current Year Group: 7
Current Year Group: 8
Current Year Group: 9
Current Year Group: 10
Current Year Group: 11

| BB BB E|E

Current ‘Year Group: 12

Current ‘Year Group: 13
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Viewing/Setting the Promotion Path for Individual Pupil/Students

1. Double-click the current year group for which you wish to view or set individual
promotion paths.

Mame Unuszual Current vear Group | Mest Year Group Current Mext R egistration
Registration Group | Group

Current Year Group: 7
Current ear Group: 8
= Current 'ear Group: 9

Abbey, David O 10 10F
Abbat, Jarnes O 10 10C
Ackroyd, Marc O 10 10B
Ackroyd, Mary O 10 108
Addizon, Millie O 10 100
Adey, Marc O 10 10C
Ambroze, Chaz O 10 108
Amis, Joshua O 10 108
;[T N T O

Andrews, Lisa O 10 & Short Name

Ariano, Pieto O 10

Armbruster, Abbie O 10 1 E‘;

Ashfield, Angela O 10 100

Ashton, Hary O 10 10D

Banfield, Paul O 10
Barham, Melizsa O 10 10F

Bateman, David O 10 e Z
Becker, Boris O 10 108

Bernet, Michael O 10 10C

Bennett, K.eith O 10 10B

Eenter, Fran O 10 104

Bibby, James O 10 10D

Birch, Sam O 10 108

2.  You can customise the view on this screen by selecting an option from the
Customize drop-down list.

= Select Sort to display the Sort dialog, which enables you to order the
contents of the columns, as shown in the following example.

Sort (e
Sort studenis by
@ Ascending
Name -
() Descending
Then by i
@ Ascending
Cumrent Year Group -
() Descending
Then by
@ Ascending
rone]] -] €
() Descending
Then by
P Ascending
{none)
Descending
ok || cancel ][ Clearan |

50 | Secondary School End of Year Procedures



01] Setting Up the New Academic Year

=  Click the Customize button down arrow and select Group By to display
the Group By dialog, which enables you to change the groupings, as
shown in the following example.

Greup By =
Group studenis by

Mext Year Group -

Then by
jinone)} -

Then by

{none)

Then by

{none)

Ok |[ Cancel | [ ClearAl

=  Select Columns to display the Customise Columns dialog, which
enables you to choose the columns you wish to include in the display.

Customize Columns @
Columns
Show Column Column Name
3 fUnusuial
Current Year Group
Mext Year Group
Current Registration Group
Mext Registration Group
[l Current Mational Curriculum Year
[} Mext Mational Curriculum Year

[ ok ][ caneal

Once expanded, you can change the year or class for individual pupil/students
by clicking in the appropriate column and selecting a different year or class
from the drop-down list. The change appears in red and the Unusual check
box is selected automatically to indicate that the change falls outside the
normal mapping set previously (using the Setup Promotion Mapping
dialog). Repeat the process for any other pupil/students, if required.

Multiple pupil/students can be highlighted using any of the following methods:
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Hold down the Ctrl key then click each pupil/student you wish to select.

10 1ac

O
Meally, Michelle O 10 104
Mehar, 5abrina O 10C

10
O 10

Melear, Jessica

Moner, Jodi 10E

Murphy, Alexandra O
Murphy, Connar O

To highlight sequentially listed pupil/students, click the first name in the
list, hold down the Shift key then click the last name in the list.

NOTE: If the Filter button is deselected, all Year Groups and classes are
available for selection from the drop-down lists, not just those that are
associated with the chosen Year Group or Class.

% Short Mame

* &

For example, a pupil/student currently in Year Group 9 would normally be
expected to promote into Year Group 10. It is possible (for whatever
reason) that this pupil/student will actually be promoted into Year Group
11 in the forthcoming academic year. To enable you to achieve this, click the
Filter button and select the required Year Group and Class from the

drop-down lists.

4. Click the Save button to save the promotion mappings. The promotion occurs
at the beginning of the next academic year. A warning is displayed if any
unusual promotions have been set. Accept the warning by clicking the Yes

button.

D Completed

Checking the Registration Tutors Assigned

Once the promotion mapping process is complete, you are strongly advised to
check the registration group assignments in the pastoral structure.

1. Select Focus | School | Pastoral Structure | Next Academic Year
Structure.

2. Click the + icon adjacent to Pastoral Structure to reveal each registration
group.

3. Right-click the name of each registration group and select Properties from
the pop-up menu to display the Class dialog.
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4. If necessary, add or change the Registration Tutor by clicking the Browser
button, searching for then selecting the required person. Click the OK button.

5. If two registration tutors share the group, click the New button adjacent to the
Supervisors panel to display the Supervisor Properties table. Select the
Role of Joint Main Supervisor from the drop-down list then select the
required person by clicking the Browser button then searching for and
selecting the required person from the Select person dialog. Click the OK
button to confirm the selection.

6. Click the OK button to return to the pastoral structure then click the Save
button once you have assigned all the required registration tutors.

D Completed

Changing the Status of Applications to Offered or Accepted

This section describes how to change the status of applications to your school
for the forthcoming academic year in bulk. Applications can be added manually
or imported via ATF or CTF. When added, an application is automatically given
a status of Applied. If required, you can then offer places to applicants you
wish to join your school (Offered) and then change the status of the
application to Accepted once you have received confirmation that they will be
joining. It is possible however, to change an application status from Applied
to Accepted or even straight to Admitted, if required.

It is also possible to change the application status of individual applicants. For
more information, please refer to the appropriate Admissions handbook.

This section assumes that you have added all of the required applicants via

Focus | Admission | Application, and that you have imported via CTF or
ATF.

Finalising Offers

If you wish to offer places to applicants, please follow the instructions outlined
in this section. If you do not want to record offers made, but wish to identify
applicants who have accepted a place at your school, please proceed to
Accepting Applicants.

1. Select Routines | Admission | Finalise Offers to display the Find Intake
Group browser.

% Find Intake Group

D Mew [ Search Open Delete Print Mext Previous Links - @ Help 3¢ Close
Name | | Admission Season  fpys - Status Active -
Admission Year  2016/2017 ~  ear Group <Any> - El

MName Admission Year Admission Season ‘Year Group Planned Admission Status
2016/2017 - Summer Year 7 2016/2017 Autumn Year 7 100 Active
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2. Search for then double-click the required intake group to display the Finalise
Offers page.

Finalise Offers - 20162017 - Autumn Year 12
Save Undo = Print @Help EUnpin A
1Summary 2 Applications
1 Summary
Faes e Ot —
To Alans f— —
s —
Rejectes P ]
2 Applications
Late Mame Gender DOB App. Status Applied Ciffered Rejected
Abbey, Jirnry I ale 17/04/2000 Lpplied s
Abbot, Ben tdale 2040741993 Applied e
» | || ”Abbol, Claire " Female " 22/04/2000 "App\ied ¥ ”
Abbot, Suzan Femalz 21/06/2000 Applied e
Bacon, James I ale 1170142000 Applied e
Baden, Arthur I ale 22/01/2000 Lpplied e
Eailey, Alistair tale 2841241933 Applied 'd
Bainbridge, Olivia Female 09/09/1999 Applied ¥

The Summary panel displays figures for the Planned Admission, Total
Applicants and the number of applicants who have Applied. Own Admission
Authority schools are also provided with the Late Applications field.

Figures for the number of places Offered, Accepted, Withdrawn, Admitted
and Rejected (Independent schools only) are updated as applicable
information is edited and saved.

The Applications panel shows all the applicants who have applied for a place
at your school, together with the status of their application.

3. To change the application status, click the required cell for each applicant, as
shown in the following graphic.

Finalise Offers - 2016/2017 - Autumn Year 12
Save Undo (= Print @Help @Unpin A
1Summary 2 Applications
1 Summary
Tt s - O—
sarite —
Rejecied O
2 Applications
Late Name Gender DOB App. Status Applied Offered Rejected
Abbey, Jimmmy hale 1740472000 Applied 4
Abbaot, Ben I ale 200741993 Lpplied s
» | " ”Ahhnl, Claire " Female " 22/04/2000 "Apphed | e | ”
Abbot, Suzan Femalz 2140642000 Applied e
Bacon, James tale 114012000 Applied e
Baden, Arthur I ale 2240142000 Applied e
B ailey, Alistair tale 281121993 Lpplied e
Bainbridge, Olivia Female 09/09/1999 Applied ¥
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Accepting Applicants

2.

This section describes how to record applicants who have accepted a place at
your school. This is achieved by changing the application status to Accepted.

The following instructions demonstrate how this can be achieved for all
pupil/students in an intake group. It can also be achieved at individual
pupil/student level via Focus | Admission | Applicants.

Select Routines | Admission | Accept Applications to display the Find
Intake Group browser.

% Find Intake Group

D Mew [ Search Open Delete

Previous

Print Mext

Links = @Help 3§ Close

Name |

| Admission Season  <Any> - Status  Active

Admission Year  2016/2017

- Year Group <hnys

-[]

-

Name

Admission Year Admission Season ‘Year Group Planned Admission

Status

2016/2017 - Summer Year 7

2016/2017 Autumn Year 7 100

Active

Search for then double-click the required intake group to display the
Accept/Decline Applications page.

1 Summary

Flanned Admission (250 Accepted
Total Applicants Withdawn [0
Applied D Rejected D
Offered 142 Admitied ]

The Summary panel displays figures for the Planned Admission, Total
Applicants and the number of applicants who have Applied for, or been
Offered, a place at your school.

Figures for the number of places Offered, Accepted, Withdrawn, Admitted
and Rejected (Independent schools only) are updated as applicable
information is edited and saved.

2 Applications

Applcation Status  [&coepled v [ Assian Permanent UPN_| [ Admit Al ]

Mame: Gender
rense
Brocklehurst, MARISNNE Female
Female | 10/01/2005
Female | 31/08/2005

[ Admission  Enrollment Status

n UPN Admitted
ign Permanert.

Withdrawsal s

b Amiel Tanzzel Accepted

Single Registration |
Accepled

Single Registration

ssign Permanent
Sabatini, Angelina

05/03/2016
05/03/2016

Single Riegistration | Accepted Assign Permanert

Zainol, Valentina Single Registration | Accapted Assign Pemanent

The Applications panel displays by default, all applicants with an application
status of Offered. The display includes the Name, Gender, date of birth
(DOB) and Application Status of each applicant, together with a tick grid
that enables the application status to be amended.
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3. Click the Accepted column for each applicant who has accepted a place at
your school. To accept, click in the cell to put a tick in it. To withdraw, click the
Withdraw column.

2 Applications

Cunent Appication Status | Offered v

Name Gender Doe Appication Stalus Offered Accepted Withdramal

Caldwel, Ley Female 04/ /2005 Offered R
Dahl, Sandia Female 1241072004 Accepted I v

Garmbion, Peter Male: 31/03/2005 accented [ v
JATKS, Gary Male 23,07/2005 ofter=d I
Magnus, Diga Female 19/12/2004 Accepted I v
Taghavi. Jina Female 131272004 accepted [ v

WEKANYA, Nita Ferale 16/4/2005 Ofter=d [

»i Zabidi, Juiie Female| 010172009 Accepted] [ 4 |

4. If you wish to accept applicants with a status of Applied, select Applied from
the Current Application Status drop-down list and follow this same process.

5. Once complete, click the Save button to save the changes. The Application
panel refreshes its display and shows only those applicants with an application
status matching that selected in the Application Status drop-down list. In
most cases, the list is empty.

D Completed

Nova-T6 and Partnership Xchange

Partnership Xchange connects the SIMS systems of schools that share
pupil/students in a partnership or consortium, ensuring that pupil/student
core data is kept up-to-date and enables the exchange of class memberships,
lesson attendance marks and assessment data.

The Partnership Functions chapter of the Nova-T6 manual describes the
functionality in Nova-T6 that supports Partnership Xchange. In particular, it
describes the steps that partnership management should undertake to ensure
that the schools in the partnership operate matching timetables, and
moreover enables future communications between these schools, specifically
regarding pupil/student class memberships.

Ideally, the shared aspects of the consortium timetable (for example the
Option blocks in years 12 and 13) should be designed centrally and then
distributed to each of the schools for inclusion in their own systems at an early
stage in the timetabling process.

Transferring the Curriculum and Timetable to SQL

The curriculum plan and timetable in Nova-T represents a snapshot of how
classes are organised and scheduled. Once complete, this data must be
transferred to SQL.

NOTE: If you use Cover and you use non-teaching registration periods to
provide registration cover, ensure that you have set up these registration
periods as non-teaching in your cycle. There is no need to make changes to
your period type settings.
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Preparing for Export to SQL Using Curriculum Matching

Before you carry out a transfer of curriculum and timetable data to SQL, you
should carry out these steps:

1. Make sure that the Document Management Server is active (in SIMS, check
Tools | Setups | Document Management Server).

2. If you have not done so recently, run Tools | System Diagnostics |
Database Diagnostics in SIMS.

Manage Classroom Staff

When the timetable is imported, the wizard attempts to match the staff codes
mentioned in the import file with the staff codes in Manage Classroom Staff for
the relevant academic year. When the ‘next’ academic year was created,
Classroom Staff will have been carried forward into it, i.e. Classroom Staff with
a staff code in the current academic year and a staff role on or after the last
day of the current academic year, will have been given a staff code in the next
academic year.

Classroom Staff added subsequently to the current academic year will also
have been carried forward to the next. However before attempting to transfer
the new timetable, it is worth checking the classroom staff list for the next
academic year.

1. Select Focus | Person | Manage Classroom Staff to display the Find
Classroom Staff browser.

2. Check that the member of staff has not already been allocated a Staff Code
by selecting the new 2016/2017 academic year from the Academic Year
drop-down list. Select Yes from the has staff code? drop-down list.

3. Click the Search button then inspect the list of classroom staff returned. If any
staff to be imported on the timetable are not present, you will need to add
them, as described in the Academic Management handbook.

Starting the Export from Nova-T6

Before the export can be completed, the Timetabler needs to assign levels to
classes in Nova-T6 via Tools | Assign Levels (where Nova-T6 has been used
to construct the new timetable).

1. Ensure that you have loaded the relevant SPL file for the new academic year
then select Data | Export Curriculum and Timetable to SQL.

As the academic data stored in the SQL database is historical, a date range for
the exported data must be provided so that the records transferred have start
and end dates. In this case, as you are setting up the timetable for the coming
year you should pick a date range corresponding to the whole of the working
academic year (typically a date early in September to a date in June or July).

2. If prompted, you should log into the SQL database with a suitable user name
and password.
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The Curriculum Matching Wizard
A number of validation checks are carried out on your data prior to the first
page being displayed. For example:
= the supplied start and end date must lie within a single academic year.
= the supplied start and end date must lie within a single timetable cycle.

= the shape of the supplied timetable cycle must match the one in SQL. One
exception to this is that the transfer is still allowed on the first export of
non-teaching periods to SQL.

If any of these checks fail, the transfer will be unable to proceed. Click the
Help button for further information on resolving these issues or refer to
Curriculum Matching in the Nova-T6 Links chapter of the Maintaining Nova
handbook.

Otherwise if all the checks are passed, you may proceed by clicking the Next
button.

NOTES: The whole curriculum will be unlinked as there is nothing in the
database for the new academic year to which the bands, block groups and
classes can be linked.

All items on the left-hand side of the Merge Curriculum page are
highlighted in orange because they are unlinked. This is as expected.

Similarly on the right, a message is displayed explaining that there is no
curriculum data in the database (except bands if these have previously been
exported). This is as expected — it refers to the selected academic year.

On subsequent transfers, the appearance will be different, as it is expected
that most (if not all) of the submitted curriculum will be automatically matched
with the data in the database.

The final page of the wizard prompts you to confirm that you wish to continue
with the transfer process. To do this, click the Submit button. The submission
may take a couple of minutes to execute and during this time a rotating
graphic is displayed. After it has completed, click the Finish button to close
the wizard.

Unmatched Teachers and Rooms

After the wizard has closed, Nova-T6 analyses the data returned and if any
teachers or rooms were not found or recognized in SQL, these are listed. In
such cases, classes associated with teachers or rooms that could not be
identified are recorded in SQL, except that the teacher or room assignment
will be missing (please see Manage Classroom Staff on page 57).

NOTE: Teachers will be exported to SQL only if they are employed for the
whole of the export date range.

D Completed
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Where Can | Get More Information?

Exporting

For full instructions on how to run the Curriculum Matching process, please
refer to Curriculum Matching in the Nova-T Links chapter of the Maintaining
Nova handbook.

D Completed

Derived Year Classes to SQL

NOTE: Please ignore this section if your school does not use derived years.

Year groups in Nova-T6 are associated with National Curriculum Years (NC
Years). A derived year (containing pupil/students from one or more years)
must be associated with one of the National Curriculum Years concerned (e.g.
NC Year 12 and 13). Classes that contain students from both Yr 12 and 13 can
then be included in the export to SQL. In Academic Management, Year 12 and
13 pupil/students will be eligible for the classes in the derived year.

D Completed

Arranging Pupil/Student Memberships

Pupil/Students need to be allocated to bands, curriculum groups and classes.
This can be achieved using any of the following four methods:

=  Copying memberships from the previous year using Academic Promotion.
. Importing memberships arranged using Options.

= Manual entry, by placing ticks on the tick grids, or using the Student
Curriculum Summary page.

=  Exporting and Importing pupil/student memberships using a spreadsheet.

D Completed

Performing Academic Promotion

The purpose of the Academic Promotion functionality is to generate curriculum
memberships in the next academic year for all the groups of a scheme in one
go, based on equivalent memberships of classes and other curriculum groups
in the current academic year. There are two steps to the Academic Promotion
routine:

Setting up the promotion rules via Routines | School | Academic
Promotion Rules. Please refer to the Academic Promotion in SIMS chapter in
the Academic Management handbook for more information.

Applying the rules using the Curriculum Promotion wizard (from the tick
grid on the Group Memberships in Scheme page, click the Allocate button
and select Curriculum Promotion Wizard. For more information, please
refer to the Academic Promotion in SIMS chapter in the Academic Management
handbook).
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IMPORTANT NOTE: Before running the Academic Promotion process, you
are strongly advised to take a full and verified backup of your SIMS SQL
database. This is a powerful process that creates many pupil/student group
memberships.

Once the promotion rules have been set up, you need to apply the rules using
the Curriculum Promotion wizard from the Curriculum Scheme tick grid
(please see Running Academic Promotion on page 62).

Important Information Regarding Academic Promotion

Before using the Academic Promotion process, please note the following
points:

Academic Promotion can take place only if the academic year into which
promotion is taking place:

=  has been defined in SIMS (for the purposes of Academic Promotion,
only the term start and end dates are required. The remaining dates,
such as half-term, training days, etc. can be added at a later date.

=  contains curriculum data exported from Nova-T.

= has been selected as the current academic year in Academic
Management.

For example, if you want to promote from academic year 2015/16 to
2016/17, you must select 2016/17 as your current academic year (via
Tools | Academic Structure | Set Academic Year).

Once the academic year has been defined, you must run Pastoral
Promotion to ensure that the pupil/students are in the correct years and
National Curriculum years for the new academic year. You must then
transfer the curriculum and timetable from Nova-T6 into the new
academic year.

In the majority of Secondary schools, Academic Promotion will apply to
years 10-11 and years 12-13, because these pairs of years represent the
delivery of two-year courses (GCSE courses are generally delivered during
years 10-11 and AS/A Level courses during years 12-13). However, this
does not preclude the use of Academic Promotion across other National
Curriculum year combinations, such as years 7-8, where you might want
to preserve sets in Maths and Modern Languages.
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The Academic Promotion process for a scheme in the next academic year is
run from its tick grid. A column named Promotable is available in the Find
Curriculum Scheme browser, from which you should open a Promotable
scheme.

IMPORTANT NOTE: Academic promotion must be run for each scheme
whose groups you want to promote with memberships from the previous
academic year, one scheme at a time. It is not possible to promote all of the
requires schemes at the same time. The reason why there is not a single
promotion routine for all schemes, is that it would then be difficult to deal
with any exceptions that might arise. It is important to promote the schemes
in a logical order, starting with the band schemes and progressing down to
the block schemes and non-singleton cluster schemes (cluster schemes with
more than one destination group, e.g. a cluster scheme that provides a
linked class arrangement).

The Curriculum Promotion wizard can create a group membership in the
new academic year for a pupil/student only when certain conditions are
fulfilled. At each stage, there might be individual pupil/students who do not
meet these conditions. The promotion routine will report these and you will
need to consider them on an individual basis. Such exceptions might be
evidence of errors in the data, such as missing National Curriculum year
memberships, or of multiple or missing memberships within the scheme in the
previous academic year. You must resolve these and other cases manually.

The promotion process can be repeated as many times as you want for the
same scheme, until the promotion is performed to your specific needs. For
example, a promotion could be performed based on a Reference Date of 10
June and later repeated for the Reference Date of 17 July, which is nearer to
the end of the Summer term. This would be particularly useful if there is a
change to the pupil/student population or a change to the group memberships
for the selected scheme, perhaps due to an end-of-year assessment.

NOTE: The Reference Date is the date pupil/student group memberships
are read, in order to populate group memberships in the new academic year.

Advice on Running Academic Promotion

It is strongly recommended that you promote bands before promoting any
other groups. Promoting pupil/students to their new groups higher up the

hierarchy ensures that they will automatically be eligible for memberships

lower down the hierarchy for the appropriate groups.

For example, assigning a pupil/student to band 7x automatically makes them
eligible for the groups associated with 7x Maths, 7x English, 7x Science, etc. If
bands are not promoted first, all pupil/students in year 7 would be ineligible

for membership of all the groups associated with that year.

Promoting bands first would also lead to a reduction in the number of warning
messages being displayed when running Academic Promotion.
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Running Academic Promotion

IMPORTANT NOTE: Before running the Academic Promotion process, you
are strongly advised to take a full and verified backup of your SIMS SQL
database. Changes to pupil/student group memberships are not saved to the
database until you take the conscious decision to click the Save button on
completion of the promotion. However, this is a powerful process that
creates many pupil/student group memberships.

The Academic Promotion process must be run for each of the schemes you
wish to promote. Once the promotion has been performed on a scheme, it can
be saved and you can move onto the next one.

Academic Promotion can be run as many times as required. This would be
particularly useful if a group was inadvertently removed from the promotion
process and the data was saved. Even if the data is saved, the process can be
run again and this will correct the data. The most recent promotion of a
scheme will be set as current in the database.

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

" Find Curriculum Scheme - Academic Year 2016/2017

H Search [ Open = Print G Mext ﬁ Previous \-i} Update All Course Memberships Links -~ @ Help S.'z Close
Scheme MName l:l Year TaughtIn  <Amy> ~ Type Block ~ FPromotable  <Any> ~ [Ols PXScheme
[@ Up Level ] @Down Level ]

Scheme Name Type Sourced by Destination Groups Promotable ls PX Scheme -
11x English Block Band 11x Class 11x/En1, 1h/En2, 11x/En3 Promotable Mo

11x Languages Block Band 11x Class 11/Fr2, 11/Ge2; Group 110Frl Promotable Mo

11x Mathematics Block Band 11x Class 11x/Ma2, 11/Ma3; Group 11/Mal Promotable Mo

11x PE /Re Block Band 11x Group 11/Pel, 11/Pe2, 11x/Ped Promotable Mo

11x Science Block Band 11x Class 11x/5c3; Group 11x/Bil, 11x/5a2 Promotable No

11xy Option A Block Band 11x, 11y Clazs 11A/Dr1, 11AMUT, 11A/Re1, 11A/F1, 11A4G...  Promotable Mo

11xy Option B Block Band 11x. 11y Class 11B/Ar1, 11B/He 1. 11B/Te1. 11B/Hi1. 11B/G...  Promotable Mo
11xy Option C Block Band 11x, 11y Cla=s 11C/HI, 11C/Gg1, 11C/He1, 11C/Be1, 11C/5...  Promotable Mo -

2. Enter search parameters and click the Search button to display all of the
schemes in the curriculum plan or press Enter without entering any search
parameters.

NOTE: Setting the promotion rules via Routines | School | Academic
Promotion Rules places Promotable in the Promotable column of the
Find Curriculum Scheme browser. A scheme displaying Promotable has
at least one destination group that is the target of a promotion path defined
in SQL. Any scheme with a blank Promotable column cannot be promoted,
as no promotion path that points at any of its groups has been defined. It will
not be possible to run the Academic Promotion wizard for schemes that
display a blank.
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3. Highlight the required scheme and click the Open button to display the Select
Effective Date Range dialog.

ﬁ Select Effective Date Range @

Academic Year 201672017

@ Named Date Range Name Date Range

Academic Year 2015/2016 01/09/2015 - 02/09/2016
<Working Academic Year> 03/09/2015 - 22/07/2016
<Autumn Temm+Christmas Holiday> 03/08/2015 - 03/01/2016
<Spring Term+Easter Holiday> 040172016 - 24/03/2016
<Summer Tem: 11/04/2016 - 22/07/2016

Custom Date Range  From [10/03/2016
Te (23/07/2016

V| Restrict date range from today to end

Dion't ask me again (this session or until manuzlly changed)

OK Cancel

4. Select a date range from the Named Date Range list or select a Custom
Date Range to be used for the Academic Promotion and click the OK button to
display the tick grid.

New memberships created by the promotion process will be for the date range
selected here. For example, you could select the predefined dates for the
following academic year. The selection defaults to the Working Academic
Year of the currently selected academic year, which will usually be the
appropriate option for this purpose.

5. Select the mode in which you wish to work, either Relaxed Mode or Strict
Mode.

Click the Relax button to suspend the eligibility rules so that pupil/students
can be allocated to groups for which they are ineligible.

& Relax | Relax button

Once you have clicked this button, the background on the button changes to
indicate that relaxed mode is selected.

Alternatively, if you want to ensure that eligibility rules for pupil/student class
memberships are enforced (Strict Mode), make sure that the button is
deselected. Strict mode is the default.

6. Start the Academic Promotion process by clicking the Allocate button and
selecting Curriculum Promotion Wizard from the pop-up menu.

I Allocate... | Allocate button

Follow the instructions provided in the wizard. On opening the wizard, a
warning indicates that any pupil/student tags or selections on the tick grid are
removed if you proceed. This is because tagging is used to indicate any
pupil/students for whom a membership was not created by the promotion
process.
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If you need to make a note of the tagged and/or selected pupil/students before
they are cleared, click the Cancel button to return to the tick grid. Start the
Curriculum Promotion wizard again when you are ready.

Any filters that have been set to restrict the pupil/students listed in the tick
grid will apply when promoting the selected scheme. Pupil/Students who are
filtered out are excluded from the promotion process. The names of these
pupil/students are displayed later in the process.

7. Click the Next button to display the Confirm Dates page.

m Curriculum Promotion Wizard @
Confirm Dates
Confirm effective date range and reference date for the Promotion

Check the effective date range and update the reference date

Academic Year 20152016
Effective Date Range |D7f|}5'f2l}1 5-23/07/2016 |

Academic Year 201472015

Reference Date 18/07/2015 B

| Back H Next H Cancel |

The Effective Date Range used in the tick grid for the next academic year is
displayed together with an editable Reference Date (the date on which
pupil/student memberships are read in order to populate group memberships
in the new academic year).

If the Effective Date Range displayed is incorrect, click the Cancel button to
close the wizard and edit the Effective Date Range in the tick grid.

8. Select the Reference Date for the Academic Promotion by clicking the
Calendar button and selecting a date from the calendar.

Calendar button

The Reference Date defaults to the day prior to the start date of the new
academic year, but it is probable that there will be no pupil/student
memberships then. The date used must lie within the academic year prior to
the new academic year and often would be chosen near, or possibly at the end
of, the Summer term. However, if your school completes its ‘normal’
curriculum early in the year (e.g. the end of June) and for the rest of the year
pupil/students are placed into different groups for a special project and you
ran the promotion process and accepted the default Reference Date, there
would be a danger that the promotion would not find the pupil/student
memberships to promote. Instead, editing the Reference Date to the day
before these short-term groups came into effect would ensure that the original
curriculum is promoted.
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9. Click the Next button to display the Select Groups page.

ﬁ Curriculum Promotion Wizard @

Select Groups
Medify selection of groups for the Promotion

Select the groups to be included in the promotion.

Groups
Source Class/Group Name Target Class/Group Name
10e/Mal 11e/Matl
10e/Ma2 1w/Ma2
10e/Ma3 11/Ma3

I Back ” Mesxt H Cancel I

The groups affected by the Academic Promotion are displayed for review.
These will be the groups associated with the selected scheme in the tick grid on
the Group Memberships in Scheme page.

10. Define the groups you wish to include as part of the Academic Promotion by
selecting or deselecting their associated check boxes.

NOTE: It is not be possible to continue until at least one group has been
selected.

It might be necessary to remove groups from the promotion process if, for
example, you wish to reduce the number of Maths classes in the following
year. This could be due to a shortage of teachers in the new academic year,
resulting in a reduction in the number of classes that can be taken. This would
mean that the pupil/students in the third Maths class would need to be evenly
distributed to the two remaining classes (10x/Mal and 10x/Ma2 in the
previous graphic) to ensure they still get taught Maths this year. After the
wizard has assigned pupil/students to 10x/Mal and 10x/Ma2, you can
assign those who were in 10x/Ma3 to either of the other two remaining
groups manually, using the tick grid.

When the groups have been selected, the system can identify the
pupil/students whose group memberships next year will be affected by the
promotion process. These pupil/students appear as editable in the tick grid
(i.e. they are listed with a white background) and were members of
corresponding groups in the previous year, on the selected Reference Date.

11. Click the Next button to continue.

A warning is displayed if a pupil/student is known in the new academic year,
but was unknown in the previous academic year. This might occur if, for
example, a pupil/student joins your school at the start of the new academic
year.

12. Click the Yes button to continue. The selected pupil/students will be included
as part of the promotion process.

The number of pupil/students who were members of groups in the previous
academic year, but do not appear in the tick grid for next year, is displayed.
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13.

14.

15.

16.

NOTE: Pupil/Students who were members of a group in the previous
academic year, but who are not eligible for the next year group or have been
filtered out of the tick grid, cannot be promoted. A pupil/student who is
displayed in the tick grid with a read-only row (yellow background) can be
promoted only if you have clicked the Relax button. The number of
pupil/students who could potentially be promoted, but have no membership
of the appropriate group in the previous academic year, will also be
displayed. This is very unlikely to happen, unless you have selected an
inappropriate Reference Date, and no pupil/students have a membership
on the selected date.

Click the OK button to continue. The number of pupil/students who could have
been promoted, but were filtered out of the tick grid, is displayed.

Click the OK button to continue.

The number of pupil/students who, at the Reference Date in the previous
academic year, were members of more than one group belonging to the
scheme, is displayed. This is possible, although highly unusual. Such
pupil/student memberships will not be promoted. If you want to assign such
pupil/students to a group, you must do this manually.

Click the OK button to continue.

The number of pupil/students whose row in the tick grid was read-only on
entering the Curriculum Promotion wizard is displayed. Their class
memberships will not be promoted to the new academic year. To enable these
class memberships to be promoted to the new academic year, you should
close the wizard and relax the eligibility rules by clicking the Relax button. You
can then run the wizard again and the pupil/students will not be displayed in
this list.

Click the OK button to display the Current Settings page.

m Curriculum Promotion Wizard @

Start Promoting
Review settings before promoting Student memberships

Process has enough information to start promoting Student memberships. If you want to
review or change any settings, click Back. If you are satisfied with the settings, click
Mext to begin prometing Student memberships.

Current Setfings

Dates: -
Effective Date Range: 07/09/2015 - 23/07/2016
Reference Date: 19/07/2015

(Class/Group Mappings: =
10/Ma1 > 11x/Mal
100/Ma2 - 1Te/Ma2
10/Ma3 > 11e/Ma3

Students associated with the tick grid, but who have no promotable memberships (1): i

Back H Next | ‘ Cancel
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This page displays a summary of the information that will be used when
promoting academic data to the next academic year and is based on the
options previously selected in the wizard. This information includes:

= the Effective Date Range (over which the new memberships will be
created)

= the Reference Date (on which previous memberships will be read)

= the mapping of groups from the previous year to the groups of the next
year scheme that you have selected for promotion and the names of
pupil/students who could not be promoted for various reasons (detailed
previously).

17. Click the Next button to continue.

Promoted memberships are displayed on the tick grid, but are not yet saved to
the database. The changes can still be rejected by clicking the Undo button
once the wizard has been closed.

Once the Academic Promotion process has been completed successfully, the
final page of the wizard is displayed and informs you that the process has been
completed.

18. Click the Finish button to close the wizard and return to the tick grid.

Those pupil/student group memberships that could not be promoted (i.e.
because of their status on the tick grid, or not having a membership on the
Reference Date, etc.) are tagged automatically.

To display all tagged pupil/students at the top of the tick grid, right-click
anywhere on the tick grid and select Sort by | Tagged from the pop-up
menu. This enables the subsequent manual assignment of pupil/students to
their new classes.

19. Click the Save button to save the changes of the Academic Promotion process.

Only after clicking the Save button, are the changes made by Academic
Promotion saved to the database.

D Completed

Exporting and Importing Pupil/Student Group Memberships

The export and import of pupil/student memberships function can be used
extensively at year end to allocate pupil/students to classes. For full
instructions, please refer to the Importing and Exporting Student Group
Memberships chapter in the Academic Management handbook.

NOTE: When you have finished assigning pupil/students to their classes,
select Tools | Academic Management | Course Manager | Update
Course Memberships). This routine should always be run when any
changes to class memberships are made.
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Allocating Applicants to Registration Groups/Classes
Before allocating applicants to classes, you must have:

= added the applicants by clicking the Application icon on the toolbar or
selecting Focus | Admission | Application, or imported via ATF or CTF.
For more information, please refer to the appropriate SIMS Admissions
Code of Practice handbook.

~ Application icon
L=

= applied that appropriate application status for each applicant (please see
Changing the Status of Applications to Offered or Accepted on page 53).

NOTE: Applicants who are to be allocated to curriculum classes must have an
application status of Accepted before they can be assigned their
timetable/to their curriculum classes. Schools that have applicants assigned
to an admission group should ensure that the appropriate Enrolment
Status is selected from the drop-down list on the applicant record. This
ensures that they are admitted without an admission number and are
therefore not on-roll.

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

The Effective Date defaults to the start date of the next academic year.
Whilst it is possible to change this date to view information, the default date
must be used in order to edit information.

2. Expand the Pastoral Structure until the Registration Group folder is visible
under the required year.

= Green Abbey School - 05/09/2016
—@ Pastoral Structure

+0 Year 7

Year &

Year 9

Year 10

‘@8 Head of Year: Mr A Simmons
Z] Supervisors

Year 11 Mew Registration Group...
: [Z] Year 12/Year 13
+-{d House

¥ [ Natioral Curiculum Year T|

Reuse old Registration Group...

Properties...

Members

3. Right-click the applicable Registration Group folder and select Members
from the pop-up menu to display the Allocate Students/Applicants dialog.
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The Name, Gender, current Year Group and current Reg Group are
displayed for each applicant together with the total number of applicants
allocated to each class (at the bottom of the grid). Right-click any column
heading to change the order.

ﬁ Allocate Students/Applicants : Year 10 E@
Effective Daie Range
@ From effective date to end of the academic year ) Over the whole academic year [ 05/09/2016 - 04/09/2017)
Student Stalus
W Students W Accepted Applications b Current Applications (Applied | Offered / Reserved)
Membe: ]
embers Print % Actions
-~
Name Gender |Year Group|Reg Group [ 11/} 10B| 10C | 10D | 10E| 10F
Abbey. Grenetia Femdle Year10  10F
Abbaot, Ben Male Year 10 104
Abrahams, Jacqui Female |Year 10 10B v
Ackton, Eill Male |Year1D [10A v
Ahmed, Ackmar Male |YeariD [10E v
Akmal. Mohammed Male Year 10 10D v
Amiel, Tanzeel Female |Year 10 10B v
Arauio, Hitesh Male |Year10 |10E v
Arkwright, Deborah Female |Year 10 10D v
Bartlet, Jeremy Male |Year10  |10D v
Basra, Jill Female |Year 10 10F v 2
Total 30| 28 280 291 20 A
4 1 +
OK Cancel

The Student Status section enables you to limit the applicants displayed in
the grid, as follows:

=  Students — select this check box to display any on-roll pupil/students who
have been assigned to any class within the selected year. These
pupil/students are displayed with a grey background.

= Accepted Applications — select this check box to display any applicants
who have an application status of Accepted (i.e. they have accepted a
place at your school). These applicants are displayed with a pink
background.

=  Current Applications — select this check box to display any applicants
who have an application status of Offered (i.e. they have been offered a
place at your school). These applicants are displayed with an orange
background.

NOTE: Although you can specify which class the applicants will go in, the
applicants must be admitted (via Routines | Admission | Admit
Applications) before they become a member of this class.
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Additional columns (House, Ethnicity, Previous School, Admission no.
and Date of Birth) can also be displayed on the grid by selecting the
appropriate option from the Actions drop-down menu.

m Allocate Students/Applicants : Vear 10 EI@
Effective Date Range
@ From effective date to end of the academic year ( =) Over the whele academic year ( 05/05/2016 - 04/05/2017 )
Student Stalus
M Students ¥l Accepted Applications ¥ Current Applicstions (Applied / Offered / Reserved)
Membes ]
embers Print % Actions =
Gender
Name Gender |Year Group|Reg Group [ 111y 10B| 10C | 10D | 10E| 10F Year
Abbey. Grenetia Femde Year10  10F Reg
Abbot, Ben Male [Year1D  [10A v House
Abrahams, Jacqui Female |Year 10 10B v Ethnicity
Ackton, Bill Male Year 10 104 v Previcus School
Ahmed, Ackmar Male Year 10 10E v Admission no,
Bkmal. Mohammed Male Year 10 10D v Date of Birth
v
Amiel, Tanzeel Female |Year 10 10B |z| View Single
Araujo, Hitesh Male ear 10 10E v " .
View Triple
Arkwright, Deborah Female [Year 10 10D v
Bartlet, Jeremy Male |Year10  |10D v
Basra, Jill Female |Year 10 10F v =
Total 30| 28 28( 29 30 A
4 1 3
0K Cancel

The previous graphic shows that Date of Birth has been added to the grid. It
can also be useful to change the view to View Triple, which displays a
breakdown of totals for females and males in each group.

4. Select the required class for each applicant in the grid by clicking the
appropriate cell to display a tick. Clicking the cell again removes the tick.

5. Once you have selected classes for each the applicants, click the OK button to
save the changes.

D Completed

Printing Class (Registration Group) Lists for the New Academic Year

Class (Registration Group) lists can be easily produced using any of the
following pre-defined reports:

= Registration Groups (Dated)

= Registration Groups (Dated — DOB Sort)

= Registration Groups (Dated — Gender Sort)
= Registration Groups (Dated with Columns).

If these reports do not exist on your system, you need to import the latest
pre-defined reports. For more information, please refer to the Designing and
Running Reports handbook.
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Select Reports | Run Report to display the Report browser.

Expand the Student focus and double-click the required pre-defined report,
e.g. Registration Groups (Dated) to display the Enter parameter values

for report dialog.

m Enter parameter values for report EI@
Supply Effective date
05/09/2016
[ Bypass effective date (Use Today)
Select All | |[] Year 7 -
Select Year Group(s) Clear Al | |5 ::::: g =
[¥] Year 10
[Clstowan | vear 11 il
O Accept All (bypass filter condition) =
Select Al | |[] 104 .
Select Registration Group(s) Clear Al % 132
7] 10D N
[ show a1 7 10E i
O Accept All (bypass filter condition) —
oK | [ Cancel

Deselect the Bypass effective date check box.
Enter the required date, e.g. 05/09/2016 or click the Calendar button and

select the required date.

Select the required Year Group(s) and Registration Group(s) then click
the OK button to produce the required report.
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Registration Groups (Dated) Report

Registration Group: 10A

Tutor: Mr J Brown

Room: Humanities Room 2

Effective date: 05/09/2016

Name Gender Date of Birth
Ackton Stanley M 18-12-2001
Barns Dean M 25-09-2001
Barr Wendy F 17-04.2002
Carlzon Hilda F 21-03-2002
Caroline Claire F 10-12-2001
Condon Richard M 15-03-2002
Cooker Fion F 10-03-2002
Deeter Graham M 06-09-2001
Demark Audie F 25-03-2002
(Garibaldi Francesca F 30-04-2002
Ghandi Hemal M 15-07-2002
Eane Jazsmine F 31-10-2001
Katumbe Namuli F 24-12-2001
Murray Amber F 24-05-2002
Nguyen Henry M 14-02-2002
Richmond Georgia F 04-01-2002
Rushti Maryam F 04-01-2002
Starbourne Isabelle F 03-03-2002
Stecher Sallie F 12-12-2001
Terrey Ryan M 11-12-2001
Thomas Benjamin M 03-03-2002
Varylis Tony M 04-05-2002
Vaughan Norma F 12-12-2001
Williamson Neil M 01-02-2002
Windsor Elizabeth F 25-01-2002
Yarman Maryetta F 15-02-2002
Yates Paul M 11-06-2002
Total: Males 11

Total: Females 16

Group Total: 27

Registration Group (Dated — DOB Sort)
As per the Registration Groups (Dated) report but in Date of Birth order.

Registration Group (Dated — Gender Sort)
As per the Registration Groups (Dated DOB Sort) report but in Gender order.

Registration Group (Dated — With Columns)

As per the Registration Group (Dated) report but with five additional blank
columns.

D Completed
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In SIMS Attendance - Entering Reasons for Absence Last Year

If you are using OMR Absence sheets, read the sheets in via Routines |
Attendance | OMR Entry | Read OMR Absence Sheets.

If you are using Edit Marks (via Focus | Attendance | Edit Marks), put the
date back in the Week Beginning field to the required date, then click the

Search button.

R EditMarks

4 Search [ Open (=) Print Next
ek sagrning (B2 13

Previous

Group Type Reg Group

Links ~ @Help 3¢ Close

[ Include accepted applicants Wiew
() Sessions

[ Treat as ene group (@ Sessions and Lessons
Short Name Description ol
E
7B 7B
c ic
D 7D
7E 7E i

i i

Select All Deselect All

Double-click the required class to display marks for the chosen group(s) then
edit as required. Selecting the Show only students with Unexplained
Absences today check box may speed up this process.

Edit Lesson Marks - W/b 29022016 - 7A

Save  Undo (2Print &5 Refresh 5 Codes

Minutes Late

Comments a Links -

€= Previous Week B NextWesk  Select All

Show only students with Unexplained Absences today

Mon 29022016 Tue (032016 Viled 02032016 Thu D3032016 Fri 041032016
Name R

= 1/2|3(4|/PM|5(AM|1|2(3|4|PM|5/AM|1(2|3(4|PM|5(AM|1|2(3|4(PM|5 112(3|4
Barns, Dezn 75 HEEE B BB H BHEEE B HEEE B . BEEE
Barr, Wendy TA 1T - - - - - - - - - (- - - - - - - - (- (- -
Carlson, Hilda 7A 1T - - - (- - - - - - - (- - - |- - - - - [-[-]-
Carcline, Claire 7A -1 - - - (- - - - - - - (- - - - - - - - (- (- -
Condon, Richard 7A IEEEH BH BHEEEE B BBl B BEEEE B  BEEEn
Cooker, Fion TA ————————IIII————————
Deeter, Graham TA 77771111777777777777
Demark, Audie 7A 1T - - - (- - - - - - - (- - - |- - - - - [-[-]-
Garibaldi, Nu 7A -1 - - - (- - - - - - - (- - - - - - - - (- (- -
Ghandi, Hemal 7A IEEEH BH BHEEEE B BBl B BEEEE B  BEEEn
Kane, Jasmine TA ————————————————————
Katumbe, Namuli TA 1T - - - - - - - - - (- - - - - - - - (- (- -
Murray. Amber TA ————————————————————
Nguyen, Henry TA ————————————————————
Ri Georgia TA IIIIIIIIIIIIIIIIIIII
Rushti, Maryam TA ————————IIIIIIIIIIII
Starbourne, Isabelle 7A 1T - - - - - - - - - (- - - - - - - - (- (- -
Stecher, Sallie 7A 1T - - - (- - - - - - - (- - - - - - - - [-[-]-
Terrey, Ryan TA ————————————————————
Thomas. Benjamin TA IEEEH BH BHEEEE B BBl B BEEEE B  BEEEn
Varylis, Tony TA ————————————————————
Vaughan, Norma TA 77771111111111117777
Williamson, Neil TA ————————————————————
Windsor, Elizabeth 7A -1 - - - (- - - - - - - (- - - - - - - - (- (- -
‘Yarman, Maryetta TA ————————————————————
Yates, Paul 7A ST - - - (- - - - - - - - - - (- - - - - [-[--

D Completed
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Applying the Timetable to the New Academic Year

IMPORTANT NOTE: Lesson Monitor and Cover will not work for the new
academic year until this process has been completed successfully.

The purpose of this routine is to take each day in the specified date range and
map it to a day in the timetable cycle. For example, 7 October might be
mapped to timetable day 3, 8 October mapped to timetable day 4, and so on.

It is recommended that you apply the timetable only as far in advance as you
can be sure of the calendar, e.g. one term at a time.

Previous mappings can be overwritten. This may be necessary if mappings had
previously been applied to the whole year, or if changes are required.

IMPORTANT NOTES:

Cover 7 will only be able to record cover arrangements as far in to the future
as the timetable has been applied.

Remapping a day will result in the loss of any Cover arrangements made for
that day together with any lesson marks.

It is important to note the following:

. If you have printed out OMR Registration sheets in lesson groups and have
now changed the mappings, these sheets may no longer be useful, as the
pupil/students listed may no longer meet on that date.

. If you are using Lesson Monitor and have already used Tools | Select
Periods for Sessions in preparation for printing registration sheets, then
you must select the periods for sessions again after applying the new
timetable.

1. Select Tools | Academic Management | Apply Timetable. A message
dialog prompts for confirmation that you wish to proceed.

Apply Timetable &3

The purpose of this routine is to assign the periods of the timetable to
l . the days of the calendar.

This may result in previous assignments being erased and replaced,
This is likely to occur if the timings of periods have been edited and will
result in the loss of Cover assignments and Lesson Marks.

Are you sure you wish to apply the timetable for Academic Year
2016/20177
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Click the Yes button to display the Map calendar dates to timetable days
dialog.

Map calendar dates to timetable days @
Period  |Academic Year 201642017 | [ate Range |05.-"US.-"2D1 B - 04/09/2017 |
Timetable Model Date [Statws  [Timetable day [ »
- [] 05/03/2016 Mon Ful
| 25 Period & 05/09/2015 - _» | ] 06/03/2016 Tue Ful
[{] 07/09/2016 wed  Ful
Latlines [f] 08/09/2016 Thu Full
From [05/03/2016 @ [i] 09/nss2m6 Fii Ful
[] 10v08/2016 Sat Nane
To  [oamazm? g [ 11/09/2016 Sun None
[£] 12/09/2016 Mon Ful
Meth [] 13/09/2016 Tue Ful
& [[] 14/09/2016 wed  Ful
) ) [1] 15/09/2016 Thu Ful
(" Select start paint [E] 16/09/2015 Fii Full
[{] 17/08/2016 Sat Nane
) (] 18/09/2016 Sun Hone
05/09/2016 maps to Timetable day: E 19/09/2016 Mon Ful
|M0n j [V 2nn92me Toe Fuil =

Click on the 'Statuz' or 'Timetable day' column of a row to edit
Apply the status or timetable day.
[ o | Bl

If more than one Timetable Model exists, select the required one from the
drop-down list.

Specify the date range to which you wish to apply the timetable (e.g. dates of
the next term) by entering dates in the From and To fields. Alternatively, click
the Calendar buttons and select the dates from the calendars.

NOTE: The date range must be within the dates of the timetable model.

Two methods are available for mapping calendar dates to timetable days.
Select either the Use default days or Select start point radio button.

= Use default days - This method always maps a calendar Monday to
timetable Monday, a calendar Tuesday to timetable Tuesday, etc.

NOTE: If a ten day timetable cycle is in use, after selecting the Use
default days radio button you must select a starting timetable day. For
example, whether to map 05/09/2016 to Mondayl or Monday?2.

= Select start point - If you select this method, dates when the school is
open are mapped to timetable days regardless of the day of the week. For
example, if Friday 2 December is timetable day 5 and Monday 5 December
is a staff training day, then Tuesday 6 December is mapped to timetable
day 6. It is possible however, to avoid this situation by applying the
timetable to each term separately (using From and To dates).
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Within the specified date range, the system identifies the first date that does
not have a status of None and is displayed in the bottom left-hand corner of
the dialog. In the following graphic, the date selected from the drop-down list
is shown as 05/709/2016 maps to Timetable day.

Map calendar dates to timetable days @

Period  |&cademic Year 2016/2017 | Date Range |05£DSH2D1 E - 04/09/2017 |

Timetable Madel te |Status |Timetable day | -
- 05/09/2016 Mon Ful
| 25 Period & 05/09/2016 - ( | /092016 Tue Ful
07/09/2016 ‘wed  Ful
Date Range 08/09/2016 Thu  Ful
09/09/2016 Fri Full
From |05/09/2016
@ 10/09/2016 Sat Mone

To |04/08/2017 @

11/09/2016 Sun Mone
12/09/2016 Mon Full
13/09/2016 Tue Full
14/09/2016 ‘wed Full
15/09/2016 Thu Full
16/09/2016 Fri Full
17/09/2016 Sat Mone
18/09/2016 Sun Mahe
19/09/2016 Mon Full
ARG Tie Fuil

™ Select start point

05/09/2016 maps to Timetable day:

[hon =
Click on the 'Status’ or 'Timetable day' column of a row to edit
Apply the status or timetable day.

“ Cancel

o ) o oy o oy o o o o g

6. Select the timetable day that you wish this date to start on from the
dd/mm/yyyy maps to Timetable days drop-down list.

7. Click the Apply button to validate your selections and apply the mapping. The
resulting mapping is displayed in the Timetable day column.

8. Click on the Save button to save the data and apply the timetable.

In SIMS Attendance - Printing OMR Registration Sheets for the First
Week of Term

1. Select Routines | Attendance | OMR Entry | Print OMR Registration
Sheet to display the Print OMR Registration Sheet page.

A% Print OMR Registration Sheet
B Search (=) Print Links ~ @Help 9 Close

From wib ‘DS/DBmeS | o wih \szowzms | Group Type  Reg Group -

[ Include accepted applicants

Short Name Description i
10A 104 E
108 108
10c 10C
10D 100
10E 10E
10F 10F
11A 1A i
Select All Deselect All
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2. Highlight the required group(s) using Ctrl or Shift to highlight multiple
groups. Click the Print button to produce the required registration sheets.

D Completed

Other SIMS Module Processes

Assessment Housekeeping

It is recommended that the following tasks are carried out during the Summer
holidays or in the first week of each new term.

= Delete unused aspects
= Delete marksheets for old registration groups
=  Set up new marksheets for new groups for the new academic year.

SIMS Partnership Xchange
This section applies only to Partnership Xchange Users

Partnership Xchange users need to set up their partnership links for the next
academic year. This is achieved by adding a new Partnership Instance for the
new academic year linked to the same zone as their current active Partnership
Instance. A school can only have one active Partnership Instance per
academic year.

For instructions on creating the Partnership Instance, please refer to the
Joining/Managing a Partnership chapter in the Partnership Xchange for School
Administrators handbook.
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Re-Admitting PUupil/Students.... ..o 82

In SIMS Attendance - Printing the Official Register for July .......... 83

Setting up a Pattern of Registration and Periods ....................... ... 84

Running Housekeeping Routines in SIMS ..., 85
Introduction

The following routines should be undertaken once the new academic year has
been started:

. In SIMS, admit applicants (please see Admitting Applicants on page 79).

. In SIMS, record any re-admission pupil/students (please see
Re-Admitting Pupil/Students on page 82).

. In Attendance, print the official register for July (please see In SIMS
Attendance - Printing the Official Register for July on page 83).

Admitting Applicants

Applicants should be admitted on the first day that they actually arrive at the
school. If however, you have been contacted by a parent who explains why
their child will not be able to start on the specified date, you can agree a new
start date for that applicant.

NOTE: Guest pupil/students will be admitted and a pupil/student record
created. They will not have an admission number (because they are a guest)
and therefore, will not appear on-roll. They can be selected from the
Student browser by selecting Guest from the Status drop-down list.

For more detailed instructions, please refer to the appropriate Admissions
handbook.
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1.

Select Routines | Admission | Admit Applications to display the Find
Intake Group browser.

% Find Intake Group
D Mew [ Search Open Delete

Print Mext Previous

Links = @Help 3§ Close

Name | | Admission Season  fpys -  Status Active -
Admission Year  2016/2017 ~  ear Group <Any> - El

MName Admission Year Admission Season ‘Year Group Planned Admission Status
2016/2017 - Summer Year 7 2016/2017 Autumn Year 7 100 Active

Search for and then double-click the required intake group to display the
Admit Applicant Detail page.

The Summary panel displays read-only statistics about the selected intake
group as shown in the following graphic.

1 Summary
Planned Admission  [250
Total Applicants

Applied

il

Offered 42

-
Withdawn [0
SR —
[

Admitied

Total Applicants

The number of applicants who have applied for a place in this
intake group.

Planned Admission

The original number of new applicants intended for this
intake group.

Applied The number of applicants who have applied for places in this
intake group.

Offered The number of applicants offered places in this intake group.

Accepted The number of applicants who have accepted places in this
intake group.

Withdrawn The number of applicants who have withdrawn their
application.

Rejected The number of rejected applications in this intake group

(Independent schools only).
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The Applications panel displays by default, all applicants with an application
status of Accepted. The display includes the Name, Gender, Date of Birth,
proposed Date of Admission, Enrolment Status, Application Status,
UPN and whether a UPN will be assigned. A tick grid is provided, enabling the
application status to be amended as required. The order of the display can be
changed by clicking any column heading.

2 Applications

Application Status Assign Permanent IPN_| [ Admit Al ]
Hame Gender  Date Of Bitth Date Of Admission | Envolment Status Application Status  UFN Assign UPN Adnitied Withdrawal

»
Abbot, Ben Male | 20/07/2005 05/09/2016 Single Registration | Acoepted 0823432111003 | No Change I
Abhol, Susan Female |21/06/2005 05/03/2016 Single Registiation | Accepled 0820432109002 |No Change I
Bacon, James Male |11/01/2005 05/09/2016 Single Registration | Acoepted HE20432109005 | No Change ]
Bailey, Alstair Male | 28/12/2005 05/03/2016 Single Registiation | Accepled 1820444405005 | No Change I
Bairbridge, Olivia Fernale | 09/03/2004 05/09/2016 Single Registration | Accepted KB20432105012 | Mo Change ]

If you wish to admit applicants with a different application status (such as
Offered) select it from the Application Status drop-down list then follow the
remainder of this process.

If you need to add UPNSs, click the Assign Permanent UPN button. The
Assign UPN column is then populated with Assign Permanent UPN, as
shown in the following graphic.

2 Applications

Application Status [accepted v [ wsign Pemanent UPH_| [ Admit Al ]
Gender  Date Of Bith Admitied Withdrawal ~

Female |10/01/2005 05/03/2016 Single Registration | Accepted Assign Permanert I
Zainal, Valentina Female |31 /06/2005 15,/03/2016 Single Registration | Accepted Hssign Permanent D o

To edit individual applicants, select the required value from the drop-down list
in the Assign UPN column, e.g. No Change (if the applicant already has a
UPN) or Assigh Temporary UPN, as shown in the following graphic.

2 Applications
Application Status | Accepted v Aissign Permanent UPH_| | it Al ]
Name Gender  Date Of Bith Date Of Admission Ervollment Status  Application Stalus | UPN Assign PN Admitted withchawal A
Amiel, Tanzesl Female |02/07/2006 05/09/2016 Single Riegistration | Acoepted Assign Permanent, ]
Brocklshurst, MARIANNE  |Female | 25/06/2005 05/03/2016 Singls Registrafion | Accapted No Change I
Sabatini, Angeling Female |10/01/2005 Single Registration | Accepted Assin T emporary... I
i 5 Single Flegistration | Accepter B o oo S
No Change
Assign Permanent LIPN
(Assian Temporary UPN

= Permanent UPNs are issued to new applicants 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 an applicant only when a school does not
know their permanent UPN (e.g. the school is awaiting a transfer file or
awaiting an applicant’s information).

IMPORTANT NOTE: UPN information is required for School Census. This is
the only opportunity to bulk allocate UPNs. If you do not generate them here,
you need to allocate UPNs on an individual basis via the Student Details
page. Any known existing UPNs can be entered in the Basic Details panel by
clicking the Application icon on the toolbar or selecting Focus | Admission
| Applicant.
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~ Application icon
L=

6. If you intend to admit all the applicants in the selected intake group, click the
Admit All button. Alternatively, click in the Admitted column adjacent to
each applicant you wish to admit. The most effective method is to click the
Admit All button and edit any exceptions.

2 Applications

Application Status — [accepted v [ Assign Permanent UPN_| [ Adrit Al |

Date OF Bitth Date Of Admission  Enrollment Status Application Status | UPK Assign PN Admitted ‘withdrawal (2

05/03/2016 Single Registration Assign Permanent

Brocklshurst, MARIANNE  |Female | 25/06/2005 05/03/20116 Single Registration | Accepted Assign Pemanent.. | o I

Sabatini, Angeling Female | 10/01/2005 05/09/2016 Single Registration | Accepted Assign Pemanent.. | o
Zainal. Valentina Female | 31/08/2006 05/09/2016 Single Registration | Accepted Assign Permanent.. | o

7. Once complete, click the Save button to admit the applicants. The
Application panel refreshes its display and shows only those applicants with
an application status matching that selected in the Application Status
drop-down list. In most cases, the list is empty.

D Completed

Re-Admitting Pupil/Students

This section contains a summary of the required steps. For detailed
instructions, please refer to the appropriate Admissions handbook.

Any pupil/students who have left your school and then subsequently return,
must be re-admitted rather than added to the system again. This ensures that
the pupil/student’s educational History is maintained.

IMPORTANT NOTES: It is essential that you follow this process for
re-admissions (i.e. for pupil/students who have left your school and
subsequently return). Do not remove the Date of Leaving as a method of
re-admitting. However, if the pupil/student was originally leaving and
changes their mind, i.e. they do not actually leave, then you should remove
their Date of Leaving.

It is perfectly acceptable for there to be a gap between the date of leaving
and the date of return and this will be reflected in SIMS if it is the case (for
example, if the pupil/student leaves in July but returns in September). If you
do not want any gaps in the associated class memberships, then you will
need to edit the history via Focus | Pupil (or Student) | Pupil (or
Student) Details page by clicking the History button in the Registration
panel.

1. Select Focus | Pupil (or Student) | Pupil (or Student) Details to display
the Pupil (or Student) Details page.

2. Click the New button to display the Add Student page.

3. Enter the pupil/student’s known details into the Basic Details panel then click
the Continue button. A list of Matched People matching the search criteria
entered is displayed.
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Highlight the required pupil/student and click the Open button to display a
warning message The selected pupil/student is a Leaver, do you want
to re-admit the Pupil/student?.

If you are certain that this is the pupil/student who should be re-admitted,
click the Yes button to display the pupil/student’s details.

Add/edit further details as required, then click the Save button. All mandatory
fields are highlighted in red and must be completed before you are able to
finally save the pupil/student’s details.

Click the Save button again if any additional data has been added.

D Completed

In SIMS Attendance - Printing the Official Register for

July

2.

Before printing the official register for July, you should deal with missing
marks and add reasons for absence for the month you are going to print.

Select Reports | Attendance | Whole Group Student Reports | Official
Register Report to display the Official Register Report page.

" Official Register Report
H Search =1 Print @ Help 32 Close
From |mfn5/2ms \ to |25fDT/2[HB \ Group Type  Reg Group -

Title |0ﬁ‘\c|al Register ‘ [l Show Totals
[l Show Key to Codes

[s#] Show: History of Changes [l Include changes from "N* mark

Short Name Description ‘o
A A
7B 7B

Highlight the required group(s), using Ctrl or Shift to highlight multiple
groups. Click the Print button to produce the required reports.

D Completed
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Setting up a Pattern of Registration and Periods

This section applies only to Lesson Monitor users

If you use Lesson Monitor, you will need to set up a new pattern of registration
against periods at the beginning of the academic year, so that the new pattern
is aligned with the current timetable. It is possible to associate a pattern with
a timetable in the future, not just the current timetable, if required.

The current timetable structure, plus current AM and PM registrations, are
displayed in the form of a grid. In some schools, PM registration takes place
after the last period of the school day.

Any changes to the timetable will require the setup routine to be edited, e.qg. if
an extra period is included in the timetable or if a period is taken out. The start
of a new academic year is an example of when this may occur.

When pupil/students have less than a full timetable, it is possible that they will
not attend lessons that have been designated for registration. If this is the
case, lesson marks for a pupil/student’s earliest timetabled period can be
counted as registration marks.

1. Select Tools | Setups | Lesson Monitor Options | Lesson Monitor Setup
to display the Lesson Monitor Setup page.

2. In the Registration and Periods Pattern panel, select the required option
from the Timetable Models drop-down list. The current (and any future)
timetable models that have been applied to SIMS are available for selection.
The selected timetable model (either one week or two weeks) is displayed in
the grid.

3. Highlight the cells that belong to the AM session then click the AM button. A
block of cells can be selected by clicking the cell located at the top left-hand
side then, while holding down the Shift key, click the cell located at the bottom
right-hand side. The selected AM cells are coloured pink.

4. Highlight the cells that belong to the PM session then click the PM button. The
selected PM cells are coloured yellow.

5. To indicate the period when registration takes place each day, enter A (AM
registration) and P (PM registration) in the appropriate cells.

If registration takes place before a period, enter A or P in that period.
If PM registration takes place after the last period, enter N in the last period.
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6. Click the Save button. The registration and period pattern is saved for the
date range of the selected timetable model.

1 Registration and Periods Pattern

Timetable Models
25 Period A 05/03/2015 -
12|34 |5 Highlight the cells that belong to the AM session,

then click the AM button. Repeat for the PM

Mon D session. You can select a block of cells by clicking
in the top left cell, then Shift-clicking in the bottom

Tee 2 2 right cell.

Wed & b
Type Ain the cells to show where AM registration

Thu 2 2 occurs each day and type P to show where PM

Fri 2 T registration occurs. If you hold registration before

or during a period then type A or P in that period.
If you hold PM registration after last period then
type N into last period.

D Completed

Running Housekeeping Routines in SIMS

Now is a good time to carry out some general housekeeping routines in SIMS.
For more information, please refer to the Setting Up and Administering SIMS

handbook.
Importing the Key Stage Wizard

If you would like to import the assessment components of your new
pupil/students via CTF, you will need to import the relevant Key Stage
wizard(s) into SIMS Assessment before importing the CTF.

1. In SIMS, select Routines | Data In | Assessment | Import to display the
Import wizard.
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2. Click the Field Browser button adjacent to the Select the file to import
from field. Navigate to C:\Program Files\SIMS\SIMS .net\AMPA.
Double-click the folder relevant to your school, then double-click the
Assessment Manager folder.

(X Open B8
Look in: ) Assessment Manager - & ¥ & -

= Mame = Date modified Type Size o
e || Assessment Mapping Tool Primary.xml 22/09/201512:01 XML Document 180 KB
RecentPlaces | p, pt Score Cale Templates AM7.xml 15/01/201407:36 XML Document 172 KB
! | |EAL TA Aspectsxml 21/03/2013 09:34 XML Decument 6 KB
|| En K51 Templates 2016.xml 28/01/2016 16:41 XML Document 350 KB
Desktop | En K51 Templates.xml 19/02/2015 14:01 XML Document 519 KB
= || En K52 Templates 2016.xml 29/01/2016 16:41 XML Decument 352 KB

i=all | En K52 Templates.xml 19/02/2015 14:01 XML Document 838 KB =
Libraries || EYFS Baseline Assessment Template CEM 20...  15/01/2016 13:46 XML Document 20 KB
|| EYFS Baseline Assessment Template EE 2016...  15/01/2016 13:46 XML Decument 29 KB
._.k || EYFS Baseline Assessment Template NFER 2...  15/01/2016 13:46 XML Document 25KB
Computer || EYFS Profile Template 2015.xml 11/03/2015 10:29 XML Document 161 KB
o || EYFS Profile Template 2016.xml 15/01/2016 14:05 AML Document 161 KB
“\ || EYFS Profile Wizard 2015.xml 29/07/2015 09:35 XML Document 969 KB
Metwork || EYFS Profile Wizard 2016.xml 15/01/2016 14:05 XML Document 969 KB
| Key Stage 1 Wizard England 2015 XML 22/12/2014 07:58 AML Document 1,069 KB
|| Key Stage 1 Wizard England 2016.xml 29/01/2016 16:41 XML Document 493 KB
| Key Stage 2 Wizard England 2015 XML 31/07/2015 10:46 XML Decument 1,702 KB
|| Key Stage 2 Wizard England 2016.xml 28/01/2016 16:41 XML Document 493 KB
|| K51 and 2 Subject Comment Free Text Aspe...  29/01/2016 16:39 XML Document 6 KB
|| P Scale Templates Key Stages 1-3 2014.xml 14/01/2014 15:21 XML Decument 592 KB

|| Phonics Screening Templates 2015.xml 02/06/201510:21 XML Document 105 KB -

File name: Key Stage 1 Wizard England 2016xml -

Fies of type: [l fles (i) - [ Camcel |

[~ Open as read-only

3. Highlight the relevant wizard XML file, e.g. Key Stage 2 Wizard England
2016.XML, then click the Open button.

4. The name of the selected file is displayed in the Select the file to import
from field. Any header comments that were added to the file when it was
created for export are displayed.

5. Select the Overwrite with default values check box if you want to update
the column headings.

6. Click the Finish button then the Yes button to start the import process. This
may take several minutes. An Activity Log is displayed when the import is
complete. Click the Close button.

SIMS Learning Gateway
This section applies only to SIMS Learning Gateway users

1. Create and distribute SIMS Learning Gateway accounts for new staff,
pupil/students and parents.

2. Remove access to SIMS Learning Gateway from leavers, the parents of leavers
(where they have no other children at the school), and staff who have left.

For full instructions, please refer to the Removing Provisioned Users chapter in
the Active Directory Provisioning Service for Administrators handbook.
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