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Autumn School Census 2018 for Ealing PRUs

The Autumn School Census takes place on 4th_October 2018. It is a statutory
collection by the DFE. All schools are required to make this return using the school
census part of their SIMS.net and are asked to upload their return to COLLECT by 5th
October 2018. There is a great deal of checking that needs to be done before the LA
can approve your return and send it to the DFE. Please schedule enough time prior to
Census day to update your pupil data items and perform a trial run of Census, so that
on 5th October you can make any final changes, and submit your return to the Local
Authority.

The data collected in Autumn Census is mostly about pupils, so you will need to make
sure that all the usual pupil data fields are up to date — especially for pupils new to
the school. The LA and the DFE expects that schools will have admitted all their
expected pupils by Autumn Census date.

The DFE use the data they receive in Autumn School Census to decide how much
Dedicated Schools Grant (DSG) is allocated to the LA for pupils aged 4 and above (at
31 August 2018) in national curriculum year groups Reception to year 11 at the
time of the census. This informs the DSG to be passed onto schools in the following
school year.

Please note that as | do not have a PRU Test system, some screenshots that are
taken from Primary SIMS.net may not exactly match what you see on your
screen!

Changes to Data Items Collected

Service Children in Education indicator is now collected for all three School Census returns
and is applicable to all pupils and school phases. The information is entered via Focus |
Pupil | Pupil Details, locate the relevant pupil, Additional Information section.

3 Additional Information
Meals O Free Meal ﬂ Becoupment I:I l:l
[ Home
O sandwiches =l
Modes of bravel [ Boarder - not applicable ﬂ Boute IEast Tawn ;I
O Bus (type not known)
O Car Share [with child/children) LI L& Provided Transport [w]
Service Children in Education - Source of Service Children in -
! J Education I J
Yes
Service Children Concerns No yment | Separation | Details [ DiE [ Mew
Unknown
Refused Open
Delete
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Pupil Nationality, Country of Birth and Proficiency in English will no longer be
extracted by the Census software from SIMS, and you no longer need to enter this
information into SIMS for School Census purposes. The DFE say that the two years
of data already collected relating to the 2016/17 and 2017/18 academic years is
sufficient for their research purposes and they have decided to remove the data
collection burden placed on schools and parents.

As these data items are no longer required by DfE as part of the school census, there
is no requirement for the data to be stored, or retained, within school management
information systems from September 2018 onwards. However, should you decide to
continue to collect, process or retain this data for your own purposes locally then it is
important that you identify a lawful basis for this processing in accordance with the
General Data Protection Regulation (GDPR) and 2018 Data Protection Act.

Provider Status for Pupil Referral Units

Provider status can now be added to an individual student’s Pupil Detail Record via
Routines | Pupil | Change Provider Status so the Provider Status panel in the
School Census has been removed along with the menu route Routines | Statutory
Returns | School Census Tools | Statutory Return Tools | Update Provider
Status

New Alternative Provision Placement field

You will notice when you follow the route Routines | Statutory Returns | School
Census, that there is a new item listed in the Census Details, and a new report listed
in the Census Detail reports:
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These relate to a new data collection area in a pupil record under the Registration
Section, and at the moment there is no requirement from the DfE for this data to
be collected or held.
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Alternative Provision placements are where a child attends somewhere else as well as
the PRU as a regular arrangement for part or all of the week. If the school decides
that it is useful for them to record this information in a pupil record for their own
purposes, a lawful basis for this processing must be identified by the school, as
outlined in GDPR articles 6 and 9. More information on lawful bases for processing
can be found on the ICO website (https://ico.org.uk/for-organisations/quide-to-the-
general-data-protection-requlation-gdpr/lawful-basis-for-processing/#ib3).

Any information recorded in the pupil record for AP placement WILL be pulled through
into the census data.

Access Rights and SIMS.net version

In order to update pupil details in SIMS you need to be logged into SIMS.net as a
member of either the Administration Assistant, Admissions Officer or School
Administrator groups as defined in System Manager (or all of them).

In order to create a School Census return you need to be logged into SIMS.Net as a
user who is a member of the Returns Manager Group as defined in System Manager.
To use the Import Fileset functionality you must be a member of one of either the
Personnel Officer, Returns Manager or System Manager Groups as defined in
System Manager (or all of them).

To check the version of SIMS.Net you are using, follow the route click on Help |
About SIMS.Net

The Autumn School Census became available in SIMS.net with the Summer Main
Release (7.182), so you will need to be upgraded to at least this version in order to
attempt the Census at all. We already know that there will be a Fileset to install.
Please keep a look out for more information about this nearer census date.
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This is where you find the number of the version of SIMS.net you are using. Having
checked the version, click anywhere on the box to close it.

Creating the Return
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When you click on Routines | Statutory Returns | School Census, SIMS.net begins
to load the school census validation and reporting files, and you will see this window:

School Census Loading. .

Sichool Census files _E.Il.é being lnaded.

Please wait...

Once the School Census ‘page’ has loaded, you can see the Fileset version you have
installed on your computer. As well as being on the correct version of SIMS to do a
census return, it is important that you have an up-to-date fileset installed. Filesets fix
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the last minute glitches and tweaks that have come to light once real schools start to
run Capita updates.
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Fileset 1000 shown in the screen shot above was included with the Summer Release
— it does not include any validation for the Autumn Census, so if you run a practise
return using it you will get a message along the lines of:

Validation BErors Summary Fieturn Validated - 1 Validation rules failed [Emors - 1; Quenes - 0]

Student Search Enter Student Name, DOB [y r-tt4-DD) or UPM fo
Emar Search AL - Total of displayed rows : 1 To resolve an eror, click in row to navigate to the relevant screen
Tvpe Sequence Meszsage Location
N F 1000000 The DFE has not et provided the =5LT file to generate the DIE Yalidation Erore Summary.

As | write this, Capita have already released Filesets up to 1003, and we know
there will be more still to come, so please be on the lookout for information
regarding this!

The next thing to do is to check that the location of the Census Folder. In the screen
shot below, the Census Folder is still set up to send the census file to a folder called
School Census. To keep everything tidy now that we do census so often and there
are so many detail reports, | am going to create a new folder called Autumn Census
2018.

The folder should be available to all users who will be involved with the return, but it
should also be in a place that is secure, as it will hold children’s details. In Ealing we
recommend that the folder where the census files are stored is created and held on
the mapped drive hosting SIMS. This means that only school network users with SIMS
access can access the folder.

DNew HSearch .'“.-'Dpen %Delete Hest Previous @Enpy

Term Iﬁ-utumn 2ma j Cenzus Folder |E:\5|M5\ST.-’-‘«F|\SchDDI Censuz lzl

Click on the Browse button to open the Browse for Folder dialog
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Data Security

The DFE have updated their advice regarding Data Security in the light of GDPR. Itis
reproduced in Appendix 1 at the end of this document.

To make a new folder for Autumn Census, click on the Browse button to the right of
the Census Folder field so that the Browse for Folder dialog box appears

E

ﬂﬁ' Desktop

[} My Documents
< Iy Computer
_J Iy Network Places

2l Recyds Bin
Application Explorer
|2 525 Security Settings_files

an

la fc

Make Mew Folder | oK I Cancel | —

S
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Click on the + next to My Computer to navigate to the drive where SIMS is located on
your computer, then double-click on the SIMS folder, and when that opens, double-
click on the STAR folder. With the STAR folder highlighted

(or the School Census sub-folder within STAR if you have one), click on the Make
New Folder button.

Rename this folder Autumn Census 2018 and click on the OK button. You will see
the following message warning you about taking care with pupil data.
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€ ‘o are changing the location For the return
Please ensure that authorised personnel only
hawe access ta this Folder as it will contain
sensitive data

Are you sure you want ko continue?

! Yes Mo |

Click on Yes and the location of the Census Folder is transferred into the field at the
top of your screen.

B @ Y BRENUBEZS & |

Census Return for Autumn 2018 Term [Filezet 1D: 1003]

[F Mew @ Search [ Open 92 Delete et Frevious | [0 Copy

Term Iﬂutumn 208 j Censuz Folder |C:'\S|MS\STAH\Sch00I Census\Census 201 8\Autumn Ce| I:I

If you wish you can change the message in the Detail Reports panel. The Detail
Reports are only available once you have Created and Validated your census, and
show the details of what data is actually included in your return.

Changing the message to something like CONFIDENTIAL INFORMATION could be a
good idea if you are intending to print off any of the reports to hand to teachers to
check. It might remind them not to leave the papers lying around where anyone can

look at the information about pupils.
( Default Message >

The Default message is This detailed report contains sensitive information, but
you can change it to anything you like, remembering that whatever you put will be
displayed at the top of each detail report you produce. If you have amended the text,
and want to return to the default text, click the Default Message button.

nty message for Reports L —
RLbys report containg sensitive inforrm/

Click on (2 *** [ in the top LH corner to create a new return. You can create as many
returns as you like. It is possible to delete unwanted, unauthorised returns, but you
will only Authorise and Submit one of them once all the data is correct and all the
validation errors have been cleared.
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The Census dates are entered automatically. This panel also lists the period for which
the Autumn Census is collecting Attendance, Exclusions and Free School Meal
Eligibility information. Also you can see the new field AP Placements collected from
as described on page 4 of this booklet. At the moment there is no requirement
from the DfE for data about AP Placements to be collected or held by schools.
However, if your school decides that it is useful to record this information in a pupil
record for your own purposes, a lawful basis for this processing must be identified by
the school, as outlined in GDPR articles 6 and 9. More information on lawful bases for
processing can be found on the ICO website (https://ico.org.uk/for-
organisations/quide-to-the-general-data-protection-regulation-gdpr/lawful-basis-for-
processing/#ib3).

Any information recorded in the pupil record for AP placement WILL be pulled through
into the census data.

As usual, we suggest that you give each version of your census you generate an
unique name by amending the Census Description School Census Autumn 2018 by
typing directly into the Description box. If you are having a practice run you could
choose a description such as Version 1.

You can save your work at any time by clicking the Save button in the top LH corner of
the Census Return Details panel.

The next thing to do is click the Calculate All Details button located on the top RH
corner of the Census Details Panel
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The Calculate All Details button pulls information that it finds in other parts of
SIMS.net into your census return. You will need to check the details that you can see
on the census page and edit them if necessary

SIMS .net X

b ] This will calculate the details below,
g-r/ ou need ko do this at least once for each return.
' Data previously collected or edited will be overwritten,
Proceed with calculating details?

l Ves ] [ Mo ]

The first time you Calculate All Details for a return, you will see the above message.
You must Calculate All Details for a census return at least once. If you re-open a
census you have already worked on and choose Yes to Calculate Details again,
SIMS brings up a warning message reminding you that the information will be reset to
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what is stored in your SIMS and you will lose any edits you have made on the census
screen. If you do not want this to happen choose No when asked whether you want to
calculate details again.

<P Recalculating will mean your manual changes will be lost,
3 Are you sure you want to continue and discard the changes?

[ Yes ] l Mo ]

These days there are fewer circumstances in which you might want to recalculate the
whole return as Recalculate buttons are provided in the individual sections of the
return. Just be aware that if you do, it will overwrite every panel on the School Census
‘page’ where details are calculated automatically

On your first run through click on Yes to make sure that available information entered
elsewhere on your system is brought through to the return.

Calculating details may take some time depending on the number of pupils in the
school. Progress is reported in the status bar at the bottom left of the screen.

o |The Calculation routing iz curmently taking place. This may take zome time.

When complete, the panels on the Census Return Details page are populated with
the data extracted from SIMS.

School Information

In the next panel, the basic School Information will be displayed. It is the same
information that you would see if you followed the route Focus | School | School
Details. You will probably find that most of the information is already there, but check
it anyway to make sure all the data items the DFE require are completed.
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Click on the School Detail button at the middle bottom of the School Details panel.
(This button takes you directly to the same place as if you had followed the route
Focus | School | School Details.)
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Schonl einila - e by School

Estsbiinerasi I Adsress  1Conbcs Datils 4 Soew 5 Docarmesy
Sirhod hinrrs ey Mpbey Bohool

(RE L)

School Prase | — T

ELTETm .
Pugil Referral Linit
L oy
Cormprshera:
hac Hars | Coute Hlarrs Charged
Py Esisls
ey i 1 [l Marrbser Changad
Pl URTH Narnbed Drate Mutrber Claeped
By Fupds o hasrnar, Ve Special Classor Uil [

timnc Tanchar [Hr A Binher & M Cortee e —

Cimmzubzm Yeam

o Concal

Please check that an email address is entered on the Contact Details part of the
School Details page. You can reach the Contact Details by clicking on the
hyperlink at the top of the page
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Save Undao @ Help
1 Establishment 2 Addres 3 Contact Details #ites & Documents & Childcare %

1 Establishment

|

The DFE ask that the email address should be one to which the Headteacher has
access, but should not be a personal email address (that is, one that contains
someone’s name). When you have made any changes click on Save in the top LH
corner and then OK to return to the School Census page.

When you have made any changes click on Save in the top LH corner and then OK to
return to the School Census page.

For information:

School address is no longer being collected in census as the DFE expect to get
the details from EduBase. There is now a 60 day reminder action within Secure
Access that means you will need to verify your school details are still correct in
EduBase, or you will be ‘locked-out’ of the Secure Access modules. However,
you should continue to maintain this address information within SIMS for the
school’s own use, and data extractions requested by other organisations.
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You can save your work at any time by clicking the Save button in the tops LH corner
of the Census Return Details. You must Save your work before you can validate the
School Census return.

Update Hours for Early Year Pupils

The Update Hours for Early Years Pupils is displayed if you have pupils of the
relevant age in your PRU (2, 3 and 4 years old and taught in Nursery). If the
Update Hours panel is not displayed, proceed to the next section. If needed,
details of how to complete this section are provided in Appendix 2 at the end of this

Updating Pupils with Top-Up Funding

From this academic year, the DFE is using the top-up funding indicator in
census in the new high needs national funding formula, and for
research/benchmarking, therefore it is very important that all schools complete
this data item correctly and strictly follows the DFE guidance

Top-up funding is supplied to schools to meet the cost of support high needs pupils
above a specified threshold. They are nearly always pupils who have an EHCP.
Currently, the threshold for mainstream schools and academies is £6,000 per pupil per
annum. Top-up funding is paid in respect of individual pupils whose additional support
costs more than this, and is for the excess costs over the threshold.

For pupils taught in a designated special unit or resourced provision attached to a
mainstream school or academy, and all special schools and PRUs, the funding they
receive is £10,000 per place, and the top-up funding will be for the costs incurred by
the school in providing additional support in excess of this funding. Because the full
cost of places in special schools and PRUs usually exceeds £10,000, these types of
schools will normally receive top-up funding for most, if not all, of the pupils in the
school.

You can access information about your school’'s Top-Up funding on the EGFL by
following this link: https://www.egfl.org.uk/news/2018/01/sen-final-adjustment-
allocation-2017-18. Your LA contact for enquiries about Top-Up funding is Sarah
Guest, squest@ealing.gov.uk, 020 8825 5121.

If the pupils with top-up funding have been recorded previously via Tools Statutory
Return Tools | Update Top-Up Funding, the data is displayed in the Top-up
Funding panel. To check and make changes to this panel, click on the Edit button.
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This will take you to the same area of SIMS as you would have reached via Tools |
Statutory Return Tools | Update Top-Up Funding.

Pupils selected previously may be shown in the bottom half of the page. If you need
to add any more, you can use one, or a combination of the drop-down menus to
Search for them.

Vpotnd= 3 b st Lo o ey

Once you have found the required pupils, click on their names in the top half of the
screen to select them, and use the Add button to move the names to the bottom half
of the screen. You can use the Control button on your keyboard to select multiple
pupils, or Control+Shift to select block of pupils to move
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If you need to remove pupils from the list at the bottom of the page, highlight the
required pupil then click the Remove button. The pupil's name is transferred back
to the upper part of the table where it can be reselected if required.

Click the Update button in the tope LH corner to save the data and arrange the

list of pupils in Surname order.
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Click the OK button at the bottom RH side of the screen to return to the Census

Return Details page, where the updated information is displayed in the Top-up
Funding panel.

Updating Post Looked After Arrangements

This section of census collects information regarding children on roll on census day
that have left care through either adoption, a special guardianship order, a residence
order or a child arrangement order. Children who have left care under one of the
measures listed above will be eligible for the post looked after element of the pupil
premium.

The DFE will collect this information in each census, but you should only enter a
pupil’s name if the persons with parental responsibility have self-declared to the
school that their child was In Care immediately before adoption under a special
guardianship order, a residence order or child arrangement order. As part
of the self-declaration process, parents must show the school evidence of the
adoption/special guardianship/residence/child arrangement order.

To make changes to the panel clicking the Edit button.

T Posal sl el .\Hnm
wl [Sacaklulin

I'_..u.-u 1h-l.u-.|'.: i -y "'_'":I"""?rﬂ"r Pinl Landomad Al dai sweesids

|Ermt (&) W e [1 |FII-| ‘l'u-- P B B #85 Fragiddeymnm

[ TS [T g Hl W Vil [t (i b Wl pd V0 (bl 5 il Ok bl (il [RC0

Fiai by Frai oy Lhan | o Y Eosimd i It bsihaaad v i i Fimishera Dilad (D]

ety iwtnds I als F | an Vi Comrmd i ks bsobsnal bt Bsamngs  Fimanbarws Decdad (A0
| | LI

This takes you to the same place as if you had followed the route Tools |
Statutory Return Tools | Update Post Looked After Arrangements. Pupils
selected previously are shown in the bottom half of the page. If you need to add
any more, you can use one, or a combination of the drop-down menus to Search

for them.
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Click on pupil names in the top half of the screen to select them, and use the Add
button to move thenames to the bottom half of the screen. You can use the Control
button on your keyboard to select multiple pupils, or Control+Shift to select block of
pupils to move

If you need to remove pupils from the list at the bottom of the page, highlight the
required pupil then click the Remove button. The pupil's name is transferred back
to the upper part of the table where it can be reselected if required.
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Select the correct Post Looked After status by clicking in the
Post Looked After Arrangements field next to the pupil’'s name and choosing
from the drop-down list. If you try to Update without doing this, you will see this

message
SIM5.net x|

If applicable, select the Evidence Obtained check box to indicate whether
documents have been obtained providing evidence that the pupil has been
adopted from care.

Sumname | Preferred Suname  |Forename (YTl |Reg |EwerinCare  |Post Looked After Arangements Evidence Obtained
¥ | Cain Cain illiam 1 ELM [7ez Ceazed to be looked after through Adoption A

Erikzon Erikzon Finley N2 &M |Yes Ceased to be looked after through a Special Guardianzhip Order [SGO) (]

Franklin | Franklin Ethan 3 310 |Yes Ceased to be looked after through a Residence Order [RO] [l

Michals | Michols Kate 2 2B |Wes Ceased to be looked after through a Residence Order (RO) [l

Click the Update button in the top LH corner of the screen to save the data and
arrange the list of pupils in Surname order.
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B You have indicated that evidence has been obtained. Please
Il ensure that the necessary documents are stored securely outside
== of 5IM3 or within the Document Management Server,

If you have ticked the Evidence Obtained check box for any of the pupils, you
will see the above message reminding you of your obligations regarding this
confidential information. Click OK.

When you have finished making changes, click the OK button located at the
bottom RH of the screen to return to the Census Return Details page, where the
updated information is displayed in the Post Looked After Arrangements panel

School Dinner Taken — Schools with Infant pupils only

In this panel of school census we are recording the number of Universal Free School
Meals eaten by pupils in Reception, Year 1 and Year 2. This will include all the
pupils in those curriculum years that ate, (including those who are eligible for
deprivation free school meals).

The DFE are going to use the numbers from the School Dinner Taken panel in
census to give schools an amount of money per child per day to pay for the food.
Therefore, it is important that you return a sensible figure in this section of census
— for instance, if due to some exceptional circumstance pupils are unable to take their
universal free dinner on census day, you should amend the Reference Date on the
School Dinner Taken panel to return the number from another day when a more
normal number were taken.
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The School Dinner Taken panel displays all the children on roll on Census Day in
Reception, Year 1 and Year 2. The Calculate From ... buttons are only available if
the school has the relevant modules in use otherwise they are greyed-out.

On Census Day (or the alternative day you have chosen by amending the Reference
Date), after Attendance or Dinner Money has been updated to reflect who is
absent/present, click the relevant Calculate from... button at the top of the panel.

The first thing you will see is a warning message reminding you that calculating will
overwrite what is already in the table. As this is the first time we are running through
our return, and we have not, as yet made any manual edits to the table, we can just

click OK to close this message.
o net x|

lol Existing data will be overwritten,

oK | Cancel I
1

If the module you are calculating from has not been fully completed for census day

you will see a warning message.
from Attendance routine)

e x|

B Missing marks exist,
W Flease ensure that registers have been taken. Missing marks have
—  beeninterpreted as absent and no dinner taken.
Do you want to continue?

OK | Cancel I

(The example below is from using the Calculate
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If you prefer, or if there is any problem with getting Attendance or Dinner Money up to
date on Census Day, you can opt not to use the Calculate From Attendance button
at all, and just update the panel with who is present/absent manually.

Any children in the relevant years who have chosen not to take the universal free
meal should be unticked in the panel.

R

hd |
Totnl Takme |j| Trtml ot Tk |:—

At the bottom of the panel check the Total Taken and Total Not Taken boxes. After
the return has been Created and Validated, you will be able to run the School
Dinner Taken Detail Report to make further checks.

Collecting Pupil Attendance

The Autumn School Census 2018 collects Attendance from your Attendance Module
for pupils aged four to 15 who were on-roll for at least one session during each Summer half
term - from 02/04/2018 to 27/05/2018 and 28/05/2018 to 31/07/2018.

Attendance codes and the number of sessions missed are also collected.

If all your attendance codes are entered and are DFE compliant you will see the
following message:
6 Attendance

Your attendance codes are DFE compliant

This willbe rechecked at the Create & ¥ aldate stage

If you have not finished entering the Attendance information you will see the following
display:

Gome albendanoe ek § gre g

Pleacen abd atlenalance matks and ihen chek Focaloulstd

S Aocavse |
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If you are just on a trial run through of your census wanting to get as far as the errors
and queries stage to use the list to correct pupil data, you can ignore the Attendance
panel warning for now.

To enter missing marks, follow the route Focus | Attendance | Deal with Missing
Marks to locate the missing marks and enter appropriate attendance codes. Return to
the Census Return Details page and click the Check missing marks button in the
Attendance panel. If you have dealt with all the missing marks a message confirming
this will be displayed.

The Pupil Attendance panel does not give you any information about pupil
names or individual attendance codes. You will be able to check these using
the Detail Reports button — but only after you have created and validated your
Census.

Saving, Closing and Opening the Return

If you need to stop working on your return you can Save and close it.

Go back to it by following the route Tools | Statutory Returns | School Census and
choosing the name from the Browse window at the top of the School Census Return
panel, and double clicking on the description of your return.

= ovn a o el
fpea Leprin Sgpiies [l e e
Fe sl ared hRCESADS ER

You can use the hyperlinks at the top of the Census Return Details panel to navigate
to any part of it.

e s i sl

-
T i Ml =

Validating the School Census Return

The next step is to click the Create and Validate button at the top of the screen to
start the process of validating the details and creating the school census return file.
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This may take some time, but you will be able to tell that the return is validating
because of the Validation Process dialog and a message in the bottom LH corner of
the screen telling you that ‘The Validation Routine is currently taking place. This
may take some time.’

r

Validation Process

The Create and % alidate routing is currently
taking place. Thiz may take zome time.
Pleaze wait...

[IIIII

) Thee Doz e Valadste woaire |6 ounsivly taking place. Tren magy 5he sove tne

"1 stant T R

If you still have missing attendance marks you will see this message:

%, Some attendance marks are missing
-

Diowou wish ko conkinue to create the return?

| [ wo |

If you are just on a trial run through of your census wanting to get as far as the errors

and queries stage to use the list to correct pupil data, you can click Yes to continue for
now.

Once Yes is selected the display will progress through the validation process.
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Validation Process. —

Validation Process T—

The Create and alidate routine is currently
taking place. This may take some time.
— Please wait...

Datz is being collected
Flease wait. ..

Validation Process -

Validation Process

XML is being created
Please wait...

Validation rules are being applied
Flease wait. .

Validating the return creates an unauthorised census return file, which is then
compared to a set of DFE rules. When the validation is complete, a list of errors and
queries is displayed. An error is caused by either missing or inaccurate data, whilst a
query highlights data that is unusual or not as expected.

School Census Return Errors and Queries

At the top of the panel you will see the number of errors and queries found during the

Create and Validate process.
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The Student Search functionality can be used to display all errors and queries
relating to a particular pupil. Enter all or part of a surname, date of birth or UPN in the
Student Search field then select the required record from the drop-down list and click
the Find button.
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Use the Errors Search to display the required error or query you want to view. This is
achieved by selecting ALL, ERRORS, QUERIES or the required number from the
drop-down list.
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When the mouse pointer is hovered over an error or query row, it changes to a hand if
a hyperlink is available to the area of SIMS where the issue can be checked.
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You can change the order of the summary by clicking the appropriate column heading.
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If required, change the width of the columns by dragging the dividing line between the
column headings until the required size is achieved

You can view a summary of validation failures by clicking the Report button, which is

located at the top RH corner of the Validation Errors Summary panel. The report is
displayed in your web browser, from where it could be copied into Word or Excel as

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

Don’t forget that many of the errors can be dealt with in one go by using Routines |
Student | Bulk Update.

When you have fixed as many errors and queries as you can, you need to press the
Validate button again to update the Validation Errors Summary panel.

The latest version of the Capita booklet School Census 2018/19 Errors and
Resolutions is available at:

https://www.eqgfl.org.uk/school-census

Each time a return is validated it is given a File Name. Although the file name remains
the same, the Date Created and Validated might change and the version number
WILL change every time a return is created. At this point the suffix is .UNA for
‘unauthorised’.
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Producing Detail Reports

Detail Reports should be checked carefully to see exactly what information has gone
through into the Census return..
These are the reports are currently available:
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NB If they are not relevant to the phase of PRU, some of the reports listed in this screen shot may not appear in

your SIMS.

The list includes the AP Placement Report. As explained elsewhere in this booklet,
at the moment there is no requirement from the DfE for data about AP Placements to
be collected or held by schools. However if the school is using the AP Placements
area within the pupil record, the data will come through into the AP Placement

Report.

To view a single report, select the required report from the Detail Report drop-down
list located at the top of the Census Return Details page.
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NB If they are not relevant to the phase of PRU, some of the reports listed in this screen shot may not appear in

your SIMS
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When the reports are generated and shown on your screen, a copy is automatically
saved in the School Census folder as an HTML file. If you specified a security
message at the beginning of the School Census process, this will be displayed at the
top of any reports you generate.

The Fileset Number, Filename, the date the report was created and the Version, are
also displayed at the top of the report. This could be useful and avoid confusion if you
have printed off reports to check, and then subsequently produced another return and
another set of reports.
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These days, a query is only generated when a pupil/student is taught two years out of
the year expected for their age. However, the On Roll Basic Details report highlights
in yellow any pupil taught outside the expected year group for their age

IMPORTANT NOTE: Any printed reports containing a student’s name or UPN should
be used and held securely as per the considerations mentioned at the beginning of
this booklet.

Any of these reports can be transferred into Excel to enable you to manipulate

and check your data before sending it to the LA. Instructions for doing this can
be found on the School Census page of the EGFL.

Security - Deleting Temporary Web Browser Files

It is recommended that, after viewing statutory returns reports, you delete any
temporary web browser files to ensure that any cached data is removed.
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This prevents the information, for example copies of web pages that are stored in the
local cache for faster viewing, remaining on the hard disk of the PC in the temporary
directory, where they are insecure because they can still be accessed.

Below are instructions for how to delete the cache if you are using Internet Explorer
11. To check which version of Internet Explorer you are using, select Help | About
Internet Explorer on your web browser.

i Cenem - O Ssbmmet Evgrlane
ﬁ * |E = =
M DB M Peerkm o | len
Inmrio, Eaphins =t Fi

e’y R in Trbarrat Poplort 11

Topica: Pra 18 espack

e

- 1 1 1
T — x|
L]

e Internet
E R = ’
: Explorer11

G n T 2 L

Wlste vgriers: 11000 [KEAISEG1S)
. o 19 a8
& I ir=tod nesy versiore aaton

2000 M csa N Doegoeanion, B nghils ey,

o |

i .
o R Soesschings ses ranaged by i systenn adn o stesnas, |

Click the Close button

If you find you are using a different browser or version of Internet Explorer and
are unsure of how to delete the Temporary Web Browser Files, please consult
your SIMS support provider.

Click the Tools button and select Internet Options from the drop-down list.

Bt hRida the Faves

Click the Delete button in the middle of the screen:
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On the next screen, make sure the box next to Temporary Internet Files is ticked, and
click the Delete button.

Viewing Previous Authorised Census Returns

It is now possible to view the reports from previous authorised School Census returns
in order to make comparisons.
This can be done by following the route Tools | Statutory Returns Tools | Retrieve
Authorised Census Returns
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On the screen that opens, highlight the name of the return you are interested in and
click the Retrieve Files button
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The reports associated with this return will be displayed in your web browser

Producing the Summary Report

The Summary report is provided for school staff and the head teacher authorising the
return to check the accuracy and completeness of the data before submitting the
return to the LA.

The DfE recommends that the Summary be compared to the one for the previous term
or year to highlight any anomalous data between the respective Census collections. It
is vital for a school to check the accuracy of data in this summary as it is this data that
is submitted to DfE as an accurate reflection of the situation in the school on Census
Day.

Click the Summary button to open the Summary Report.
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The Summary Report opens up in your browser. A copy will also be saved in your
School Census folder. It is_important that the Head Teacher checks all the
information on the summary sheet before the return is authorised.

Right at the top of the Summary is a sentence stating how many failures and queries
you have on your Census.

School census collection: autumn 2018

Version 2018.Baseline - Updated: 2018-08-02

Tlomsm sremr morar aws s ses o mer1an e s poe e

Table 1: School characteristics [ALL schools]

Summary for: WATERS EDGE PRIMARY SCHOOL
Local suthorlty code: 203

Estoblishmant number: 2

Tolaphone number: 192015

Emall addrass; schoaliiwe con

Phase; 'S

Type: 10

Governames: GO

Intaha typn: COME

Lowast national currlculum year group: §1
Highest nationsl curriculum year group:

Tabile 2: Pupils on roll by age and gender [ALL schools]

Check the Summary carefully - you may find some mistakes in it that you have not
been warned about in the list of errors and queries.
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Table 2: Pupils cn roll by age and gender [ALL schools]
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We have dated the return to give the children’s ages as they were on 31 August 2018.
Therefore, children in N1 appear as 2 years old. If you have anyone being taught outside
their expected year group, don’t forget that they appear according to their date of birth in this
part on the Summary.

The Summary gives details of how many full time and part time girls and boys appear in each
age range. OTHER THAN IN THE BASIC PUPIL DETAIL REPORT THIS IS THE ONLY
PLACE WHERE YOU CAN EASILY CHECK HOW MANY BOYS AND GIRLS ARE
APPEARING AS FULL OR PART-TIME IN YOUR SCHOOL!

Table 2: Pupils on roll by age and gender [ALL schools]

Bt 31 Auguet 2018
| Parttme | an |
-EEEEEI
11 = N2
: 1]" 3
AT 4
2 4
O

I_HJI_IIEI_II_IIWI_“

From this bottom section of the table | can see that | have full time pupils showing in the
Nursery at my school which isn’t correct, as | only have part-time Nursery children at ‘my
school'.
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Going into the Pupil Details of my Nursery children, | can see a pupil has no part-time dates
entered in (making them appear as full-time), and another has part-time dates that have

expired.

Table 3: Pupils on roll in each national curriculum year group [ALL schools]

NC: y&ar group
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The next table shows the number of pupils in each curriculum year.
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Table 4: Pupils on roll by their first language [ALL schools]

[ | I
[ene [ ] R

First Language and Ethnicity are required for all pupils on roll, not just those of statutory
school age. However, Ethnicity is not a data item in Autumn Census, so the table for it on
the Summary is missing this season.

Table 6: Pupils on roll by enrolment status [ALL schools]
=
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Table 7: Specific types of pupils on roll [ALL schools]

The Specific types of pupils on roll table gives the numbers of children who receive Top-Up
Funding and who have Post Looked After Arrangements, along with the number of
children Eligible for Free School Meals on census day because of deprivation. These
numbers are collected each census to complete the Ever 6 data the DFE holds
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Tabila 10; Sckeced chilticans [ALL szhools)
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The table showing Nursery Hours includes Extended Hours. Early Years Pupil Premium and
School Childcare details are not collected in Autumn Census.

Tabla 12; Pugils on roll with SEN provizion [ALL schools]

Table 13;: SEN naed typs for pupils on roll with SEN {SEN provision E, 5, or K) [ALL schools]

Than ks o ol oy bW T e a4 i Eghah cibn o stk Collscied 1 L5 i

Autumn School Census collects the number of pupils with SEN Provision but not Need Type
this time.

Tabla 14; Numbsar of flxed period, permsanant and lunchtima exclusions by reason and SEN provision in the 2017 spring teem (terms 3 and 4) [Not for
MNursery school]
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Details of all types of exclusions in the Spring Term (the term before last) are
summarised.

Tabln 15: Attendancs infarmation for the 2017 summar tsmm (ferms 5 and 6) for &l puplls aged between § and 15 yaars as ot 39082016 [Not for: Nursery schaal]
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The Attendance Summary ( for last term — Summer) is d|V|ded over two tables for
pupils of statutory school age in the first, and below statutory school age in the second

Table 17; Admission appeals [ALL schools][Mote; Primary ad ions app i Infant issi poais]
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Table 18; Classes as taught at the school's selected tsme [for: primary only]
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Table 15: Classes as taught al the schools seleotod time [for: middie-desmed primary and middls-deemed sscondary only]
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Table 20; Classes as tawght at the schools seleciad time [for: sscondary ondy]
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Table 31; Classes ns towght at the scheol's selected time [for: all-through onky]
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Table 22: Pupll reconciliation [nat for: nursery school, special and PRUY
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You will see several headings for items that are not collected at this time of year, or do
not apply to your school phase:
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The Universal Infant Free School Meals table allows you to check the number of
UIFSMs taken on census day against those Eligible for Deprivation Free School Meals
in each of the relevant years.

Table 23: Universal Infant school meals [ALL schools - with appropriate puplls)

| Tl
3 *"

| J!
il |

The Census Summary is actually summarising what is in the various Detail Reports.
You should cross reference to see the pupil data that the Summary is referring to.
During these checks, if you find anything that needs correcting you will need to
go to the relevant area of SIMS.net, amend the details and proceed from Validate
once again.

Once you are happy with your return the next step is to produce a paper copy of the
Summary report for the Headteacher to check. Either choose File | Print or click on
the Print button.
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Authorising the return

With your final version of census on the screen, click the Authorise button at the top
of the Return Details panel.
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If missing marks exist, the following message is displayed.

Py  Some atkendance marks are missing

Do you wish to continue ko authorise the return?

[ Yes ] [ Mo l

Click the Yes button to continue with the authorisation process (for example, if you are
just on your practice run through) or the No button if you want to return to SIMS where
the missing marks can be entered.

Copying the Return

SIM5.net %]

I.-"'_"‘-.I Return cannot be edited once autharised,
<«

Do you want ko continue?

Yes | Ma I

A copy of your return can be useful if issues are found once the return reaches the LA
and is checked. Instead of starting again from scratch, you can open up the copy and
amend that. Census files can be copied electronically whenever required.
Click on the No button to close the dialog and make a copy of your return.

Select the name of the return from the list in the browse window at the top of the
Census Return page (I only have one showing, but if you have had several practise
runs you will need to choose the version that you want to Authorise).

If it is not visible, click on the Browse button to reveal it.
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Click on the name of the school census return to highlight it. Click on the Copy button
and you will see the message shown below appear:

TS %]

4% Any values for Early Years, Top-up Funding, Post Looked After
y Arrangements and Attendance WILL MOT BE COPIED but will be
populated From the current values held in the database,

Create & validate must be run in order to generate a new census
file.

Do you want to make a copy of the return "School Census
Aukumn 2018 Yersion 1"?

Click on Yes, and a copy of your final Census version appears in the list in the
Browse window.
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Deleting a School Census Return

If you have had lots of practice runs, and there are several unauthorized returns
showing in the Browse window, you can delete them as long as they haven’t been
authorized. To do this, highlight the census return file that you want to delete and click

the Delete button.
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A message dialog will ask you to confirm that you want to delete the selected return.
Click the Yes button and the selected return will be deleted and removed from the
Census Return Browser.

Once you have copied your census, proceed through the Authorisation process
again, and this time when you see the dialog box below, click the Yes button.

The next thing that is displayed is the Head teacher authorisation dialog. The
authorisation sheet is for the school’s records. It shows that the administration
staff have presented their work to the Head and it has been signed by him/her
as correct, and it provides a record of any unusual circumstances or validation
failures that might assist an auditor. The LA and the DFE assume, by virtue of
the fact the return has been Authorised, that the Head has agreed that the
census data is correct.
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Once the check box is selected, the Continue button becomes active allowing the
authorisation process to be completed. There is a field where you can enter, if
required, some text that will be displayed on the authorisation report. For example,
you could use this space to explaining the reason for any remaining queries or
validation failures.

The Headteacher’s Authorisation, and the Summary and Validation Errors
reports automatically open up in your browser. They may be on separate tabs in the
same browser window.
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E T 1]
If you have not already printed off the Summary, you may want to make a paper copy
to keep in your files for audit purposes. A copy of the Headteacher’s authorisation
with details of any anomalies in this season’s census can be attached to the front.

srsnet x|

@ Al details are saved and can be viewed at
L /.-' Tools |Statutory Return Tools |Retrieve Authorised Census Return
= Files,

|

This message confirms that your Autumn Census 2018 details can be retrieved at a
later date if required.

Once the return is authorised the suffix of the file in the Browse window will change to
xmi:
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Submitting the Return to the Local Authority

The next step is to return your Census to the Local Authority for checking by uploading
it to COLLECT. COLLECT is accessed via the Secure Access portal at:
https://sa.education.gov.uk. When you log into the site you will see 3 links that will
take you onwards to COLLECT, KTS and S2S.
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Choose the COLLECT option. And Continue...

@ Department for Education
GENERIC UAT - COLLECT Portal

Collect Welcoms

Wilcome ta Genede UAT COLLECT {Collectons On-Line for Learsing,
Eduication, Clldren, and Teachers)., PROCEED 1O COLLEST

COLLECT ks the DFE Centralised Data Collection and Management System for
Edycation,

Flather to the a-mnil lesyed om tha 8th October Fegaring awnllabslity of reports,
AL presant we have saperlenced na Issues with this F:ln.'rlnnallr', At e parts ane
therefore readify avallnble. Should this changs we will notify you sccordingdy,

S e ol Comdert Feat

Collect will ra-cpen an Momdey Hth Octobar &t Bam

COLLEET will be onavailahla from 3pm an October 215t wa apologlse for any
moonvenience this may Cause

Once you have logged in you will see the list of collections that are currently available
to you.
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Today, mine looks like this. | can see the Autumn Census Familiarisation Blade, but
the DFE won'’t change the status to Open until Thursday October 4th 2018.

Autumn School Census 2018 for Ealing PRUs Page 42



On 4" October, to upload your Autumn Census, highlight ‘School Census
2018_Autumn’ by clicking on it, and then click the blue Select Data Collection
button.

Select Data Colleckion  »

The Source Page that opens up provides information on the current status of your
return and presents a number of options dependent on the return that has been
selected.

[Baurcs Page

The sLaTiis of yeur data et

At e L i with My Daka Pt

e bpettn |
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At the moment a file has not been uploaded and so the status of your data return is
set to No_Data. In the ‘What can | do with My Data Return?’ section click on Upload
Return from file...’

When the next screen appears, click on the Browse button and navigate to
S:\sims\star\School Census (if S: is the drive where your SIMS is stored).

ILipila & File

Tihis Dth ugdeads and validates your data and may take several minubes, Please allos sufficient o to cemplete,

' - =

2

You will now need to choose the version of the return file that you wish to send to the
LA. If you have had more than one practice run you will probably find that there are
several files in this location.
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Because I've tidied my School Census folder as described earlier in this booklet, my
Autumn 2018 Census files are contained in one folder. When | open this folder | am
looking for the authorised XML file to upload. If you are having difficulty locating it,
make sure you are viewing the list in Details mode, and check the date and time that
the file was created which should give you a clue.
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You may also have to widen the columns so that you can see the full file names. You
do this by holding the cursor arrow over the column divider between and when the
symbol changes, clicking and dragging the line.

Your Autumn School Census will have the name 307SSSS_SC3_307LL18_0ONN.XML
(where SSSS is the DFE number of your school, SC3 indicates that it is the third
census of 2018, and NN is the version number of the return) and in the column
headed Type it will be an XML File. When you have found your file, click on it to
highlight it and click on Open.
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The name of the file will be transferred into the box on the COLLECT web page. Click
on Upload. When a file uploads to COLLECT, the system will ensure the file
formatting is correct, the file will then be loaded and the return placed in a Validation
Queue for subsequent processing. The data in the queue is processed in turn and
depending on the amount of traffic on the site, the validation may begin immediately,
after a short delay or may take until the next day to be completed. Whilst the return is
queued for validation you may exit COLLECT and log back in later or you can remain
logged in.

When your file has been uploaded you will be returned to the ‘My COLLECT’ screen
where you can see a summary count of errors and queries that have been generated
from all of the defined validation checks. Do not panic if you see errors and
queries that you are not expecting! Initially, your return is only going as far as the
LA for checking.
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Once the status of your return has changed to Loaded more of the buttons on the
page will have become available.

Open Return allows you to access the data contained within the uploaded return. If
there are items that have come up as errors or queries that are correct for your school,
you can make notes against these before submitting the return to the LA.
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Click on the Open Return button to view your return.

To view what errors have been generated in COLLECT, click on the All Errors button.

All Errors

The reason for most ‘errors’ being generated will, hopefully, be obvious.
| can find out more about the ‘errors’ by clicking on the Details button to bring up more
details and hyperlinks.
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Choose the hyperlink most pertinent to the issue you are investigating. For example,
if we are investigating an issue directly related to a pupil choose a hyperlink such as
DOB which will take you to the part of COLLECT where you can see the pupil’s name.
This should help you to decide whether the error is highlighting something that is true
in this case, or a mistake. To get back to the All Errors page click the Error button at
the top.

Pupils On Roll - Identifiers - Villiers High School E )
< rrar
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Although you must look at All Errors to access the error details, notes must be added
at ‘return level’, on the front page of your census, rather than against the individual
errors. This will allow all the notepad entries to be seen in one place and also means
that notepad entries will not be ‘lost’ in the event of a resubmission.
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It is possible to copy details of the error by highlighting the text and then right-clicking
and choosing Copy from the list that appears.

Click on Return in the top RH corner to get back to the front page of your return.
%t Department for Education i '

COLLECT Portal

L | S | BT e L JRTI|

i &

Click on the pencil in the Return Level Notes box.

Mt Department for Education BRIt

COLLECT Portal

Then Add New Note.
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Right-click and Paste will transfer the error/query detail into the box, and your
explanatory note can be added. If the text referring to the error is particularly long, it is

not necessary to copy over all the text, but enough to remember what the error
number refers to would help you and me!
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If there is a number of the same error/query, each needing an identical explanatory
note, it is possible to make one note to cover all.
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When making a note, the DFE ask that the language you use should be quite formal
as all notes created could be seen by anyone who has access to your data — school
users, LA and DFE. You should also be aware that a note added against an error or a
query will be lost if you resubmit or reload your return to COLLECT.

COLLECT does some validation of its own, checking the data that you have submitted
in which ever Census is current, with what you submitted for the last Census. You
may therefore see errors that talk about percentages, similar to those shown below:

There are significantly more solely registered pupils eligible
onTdBE Y fora FSM than last term. (Last term = 14.35%, current Clueries Ok
term = 38.32%)

Occasionally there will be no obvious explanation and more investigation between the
school, the LA and sometimes the DFE to ask about their validation criteria, will be
needed.

When you have done as much as you can with your return you need to submit it to the
LA.

Click on the Back to my COLLECT page at the top of the screen and this will take
you back to the Source Page:

ZRSCOH Aubimn - Micrnsnlt e ernet Expiorer provided by onedon Borough. of Bl __dg_]ﬂ
Fhe £ Vew Paortes ook bep -
e - D EAY Qe [ipvete 3| e O (] ]

deemai ] hotpes st e waw:mMma.ﬁmmmus;mwcms:mW \ =] F |k

department for klui ti My COLLECT pagee  Help 2
children, schools and families it | ] 0 b

Submit Return sends your return to the LA (until you have clicked this button, we can
only view but not amend your return at the LA). When you are happy for your return to
go to the LA, simply click the button.
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Until you click this button and the status of your return turns to Submitted, the LA will
not have access to your return to check and approve it!!

The status of your dala retirn @

Errore i (1 Canes 12 oK Errars 1

iwhul: can 1 do with My Data Return?

Once your return is submitted, both the school and the LA can view the details on the
website at the same time to resolve any errors and queries.

Fiona Bradley 020 8825 6065 fbradley@ealing.gov.uk

\\Lbealing-Tc.Gov.Uk\Share\PERFORMANCE MANMENT\Schools\PLASC Census Folders\Census 2018\Autumn
Census\Autumn School Census 2018 For Ealing PRU.Doc
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Appendix 1

Statutory requirement, data sharing and data subject rights

(Reproduced from 2018 to 2019 School Census Guidev1.1 available on the Gov.uk website here:
https.://www.gov.uk/government/publications/school-census-2018-to-2019-guide-for-schools-and-las)

1.2.1 Statutory requirement
The submission of the school census returns, including a set of named pupil records, is a
statutory requirement on schools under Section 537A of the Education Act 1996.
Putting the school census on a statutory basis:
¢ means that schools do not need to obtain parental or pupil consent to the provision
of information
e ensures schools are protected from any legal challenge that they are breaching a
duty of confidence to pupils
e helps to ensure that returns are completed by schools

1.2.2 Data protection and data sharing
The General Data Protection Regulation (GDPR) mandates certain safeguards regarding
the use of personal data by organisations, including the department, local authorities and
schools. GDPR gives rights to those (known as data subjects) about whom data is
processed such as pupils, parents and teachers. This includes:

e the right to know the types of data being held

e why itis being held

e to whom it may be communicated
For the purposes of data protection legislation, the terms ‘process’, ‘processed’ or
‘processing’ apply to any activity involving the personal data, such as:

e collecting
e storing
e sharing

e destroying

e etcetera — please note: this list is not exhaustive
Sections 1.2.2.1 and 1.2.2.2 below provide additional information on two aspects of data
protection legislation - namely privacy notices and data security. However, as data
processors and controllers in their own right, it is important that schools process all data
(not just that collected for the purposes of the school census) in accordance with the full
requirements of the GDPR. Further information on the GDPR can be found in the
Information Commissioner’s Office (ICO) overview of the General Data Protection
Regulation (GDPR).

1.2.2.1 Legal duties under the General Data Protection Regulation: privacy notices
Being transparent and providing accessible information to individuals about how you will
use (process) their personal data is a key element of GDPR. The most common way to
provide such information is through a privacy notice. Please see the Information
Commissioner’s Office (ICO) website for further guidance on privacy notices.
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For schools, this means that you must provide clear and accessible privacy notices that
inform parents, pupils and staff:

e what data is collected about them
for what purposes the data is collected
how the data is used (processed)
what the lawful basis is for processing
for how long the data is retained
with whom the data is shared
why the data is shared
The department provides suggested wording for privacy notices that schools and local
authorities may wish to use. However, where the suggested wording is used, the school /
local authority must review and amend the wording to reflect local business needs and
circumstances. This is especially important, as the school will process data that is not
solely for use within census data collections. As such, to comply with GDPR, the privacy
notice should contain details of all uses of data within the school, which may include, for
example, information used locally for pupil achievement tracking and (where relevant) the
use of CCTV data. The privacy notice should also include a link to the gov.uk webpage,
which provides information on how the department processes data.

(DFE suggested text document is linked on the EGFL here:
https://www.eqgfl.orq.uk/finance-and-data/data-collection/privacy-notice-and-pupil-data-
items

It is recommended that the privacy notice is included as part of an induction pack for
pupils and staff, is made available on the school website for parents, as well as featuring
on the staff notice board / intranet. Privacy notices do not need to be issued on an annual
basis, where:
e new pupils and staff are made aware of the notices
e the notices have not been amended
e they are readily available in
a) electronic, or
b) paper format
However, it remains best practice to remind parents of the school’s privacy notices at the
start of each term (within any other announcements / correspondence to parents) and it is
important that any changes made to the way the school processes personal data are
highlighted to data subjects.

1.2.2.2 Legal duties under the General Data Protection Regulation: data security
Schools and local authorities have a (legal) duty under the General Data Protection
Regulation (GDPR) to ensure that any personal data they process is handled and stored
securely. Further information on data security is available from the Information
Commissioner’s Office.
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Where personal data is not properly safeguarded, it could compromise the safety of
individuals and damage your reputation. Your responsibility as a data controller extends to
those who have access to your data beyond your organisation where they are working on
your behalf; for example, where external IT suppliers can remotely access your
information. The 10 steps to cyber security (https:/www.ncsc.gov.uk/quidance/10-steps-
cyber-security) and School procurement: selecting a school MIS
(https://www.gov.uk/government/publications/school-procurement-selecting-a-school-mis)
pages provide further guidance and advice.
It is vital that all staff with access to personal data understand the importance of:

e protecting personal data

e being familiar with your security policy

e putting security procedures into practice
As such, you should provide appropriate initial and refresher training for your staff.
Where schools chose to use cloud software services, additional information on handling
data securely within such environments is available within the department guidance on
data protection for schools considering cloud software services.

1.2.3 Collection of pupil characteristics from parents / guardians or
pupils
Whilst it is not possible for a parent / guardian or an individual pupil to opt out of the
school census collection, the following data items:

e ethnicity

e language

e service child indicator
must always be reported as declared by the parent / guardian or the pupil (where the pupil
is deemed mature enough to have capacity to understand and agree to share their
personal data with others).
Further guidance on the collection of these data items is available in section 5.3 (available
in the full version of the guide linked above) and this must be followed in conjunction with
the requirements outlined in this section (see sections 1.2.3.1, 1.2.3.2 and 1.2.3.3).

1.2.3.1 Data subject right of refusal

When collecting the data items listed above (see section 1.2.3) from the parent / guardian
or pupil, schools must ensure that they are made aware of their right to decline to provide
these data items. Where they exercise this right, the information is returned in the census
using the code ‘refused’.

1.2.3.2 When is it appropriate to collect information direct from a child / pupil?
Information may only be requested directly from a child / pupil where they are deemed
mature enough to have capacity to understand and agree to share their personal data
with others.
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Appendix 2

Updating Early Years Data

The Early Years grid collects data about pupils in nursery classes whose date of
birth falls in the date range 01/09/2013 to 31/03/2016 and taught in year E1, E2,
N1 and N2 only
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These children are all shown together on the Hours for Early Years Children panel.
You cannot update the information on the census screen; you must click on the Edit
button in order to be taken to the Update Hours page.

A 30 Hour Code walues have been brought Forward From previous
y census.

Flease review, edit and save,

You will see the above message. A child’s 30 Hour Code remains the same, even
though their eligibility for the 30 Hours may change according to the family’s
circumstances.

Click on OK to take you to the same place as if you had followed the route Tools |
Statutory Return Tools | Update Hours for Early Years.
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Hours at Setting should reflect the total number of hours that a pupil spends at your
nursery each week, regardless of how they are funded.

Use the Funded Hours column to show how many of the 15 free hours of nursery
provision (the hours that all 3 & 4 year olds are entitled to — the universal hours) the
pupil is spending at your nursery.

Children could be entitled to Disability Access Fund (DAF) payments if the child’s
disability or health conditions mean one or both of the following apply:

« they need more looking after than a child of the same age who doesn’t have a

disability

« they have difficulty getting about
They must have had these difficulties for at least 3 months and expect them to last for
at least 6 months. If they’re terminally ill (that is, not expected to live more than 6
months), they don’t need to have had these difficulties for 3 months.

Children do not have to take up the full 570 hours of early education they are entitled
to in order to receive DAF payments, they will be eligible where they take-up any
period of free entitlement. Early years providers are responsible for identifying eligible
children and are encouraged to speak to parents in order to find out who is eligible for
the DAF. Parents of children qualifying for Disability Living Allowance are required to
provide documented evidence of this entitlement.

Disability Access Fund data is collected in this return for pupils who are in receipt of
the fund on census day.
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Working Families with 3 & 4 year olds who have made an application should be able
to give you (or sometimes the school will make the application for them) their 30
Hours Code to enter into this column.

Use the Extended Funded Hours column where pupils have a 30 Hour Code to
show how many of their extra hours entitled pupils are spending at your nursery.

Because families can choose where they use their hours, how many hours, which are
the (universal) free hours and which the extended hours are, you will need to take
extra care to record them properly.

It is feasible that the time spent at a particular nursery or setting might run into
hours and minutes. If this is the case we have to record them to two decimal
places. Here is a conversion table:

Minutes fo decamal minubes
:“ a i i i
. o

alalalals ool 2 | | | | | L 3 3 £=]
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aa | =< kR | |~ e et | [ | ke e o [ (ol | | e

Full and Part time in Nursery

The DFE have specified that full-time and part-time should relate to the number
of morning and afternoon sessions a pupil attends in a week, rather that the
number of hours they attend.

Pupils who attend ten sessions a week (five mornings and five afternoons) are full-
time.

Children who attend less than 10 sessions are part-time. (In this scenario, a child who
attends 30 hours a week over 6 sessions/3 days is part-time)
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Here are some scenario examples for those schools that are offering 30 hours to their 3 & 4 year old Nursery pupils
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Shaquib: 30 Hours at Setting consisting of:
15 universal Funded Hours, 15 Extended Hours (with 30 Hour Code)

Charlotte: 15 Hours at Setting consisting of
15 universal Funded Hours. Parents did not apply and so they have no 30 Hour Code.

Bryn: 20.5 Hours at Setting consisting of:
15 universal Funded Hours. The family has a 30 Hour Code, but are choosing to only take up 5.5 of their Extended
Funded Hours at this school.

Millicent: 15 Hours at Setting consisting of:
15 universal Funded Hours. The family are not eligible for the extended hours and so she is using her free entitlement,
but needs no eligibility code and no entry in the Extended Funded Hours field.

Christi: 30 Hours at Setting consisting of:

15 universal Funded Hours. Her family is not entitled to the Extended Funding, so there is no 30 Hour Code and no
entry in the Extended Funded Hours box, but her parents are paying for 15 additional hours at the Nursery, which is
counted in the total number of Hours at Setting.

Kiran: 50 Hours at Setting consisting of:
15 universal Funded Hours, 15 Extended Funded Hours with 30 Hour Code and her parents are paying for another 20
hours which are counted in the total number of Hours at Setting.

Amara: 15 Hours at Setting consisting of:
15 universal Funded Hours. The family is eligible for the extended hours and have a code, but are not choosing to use
them at this school, so there is and entry of zero in the Extended Funded Hours field.
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Completing the Hours for Early Years Panel

Although some data may be brought through from the Summer Census, you will still
need to check it carefully, as children may have changed their hours, become eligible,
or no longer be eligible for some of the hours they were then.

In the top LH corner the Term field displays Autumn. To add or edit the number of
Hours at Setting, Funded Hours and Extended Funded Hours for an individual
pupil, highlight the required pupil then click the applicable cell and enter the required
number. Hours should reflect what will happen in census week.
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Rather than filling in the hours for each pupil individually, you could use the Pupils
View drop down lists to select groups of pupils to work on.
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You can use the Age at 31/08/2018 drop-down to look at the pupils by age, or the

more familiar Year Taught In drop down.

If most of the pupils are accessing the same number of hours, the easiest way to
populate the information is to enter the hours applicable to most pupils, then edit the

hours for the individual pupils who have a different number of funded hours.

If you right-click the Hours at Setting column heading and choose Select All, you will

find that the whole table is highlighted.
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You can then click in one of the highlighted cells in the Hours at Setting column and
enter the number of hours that is correct for the majority of pupils, and straight away
do the same in the Funded Hours column.

wiemial || =
e ottt a1 [ ity [¥itns [N [foiee [ R B [ [
i & hsgueb 17,70 5 e M2 |aM £ 2 3 1 L
nklon Charkos M ([0S (N2 AW |3 3 f it 15
Clrdnn Jomph: AN o5 M2 |AM El i L lj l'l Il
Duarmeds B SO T [ 118 =g | Vo ] 3 [} '3 15' LE
Doadarree Moot TG |ooieEd |MNE (P ¥ ] i L b
ENi Pl T (T T ] 1 i T 15
HATAA 2 i i h
Pl Snilay et b (il E (R M1 PR T Ey 1 LB
{EI’H'JIIE DR T DmtEd MR [PM El 4 4 15 LB
Hadladan yrman |ooism (w2 [ |3 3 A 8] m
Hebdon Bemice T O T B 2 : i 15
Hiker Bacit e I T 2 3 'i:| 15

If any of the pupils are doing a different number of Hours at Setting or Funded Hours,
click in the individual cells to amend the entry.
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The Disability Access Fund column remains blank unless you click into it, at which
point you can choose Yes for those children in receipt of DAF on census day. You do
not have to choose No for every child that is not eligible.

When you have finished, click the Save button in the top LH corner of the screen.
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If there are any pupils where zero hours have been recorded, a message is displayed
asking if you wish to continue with the Save. There are some scenarios where it is
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correct for a pupil to have zero hours recorded, so you will need to check before you
click the Yes or No buttons. The Status drop-down might help you with this.

Once you have saved, you can click the OK button to return to the Census Return
Details page, where the updated hours are displayed.

If during the period when you are working on your census

+ Hours at Setting or Funded Hours are edited via Tools | Statutory Return
Tools | Update Hours for Early Years

% anew pupil is added in SIMS

« a pupil's date of birth is amended,
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Use the Recalculate button at the top RH side of the Hours for Early Years section
of the School Census page to ensure that the up-to-date data is displayed.

The details are saved when you Save your census.
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