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School Census Summer 2012
Preparation Check List

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

Complete

Description

Check with your System Administrator/Manager that you have the appropriate
permissions to run the School Census and record associated data.

For more information, please see Permissions Required5 on page 4.

Upgrade to the SIMS 2012 Spring Release (SIMS 7.144) or later as soon as possible
to enable dry runs to be carried out.

For more information, please see What Version of SIMS is Required? on page 6.

o O O

Check with your System Administrator/Manager that the latest fileset version has
been imported.

For more information, please see Importing Revised Files for Validation and Reports
on page 6.

O

Carry out a dry run to determine what information needs updating.
For more information, please see Carrying out a Dry Run on page 13.

o

Check School Level information.
For more information, please see Preparing School Level Information on page 19.

O

Check the students’ basic details.

For more information, please see Checking/Correcting a Student’s Basic Details on
page 27.

Check the students’ various registration details. For more information, please see:

Checking Enrolment Status, Admission Date and Boarder Status on page 28

Checking/Correcting UPNs on page 29

Checking/Correcting Unique Learner Numbers on page 31

Checking/Correcting Part-Time Student Information on page 32

Checking/Correcting the National Curriculum Year Group on page 33

Check that the pupil’s full current home address has been recorded. For more
information, please see Checking Home Address Information on page 39.

D000 00 0

Check free school meal information.

For more information, please see Checking Eligibility for Free School Meal on page
41.

Preparation for the School Census Summer 2012 Return | 1



Complete

School Census Summer 2012 Preparation Check List

Description

Check first language information.
For more information, please see Checking First Language Information on page 42.

Check Connexions information.
For more information, please see Checking/Correcting Connexions Assent on page 43.

Check that leavers and re-admissions have been recorded.
For more information, please see Recording Leavers and Re-Admissions on page 46.

Check Special Educational Needs information. For more information, please see:

Checking/Correcting Special Educational Needs (SEN) Information on page 49

Check exclusions information.

For more information, please see Preparing Exclusions Information on page 51
and Checking/Correcting In Care Details for Excluded Students on page 44.

Check attendance data.
For more information, please see Preparing Attendance Information on page 54.

oo 00

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

For more information, please refer to the Primary version of this guide, which is
available on our SupportNet website (http://support.capitaes.co.uk) by entering
CENSUS12 in the Site Search field on the SupportNet Home page, then
clicking the Go button.

a

Delete any unwanted students who have been entered in error.
For more information, please see Deleting Unwanted Student Records on page 55.

2] Preparation for the School Census Summer 2012 Return
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O 1 Introduction

Introduction

This preparation guide has been produced to help identify the most common
tasks that need to be carried out before running the School Census Summer
2012 Return. It is applicable to all maintained Secondary schools, Middle
deemed Secondary schools, CTCs and Academies (where applicable to these
school types). Also, Service Children’s Education (Secondary schools) and
on a voluntary basis.

Information in this guide, which relates to a specific school type only,
e.g. Middle deemed Secondary schools, is indicated where applicable.

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

Preparation for the School Census Summer 2012 Return | 3
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How has the School Census Summer Return Changed?

Changes to the School Census Summer return since last year include the
following:

Census Details Panel

Routines | Statutory Returns | School Census

The Census Description now defaults to School Census Summer
2012.

The Calculate All Details button has been moved from the School
Information panel to the top right-hand side of the Census Details
panel.

Update Hours for Nursery Children Panel

All schools, except City Technology Colleges and non-maintained special
schools, are required to submit the Funded Hours as a separate data item while
still providing Hours at Setting (a combination of funded and unfunded hours).

The Hours at Setting data is brought forward from the School Census Spring
2012 Return.

Update Hours for Nursery Children panel

Routines | Statutory Returns | School Census

The previously named Update Hours at Setting panel has been
renamed Update Hours for Nursery Children panel.

Update Hours for Nursery Children — 2 year old panel now
includes 2 year olds age at 31/12/2011 with SEN.

A Funded Hours column has been added to each grid.

The age at date is displayed on the Update Hours for Nursery
Children panel.

Update Hours for <age> year olds page

Tools | Statutory Return Tools | Hours for <age> year olds

The previously named Update Hours at Setting for <age> year olds
panel has been renamed Update Hours for <age> year olds page.

The Tools | Statutory Returns Tools menu routes have been
renamed to reflect the change in page names.

The Funded Hours column has been added to the right-hand side of
the grid.

4| Preparation for the School Census Summer 2012 Return
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Attendance Codes

= Attendance code Y is included in the collection of attendance information
for Spring Term 2012 but is not counted in any other totals.

= Attendance code D is not included in the collection of attendance
information for Spring Term 2012 and is not counted in the Sessions
Possible.

Items Reinstated

The Pupil Address is once again collected in this return.

Permissions Required

The following permissions are applicable to School Census return users.

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

Editing and Preparing Data

Users editing and preparing data must have permissions to access other
areas of SIMS, e.g. student details, school details, etc. These users will need
to be members of any of the following user groups in System Manager:

= Administration Assistant
= Admissions Officer

=  School Administrator.

Importing Revised Files for Validation and Reports

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

= Personnel Officer
= Returns Manager
=  System Manager.

For more information about the Import Fileset functionality, please refer to
the appropriate Preparing for the School Census Spring 2012 Return guide,
available on our SupportNet website (http://support.capitaes.co.uk).

Preparation for the School Census Summer 2012 Return | 5
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Where to find More Information about Permisssions

Please see your System Administrator/Manager if you are not sure whether
you have the required permissions. For more information, please refer to
the Managing SIMS Users, Groups and Databases handbook.

For a list of the permissions available for each release, please refer to the
appropriate permissions spreadsheet, which can be found on our SupportNet
website (http://support.capitaes.co.uk) by entering PERMLIST in the Site
Search field on the SupportNet Home page then clicking the Go button.

What Version of SIMS is Required?

In order to run the School Census Summer 2012 Return, you must have the
SIMS 2012 Spring Release (7.144) or later installed.

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

The version should read 7.144 or later.

Loadmng...
Yersion 7,144 2 Capita Business Services Lid 1954-2012. Allrights reserved

CHILDREN'S SERVICES M

Importing Revised Files for Validation and Reports

Applicable to the Personnel Officer, Returns Manager and System Manager
only

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

6 | Preparation for the School Census Summer 2012 Return
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Occasionally, additions or corrections are made to these files, after a SIMS
release, which are required for the forthcoming return. The Import Fileset
functionality is provided to enable these files to be imported into SIMS, by
the Personnel Officer, Returns Manager or System Manager between the
SIMS releases.

IMPORTANT NOTE: The report files are not always updated,
therefore, it is not always necessary to use the Import Fileset routine.
A SupportNet news feed will be posted if updated file(s) are available
for import.

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

TIP: To check which version of the fileset is currently in use, select
Routines | Statutory Returns | <census name=>, select a return then
run the Create and Validate routine. The Validation Fileset ID is
displayed on the left-hand side of the Validation Errors Summary panel
header. For information about the latest available Fileset version, please
check the School Census Summer 2012 News Feed on SupportNet.

(=) Report 9% Close
Validation Errors Summary Yalidation Search

Return Validated - 385 Validation rules failed (Number of Eniors - 2 and Number of Bueries - 383) ALl ~

Validation FilesetD:0100 To resolve enor : Clic

te torelevant screen

’ ERRORS
pe  Sequence | Message Location Solution LERIES

Q
1542 Pupil actual year gioup not a recognised value UPN: DE2020010604% | Sumame : Smiles | Forename : Sophie | # Go to FocusiStudentiSidy 540

-
b fsration panel and e1

TI035 | NCyearbetual must be prasent UF

=

DB20200106043 | Sumame - Smiles | Forename - Sophie | # Go to FocusiStudentiSh ESSSE
50110

2820200106102 | Surname : Flowers | Forename : Lilly | # Go to Focus | Attendance (or Lesson Monitor] | Deal with Missi

stiation panel and et

E0090 Please check: Sessions Attended is 0 UP!

=

820200108096 | Sumame : Bradshaw | Forename : Jonn | # Go to Focus | Attendang itor) | Dieal with Missi

60030 Please check: Sessions Attended is 0 UP!

=

E0090 Please check: Sessions Attended is 0 UP!

=

W320200106100 | Sumame : Cerveira | Forename : Pedr | # Go to Focus | Attendance (or Lesson Monitor) | Deal with Missi

P ola & n|mx

RO030 Please check: Sessions Attended is 0 LIPN 020006057 | Suname * Bukalt | Forensme « Krustal | 3 Go to Focus | Atendance (o | esson Monibor | Desl with Missi

Before Importing the Revised Files

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

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

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

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

= The Active check box must be selected, indicating that the server is in
use.

Preparation for the School Census Summer 2012 Return | 7
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Click the Test server connection button again. If the DMS is now working
correctly, click the Save button.

For more information, please refer to the Setting up and Administering
SIMS handbook.

Importing the Revised Files

1.

If revised files are supplied, download the required .ZIP file from
SupportNet to a folder of your choice. The SupportNet resource number is
quoted in the associated news item.

Unzip the .ZIP file to a folder of your choice.

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

m

1 Filzset

1 Filleset

Chooze Fileset:

4. Click the Browse button to display the Open dialog.

o NOTE: The following graphics show example data only.

-

rlIJ!pen
Laok in: |&) Stat Returns "| 0 & = '

0100-StatukaryReturns-summer2012_Filesst,mfs

@

tdy Recent
Documents

— =]
& i
g

My Documents

&

by Camputer

File mame: | v | L Open J

&

MyMetwork | Flesoftyoe: [ SIMS Net maritest fles [* mis) v [ canca |
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5. Navigate to the location of the downloaded fileset. The file name is made
up of the following data fields: <Fileset Number>-<Census
Name><Term and Year>Fileset.mfs.

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

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

Choose Fileset: C:AStat Returnzh01 00-5tatutoryR eturns-Summer2012_Fileset. mfz

Imnport Fileset

Details of the selected fileset are displayed, including the version Number
of the fileset, the Release Date and a description (Title) of the fileset.

7. Click the Import Fileset button to import the fileset into the DMS. When
the import process is finished, Import complete is displayed at the
bottom left-hand side of the Fileset panel.

1Fileset

C:45tat Returnss0100-StatutoryF etums-Summer201 2_Fileset. mfs

Choose Fileset:

Import Fileset

8. After installing the fileset, close SIMS then re-open to ensure that the new
data takes effect.

9. Run the return in the usual way.

0 NOTE: A fileset can be re-imported if required, e.g. if the data became
corrupted during the previous import.

Preparation for the School Census Summer 2012 Return | o
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Overview of the School Census Summer 2012 Return
Process

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

1. Upgrade to the SIMS 2012 Spring Release (SIMS 7.144) or later.

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

3. Ensure that the relevant student and school data exists in SIMS and that it
is complete and correct. Use Bulk Update in SIMS to correct missing/invalid
data as required.

4. Complete the required information on the Census Return Details page.
= Enter non-student data.
= If SIMS Attendance is in use, enter attendance information.

5. Create and Validate the return.

6. Resolve any errors/queries then create and validate the return again.
Repeat these processes until you are satisfied that the content of the
return is correct.

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

7. Provide the Head Teacher with the latest copy of the Summary report to
enable them to check the report details and approve the authorization of
the return.

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

9. Submit the return (with the Summary report) to your Local Authority.

NOTE: Academies should submit their competed return to the DfE.

10 | Preparation for the School Census Summer 2012 Return
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Upgrade to the latest available
release of SIMS

\ 4

Configure the School Census folder and specify
the security message for reports.

\ 4

Ensure that school details and pupil/student
details are correct and up-to-date.

\ 4

Start a new return.

\ 4

Calculate All Details

\ 4

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

\ 4

» Create and validate the return.

Any error or

hES B queries? ” ile)
\ 4 \ 4
Produce the Validation Errors Produce the detail reports
Summary report to assist with the then check to ensure that the
resolution of errors and queries. content is correct.
\ 4 \ 4
Resolve errors and Produce a Summary report then check
check queries. the content to ensure that the return is
acceptable before authorising the return.

\ 4

Authorise the return.

Submit the return.

Preparation for the School Census Summer 2012 Return | 11



01 | Introduction

12 | Preparation for the School Census Summer 2012 Return



Carrying out a Dry Run | 02

02 Carrying out a Dry Run

Why Carry out a Dry Run?

When the SIMS 2012 Spring Release (SIMS 7.144) has been installed, you
can carry out one or more dry runs of the School Census Summer 2012
Return.

The purpose of a dry run is to produce the Validation Errors Summary,
which details the corrections that need to be made to your data. It is
advisable to do this as early as possible, even if you know that your data
has not yet been fully prepared or checked.

Whilst a significant number of errors may be generated, many of the errors
that relate to students, e.g. language, SEN provision type, etc. can be
quickly fixed using the Bulk Update functionality. For more information,
please see Updating Information Using Bulk Update on page 23.

The Dry Run Process

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

% ConsusRetun for Summer Term

[B New B Search @Hep 5€ Ciose

Temn  [Summer v Census Folder 5:\School Census Falder | [

Securty message for Reports
This repoit contains sensitive information

Default Message

Description File Name Census D Date Crea Walidated Authorised D ate

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

IMPORTANT NOTE: Due to the sensitive nature of some of the
data stored in SIMS, careful consideration should be given when
specifying the location of any folder into which you save sensitive
data, e.g. census returns, imported and exported CTFs, etc. You
should be mindful of your school's responsibilities with respect to
information security.

Preparation for the School Census Summer 2012 Return | 13
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Consider which users have access to the chosen folder, especially if the
folder is shared on a Server. The DfE recommends 1SO27001 as the
standard for information security, a copy of which can be found at
http://www.itgovernance.co.uk/bs7799.aspx. If you are in any doubt,
consult with your IT Security Officer before proceeding.

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

Census Return Details - 5 Term: School C s 2012
o/ Treate & Validate [7] Summary &2 duthorise | 5= DetailRepat ~

1 Census Detalls 2 School Information: 3 Attendance

1 Census Dekails -
. “@ Calculate All Details
17/05/2012 Description |

Census Date [Sehaol Census Summer 2012

Attendance collected from [0 40142012 Attendance collected to 08/04/2012
Exclusions collected from 01/09/201 Exclusions collected to 3/12/2011

2 Schaol
School Mame |Green Abbey Schoal

Lt

Telephone 551234

School E-mail Address |nm:e@ga org uk.

Establishment Nurmber {4321

o
]
o

School Phase [55 | [Gecandary

School Type |Enmprehar\slve alithrough 1118

Schoal Detail

4. By default, the return Description is displayed as School Census
Summer Return 2012. Edit the Description to any name that will clearly
distinguish this dry run from the actual return, which will be generated
later, e.g. SUMMER12Test.

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

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

@ More Information:
Detailed information about completing the individual panel on the Census
Return Details page is available in the Producing the School Census
Summer 2012 Return (English Secondary/Middle deemed Secondary
Schools) handbook.

14 | Preparation for the School Census Summer 2012 Return
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Creating and Validating the Return

1.

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

Validation Errors Summary Walidation Searcl
Return Yalidated - 84 Walidation rules faled [Mumber of Errors - 80 and Mumber of GQueries - 4] all v
Validation Fileset1D:0100 To resalwe error : Clic 4 pte to relevant screen
Type Sequence Message Location Solution EEEEIFES [
» ‘ F ” 1500 ||UPN missing || Name: Cruise, Harry| Date of Bith: 5541111, MalelUPN, H #Goto FocuslSiud 4 5pp ils and add orissue a UPN b
1840 B
F 1500 LIPM missing Marne: Major, Joh| Date of Birthe - 254-10-03, Mals| PN #Goto FocusiStud 4 g5 ils and add or issue a UPN
16010
F 1500 LIPM missing Narne: Robirsaon, Tony Date of Birth: § 325-05-03, MaleUPN HGoto FocusiStud opzng alfils and add or issue 5 LIFN
F 1840 Pupil aged & and over with Language missing or invalid Mamne: Ahbey, David Date of Bitk: :35.09-07 MalelUPN: PB2 | # Go to FocusiStudent|Student Details Ethnic/cultural parel and
F 1855 Child's Hours at Setting not provided or out of the range 0 - Marne: 0'Cornor, Marc| Date of Bith: © 20¥-02-08, MalslUPN: B | H Go to Tools | Statutory Returm Tools | Hours at Satting and che
0 1ema Please Check: Pupils age is out of range for school type. Name: Smith, &nnl Date of Bitth: | J57-02:20, Female Age: 31U # Go to FocusiStudentStudent Details and check pupi's date of
g 2em Please check: pupil is shown in year group . howeverpup | Mame: Slack, Peter| Date of Birth: *-25-01-23, MalelUPK: U820 | # Go to FocuslStudentiStudent Distails registration and check e

The Validation Errors Summary panel header displays the number of
errors and queries found during the Create and Validate process. The
Validation Fileset ID, which indicates the version of the DfE fileset
currently in use, is also shown (for information only).

Details about the errors and queries that were found when validating the
return are displayed in the Validation Errors Summary panel in the
following columns.

Column Description

Type Displays the type of validation rule:

Failure (F displayed in red) indicates an error, which must be
corrected.

Query (Q displayed in black) indicates that there are unusual data
conditions. These should be considered and corrected, if necessary.

Sequence | Shows the error number.

Message Displays the text of the error message.

Location Lists the specific record containing the error.

Solution Provides a suggestion on where and how the failure can be corrected.
Many solutions have a hyperlink (indicated by a #) to the appropriate
area of SIMS.

To assist in the resolution of any errors and queries:

= Use the Validation 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.

1 Report 3K Close
Validation Erors Summary alidation Search
Feturn Validated - 388 Validation rules failed Mumber of Enors - 5 and Number of Queries - 383) g0030 v
Validation Fileset ID:0100 Ta resalve emor : CicADERIES & bie to relevant screen
e Sequence | Message Lacation Solution 1;32
» 0 [60030 [Plesse check: Sessions Attended i 0 | UPH: Pa20200106013 | Sutnams - Edwaids  Forzname : Fions |4 Goto Focus | Atendand 1117 itor] | Dieal with Miss
g 60030 | Plesse check: Sessions Attendsd is 0 UPN : 2820200106019 | Sumanme : Graham | Forename : Georg | # Go to Focus | Attendan: Hggg itor] | Dl with Miss
60110 v

Preparation for the School Census Summer 2012 Return | 15
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= When ALL errors and queries are selected, the errors are displayed at
the top of the list by default. Use the scroll bar located on the
right-hand side of the panel to view all items.

(= Report 9% Close
Validation Errors Summary Yalidation Search
Rletuin Validated - 385 Validation rules failed [Number of Enors - 2 and Number of Dueries - 383) Ll -
Validation Fileset D:0100 Ta resalve ermar : Clic fe 10 relevant screen
o Sopere | esage Locsn oo ERRORS -
M F 1542 Pupil actual year group not 4 recognised value UPN - DE202001 06043 | Sumame - Smiles [ Forename : Sophie | % Go to FocusiStudentfsh 40 istration panel and et
F 11035 | NCyeardclual must be present UPN : 820200108043 | Sumame : Smiles | Forename - Sophie | # Go to FocusiStudentiSt 1510035 isiration panel and ec
Q60030 | Pleass check: Sessions Attended is 0 UPN ; LB20200 08095 | Suiname : Bradshaw [ Farename: Jonn | # Go to Facus | itor] | Deal with Missi
Q60030 | Pleass check: Sessions Attended is 0 UPN : Z820200106102 | Suname : Flowers | Forename : Lily || # Go 1o Focus | Attendance for Lesson Maritor] | Deal vith Missi
Q60030 Please check: Sessions Attended is 0 UPN - WE202001061 00| Sumame : Cerveiia | Forensme : Pedi | # Ga to Focus | Attendance for Lesson Moritar] | Deal vith Missi
£0090  Please check: Sessions Attended is0 LIFN - AZ2020010E0 B i ith Missi

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

=  When the 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 problem
can be checked.

Lacation Salution
e present Completerfiole : # Go to link “Survey Completion” panel, and make sure there is a

p ot a recognized value | UPM : DB202001 08043 | Suname : Smiles | Forename : Sophie | # Go to FocuslStudent!Student Details Fegistration panel and ed

hs Attended is 0 URY - PB20200106013 | Surname : Edwards | Forename : Fiona | # Go to Focus | Attendance [or Lezson Manitor] | Deal with Missi
s Altended i 0 Ur’lupN | PB20200106013 | Surname ; Edwards | Forename : Fiona | DateOfBirth : 2003-03-03 | Gender ; F | SessionsAttended : 0]
hs Attended is 0 UPHN : Q820200106004 | Sumame : Bradbury | Forename : Chis | # Go to Focus | Attendance [or Lezson Monitor] | Deal with Missi
hs Attended is 0 UPH : HE202001 06007 | Sumame : Bumns | Forename : Janet |0 | # Go to Focus | Attendance [or Lesson Monitor] | Deal with Missi

NOTE: A hyperlink is also indicated by a hash symbol (#)
preceding the Solution text.

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

= Change the order of the summary by clicking the appropriate column
heading. If required, change the width of the columns by dragging the
dividing line between the column headings until the required size is
achieved.

= View a summary of errors/queries by clicking the Report button,
located above the Validation Errors Summary panel. The summary is
displayed in a web browser, e.g. Windows® Internet Explorer, from
where it can be printed.

The details of the Validation Errors Summary can also be transferred to
another application, if required.

The errors and queries are displayed until they are resolved and the Create
and Validate process is run again. Resolve as many errors and check as
many queries as possible then revalidate the return details. Continue to
resolve failures and revalidate the return as many times as necessary.
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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.

Many of the student related errors generated can be fixed quickly using the
Bulk Update functionality (Routines | Student | Bulk Update). For more
information, please see Updating Information Using the Bulk Update Process
on page 23.

NOTE: All errors must be resolved and all queries must be investigated
unless specific instructions to the contrary are received from your LA.

In addition to the Validation Errors Summary, the School Census 2012
Validation Errors and Resolutions document, which includes explanations
and information on how to resolve the errors, can be accessed on our
SupportNet website (http://support.capitaes.co.uk) by entering CENSUS12
in the Site Search field on the Home page and then clicking the Go button.
Please check SupportNet on a regular basis as documents will be posted as
soon as they become available.

As soon as the return has been created and validated, the reports can be run.

Producing Detail Reports
Detail reports can be run to check the SIMS data used to create the return.
The following reports are currently available:
= On Roll Basic Details Report
= Leavers Basic Details Report
= Exclusions Report
= Attendance Report
=  Absentees Report
= SEN Report
= Address Details Report

= Free School Meal Report.
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Generating Detail Reports

To select a single detail report:

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

Census Aeturn Details - Summer Term : School Census Summer 2012

o Create & Validate [] Summary &2 Autharize | |°= DetailRspat =

1 Censug Detal: 2 Schoal Information 3 Attendance ©n Roll Basic Details Repaort
Leavers Basic Details Report
1 Census Details : ?
Exclusions Report f“"{‘g Calc|
Description
Census Date 17/05/2012 B Attendance Report 3 |
Attendance collected from 01/01/2012 Attendance colle Ahsentess Repart

Exclusions collected from 01./09/2011 Excluzions colle SEM Report

Address Details Report

2 School Information Free School Meal Repart
School M
chool Mame |Green Abbey 5chool l_ MUltiple Reports. .. |
LA Establishment NumBer [4221
Talank L] = Kl |

To select multiple detail reports:

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

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

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

The report(s) are saved automatically in the folder specified in the Census
Return for Summer Term browser, e.g. S: \SCHOOL CENSUS.

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

U completed
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03 Preparing School Level
Information

Checking Establishment Details

The following establishment details are required for the School Census
Summer 2012 Return and therefore need to be checked to ensure that they
are correct in SIMS:

= School Name

= School Type

= School Governance
= Intake Type.

The following read-only items are also collected for the School Census
Summer 2012 Return. Please contact your Local Support Unit if the
information displayed is incorrect.

= LA Number
= Establishment Number
=  School Phase

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

03
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1. Select Focus | School | School Details to display the School Details

page.

2. Check that the details displayed in the Establishment panel are correct.

1 Establizhment
School Hame
L&

Establishment Murnber

|Green Abbey School

823 Central Bedfardshire L _Q-?

4321

Cammuity

Comprehensive

Mr Adrian Blacker

Coeducational

5|
[ ats
[] Business and Enterprise

[] Engineering
[] Humanities

[] Before school childzare and/or activities for schookage children [term-tims] =
[ atter schoal childzare and/or activities for school-age children [tem-ime) E
[ Childzare and/or activitiss, for school-age children during school holidays

[[] Childzare integrated with a nursery education place for three and four year al... ~|

3. Ensure that the School Name has been entered correctly.

4. Ensure that the School Type, School Governance and Intake Type
have been selected correctly.

0 IMPORTANT NOTE for Academies: Ensure that Academies
is selected from the School Type and School Governance
drop-down lists.

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

5. Check the entries in the Curriculum Years fields. If the lowest and
highest National Curriculum years are incorrect, please contact your Local
Support Team for assistance.

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

U completed
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Checking Telephone and Email Information

The following school contact details are collected for the School Census
Summer 2012 Return and therefore need to be checked to ensure that they
are up-to-date and correct:

= Email Address
= Telephone Number

1. Select Focus | School | School Details to display the School Details
page.

2. Click the Contact Details hyperlink to display the Contact Details panel.

3 Contact Details

Tl [o1234 1851234 | Fas [o1234788542 |
Erail |0ffice@ga.olg. Lk | ’E Website |http: Fhvawaw. greeabbeypschool.co.uk |

3. Ensure that a Telephone number has been recorded (including the STD
code).

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

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

Q Completed
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04 Preparing Student Level
Information

Checking/Correcting Student Details

Before beginning the School Census return, ensure that all current students
are included in SIMS and that as far as possible, the information is
up-to-date and accurate.

Ensure that:
= new students have been added.

= any leavers have been recorded as such.

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

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

The following sections provide additional information and specific
instructions on checking and completing Student Level data. Some of this
data can be checked/updated using the Bulk Update functionality. For more
information, please see Updating Information Using the Bulk Update Process
on page 23.

If you have already upgraded to the SIMS 2012 Spring Release (SIMS 7.144),
it is strongly recommended that one or more dry runs are carried out in order
to identify the validation errors and queries that need to be resolved. For
more information, please see Carrying out a Dry Run on page 13.

Updating Information Using the Bulk Update Process

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

The SIMS Bulk Update routine can be used to check and update several data
items. The routine enables you to search for missing or invalid data and
then update in bulk. For example, it is possible to search for all students
who do not have First Language recorded against their name. From the
students found, a value can be assigned to all or several students. This
prevents the need for manually entering/changing values for individual
students.
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1. Select Routines | Student | Bulk Update to display the Bulk update
Student page.

@ Bulk’updale Slui;'l
earch Links = @He\p 9% Close
Bulk Updaie
Student Population Update D ata [tem
Group Type | b i Data ltern | w |
Group | » i
Effective Date 30/03/2012 Effective Date 30/03/2012

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

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

If searching for missing information, select the particular data field from the
Group Type, such as First Language, then select a specific Group, such
as <NONE=>. It is also possible to use this functionality to review the data
entered for all the students in the school. This is achieved by selecting Year
Group from the Group Type drop-down list and <ANY> from the Group
drop-down list and then selecting the required Data Item.

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

Data Item Comment

First <ANY> First Identifies whether First Language has
Language Language been recorded for each student.

Existing values can be edited in this

view.
First <NONE> First Identifies students who do not have a
Language Language First Language recorded.

Existing values can be edited in this

view.
SEN Status | Statemented | SEN Lists students with an SEN Status of S,
Provision enabling the SEN Provision to be
Type selected.
SEN Status | School SEN Lists students with an SEN Status of P,
Action Plus Provision enabling the SEN Provision to be
Type selected.

Year Group | Year 8 (and Connexions | Searches for any students who do not
above) Assent have a value selected in the Connexions
Assent drop-down. This must be
completed for the School Census.
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The Effective Date is the date on which the membership of the group is
based and defaults to today’s date. This can be changed to the start of the
academic year, for example, to display students who were on-roll on that
date.

In the Update Data Item panel, select the required Data Item from the
drop-down list, e.g. First Language. The Effective Date in this panel is
used to determine the date when the change will become effective and
defaults to today’s date. In most circumstances, it is best to change this
date to the start of the academic year because most data recorded is
applicable from the start of the academic year.

04

Bulk Update
Student Population Update Data tem
Group Type Year G.mup B3 Diata ltem First Language v
Group <»’i\NY>. v ]:l
Effective Date lz] Effective Date lz]

When the required criteria have been selected, click the Search button to
display the Members panel, which displays a list of students matching the
chosen criteria and the choice of First Language types.

Bulk UpdateFirst Language - Year Group ¢ANY' [05A1/2011)
@ Help #Unpin 3 Close

1 Mermbers

1 Memb.

Name Vear Group | Assigned Adangme | AfarSsho | Afikasns | Akan/TwiFa. | Albanian/Sh At |Ambo/Oshin.  Amhaic | Angi- A
bbey, Jimmy g English

Abbot, Claire 10 English

Abbot, Clarissa 12 English

Abbot, Hannah 8 English

Abhot, James 11 English

Abbot, Susan 9 English

bdelkoder, Mohamed 13 English

Able. Benjamin 12 English

Abrahams. Jacqui 7 English

ckropd. Marcus 11 English

ckrovd, Mary 11 English

Ackton, Bil 7 English

Adams. James 13 English

Adams. Kathin 10 English

Adams. Melarie 8 Engiish

clams, Dwen 13 English

Addizon, Avil 12 English

Addisan, Graham 12 English

Addison, Milie 11 English

Adking. Richard 8 English

Ahmad, Arfa 12 Urdu

hmed, Ackmar 7 frsbic

Ainsworth, Alison 8 English

tinsworth, Zos L] English

Akhtar, Amanat 12 Urdu

Akhtar, Rahana 12 Urdu

Akmal, Mohammed 7 frahic

kram, Armina 12 Urdu

41 A, Raniit 12 frsbic <
Total 1016 1015 0 0 0 0 1 1 0 0 0

< >

TIPS: Use the horizontal and vertical scroll bars to view additional
columns or rows as required. To increase the number of columns
visible on the page, right-click any column heading and select Narrow
Columns from the pop-up menu.
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Bulk Updating Data with the Same Data Item then Editing the Exceptions

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

The following example illustrates how to set all the students as English then
edit the exceptions.

Right-click the English data entry column header (hover over the heading
to see the full title, if necessary) then select Check All from the pop-up
menu.

All the cells within that column are populated with ticks.

Bulk Update First Language - Year Group <ANY [05/09/2011)

[ 5ave | 55 Undo @ Help (¥ Urpin 5 Close

1 Members

1 Members

Hame Year Group | Assigned Darish | Dinkadlieng | Dutch/Flemi..| Dzongkha/B..|  Ebim Edo/Bini | Eficlbibio S
= Narrow Columns
A

Abbey, Jimry g English v Check A

Abbat, Claire 10 English v

Abbot, Clarissa 12 English v

Abbat, Hannah [ English v

Abbot, James 1 English v

Abbot, Susan ] English v

Abdelkoder, Mohamed 13 English v

Able, Benjamin 12 English v

Abrahams, Jacqui 7 English v

Ackroyd, Marcus 11 English v

Ackroyd, Mary 11 English v

et Dl TS of

Edit the exceptions by clicking in the cell associated with the individual
student and their status, e.g. Jacqui Abrahams first language is Dutch.

Bulk Update First Language - Year Group <ANY> (05/09/2011)

[ 5ave | 5 Unda @ Help ¥ Urpin 52 Close
1 Members
1 Members
e el P = Dinkadliong. | DUteh/Elami. | Deongkbads Eo Edo/Bini Efikbibio Engish | Esandshan | @&
Abbey, Grenetta 7 Englih | | | v
Abbey, Jimmy 9 English v
Abbot, Claire 10 English v
Abbot, Clarissa 12 English v
bbot, Hannah g English v
Abbot, dames 11 English v
Abbat, Susan 9 English v
Abdelkoder, Mohamed 13 Engish v
ble, Benjamin 12 English v
Ackroyd, Marcus 11 English v
Ackrayd, Mary 11 English v
et Dl Coclioks o

Once you have made all the required changes, click the Save button to
bulk update the records.

Bulk Updating Data for a Selection of Students

It is also possible to bulk edit data for a selection of students as follows:

= Hold down the Ctrl key and click the row associated with each of the
required students to highlight them. Release the Ctrl key then click one
of the highlighted cells in the required column. A tick indicates that the
student has been selected.
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=  To enter values for sequentially listed students, click the first student in
the list, hold down the Shift key then click the last student in the list
(alternatively, hold down the Shift key and press the Down Arrow key
until all the required students are highlighted). Release the Shift key
then click one of the highlighted cells in the required column. A tick
indicates that the student has been selected.

Checking/Correcting a Student’s Basic Details

4.

Ensure that the basic information is up-to-date and correct. It may be
necessary to make changes for a number of reasons, e.g. to correct
inaccurately entered information, legal adoption, change of legal
surname, etc.

The following information is collected in the return:

* Legal Forename (mandatory information in SIMS)

= Middle Names

= Legal Surname (mandatory information in SIMS)

= Former Surname

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

= Date of Birth (mandatory information in SIMS).

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

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

04

1 Basic Detzilz
Legal Forename |Jimmy | Photograph D
Middle Namels] | |
Legal Sumamne |Abbey |
Preferred Sumame |Abbey |
Preferred Forename |Jil'nm}I | / 4.—.:;) :
Date of birth [17/04/1338 | -
Aage |12_l,lears, B rionths | 1
Gender Female v
Birth Certificate Seen n
4o Quick Note

Check that all the details displayed in the Basic Details panel are
up-to-date and correct, paying particular attention to the data collected in
the return.

If you have made any changes, click the Save button.
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Recording a Students Change of Surname

It is a requirement of the School Census Summer 2012 Return that a history
of student's previous surname(s) are recorded.

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

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

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

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

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

6. Click the OK button to return to the Basic Details panel.
U completed

Checking Enrolment Status, Admission Date and Boarder
Status

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

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

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

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

2 Registration
Reqistration Group |9~"-\ ™ | House | v' |
Year Group |Year 2 v,| “tear Taught In |Eurriculum Year 8 _v_|

Eniolment Status {Single Registration V.| Boarder Status ~
Admission Date. 01/09/2009 ] dmission Number [003533

All day bl

B&20432103001

Start Date End Date

Histary

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

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

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

7. Click the Save button.
U completed

Checking/Correcting UPNs

The following information is collected in the return:
= UPN

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

= Unique Learner Number (ULN).

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

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

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

2 Registration
Beqistration Group = - Houze LV
r'ear Group Year 8 w | ear Taught In Curriculurn vear 8
Errolment Status | Sinale R egistration |  Boarder Status
Admiszion Date |U'I #/03/2003 | Admission Murmber |DD3599 |
Former LUPM | | Attendance Mode All day b
UPN [paz0432103001 | Losal UPN | |

Unigue Leamer Mumber | |

Part Tirne Details Start Date End Date B

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

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

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

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

Generate UPN button

@ 3
sis Jssue UPN g@@
Iszue Permanent LUPH @
|ssue Temporary UPH -
None -

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

6. Click the OK button to return to the Registration panel. The UPN is
generated when the record is saved.

7. Check the content of the Unique Learner Number field. Enter the
10-digit identifier, if not currently displayed. For more information, please
see Checking/Correcting Unique Learner Numbers on page 31.

8. Click the Save button to save any changes.

Q Completed
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Checking/Correcting Unique Learner Numbers

A Unique Learner Number (ULN) is a 10-digit identifier that is retained and
stays with the student’s learning record throughout their lives. Currently, this
applies to students over the age of 14 involved in UK education or training.
The 14-19 Diploma is the main requirement for ULNs but Functional Skills and
routine examination entry are also requesting their use.

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

= The new DfE ULN service (to upload a CTF file via a web page on the
S2S website).

= The Learner Registration Service Web Portal (to obtain individual
ULNSs).

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

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

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

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

Click the Registration hyperlink to display the Registration panel.

2 Registralion

Bieqistration Group 18 L House w

ear Group
Enrolment Status
Admizsion Date
Former UPN
PN

Unigue Learmer Mumber

Part Time D etails

Year B

| Single Registration

[o1/0342008

v

b

L&

|BB2D4321 03001

ear Taught |n
Boarder Status
Admizsion Nurnber
Attendance Mode
Local UFN

Curriculum Year & v

|oo3533 |
Al day w

Start Date

End Date

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

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

U completed
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Checking/Correcting Part-Time Student Information

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

sessions per week.

For dual registered students, time in other schools should be taken into
account. For example, three full days in one school and two full days in

another school should not be classified by either school as part-time.

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

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

browser.

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

the Student Details page.

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

2 Reqgistration
Eeqgistration Group N |  House Hooke v
“ear Group |'ear12 w | Year Taughtln Curriculum *rear 12
Enralment Status | Single Reqistration b | Boarder Status v |
Admission [ ate |lj1 /03/2004 | Admission Number |'3'3291 2 |
Farmer LIPN | | Altendarce Mode All day v
UPN [xG204321 04001 | Local LIPN | |
Unigque Leamer Mumber |U123455?39 |
Part Time Details Start Date End Date | | New

04/01/2010

4. Check the details in the Part Time Details section. A minimum of a Start

Date must be displayed.

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

sz A dd Part-time Attendance E@E

Statt Date 2371072001
End Date /0872012

[ ]9 ][ Cancel ]

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

the Registration panel.
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N

Click the Save button to save any changes.

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

U completed

Checking/Correcting the National Curriculum Year Group

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

The following table shows the Curriculum Year in which the students in
England are expected to be taught, according to their date of birth (during
the academic year 2011/2012):

Curriculum Year student Age Range Date of birth range
would normally be taught in

N1 2-3 01/09/2008 to 31/08/2009
N2 3-4 01/09/2007 to 31/08/2008
R 4-5 01/09/2006 to 31/08/2007
1 5-6 01/09/2005 to 31/08/2006
2 6—-7 01/09/2004 to 31/08/2005
3 7-8 01/09/2003 to 31/08/2004
4 8-9 01/09/2002 to 31/08/2003
5 9-10 01/09/2001 to 31/08/2002
6 10 - 11 01/09/2000 to 31/08/2001
7 11 - 12 01/09/1999 to 31/08/2000
8 12 — 13 01/09/1998 to 31/08/1999
9 13-14 01/09/1997 to 31/08/1998
10 14 — 15 01/09/1996 to 31/08/1997
11 15 - 16 01/09/1995 to 31/08/1996
12 16 — 17 01/09/1994 to 31/08/1995
13 17 — 18 01/09/1993 to 31/08/1994
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There are three methods for checking this information in SIMS:
» via individual student records

= via the pastoral structure by curriculum year

= via the pastoral structure for the whole school.

These methods are described in the following sections.

Checking Individual Records:

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

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

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

2 Registralion
Fieistration Group |8A e | House | R |
ear Group |Year g v,| “ear Taught In |Eurriculum Year 8 v|

Ervciment Status  Single Registration v__| ‘Boarder Status. -

D [m1/09/2003 =9 [na53

All day ¥

BE20422103001

Start Date | End Date

Histary

4. Check the Year Taught In to ensure that it is correct. If necessary, select
the correct year from the drop-down list.

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

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

2. Click the Go button.

Effective Date: |01/11/2011 m @ Go

+ @ F'astoral 5 tructure

+-{i House

#1-_] Mational Curmiculum Year Taught In

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

Effective Date: (01/11/2011 o Go
= Green Abbey School - 01/11/2011

+ @ Pastoral Stucture

+ % Hausze

I N ationial Curriculum ear Taught In

i3 Curriculum Year 7
23 Cumriculum Year 8
3 Cumiculum Year 9
3 Cumriculum Year 10
5 Cumriculum ear 11
i3 Curriculum Year 12
{23 Cumriculum Year 13

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

Effective Date: [01/11/2011 o Go

= (35 Green Abbey School - 01/11/2011
+ @' Pastoral Stucture
+ {4 House
=-[_ 1 Mational Curiculum Year Taught [n
A Curiculum Year 7
Curriculum Y eamd
A Curiculum Yea Members
A Curiculum Year 10
5 Curiculum vear 11
=5 Curticulurn Year 12
{5 Curticulurn Year 13
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The Allocate Students/Applicants: dialog is displayed.

siks Allocate StudentsfApplicants : Curriculum Year B

Effective Date Range
(=) From effective date to end of the academic year () Over the whole academic pear [ 0120972011 - 02/09/2012
Student Status
b Students Il  Accepted Applications bl Cunent Applications [Applied / Dffered / Reserved)
Memb
~
Mame Gender (Year Group|RegGroup|DOB Fi 8 |10|11 (12|13
Female Year 8
Adams, Melanie Female |vear & 80 0E/DRA1933
Adking, Richard Male Year 8 ok 23/0341933 v
Airsworth, Alison Female |[Year & ac 28/05/1939 ¥
Andrews, Bethany Female [vear 8 8E 1640141999 v
Aperen, Alex Female |Year 8 8E 1640641939 v
Ashworth, Imagen Female |Year 8 ac 13/03/1993 v
Atkinzon, Bridget Female [vear 8 aF 23/08/1999 v
Augtin, Shannoh Female |Year 8 a0 1740341933 4
Earbut, Rachel Female |[Year & eis] 14/02/1939 v
Bamnard, Andrew Iale Year 8 8E 14/04/1999 v v
Total o 1s8( 0 of o0 of o
< >

5. Ensure that the Effective Date Range is changed to Over the whole
academic year by selecting the appropriate radio button.

6. Change the memberships of the curriculum year (Year Taught In) as
required by clicking in the required cell in the grid.

@ TIP: To sort the student names in date of birth order, right-click the
DOB column heading, then select Sort By from the pop-up menu.
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The following graphic shows that one student is taught in Year 9.

sk Allocate StudentsfApplicants : Curriculum Year 8

Effective Date Range
() From effective date to end of the academic pear (%) Over the whole academic pear [ 01/09/2017 - 02/09/2012 )
Student 5 tatus
b Students ¥l Accepted Applications [l Current &pplications [Applied / Offered / Reserved)
Memb
~
Hame Gender |Year Group|Reg Group (DDB Fi 8 10 |11 |12 |13
Aperen, Alex Femalz |[Year 8 8E 1640641999 v
Azhwoith, Imogen Female |[vear 8 ac 13/03/1939 v
Atkinson, Bridget Female |[vear 8 aF 23/08/1939 v
Bustin, Shannon Female |vear 2 an 17/03/19339 v
Barbut, Rachel Female |vear 2 eB 14/02/1338 v
Barnard, Andrew Male Year 8 8E 14/04/1333 v
Barnstable, Tracy Female |vear 8 a0 14/04/1939 v
Bermett, Rhys Male ear B a0 3040241999 v
Bond, Craig Male Year 8  BA 18091998
Bones, Suzan Female |vear & aF 07/08/1333 v
Bouffet, Trinity Female |[vear 8 ac 314011939 v v
Tatal o) 186l 2 0f o o o
4 »

7. Make any further changes, then click the OK button to close the dialog.
8. Repeat for the other curriculum years, if required.

9. Click the Save button to save all the changes.

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

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

2. Click the Go button.

Effective Date: |01/11/2011 o Go

= A5 | - 0141142011
@ Pastoral Structure
{iy House
[Z1 National Curriculum Year Taught In

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

Effective Date: [01/11/2011 & Go

= 3 Green Abbey School - 0141142011
5t Pastoral Structure
i Houge

[:I M ational Curriculum vear T aught |5
Setup Curriculum Years. ..

Members
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The Allocate Students/Applicants dialog is displayed.

siks A |locate StudentsfApplicants g@@

Effective Date Range
(%) From effective date to end of the academic vear () Over the whole academic year [ 01/09/2011 - 02/09/2012 )
Student Status
B Students bl Accepted Applications Wl Curent Applications (Applied # Offered  Reserved)
Wembicss % Actions
~
Hame Gender |Year Group|Reg Group |DOB Fi 8 910111213
Abbey. Grenelta Female Year 7
Aibbey, Jimmy M ale Year 9 9 1740441998 v
Abbot, Claire: Female [ear10 104 22/0441937 v
Abbat, Clarissa Female |Year12 G 22/06/1995 v
Abbat, Hannah Female |Year & a8 2341241998 v
Abbat, Jim Male Year 11 1 27/04/1338 v
Abbot, Susan Female [Year 9 5E 21/0641338 v
Abdelkoder, Mohamed Male Year13 F 15/0341934 v
Able, Benjamin Male Year12 M 19/02/1995 v
Abrahams, Jacqui Female [Year 7 7B 12/10/1993 | ¥
Ackropd, Marcus Male ear 11 11E 21/08/1996 " -
Taotal 176 158( 160| 164] 158 98 102
< >

4. Ensure that the Effective Date Range is changed to Over the whole
academic year by selecting the appropriate radio button.

By default, the order of the list is alphabetical by surname.
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5. Right-click the Year Group heading and select Sort By from the pop-up
menu. Sorting the student names in year group order assists in the location
in the grid of any students who do not have a Year Taught In selected.

7.
8.

F |
s Allocate StudentsfApplicants g@g|
Effective Date Range
() From effective date to end of the academic year (%) Over the whole academic year [ 01/09/2011 - 02/09/2012 )
Student Status
bl Students [l Accepted Applications bl Curent Applications [&pplied / Difered / Reserved)
Memb:
A~
Hame Gender |Year Group|Reg Group |DOB T 8 (1011|1213
Abbey, Grenstta Female |[vear 7 TF 24/07/2000
Abrahams, Jacqui Female |[vear 7 7B 121041999
Ackton, Bl Male Year 7 A 110651998
Ahmed, Ackmar Male ear 7 7E 294121939
Akmal, Mohammed Male ear 7 D 20/04/2000 | ¥
Arniel, Tanzes! Female [Year 7 7B 0z/07/2000 | ¥
Araujo, Hitesh Male Year T 7E 0B/02/2000 v
Arkwright, Deborah Female |Year 7 7D 3041041999 v
Eartlet, Jeremy Male Year T 7D 31241999 v
Basra, Jill Female [Year 7 7F 20M10A939 | ¥
Beresford, Diana Female |Year 7 TF 19/07 /2000 v v
Total 176| 158 160( 164| 158 98 103
< ¥

(1) Membership of NC Year cannat be remaved

@

TIP: To sort the student names in date of birth order, right-click the
DOB column heading then select Sort By from the pop-up menu.

Indicate which year the students with missing data are taught in by clicking
the appropriate cell in the grid.

Make any required changes for the other students listed.

Click the OK button then click the Save button to save the changes.

Q Completed

Checking Home Address Information

A student’s Current Home Address Details are collected in the School
Census Summer 2012 Return.

If a student has multiple current addresses, details of all current addresses
must be recorded in SIMS, as they are all collected in the return.

The full address is collected and therefore all the address details should be
entered in order to avoid validation errors. It is particularly important to
check that a House Name or House Number and a Post Code are
entered in the correct fields.
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A validation error is generated if a post code has not been entered or is in
an incorrect format (although it is understood that in some instances, such
as Traveller children, a post code is not available).

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

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

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

3 Addresses
Hiztary
Current Home Address Details (Mot validated]

0 Address | 16 Brickbermy Cloze ﬂgebie
L A Hampton Hargate - X
Peterborough

PET7 B4R
IUnited Kingdom

01/09/2004 (& ]

Continue |

Hasic

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

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

5. If you have edited the address, click the Save button.

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

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

Q Completed
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Checking Eligibility for Free School Meal

4.

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

Free school meal eligibility, indicated by the Start Date, is collected for the
School Census Summer 2012 Return. An End Date is not mandatory for the
return but can be useful if reports that list when eligibility expires are
produced.

For free school meal eligibility to be included in the School Census Summer
2012 Return, students must be eligible on Census day. Therefore, the
eligibility End Date must not be before the Census Date (17/05/2012).

The information recorded in the Meal Patterns panel is not required for the
return. However, it is good practice to record this information, as it may
need to be referred to. For example, it is perfectly acceptable for a student
to be eligible for free school meals but to bring sandwiches (PL (packed
lunch)) or to go home (HO (home)).

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

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

Click the Dietary hyperlink to display the Dietary panel.

6 Dietary
eal Patterns Start Date End Date kon Tue Wwed Thu Fri D Mew
09/02/2012
2110/2000 08022012 5M M SM SM M U=
5;2 Delete
Eligible for Free Meals Start Date End Date D MHew
0140942011
02/09/2010 29/07/2011 =
02/09/2009 23/07/2010 5% Delete
F5 Review Date l:l

A minimum of a Start Date must be displayed in the Eligible for Free
Meals panel.

If a new eligibility for free meals record is required, click the New button
adjacent to the Eligibility for Free Meals panel to display the Add Free
Meal Details dialog.

=

sM: Add Free Meal Details

Start D1 ate

End Date

-

EBX

[ &
[ &

[ (] 8 ][ Cancel ]
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5. Enter the Start Date (and End Date if known) for the free meal period as
supplied by your Local Authority.

6. Click the OK button to return to the Dietary panel, where the new record
is displayed.

7. Click the Save button to save any changes.

Ensure that this data is checked on a regular basis.

Q Completed

Checking First Language Information

The language code for each student is collected in the return and therefore
the language information entered in SIMS should be checked to ensure that
it is correct:

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

= If the child was exposed to more than one language (which may include
English) during early development, the language other than English
should be recorded, irrespective of the student’s proficiency in English.

1. Select Focus | Student | Student Details then select the required
student.

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

8 Ethnic/Cultural

Ethnicity |Wwihite - Englizsh “ | Ethnic Data Sowrce Provided by the parent

Home L anguage English w |  Beligion Na Religion v
First Language Enalish | English Additional Language MNa v
First Language Source v| Traveller Status | D
Azylum Status w | Speaks'Welsh Information Mot Dbtained vl
Mational | dertity English w

Mationality and Passport Mationality Paszport Mumber Pazzport Expiry date |__| Mew

Details

3. If your Local Authority has asked you to record specific first languages,
select the required language from the First Language drop-down list.

Q Completed
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Checking/Correcting Connexions Assent

Connexions is the Government's support service for all young people in
England aged 12 to 25. It provides integrated advice, guidance and access
to personal development opportunities. Before data can be shared with
Connexions, schools are required to send parents a Fair Processing Notice
(FPN), advising that data will be shared unless the parent withholds
permission.

The Connexions Assent field indicates whether parental consent to student
data being shared with Connexions has been obtained. This field should be
checked to ensure that the correct information is collected in the return.

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

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

Click the Additional Information hyperlink to display the Additional
Information panel.

9 Additional Information

Meals [ Free Meal ~ Recoupment Peterboraugh | [:]

] Home

S andwickes v Connexions degent Connexions degent Obtained L3

Modes of trawvel [ Boarder - not applicable - Foute b
Bus [tpe not known)
[ Car Share [with child/childien]

L& Provided Transport []

Service Children in Education v Source of Service Children in w
Education

Uriformm &llaware e []

Elinible for Free Sebaal [ cinnos Tt Dot L m

Indicate whether parents have given consent to student data being shared
with Connexions by selecting from the Connexions Assent drop-down list.
The following options are available:

= Unsought: School has not yet sent out Fair Processing Notices.
The number of students recorded as Unsought, e.g. new starters where
the school has not yet had time to write to the parent/guardian, should
be minimal.

= Connexions Assent Obtained: Permission has been given by the
parent/guardian to share information about the student with
Connexions.

= Connexions Assent Refused: Permission has been refused by the
parent/guardian to share information about the student with
Connexions.

= Sought no Reply: The school has sent out Fair Processing Notices, but
has not received a reply.

For information on how to check for any missing Connexions Assent data
and to complete fields in bulk, please see Updating Information Using Bulk
Update on page 23.

Q Completed
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Checking/Correcting In Care Details for Excluded
Students

In care details are collected for students who were subject to any exclusion
with a start date during the period 01/09/2011 — 31/12/2011 inclusive.

Any students in care (looked after children) should be recorded as such in
SIMS. A child is considered ‘In Care’ or ‘Looked After’ if he or she is in the
care of the Local Authority or is provided with accommodation for more than
24 hours by the authority. Please consult the person at school with the
designated authority for in care children, e.g. the SEN Co-ordinator, if you
are unsure.

Minimum details are required to set up an In Care record, i.e. the Care
Authority and a Start Date.

Adding a New In Care Record

1.

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

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

Click the Welfare hyperlink to display the Welfare panel.

10 Welfare

In Care Mot currently in Care

I Care Details Start D ate End Date Care Autharity PEP B (T

Start Date End Date | Authority

End Date | Dizability
Problems with Behaviour i to-one huiti...
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4. Click the New button adjacent to the In Care Details panel to display the
Add In Care Details dialog.

—

s#s Add In Care Details

Care Details
Care Autharity | |
Start Date | |[E End Date |[E
Personal Ed Plans
Start D ate End Date Motes @ MNew
Cpen
Defete
Plan Details
Contributar Mame e
Plary Contributors Deleta
| |

Attachment  Summary

5. Click the Care Authority browser button to display the Select Local
Authority dialog.

6. Search for the required Care Authority by entering all or part of the name
in the LA name field then click the Search button.

r

sius Select Local Authority
nter search crnitena ror Local Aut

B4 Search (= Print | |

LA name |b9d L& number |:| Fegion  |England

Mame LA number
Bedfordshire [Pre LGR 09) 820
B edfordshire [Pre Lar] a0z
Bedford B orough 822
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7. Double-click the Name of the required authority to return to the Add In
Care Details dialog.

8. Enter the Start Date (and End Date if known) for the in care period.

NOTE: If the student was imported via CTF, the in care details Start
Date defaults to the date the CTF was imported. If the actual in
care Start Date is different, it should be manually amended to the
correct date or date of admission. There is also an Effective Date
button so, for instance, if the file is imported on the 10" of the
month but the effective date is set to the 1%, the memberships will
start on the 1°%'.

Additional information can be recorded, if required, before clicking the OK
button to return to the Welfare panel.

10 Welfare

In Care

Iri Care Details

Currenthy in Care

Start D ate
09/08/2011

End Date

Care duthority
Bedfordzhire [Pre Lar]

PEF

|:| MHew

Open
57 Delete

9. The In Care status is displayed as Currently In Care and a summary is
displayed in the In Care Details section.

@ More Information:
Preparing Exclusions Information on page 51

Recording Leavers and Re-Admissions

U completed

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

re-admitted.

The accuracy of student numbers can be checked by running the Population
Analysis (Dated) predefined report. This report gives a breakdown of the

number of students (including figures by gender) for each registration group
in each year together with a grand total.
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Recording a Leaver
1. Select Routines | Student | Leavers to display the Find Student(s)

browser.

[ Find Student(s)

M Seach S @Heb 5% Close
Sumame [ ] Foerame [ ] Status O Rol v
VearGroup [<Any v Regfioup | <Ary> EffectiveDate | |
Hame YearBr. FeaGr. Adm Mo DatectAdmiss. Datecilea.  Feasonforlea.  Destination

Ensure that the Status of On Roll is selected.

Click the Search button to display a list of all on-roll students.

% Find Student(s]
B Search = Pt Select - @Help 5¢ Close
YearGroup |<Ary> v ReqGroup  |<Ary>  |w EffectiveDate [ |
Narme YestGr. | Pen G Admbn  DeteofAdmiss Deteoflss.  Fsssonforlss | Destinstion ~
Abbey, David 10 10F 003263 03/08/2007
Abbey. Jimmy H 2 0035 01/08/2009
Abbol, Berjamin 13 N 022 01/08/2004
Abbol, Claire E a ONEN  (2/08/2008
Akt Clarisss 5/
(Abbot, Harnah i/
ABbo, James @

Highlight the student(s) you wish to record as leavers, then click the
Select button. The selected student(s) are then displayed in the Students
panel.

Manage Student(s) Leaving Detals
1= Print @ Help

1 Leaving Information 2 Students

1Leaving

Date of Leaving Reason for leaving I § Hassign to Al

Destination after Leaving | | (@ Assion to Selected |
2 Studenis

Name Vear Gr Reg Gr A, Date of Admiss. Date of Leav. Reason for Leaving  Destination Remove

Abbot, Hannah 7 7B 0037ez  m1/08/20M0

5 Clear

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

This date of leaving should be the date that the student is actually leaving the
school (if they are not for transferring from Junior/Primary to Secondary
phase). Local Authorities normally specify the dates to be used for school
transfers so that they match. For example, some authorities prefer not have
any gaps between dates and may suggest a date of leaving (the old school) of
4 September and the date of admission (into the new school) of 5 September.
If you are in any doubt, please contact your Local Authority for advice.
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It is recommended that Year 11 students are not given a Date of
Leaving until it is confirmed that they will actually be leaving the
school at the end of the Summer term and are not returning to
Year 12.

For students that stay on for Year 12, without a gap in learning from
Year 11, the DfE expects their Date of Admission to be the same as
it was when the student was in Year 11. It is also expected that no
date of leaving was recorded for the end of Year 11.

1 Leaving Information
Date of Leaving 212072010 Reason for leaving Jurior/Primary b 5 econdary P« EE Agzign to Al

Destination after Leaving | | ’@ Agsign to Selected ]

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

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

= if the information applies to all the students in the list, click the Assign
to All button.

7. Optionally, enter the Destination after Leaving if known, then either:

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

= if the information applies to all the students in the list, click the Assign
to All button.

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

9. To clear the contents of the Date of Leaving, Reason for leaving and
Destination after Leaving fields, highlight the required student(s) then
click the Clear button. Re-enter the information as required.

10. Click the Save button.

Q Completed
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Re-Admitting a Student

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

NOTE: Do not simply remove the date of leaving, as this will not show a
period of absence from the school.

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

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

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

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

4. Highlight the required student then click the Open button. The following
warning message is displayed:

The selected student is a leaver. Do you want to re-admit the
student?

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

page.

6. Complete the mandatory fields (Date of birth, Gender, Year Group,
Enrolment Status, Year Taught In and Admission Date) and check
any other details that may have changed since they were last on-roll, such
as their address. Ensure that the UPN is recovered or a new UPN
generated, if it did not previously exist.

N

Click the Save button to re-admit the student.

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

U completed

Checking/Correcting Special Educational Needs (SEN)
Information
The SEN Status (known by the DfE as SEN Provision) is recorded for this return:
= N - No Special Educational Need
= A - School/Early Years Action
= P - School/Early Years Action+

= S - Statement.
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1. Select Focus | Student | Special Educational Needs to display the Find
SEN Student browser.

2. Select the required SEN Status from the drop-down list then click the
Search button to display a list of students who match the criteria.

B4 Seach ~ £ Open &= Pint IQNexl Frevious | [ view = 4] Links = @Help 9% Clase
Sumame | | Forename [ | Status Curnent -
Tier ErE “Vear Group RegGroup [chns s | House [<Anp v
SEN Status |P - SehoolEarlyrasrs & [ |
Name | YeafGoup  Feg Group | House Gender | SEN Status ~
Andersan, Dylan 11 110 Curie Mals P - Sohool/E ary Years Acti
Andersan, Jaceh H 4 Flemming  Male F - School/E arly Years Aeti.. 4
Archer, Glenda 8 ac Female P -School/Ealy Years Acti.. P
Arkan, Baks 13 1 Newlon  Female P -Sohool/Ea Years Act | |
Barclay-Daavies, Edie 12 1 Curie Female P -School/Eary Years Act
Bennett, Jil 11 11F Hanke Female P -School/Eay Years Act
Borgla. Mattea 7 T Male F - School/Early Years Acti..
Clayion, Fiosy 10 108 Female P -School/Ealy Years Acti.. v

Double-click the required student to display the Student SEN details page.

Check the details displayed in the Basic SEN Details panel, ensuring that

the Status is correct. Select the correct Status from the drop-down list, if
required.

NOTE: N - No Special Educational Need should only be used if a
SEN Status was previously assigned but A, P and S are not
currently relevant.

3 Basic SEN Detsils
Shatusz |-5. - School/E arly Years Action. w | Stat Date |11/10/2010 @ E Statuz Histary ]

Nasds Ran... Meed Type D eseription B Mew
1 Behaviour, Emotional and Social Dif...  Started behaving badly during the summe.... X
Speech, Language or Communicati... Az [talian iz the main language at home, p...

Attachment | Summary Type Owner

Mate from Mother. General Document Blacker Adrian
|IEP February SEM Document Blacker Adrian

Mote regarding unesplained a...  SEM Document Blacker Adrian
i

NOTE: At least one SEN need, e.g. Visual Impairment, must be
recorded for all students with a SEN Status of P - School/Early
Years Action+ or S - Statement.

5. Optionally, complete any other information as required then click the Save
button to save any changes.

Q Completed
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Preparing Exclusions Information

Exclusions information is required for students who were subject to any
exclusion with a start date during the period 01/09/2011 to 31/12/2011
inclusive. Exclusions should not be counted if the Head Teacher withdrew
them, or if the student was reinstated by the Discipline Committee or an
independent Appeal Panel.

04

NOTE: To ensure that overturned exclusions are not included in the
School Census, it is important that the Discipline Committee and
Exclusion Appeal results are recorded in the Appeal Details panel (via
Focus | Student | Exclusions).

The following data items are required for the School Census:

= Exclusion Type (i.e. category, e.g. fixed period, lunchtime or
permanent)

= Exclusion Reason (select one description to provide the main reason)
=  Exclusion Start Date

= Length School Days (actual number of sessions excluded from school)
— required for fixed period and lunchtime exclusions.

NOTE: The Start Date, End Date (if known) and LA Details must be
entered for any type of exclusion recorded for any students in care.

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

= In Care indicator (if applicable)

= SEN Status (if applicable — note that Never Assigned is not an
acceptable value for excluded students)

= Ethnicity

= Ethnic Source

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

For more information on exclusions, please refer to the following area of the

DfE website:

http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion
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Recording an Exclusion

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

Student browser.

M FindExclusions Student

H Search - [T view = @He\p %E\use
Tier k:lm» v: “Year Group (Any). v Class -<Any; + | House ‘zAr;y)
MName “Year Group Class Houze Gender Admizsion Nurmber

2. Search for, then double-click the required student to display the Exclusion

Details page.

Exclusion Details : David Abbep
(= Print

£l Links - @)

Exclusions

Academic ‘Year Tem

StatDate | EndDate Length  Exclusion Type

Exclusion Reason

[ New

3. Click the New button adjacent to the Exclusions panel to display the Add

Exclusion dialog.

-
s Add Exclusion

Exclusion Details
Type
Start D ate

Start Timne

Part Time Exclusion O

I =3

v Reazon
End Date

w Length School Days

[ &)

AEE)

Calculate

Comments

Agency Involved |

Academic Y'ear |

| Tem

Discipline Commitiee
Committee D1 ate

Committee Result

Parents Representation  []

Appeal Details
Appeal Received O

Appeal Date

Fesult [ate

Notes/Documents

[ ]
[ ]

[ &)

v Reinstatement Date

Appeal Result

Reinstatement [ ate

[ 1

[ ]

Attachment  Summary

Type Owrier

Last Modified

D Mew

(] 8 ] [ Cancel
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Select the exclusion Type and the Reason for the exclusion from the

respective drop-down lists.

Enter the exclusion Start Date and End Date. Alternatively, click the

appropriate Calendar button then select the required date.

Select a Start Time from the drop-down list, i.e. AM or PM.

Click the Calculate button to populate the Length School Days field

automatically.

=

sMs Add Exclusion

Exclusion Details
Type Fixed Tem w Fieazon “erbal abuzesthreatening behay
Start Date 08/02/2012 End Diate 10/02/2012
Start Time Phd w Length School Days 250 Calculate
Part Time Exclusion O
Comments Ongoing disrezpect for ather member of the class.
Agency Ihvaolved | |
Academic r'ear |Academic Year 2011/2012 | Term Spring Tem |
Discipline Committee
Cecareitbac O ot I | =

8. Click the OK button to save the exclusion and return to the Exclusion
Details page, where a summary of the new exclusion is displayed.

Exclusions

Academic Tear Term Start Date End Date Length E rclusion Type Exclusion Reason D Mew
Academic rear 2011/2012 Spring Tem os/02/2012 1040272012 25 Fized Term Werbal abuse/thieatening behaviour a. Open
% Delete
Total in Academic Year 201172012 0 dayls]

9. Click the Save button to save the exclusion.

More Information:

Checking/Correcting In Care Details for Excluded Students on page 44

U completed
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Preparing Attendance Information

Termly attendance data (including attendance codes and the number of
sessions missed) should be provided for non-boarder students aged 5 to 15
inclusive on 31/08/2011 who were on-roll for at least one session during the
period from 01/01/2012 to 08/04/2012 inclusive.

The attendance data collected in the School Census return includes:
= Attendance Codes
= Number of Sessions Missed

If you use SIMS Attendance/Lesson Monitor, attendance data is entered
directly into the return, providing that there are no missing marks.

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

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

= Possible Sessions
= Sessions Missed due to Authorised Absence
= Sessions Missed due to Unauthorised Absence

For more information about completing the School Census Summer 2012
Return, please refer to the Producing the School Census Summer 2012
Return handbook.

For information and advice about school attendance, please refer to the
following area of the DfE website:

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

U completed

Checking/Updating Hours for Nursery Children

Applicable to schools that have 2, 3 or 4 year olds pupils only

Hours at Setting reflects the number of hours that the child attends the
setting during census week.

Funded Hours signifies the level of free entitlement of education attracted
by the child in that setting. This data is used to determine the Dedicated
Schools Grant allocation which the DfE use to fund local authorities for the
provision of education.

All schools (with the exception of City Technology Colleges and non-
maintained Special schools) are required to submit the Funded Hours as a
separate data item, while still providing Hours at Setting.
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For the School Census Summer 2012 Return, a pupil’s age is determined by
their age at 31/08/2011 and also pupils age 2 on 31/12/2011 with SEN.

If applicable to your school, check the Hours at Setting and Funded Hours
via Tools | Statutory Return Tools | Update Hours for 2 (or 3 or 4)
year olds.

For more information, please refer to the Primary version of this guide,
which is available on our SupportNet website (http://support.capitaes.co.uk)
by entering CENSUS12 in the Site Search field on the SupportNet Home
page, then clicking the Go button.

Q Completed

Deleting Unwanted Student Records

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

IMPORTANT NOTE: A student should be deleted only if they have
been entered in error. The deletion is irreversible.

Q Completed
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OF |what next?

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

The SIMS Spring 2012 Release must be installed before completing School
Census Summer 2012 Return. However, it is advisable to check that no later
version of SIMS is available, then upgrade to the current release of SIMS, if
necessary.

You should now be ready to produce the final School Census Summer 2012
Return. For specific instructions, please refer to the Producing the School
Census Summer 2012 Return (English Secondary and Middle deemed
Secondary) handbook.

Where Can I Get More Information?

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

= Producing the School Census Summer 2012 Return (English
Secondary/Middle deemed Secondary Schools) handbook

= School Census 2012 Errors and Resolutions document

These documents, together with any other useful information, e.g. news
items, are available on our SupportNet website
(http://support.capitaes.co.uk). To locate the documents, enter CENSUS12
in the Site Search field on the SupportNet Home page, then click the Go
button. A list of all available supporting information will be displayed, from
which the required resources can be selected. Please check SupportNet on a
regular basis as documents will be posted as soon as they become available.

A wide range of documentation, including handbooks, mini guides, quick
reference sheets, etc. can be accessed via the Documentation Centre by
clicking the Documentation button located on the SIMS Home Page. Once
open, click the required category button, then select the required document.

References to any other documents mentioned in this handbook can be
accessed via the Documentation Centre unless otherwise specified.

=  There is also a comprehensive online help system available within SIMS,
accessed by clicking the applicable Help button or by pressing F1 from
within the software.
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= The Service Desk provides a dedicated website that lists all the available
documentation, together with all related solutions and any other useful
resources. The website can be accessed at the following address:

http://support.capitaes.co.uk/hottopics

Once open, select the required topic from the list, e.g. School Census —
Summer 2012.

= The DfE website also contains preparation and guidance documentation
and can be found at the following address:

http://www.education.gov.uk/schools/adminandfinance/schooladmin/a0076
969/school-census-2012
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