School Census Autumn 2017 Preparation Guide 

For the attention of the School Census Co-ordinator
PURPOSE
The purpose of this guide is to assist schools in preparing for the School Census Autumn 2017 collection and to provide advice on how to produce the statutory return. 

KEY DATES
	Thursday 5th October 2017
	School Census Day Autumn 2017 

	Tuesday 10th October 2017
	Local Authority deadline for Waltham Forest maintained schools to upload School Census files via the Department for Education (DfE’s) Secure Access Portal at https://sa.education.gov.uk) 




PREPARATION
It is advisable that you carry out a dry run to determine what information needs to be updated.

If data has been regularly and accurately maintained, many of the activities suggested are unnecessary. However, it is advisable to check to ensure that the information is up-to-date.  Remember, if you are adding information such as language after census date, remember to backdate the start date to at least the day of census otherwise it won’t be picked up on your census return.
The preparation checklist provided separately has been produced to help you to identify the most common tasks that need to be carried out before running the School Census Autumn 2017 return. 

The management information system (MIS) tasks relate to school users using Capita SIMS.net. Other MIS school users will need to contact their MIS Support Provider for equivalent details.

DATA COLLECTED
Data is collected in the Autumn School Census for:

· all pupils on the register on census day, Thursday 05/10/2017;

· any additional pupils who attended school for at least one session summer 2017 term;

· any additional students subject to any type of exclusion in the 2017 spring term.
· Any additional pupils who attended the school in the previous academic year (2016- 17) for which learning aims are submitted.

EXISTING DATA ITEMS

	TOPIC
	Coverage 
	Report Criteria
	Period

	Exclusion
	On-roll students and leavers
	Exclusions with start dates between 1 January 2017 and 16 April 2017 (Easter Sunday)
	01/01/2017 and 16/04/2017

	Attendance
	On-roll students and leavers
	Attendance collection periods 17/04/2017 to 28/05/2017; and 
second half of summer term 29/05/2017 to 31/07/2017
	17/04/2017 to 31/07/2017

	FSM Eligibility
	On-roll students
	Eligible for free school meals since summer 2017 School Census and up to census day.
	19/05/2017 to 05/10/2017(inclusive)

	SEN
	On-roll students and leavers
	Students with SEN Provision/Status = S (Statement), E (Education), Health and Care Plan, K (SEN Support)
	Census day 19/01/2017

	Address
	Students on-roll on census day
	Either BS7666 address format, (SAON, PAON, post town.) or address line 1-5. 

Postcode is mandatory
	Census day 05/10/2017

	Post-16 learning aims
	Year 12 or above 
between 01/08/2017 and 05/10/2017
	Current  academic year Learning aims for students on roll at any point between 1 August 2017 and census day
Previous academic year (2016/17).  The learning aims for or student on-roll any time between 01/08/2016 and 31/07/2017. 
	01/08/2017 and 05/10/2017 
01/08/2016 and 31/07/2017 




EXCLUSIONS

Please check carefully any PERMANENT exclusion(s) held in your MIS before submitting your census return. The Council’s Education Performance & Information Team will be contacting any schools reporting permanent exclusions for the Summer Term 2017 to confirm that they have not been withdrawn.



Use of the AUTUMN census for funding purposes

Data submitted on your autumn 2017 school census return is used by Government to calculate the school block element of dedicated school grant (DSG).  Therefore, it is important that your forthcoming school census return is accurate because inaccuracies could adversely affect the amount of money the school receives.  The Education Performance & Information Team has provided a list of data items which feature in the autumn or spring census that have been identified as contributing to calculating funding please pay extra attention to ensure that these items are completed accurately. 
The other two main funding blocks for DSG: early years and high need element do not draw on the data submitted by schools in the autumn census.  The early years block still being funded via the January (spring) census collections and the performance tables based on the January return will continue to be used as the pupil count for the pupil premium. 

Changes from 2016 to 2017 school census specifications
New Data Items
(a) Extended childcare hours 

For three and four-year-old pupils with working parents, this new field records the take-up of the additional 15 hours of childcare.

(b) 30 hour code indicator 

The 30 hour code indicator confirms eligibility of working parents to access the additional 15 hours extended child care.

(c) Disability access fund indicator 

For three and four year old pupils (not in Reception), this new field records whether a child is in receipt of disability living allowance.

(d) Establishment unique reference number (URN)
This new data item records the establishment unique reference number as held on the department’s EduBase system.

(e) 2-year-old basis for funding
This new data item records the basis on which a 2-year-old has been funded.
Existing data items

1 Pupil level collection

· The proficiency in English indicator has been amended to only be collected in spring.
· SEN unit indicator and resourced provision indicator have been amended to be collected each term. 

2. General amendment

To add clarity regarding the nature of provision, the school phase marker for pupil referral units [PRU] has been amended to clearly indicate that this school phase marker includes alternative provision (AP) academies and AP free schools and so is changed to: [PRU / AP].

3. Change to decimal places

Funded hours and hours at setting have changed from recording hours to one decimal place to recording hours to two decimal places. 

Steps to Producing the School Census Return

The process of producing the School Census can be separated into a number of steps, some of which might need to be repeated in order to eliminate validation errors and queries.
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CREATING THE SCHOOL CENSUS AUTUMN 2017 RETURN

A return must first be created, then validated and authorised before it can be uploaded to the DfE COLLECT data collection website. 
Once the return is validated it creates an unauthorised return file, which is then run against a set of DfE rules. Once the validation is complete, a list of errors and queries is displayed.

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

2. Select an existing School Census Folder or enter a new location in which the School Census files will be stored.  If you are producing a dry run, you may wish to make this a temporary folder.

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

Consider which users have access to the chosen folder, especially if the folder is shared on a server. The DfE recommends ISO27001 as the standard for information security 
(http://www.itgovernance.co.uk/iso27001.aspx). If you are in any doubt, you should consult with your IT Security Officer before proceeding. 
Also please note from 25th May 2018, the data protection Act will be replaced by the General Data Protection Regulations (GDPR) and it is important that schools and local authorities start planning their approach to GDPR compliance as early as possible in advance of that date.


3. Click the New button to display the Census Return Details page.
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4. By default, the return Description is displayed as School Census Autumn 2017. Edit the Description to any name that will clearly distinguish this dry run from the actual return, which will be generated later, e.g. Autumn17Test.

5. Depending on their local arrangements and software systems, schools may need to manually complete some modules such as exclusions and attendance.
6. In the Census Details panel, click the Calculate All Details button to extract the required information from the SIMS database and display the results in the various panels of the Census Return Details page.

Clicking the Calculate All Details button extracts the required information from SIMS and displays the results in the applicable panels of the Census Return Details page. Any details that are calculated automatically should be checked and edited, if required.
7. Click the Create & Validate button to start the validation process. This may take some time. Any missing or invalid data is listed in the Validation Errors Summary panel, located at the bottom of the Census Return Details page.

8. Resolve any validation errors/queries and then create and validate the return again. Continue to resolve the validation failures then repeat the Create and Validate routine until you are satisfied that the content of the return is correct. The detail reports and Summary report can be generated to assess the accuracy and completeness of the return. 

9. Provide the Head Teacher with the latest copy of the Summary report to enable them to check that all information is correct before they give approval for authorisation of the return. The Summary report can be used in conjunction with the detail reports. 



AUTHORISING YOUR SCHOOL'S CENSUS RETURN

A return must be authorised before it can be uploaded to the DfE COLLECT data collection website or submitted via anycomms. (https://www.wfresearch.org.uk/Login.aspx).
It is not possible to edit details after the return is authorised, so before your return is uploaded please ensure  that all the information displayed on the Census Return Details page is correct and does not require further editing.
1. Click the Authorise button.

If missing marks exist, the following message is displayed
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2. Click the Yes button to continue with the authorisation process or the No button if you want to return to SIMS where the missing marks can be entered.  If you choose to continue, a message reminds you that the return cannot be edited once it is authorised.
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3. Click the Yes button to continue or the No button to return to SIMS where edits can be made to the data before authorising.

If you choose to continue, the Head teacher authorisation dialog is displayed.
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4. Enter any additional text to be displayed on the authorisation report, if required.
5. Select the confirmation check box to confirm that the Head Teacher is satisfied that the Summary and/or detail reports have been checked and that the return file is ready for upload to your LA/DfE.

When the confirmation check box is selected, the Continue button is activated enabling you to complete the authorisation process.

6. Click the Continue button to authorise the return. 

· The Summary report, Authorisation report and Validation Errors Summary report are generated automatically and displayed in your web browser, from where they can be printed, if required.

· The return file extension changes automatically from UNA (unauthorised) to XML (authorised).

· All details, i.e. the reports and the XML file, are saved in the Census Folder, which was specified previously in the Census Return for<season> <year> Term browser.

· All reports can be viewed via Tools | Statutory Return Tools |Retrieve Authorised Census Return Files. This routine also provides the opportunity to download the files to a different folder.
IMPORTANT NOTE: Ensure that authorised personnel only have access to the download folder because the retrieved files contain sensitive information.
When a return has been authorised, it is no longer possible to edit the details displayed on the Census Return Details page. If you authorise a return and subsequently need to make amendments, you should either make a copy of the return and work on the copy, or create a new return.



SUBMITTING YOUR SCHOOL'S CENSUS RETURN

A return must be authorised before it can be uploaded to the DfE COLLECT data collection website or submitted to via anycomms. 
The authorised return file is located in the folder previously specified in the return browser. 


When the return has been completed and the Summary report has been signed by the Head Teacher; the .XML file should be uploaded to the DfE COLLECT data collection website via the DfE Secure Access Portal (https://sa.education.gov.uk) by the end of Tuesday 10th October 2017. 
DfE guidance and troubleshooting information in relation to using the Secure Access Portal can be found at https://sa.education.gov.uk/ui/help 


FURTHER INFORMATION
Further information can be found at:

	DfE GOV.UK website

DfE videos
	https://www.gov.uk/guidance/school-census 
https://registration.livegroup.co.uk/efa/ContentTabs/Category.aspx?ctid=242&cat=1593

	Capita SIMS
	Guides to assist in the preparation and production of the census return can be found in the Returns Manager section of the SIMS Documentation Centre, accessed by clicking the Documentation button on the SIMS home page.
Please note that you need to have upgraded to the SIMS 2017 Summer Release (7.176) or later in order to be able to run this return.

Please contact your SIMS support provider about any technical/MIS issues relating to running the census.
Further information can be found at: http://www.capitaess.co.uk/home/index.asp 




WHO TO CONTACT
	Contact
	Support area

	Jane Xavier-Small 
Data Analyst, Corporate Insight and Performance
Telephone: 020 8496 3925 
E-mail: Jane.Xavier-Small@walthamforest.gov.uk
	School Census data collection and return queries

	Department for Education (DfE)
SA service request.
	Secure Access service request form

	Anycomms secure transfer https://www.wfresearch.org.uk/Login.aspx

	Alternatively, if you experience problems with the DfE COLLECT portal you can upload your Autumn 

Census via anycomms


IMPORTANT NOTE: An authorised file cannot be edited. If you need to make changes to an authorised file, you must make a copy of the original file, rename it and work on the copy.
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