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  I Introduction 

 

 
This chapter contains: 

 

Introduction ................................................................................................................................................................................ 1 
Course Objectives ...................................................................................................................................................................... 2 
Overview .................................................................................................................................................................................... 2 
Course Requirements ................................................................................................................................................................. 2 
Panels Available in Each Census Return .................................................................................................................................... 3 

Introduction 

School Census is a data collection exercise which provides the Central Government with 
data from the schools’ management information systems (MIS). The data collected is 
determined by government requirements, but may also be used by local authorities (LA). 

The specification of the School Census moved from a calendar year basis (spring, summer 
and autumn) to an academic year basis (autumn, spring and summer) from January 2014 
and the date for each collection is set each year. 

Snapshot data is collected for the relevant date as well as historical data for preceding 
periods. Different ranges of data are collected in each of the three censuses, but the 
procedure is broadly the same. A wider range of data is collected in the spring census.  

This document describes the process and this chapter indicates the variation between each 
collection. 

SIMS incorporates any changes to data collection requirements specified by the government. 
These are introduced within the appropriate software release. The autumn main release of a 
calendar year introduces the new year’s census programme, beginning with the spring 
census. The spring main release will introduce the summer census followed by the summer 
release introducing the autumn census. 

School Census is accessed from the Routines | Statutory Returns menu. 

Chapter 8 details the data collected in each return and the SIMS fields which feed this data. 
Data for individual pupils (pupil level data) is gathered as well as summary data. A summary 
of the census is produced with the return and this can be viewed together with detailed 
reports for different areas of data. Data is arranged in panels and the different returns contain 
different panels. 

This training course and document is designed to help you through the processes required to 
complete your 2017/18 - autumn, spring and summer census return using SIMS.  

DfE Guidance notes can be downloaded from: 

https://www.gov.uk/government/publications/school-census-2017-to-2018-guide-for-schools-
and-las 
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Course Objectives 

By the end of the course you will be able to: 

 start a census return 

 create and validate a return 

 correct any validation errors by editing individual student records or by using bulk update 

 authorise a return 

 print detailed reports  

 print a summary of the census. 

Overview 

This course covers preliminary preparation for the school census return, the procedure for 
creating a return and how to correct any outstanding validation errors.  

This course does not cover preparation for Post-16 learning aims as this is covered in the 
Course Manager with Post-16 Learning Aims course.  

Course Requirements 

This course is aimed at school staff with responsibility for preparing the statutory census 
return. 

You should have a working knowledge of SIMS. 

Changes to the School Census 2017/18 Return for Secondary Schools  

New items 

Establishment Unique Reference Number 

Focus | School | School Details 

The school’s Unique Reference Number (URN) is collected for the first time in the autumn 
return. This is collected directly from Edubase. 

Disability Access Fund 

Tools | Statutory Return Tools | Update Early Years 

This new option provides the ability to record whether three- and four-year-old pupils (not in 
Reception) are in receipt of the Disability Access Fund. 

 

Extended Funded Hours  

Tools | Statutory Return Tools | Update Early Years 

This new option provides the ability to record the number of Extended Funded Hours that are 
in addition to the initial funded hours that the child receives. This is available for three and 
four year olds (not in Reception) with working parents. 

30 Hour Code  

Tools | Statutory Return Tools | Update Early Years 

This new option provides the ability to record the 11 digit 30 Hour Code for three and four-
year-old pupils. This code confirms the eligibility of working parents to access the additional 
15 hours of extended childcare. 

 

Hours and Minutes Format 

Tools | Statutory Return Tools | Update Early Years 
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Values for Funded Hours, Hours at Setting and Extended Funded Hours can now be 
entered in hours and minutes using two decimal places, e.g. 1 hour 15 minutes should be 
entered as 1.25 and 3 hours 40 minutes should be entered as 3.67. 

2-year old basis for funding (Spring return only) 

This new data item records the basis on which 2 year olds have been funded whilst taking up 
a place in the school. This data item is not required for 3 and 4-year-olds. 2-year-old children 
may meet more than one criterion in the table shown below and each relevant criterion is 
returned in the census. 

Code Description 

ECO  Economic criteria  

HSD  High-level SEN or disability  

LAA  Looked after or adopted from care  

Changes to Existing Data Items 

Special Educational Needs 

The following new items are collected for all three School Census Returns, previously only 
collected in the spring census return and displayed in the SEN Detail report: 

 Member of SEN unit (sometimes called special class) indicator 

 Member of resourced provision indicator. 

Proficiency in English  

This is collected only where the pupil’s language code indicates that the pupil’s first language 
is not English. This is now only to be collected in the spring census return. 

Panels Available in Each Census Return  

The following panels address the data collected in each section. 

Autumn Return The Spring Return  The Summer Return 

Census details 
Census details  

Selected Period on Census Day 
Census details 

School information School information School information 

Top-up Funding 

 

Adopted from Care 

Top-up Funding 

 

Adopted from Care 

Top-up Funding 

 

Adopted from Care 

Attendance Classes Attendance 

Learning Aims Student reconciliation  

 Attendance  

 General  

 Admission appeals  

If the school is an all-through primary and secondary school then additional panels relating to 
class type, school dinners taken and hours at setting are also present. 
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01  Access Rights and Checks (All 
Returns) 

 

 
This chapter contains: 

 Chapter Introduction ................................................................................................................................................................... 5 
Step by Step – Assigning Access Rights .................................................................................................................................... 5 
Step by Step – Reviewing School Details ................................................................................................................................... 7 

Chapter Introduction 

To carry out a school census return you need to have been made a member of the returns 
manager group in the System Manager module. This process assumes that you have access 
to the System Manager module.  

Step by Step – Assigning Access Rights 

1. Select Focus | System Manager | Manage Users. 

 

2. Search for the appropriate user and double-click their name to display their details. 

3. From the User Details screen click Add in panel 3: Groups to view and assign all 
relevant permission groups: 

 



Training Booklet - School Census – Secondary - Version 
18.0  SCEN-05-05S 

Access Rights and Checks (All Returns)  6 

4. Highlight the Returns Manager group and click OK. 

 

5. Click Save to save the User Details screen and then click Close. 

It will be necessary to restart SIMS for the change to take effect. 

Checking the School Details Section – Applies to All Returns 

The School Details section is accessed by selecting Focus | School | School Details. 

 

There are several pieces of information which should always be present in this area for 
School Census to be successful. They can be entered here, or they can be completed at the 
time of creating the return. 
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If the URN number has changed please also complete the Previous URN Number and Date 
Number Changed. 

Ensure the following are completed: 

 School Name, LA, Establishment Number and URN (Unique Reference Number) 

 School Phase, School Type, School Governance and Intake Type 

 Curriculum Years, Student Genders, Gender on Entry to School and Gender on Entry to 
Sixth Form 

 School Email and Telephone Number 

 School Specialism (up to two specialisms can be added). 

New data item - Ensure that the establishment's six digit Unique Reference Number (URN) 
is entered. The number is available via the EduBase website. 
(http://www.education.gov.uk/edubase/home.xhtml) 

The extended services section enables the recording of any additional activities that a school 
is offering. One or more checks can be placed in the relevant boxes. 

NOTE: The school address and URN are not included in the school census from 
panel 2 on this screen. It is, however, good practice to ensure that these details 
are correct and amend if necessary. 

Information for Academies 

Select Academies from the School Type and School Governance drop-down lists. 
Academies should ensure that the Previous School Name and the Date Name Changed are 
entered. If the name did not change when the school converted to academy status enter the 
school’s current name in the Previous Name field. 

If the establishment number has changed you should also complete the Previous Estab 
Number and Date Number Changed. 

Step by Step – Reviewing School Details 

1. For School Type check Comprehensive all-through 11-18 from the drop-down list. 
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2. For School Governance check Community is selected (or appropriate to the school) 
from the drop-down list. 

 

3. For Intake Type select Comprehensive from the drop-down list. 

4. New data item - Ensure that the establishment's six digit Unique Reference Number 
(URN) is entered.  

5. Click Save at regular intervals. 

6. Close the School Details screen. 

NOTE: If Save has not been used a warning message is displayed prompting you 
to save the details added. 

Checking the latest Fileset is in place 

The Validation Errors Summary and the Summary report within the School Census are 
derived from files supplied by the Statutory Body. SIMS also provides detailed reports to 
enable you to check the data used to generate the return. These report files are initially 
installed automatically during the SIMS release upgrade. 

Occasionally additions or corrections are made to these files after a SIMS release that 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.  

The report files are not always updated between releases. Therefore it is not always 
necessary to use the Import Fileset routine. A news feed will be posted on My Account if 
updated files are available for import. 

To check which version of the fileset is currently in use select Routines | Statutory Returns 
| School Census to display the Census Return browser. The Validation Fileset ID is 
displayed in the header of the browser. 
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02  Starting the School Census (All 
Returns) 

 

 
This chapter contains: 

 
Chapter Introduction ................................................................................................................................................................... 9 
Step by Step – Creating an Export Location ............................................................................................................................... 9 
Step by Step – Setting the School Census Folder .................................................................................................................... 10 
Step by Step – Starting a New Return ...................................................................................................................................... 11 

Chapter Introduction 

Most of the data collected in the School Census is data which a well-managed school would 
be expected to use for its own purposes. The majority of data items should therefore be kept 
up-to-date within SIMS on an event-driven basis. 

To start the return an export location should be set up where SIMS will place the validated 
and authorised file. It is likely that a folder has been used in the past and is already present 
on the school system. This folder can be used or a new folder can be created. 

For this exercise a new folder will be created in the SIMS folder called Census Returns. 

Step by Step – Creating an Export Location  

1. Select Routines | Statutory Returns | School Census to display the School Census 
Returns browser. 

 

The following message is displayed. 

 

2. Select the relevant term for example spring and click Search. 

A list of any existing returns will be displayed. The term seen in the Term field will depend on 
the time of year when the return is being run. The Browse list will remain empty if a census 
return has not been previously created and saved. The fields at the top of the Browse 
window for Term and School Census Folder enable the return to be created and stored in 
the appropriate folder. 

Initially the school census folder may be set to the one used for previous school census 
returns. If the folder has been removed or is incorrect the Census Folder field will be red 
and an error message will be displayed in the bottom left-hand corner of the screen.  

There is also an option to add a security message, which will be added to hardcopy printouts 
of the detailed census reports; this message can be customised to the school's requirements. 
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Step by Step – Setting the School Census Folder 

1. Click School Census Folder to display a Browse for Folder dialog. From this dialogue 
box a current folder may be selected or a new one created. 

 

2. Navigate to the required drive by clicking the + expansion button within the required 
location and either create a new folder or click the required folder. For this exercise click 
the + by My Computer. 

3. Expand Local Disk (C:). 

4. Click the SIMS folder. 

5. Click Make New Folder and name this Census Returns.  

6. Click OK. 
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A message is displayed asking for confirmation of change, ensuring that authorised 
personnel only have access to this folder.  

7. Click Yes. 

 

The selected folder will appear in the School Census Folder field. 

Step by Step – Starting a New Return 

1. Ensure that the Term field has the correct term entered, for example Autumn 2017, 
Spring 2018 or Summer 2018. 

2. Click New. 

Once a School Census return has been started it can be saved and returned to or copied at 
any point. The School Census return routines can be used outside the normal returns 
process for internal requirements. 

The Census Return details – Autumn 2017, Spring 2018 or Summer 2018: New Return 
screen is displayed. 

NOTE: The buttons across the top, Create & Validate, Summary and Authorise, 
are used when the return is approaching completion. 

There is also a Detail Report button which enables different detail reports to be run 
when the return is completed. The census being run will determine which reports 
are available from the following list: On roll Basic Details Report, Leavers Basic 
Details Report, Exclusions Report, Attendance Report, Absentees Report, SEN 
Report, Address Details Report, Free School Meal Eligibility Report, Learner 
Support Report, On Roll Learning Aims Report, Leavers Learning Aims Report, 
Learning Aims by Status Report, Programmes of Study Report, Top-up Funding 
Report, Post Looked After Arrangements Report, Class Report and General 
Report. The Save and Undo buttons can be used at any point during the 
preparation of the return. 

There is a number of panels which present census information. These panels can be 
accessed by scrolling down the screen or by using the hyperlinks across the top of the 
screen. 

The data within each panel will be addressed in sequence. Any panel can be accessed and 
worked on in any order. 
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03  School Census Details (All 
Returns) 

 

 
This chapter contains: 

 Chapter Introduction ................................................................................................................................................................. 13 
Step by Step – Calculating Details Autumn Return (Schools with Post-16 students only) ......................................................... 15 
Activity – Setting the School Census Details for Spring Return Only ......................................................................................... 16 

Chapter Introduction 

The Census Details panel displays the settings for the relevant census. The information 
which appears here has been set by the Department for Education (DfE) specification for the 
relevant census although you may be able to edit some data. 

 

In the 2017 -18 year the autumn term school census return will be based on 5th October 
2017, the spring 2018 return will be based on 18th January 2018 and the summer term 
census will be based on 17th May 2018. 

The census date will be specified with the correct date depending on which return is being 
run. The graphic above displays data and dates collected in the autumn 2017 return. 

Attendance data is collected for the previous term, i.e. for the autumn census attendance 
data is collected from 17/04/17 to 31/07/17. The spring return collects attendance data from 
01/08/17 to 31/12/17. The summer return collects attendance data from 01/01/18 to 01/04/17 
(Easter Sunday). 

The Exclusion collection from and Exclusion collected to dates are read-only and should 
reflect the date range of the exclusions. The autumn return collected exclusions data from 
01/01/17 to 16/04/17. The spring return collected exclusions data from 17/04/17 to 31/08/17. 
The summer return collects exclusions data from 01/09/17 and 31/12/17. 

The FSM (Free School Meal) collection is from the day after the previous census to census 
day in autumn (19/05/17 to 05/10/17), the spring return collects FSM data from the previous 
census return to census day in spring (06/10/17 to 18/01/18). The summer return collects 
FSM data between 19/01/18 to 17/05/18.  

Learner Support is collected in the spring and summer term census returns only. Both 
returns will pick up any bursary awarded since the start of the autumn term 2017. 

It is advisable to make frequent use of the Save button when changes have been made to 
the data. 
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Spring Census Only 

Selected Period on Census Day  

 

Ensure that the YTI (Year Taught In) when timetabled classes begin is set to the correct 
Year. If not, choose it from the drop-down list. 

The selected Period Name has been set to blank initially. It is the designated period for class 
data to be collected, this will need to be amended to reflect the one allocated to the school. 

This is based on the school’s DfE number as shown in the following table. 

Details are required of all classes running at the selected time on the spring census day (18th 
January 2018). The selected time is based on the last digit of a school’s DfE establishment 
number. The time period for spring 2017/8 is as follows: 

0, 1 or 5 = 1 hour / period after the start of morning school  

2, 3 or 6 = 1 hour / period before the end of morning school  

4,7,8 or 9 = 1 hour / period after the start of afternoon school  

For example, a school’s establishment number is 4266. The last digit of the DfE 
establishment number is 6 so select the period one hour/period after the end of morning 
school on census day. 

The school has six teaching periods per day - four in the morning, two in the afternoon and a 
one-week timetable. 

The selected period in this school would be Thursday 4 which is chosen from the drop-down 
list.  

If this selected time is not appropriate to the school timetable select an hour/period that 
reflects a normal class situation that applies at the selected time each Thursday of the term. 

Do not record unusual situations (such as class amalgamation or school closure) which may 
have occurred on the census day. 

In the case of the training data the DfE number is 4321. Therefore the selected period is one 
hour/period after the start of morning school. 

If the school has 5 periods a day, 3 in the morning and 2 in the afternoon in a one-week 
cycle, period four on Thursday would be the required period, thus making the designated 
period Thursday 1 in the week. 

This should always be entered manually; it is not calculated from academic data in SIMS. 

Calculating Details – All Returns 

Clicking Calculate All Details on the Selected Period on Census Day panel extracts the 
required information from SIMS and displays the results in the various panels of the census 
return details screen. This usually takes some time. A warning message is displayed before 
the calculation is performed. 
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Click Yes if it is the first time the School Census is run as the Calculate All Details operation 
should be performed. 

If Calculate All Details is re-used it will re-gather the data and overwrite data in all panels, 
thereby removing any manually entered data. 

The data in each of the panels can be re-collected individually without affecting that held in 
other panels. This data can be re-gathered at any time although that operation overwrites 
manually entered data. 

There are Recalculate buttons alongside several of the panels which require gathered data. 

Step by Step – Calculating Details Autumn Return (Schools with Post-16 
students only) 

1. Click Calculate All Details on panel 2. 

2. Click Yes to the warning screen. 

Additional options have been introduced to the autumn census return, as shown below. 

 

There are two options for Source for Learning Aims Data. 

Populate planned ends dates from course manager – this would be useful if previously 
returned data had been incorrect. An example of this may be that a two-year course was not 
set up correctly when the autumn 2016 census was returned and has since been rectified in 
SIMS Course Manager 
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Populate planned end dates from previous returns (default) – this is useful to ensure 
continuity of data from previous returned data. If a planned end date has been changed in 
Course Manager then selecting this option will populate the planned end date from the 
previous returned data. 

3. Click OK.  

It is advisable to save frequently when changes have been made to the data on display. 

Activity – Setting the School Census Details for Spring Return Only 

 Check the details are correct for the school. 

 Adjust the description to Spring Return 2017a. 

 Select Thursday 1. 

 If your school uses Alternative Curriculum ensure that this box is checked (for the 
purposes of this training course ours does not). 

 Click Calculate All Details. 

 Click Save. 

NOTE: When a return is saved clicking Browse at the top of the screen will show 
that return in the browse list. 

Clicking Browse again closes the list. 
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04  

School Information, Top-up 
Funding Indicator, Post Looked 
After Arrangements and Prior 
Attainment 

 

 
This chapter contains: 

 

Chapter Introduction ................................................................................................................................................................. 17 
Step by Step – Editing School Details ....................................................................................................................................... 18 
Step by Step – Childcare – Spring Return only ......................................................................................................................... 19 
Activity – Childcare (If you are running the spring 2018 return) ................................................................................................. 21 
Step by Step – Top-up Funding Indicator ................................................................................................................................. 21 
Activity – Top Up Funding......................................................................................................................................................... 22 
Step by Step – Post Looked After Arrangements ...................................................................................................................... 22 

Chapter Introduction 

After calculating the return you will be taken to the Top-up Funding panel. Click the School 
Information panel which displays data already recorded about the school via Focus | School 
| School Details.  

The school information hyperlink has been used to bring the School Information panel into 
view. The school information section applies to all censuses. The scroll bar can be used to 
view details which are out of sight. 

NOTE: Previous censuses will have included the School Address within this panel. 
This information is now collected via the Edubase website. School address 
information stored within SIMS should still be kept up-to-date. 

If the school has converted to an academy, for example, the panel below will be 
seen. For schools where there has been no change, the right-hand side of the 
panel will not be present. 

 

If the school details have not been updated click School Detail at the bottom of the School 
Information panel and enter the required information. 
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Information for Academies 

Select Academies from the School Type and School Governance drop-down lists. 
Academies should ensure that the Previous School Name and the Date Name Changed are 
entered. If the name did not change when the school converted to academy status enter the 
school’s current name in the Previous Name field. If the establishment number has changed 
complete the Previous Estab Number and Date Number Changed. 

 

Step by Step – Editing School Details 

1. Click panel 3: School Information to access the School Information panel. 

2. Scroll to the bottom of the panel and click School Details. 

3. Ensure Gender on entry to school is Coeducational. 

4. Ensure Gender on entry to sixth form is Coeducational. 

5. Select Business and Enterprise and Humanities from the list of Specialisms. 

NOTE: It is only possible to select up to two specialisms. 

6. Select After School Childcare and Activities for School-age Children (Term Time) 
from the list of Extended Services. 

7. Check that all other School Information is correct. 

8. Click Save at the top of the School Details screen. 

9. Click OK to complete the entry and return to the School Census screen. 
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Step by Step – Childcare – Spring Return only 

From 2016 childcare details were collected annually in the spring return and the information 

entered via Focus | School | School Details. The Childcare panel (on the Census Return 

Details page) displays read-only childcare provision information that has been entered 

previously via School Details. Additional information can be added or existing data edited by 

clicking Edit. This provides a direct link to the School Details page.  

NOTE: From 2017, childcare details must be provided for each of the four types of 

childcare. The school must provide an answer to whether there is on-site provision 

(and any subsequent information) and whether the school signposts off-site 

provision for each of the four types of childcare. The minimum return from a school 

which does not provide on-site childcare and also does not signpost off-site 

provision would be: for each type of childcare a ‘NO’ for on-site and an ‘N’ for 

signposting. 

The DfE definition of Under Fives Childcare is a service that parents can use for at 
least 9 hours a day if they choose to. This does not include provision which is only 
available during school hours or where children can only attend for a morning or 
afternoon session. 

Due to the change in requirements this panel will need to be updated by all schools from the 

spring return 2017. 

 

1. Click Edit to open the School Details screen. 

2. Find Panel 6 Childcare, by scrolling or clicking the Panel 6 hyperlink. 

Each of the four types of childcare will be listed in the panel. The process outline below 
needs to be repeated for each childcare type. 

3. Open an existing record to display the Update Childcare Details dialog. 
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4. Select the Site as applicable from the drop-down list: 

On Site – select this option if childcare is being provided on the school premises. 

Off site, signposted – select this option if your school promotes or points parents 
towards a regular off-site childcare service, for example, a private or voluntary 
organisation. 

Off site, not signposted - select this option if a regular off-site childcare service is 
used but your school does not promote or point parents towards the facility. 

NOTE: If Off site, signposted or Off site, not signposted is selected then no other 
details are required, click Save to return to the Census Return Details page. 

5. Enter the Opening Time that the service becomes available. (Not applicable for After 
School Childcare). 

NOTE: Ensure that the time is entered in 24-hour format.  

6. Enter the Closing Time. (Not applicable for Before School Childcare). 

7. Enter the maximum of childcare Places that the service can provide. 

8. Select the description from the drop-down list that most accurately describes the 
Provider of the service: 

 School 

 School in Partnership (with another provider) 

 Other (non-school) Provider. 

9. If the service is made available to children from Other Schools select the applicable 
option from the drop-down list.  

 Yes 

 No 
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 Unknown. 

10. Enter the number of Weeks Open for which childcare is provided. 

NOTE: The number of weeks for which the service operates must be between 1 
and 38. Under 5 provision in holiday time is recorded under holiday childcare.  

11. Click OK when you have completed the screen. 

12. After updating all four childcare options, remember to click Save and then OK to return to 
the Census panel.  

Activity – Childcare (If you are running the spring 2018 return) 

 Complete the Childcare panel with details of your choice 

Top-Up Funding Indicator 

The school needs to indicate those students, if any, on roll on census day for whom the 
school receives top-up funding from the local authority. Top-up funding is supplied by local 
authorities from their high needs budget directly. 

Step by Step – Top-up Funding Indicator 

1. Click the Top-up Funding hyperlink at the top of the census screen. The screen may 
initially be blank. 

 

2. Click Edit. If you have returned data in this panel in the previous return click Yes when 
asked if you want to update from the previous return.  

 

3. You can change any of the search criteria, for example, only those who have a SEN 
status of EHCP, code E. Click Search.  
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4. Click any student then click Add. 

5. Repeat for all students. 

6. When you have finished click Update. 

7. Click OK. 

Activity – Top Up Funding 

 Ensure that Kai Keeton has top-up funding. 

Post Looked After Arrangements 

This data item will identify those pupils on roll on census day who were looked after 
immediately before adoption, being placed on a special guardianship or residence order. It is 
up to the adult who has parental responsibility for those pupils to decide if they wish schools 
to know this information. This replaces the data item collected in previous returns called 
Adopted form Care. 

Step by Step – Post Looked After Arrangements 

1. To indicate which students are adopted from care click the Adopted from Care 
hyperlink at the top of the census screen. The graphics show the summer return but are 
identical to the autumn and spring returns. 
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2. Click Edit. The screen may initially be populated with students included in the previous 
return. 

3. You can change any of the search criteria, for example, only those who have ever been 
in care. Alternatively click Search to see all students on roll. 

 

4. Click the student adopted from care then click Add. 

5. Repeat for all students as necessary. 

 

6. Choose the appropriate Post Looked After status from the drop-down list for all 
students you have chosen. Tick the Evidence Obtained box if appropriate. 

7. When you have finished click Update at the bottom of the screen. 

8. Click OK. 

Prior Attainment – Autumn Return only 

The prior attainment (i.e. highest grade achieved) for Maths and English GCSE should be 
recorded for each student who are or were in year 12 and above between 01/08/2016 and 
06/10/2017. This data is used to fund schools and therefore it is important that the 
information is recorded accurately. 

More information regarding Post-16 Maths and English conditions of funding can be found 
via the DfE website https://www.gov.uk/16-to-19-funding-maths-and-english-condition-of-funding 

To see the screen click Tools | Statutory Return Tools | Update Prior Attainment which 
displays the Update Prior Attainment page. 

This is covered in detail in the Course Manager and Post-16 Learning Aims course. 
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05  
Classes and Student 
Reconciliation (Spring Census 
Only) 

 

 
This chapter contains: 

 Chapter Introduction ................................................................................................................................................................. 25 
Activity – Working on the Classes Panel ................................................................................................................................... 28 
Step by Step – Balancing Student Totals .................................................................................................................................. 29 

Chapter Introduction 

What classes students are in as well as how many students are on site on census day is 
collected in the spring return only.  

Classes 

Clicking Calculate All Details on the Selected Period on Census Day panel will gather 
information from the database about classes and memberships. If the details on the Classes 
panel is incorrect you may need to revisit panel 2 and check the details entered, for example, 
Period Name. If you do have to amend the details on panel 2 you do not need to click 
Calculate All Details. Instead click Recalculate on the Classes panel. 

When the data regarding classes has been collected the Classes panel displays the classes 
which have been found. 

 

The Student Reconciliation panel shows the number of on roll students in classes, together 
with the total number of students on roll. The two figures should match. 

If data has been entered correctly in Nova-T and transferred to SQL and students have been 
added to the classes, the figures displayed in this panel should be correct. 

If the data displayed is thought to be incorrect it is possible to edit the screen manually. 
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Adding Classes 

Classes can be added by clicking New but if your school uses Nova-T and the Alternative 
Curriculum box has been checked on panel 2 it is unlikely this will be required. If this is the 
case the additional class may relate to a support arrangement where students are 
supervised by a support staff member and the appropriate method in Nova-T to record it has 
not been used. 

 

The data relating to the new class can then be entered manually by clicking into each cell in 
turn. 

The class name can be altered and appropriate entries made for each of the cells. The year 
group will be selected from a drop-down list which is available when the year group cell is 
selected. 

 

NOTE: A year group should always be supplied to ensure that the student totals 
are calculated correctly. 

The related totals will not be updated until Save for the return is clicked. 

Deleting Classes 

Classes can be removed from the list if they have been added incorrectly or represent 
duplicate classes that have been added to the timetable. Highlight the class and Delete. 
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A warning is displayed relating to validation which will normally be undertaken when the 
return is complete. The related totals adjust when you accept the warning. 

 

Editing Students, Teachers and Support Staff Numbers 

The above information can be edited if it is found to be incorrect by clicking in the relevant 
cell and overtyping the data already present. 

It is likely to be necessary to edit the support staff figures, where there may be a support 
person in a class with the class teacher. Click into the Support Staff cell of a class record and 
record the information. Click Save. 

 

Recalculating Class Details 

Clicking Recalculate revisits the SQL database to obtain just the class information. This may 
be an appropriate option if the Classes screen is not showing expected results. Both Nova-T 
and academic routines in SIMS should be used to investigate problems and changes made 
to timetable and class memberships if required. It is important to remember that no other 
data is entered manually as this is deleted or overwritten when Recalculate is clicked. 

Clicking Recalculate will not jeopardise any data entered or edited manually elsewhere in 
the return. 
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NOTE: A warning is displayed after clicking Recalculate that manually entered 
data will be lost. 

 

Activity – Working on the Classes Panel 

 Locate a class of your choice and edit the Number of Students to 30. Save and note the 
effect on the Totals and the Student Reconciliation panel. 

 Click New to add a class and enter 8 Maths Support. Add five students and a support 
staff member. Select Year 8 for the Year Group. Save and note the effect on the Totals 
and the Student Reconciliation panel. 

 Click New to add another class and enter Support. Add ten students and a support staff 
member. Select Mixed Year for the Year Group. Save and note the effect on the Totals 
and the Student Reconciliation panel. 

 Click Delete to delete the class just entered and then Save. 

NOTE: Clicking the column headings in the Classes display will sort the list on that 
column. This is useful for locating odd records, for example, sort on the Students 
column to bring the small numbers to the top. 

 Click Recalculate and accept the warning displayed. Locate the 8 Maths Support Class 
added above, it should be missing. Click Save. 

 Allocate three support staff to classes of choice. 

Student Reconciliations - Applies to Spring Census Only 

The Student Reconciliation panel displays the results of data editing on the classes panel, 
if Save has been clicked. 

NOTE: The following graphic is an example only of the expected screen and 
details may not match exactly. 

 

The aim is to ensure that the Total students figure, accounted for in the On roll students in 
classes and the various balancing boxes, matches with the total Students on roll. 
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NOTE: If entries are made in the balancing boxes, the effect on the Total students 
field is not shown until Save has been used. 

An entry is required in each of the balancing boxes in the Student Reconciliation 
panel even if that entry is 0. If the 0 is deleted, the box will show as red indicating 
that an entry is required 

Step by Step – Balancing Student Totals 

1. Make a suitable entry in the balancing boxes to ensure that the totals match. 

2. Click Save and observe the effect on the totals. 
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06  Student Attendance (All 
Returns) 

 

 
This chapter contains: 

 
Chapter Introduction ................................................................................................................................................................. 31 

Chapter Introduction 

The school census 2017 -18 collects details about student attendance for the previous term. 
Therefore the autumn (October) census gathered attendance data from the previous 
summer, the spring (January) census gathered attendance data from the beginning of the 
autumn term to 31st December, the summer (May) census gathers attendance information 
from the beginning of January 2018 to Easter Sunday 2018.   

The student Attendance panel should in most cases display the following message: 

 

If missing marks are detected a screen detailing this is displayed. You will need to deal with 
these marks and then click Recalculate. 

If there are students displayed here, this is because there is some inconsistency within the 
attendance data or the school may not be using the Attendance module. 

It is expected that the data will be managed through the Attendance module and the 
checking and correcting of details will be conducted there. 

If there are students shown within this panel the data should only be edited manually if the 
school does not use Attendance. 

NOTE: If the Attendance module is not being used to transfer or enter the school’s 
attendance data it will be necessary to manually enter it. The total possible 
sessions, authorised absences and unauthorised absences for non-boarder 
students aged 4 to 15 inclusive on 31/08/2017 should be included. This applies to 
students whose DOB is between 01/09/2001 and 31/08/2013 inclusive, who were 
on roll for at least one session during the relevant period indicated by the 
Attendance data collected. 
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07  Update Learning Aims (Autumn 
Return Only) 

 

 
This chapter contains: 

 
Chapter Introduction ................................................................................................................................................................. 33 
Step by Step – Conflicting Exam Results .................................................................................................................................. 38 
Step by Step – Removing or Adding a Learning Aim Directly to the Census ............................................................................. 40 
Step by Step – Adding a Learning Aim record .......................................................................................................................... 41 

Chapter Introduction 

The learning aims are only collected once per year in the autumn term.  

The autumn school census 2017 will collect details about Post-16 learning aims for schools 
with sixth forms only. 

NOTE: Full details of the learning aims collection can be obtained from the Course 
Manager and Post-16 Learning Aims course. 

The Education Funding Agency (EFA) requires learning aim information to be submitted via 
the school census return for schools with a sixth form. This information is used to calculate 
sixth form funding and qualification success rates (QSRs). 

The Post-16 Learning Aims return has not changed for 2017:  

Learning Aims Data  

Learning aims will be collected for students in the: 

Academic year 2017/18 

 Students who have been on roll at any point between 1st August 2017 and census day 
who have undertaken a learning aim in national curriculum year 12 or above (regardless 
of student’s age). 

Previous academic year 

 Students who have been on-roll at any point between 1st August 2016 and 31st July 
2017 who have undertaken a learning aim in actual NC year 12 or above (regardless of 
student’s age). 

Dual Registered Students 

Funding will only be provided to the main school for those students who are dual registered. 
Learning aims for dual registered pupils should be returned by the school holding the 
student’s main registration. The main school should return the learning aims being taken at 
both the main and subsidiary schools. Likewise, subsidiary schools should not submit 
learning aims in respect of students with subsidiary registration. 

Data is Collected 

The following data will be returned in the census file 

 Qualification number (QN) and discount code. AO QN and discount code where a result 
exists otherwise QWS QN and discount code. 

 UK Provider Reference Number (UKPRN) if the course is provided other than by the 
school. 



Training Booklet - School Census – Secondary - Version 
18.0  SCEN-05-05S 

Update Learning Aims (Autumn Return Only)  34 

 Whether the course is part of a traineeship programme. 

 Learning aim start date. 

 Learning aim planned end date. 

 Learning aim actual end date. 

 Learning aim status: continuing, completed, withdrawn, transferred. 

 Learning aim withdrawal reason (if a student has withdrawn from the course.) 

 Learning aim planned qualification or non-qualification hours. 

 Core learning aim (for students on a mixed vocational and academic programme). 

Prior Attainment in Maths and English – this should be updated using the route Tools | 
Statutory Return Tools | Update Prior Attainment. 

It is useful to consider the Post-16 return as two collections at one point in time. 

Previous academic year 

 

Current academic year 
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Learning aims for completed and 
continuing courses. 

(Exam (AO) QN and Discount Code or 
QWS QN and Discount Code. Start date, 
actual end date and planned end date. 
Planned qualification or non-qualification 
hours. Core learning aim for student on a 
vocational or mixed programme. Status 
where status is completed or QWS QN. 
Start date, actual end date, planned end 
date and core learning aim for student on 
a vocational or mixed programme and 
status where status is not completed.) 

 Learning aims only for year 12 and above. 

(QWS QN and Discount Code. Start date, 
actual end date and planned end date. 
Planned qualification or non-qualification 
hours. Core learning aim for student on 
vocational or mixed programme) and 
status. 

 

NOTE: Schools are able to decide at the time of running the census return if they use the 
Exam (AO) QN/discount code combination or the QWS QN/discount code combination for 
completed courses. 
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QNs  

QNs are nationally recognised numbers for each exam award. Each QN represents the 
board, level and broad subject for an exam. 

There are two sources of QN in relation to Course Manager and the census return: 

QAN Type Description Available from Required for 

QWS QN 
QWS web service 
QN 

QWS website for 
download into SIMS. 

All learning aims 
without a result from 
the awarding authority 
including: 

 take up of new 
courses 

 courses with 
status of 
withdrawn, 
transferred or 
continuing 

 completed aims 
school assessed. 

AO QN 
Awarding 
organisation QN 

Exam boards and 
basedata for import 
into SIMS. 

All learning aims with a 
result from the 
awarding body. 

Two Year Courses 

It will be important that two-year courses are recorded with an appropriate duration in SIMS 
as part of the course setup. The learning aim planned end date should show that the course 
is expected to last for two years. At the end of year one, the learning aim status continuing 
would demonstrate that a result is not expected for this student.  

Planned qualification or non-qualification hours for a student on a study programme that 
spans more than one funding year, should only have the planned hours recorded for each 
separate year of data. 

 
NOTE: In line with the introduction of linear A-levels from August 2015, A new 
course level was introduced for Two Year A Level Courses of “GCE2Y”. The level 
GCE2Y and GCAS1 were included in SIMS from the Autumn 2016 Release. 
Further codes are added intermittently, for example codes have recently been 
added (July 2017) for AQA Technicals Level 1 to 3. 

Resits 

A resit occurs when an examination is taken again or coursework resubmitted but the student 
does not attend lessons. 

Information on resits is not required or collected as part of the Post-16 funding. 

Retakes 

A retake occurs when a student is retaking a complete qualification, including attendance at 
regular classes. Retakes should be treated in the same way as a normal course and 
recorded as a new learning aim. The retake column heading within Course Manager has 
been renamed as “Non-Funded”.  
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Extract from EFA ‘Funding Guidance for young people 2017 to 2018’ 

 Where learning programmes are designed to enable students to re-sit or re-take 
examinations and assessments these are not generally eligible for funding as the activity 
has already been funded. Where there are exceptional circumstances outside the control 
of the student or institution, such as a period of long term sickness, or good educational 
reasons then the re-take delivery hours for individual students may be included in the 
funded study programme hours. 

 Where a student fails to complete a learning aim in the expected time span and stays on 
for additional time, including revision sessions or re-sits, no further funding should be 
recorded. No study hours should be included in funding returns claimed for students 
merely re-taking examinations. 

 Qualifications leading to a GCSE grade A*-C in English and/or Maths where the student 
has not yet achieved a grade C in these subjects are not treated as retakes for funding 
purposes. This information should also be clear in the Prior Attainment report. 

This means that these GCSE English and/or Maths retakes should be included in Planned 
Hours. 

 
NOTE: In the Summer 2015 SIMS Update release a retake column was added to 
Course Manager to allow schools to indicate where a student is retaking a course. 
Ticking this column for an individual student will ensure that if “Calculate hours 
from courses” is used the course being retaken will be excluded from Qualification 
hours and Non Qualification hours. 

This column has since be renamed as ‘Non-funded’. 

 

UKPRN (UK Provider Reference Number)  
From Autumn 2015 the DfE also required that any Post-16 learning aim, where the learning 
is provided other than at the school, includes a UKPRN to identify the provider. The UKPRN 
is a unique 8-digit identifier maintained by the UKRLP (UK Register of Learning Providers). 

The DfE will not be defining a list of UKPRN lookups as schools can search for UKPRNs on 
the UKRLP website https://www.ukrlp.co.uk/. 

Traineeship 

From autumn 2016 the DfE requires any Post-16 learning aim, where the learning aim is part 
of a traineeship, to be flagged. An extra column has been provided on the Membership and 
Results panel in individual courses. It is expected to be a very rare occurrence in most 
secondary schools. Where learning aims from a previous academic year contribute to a 
traineeship, they do not need to be retrospectively flagged. 
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Withdrawal Reason 

The DfE now requires that any Post-16 learning aim that a student withdraws from must 
include a Withdrawal Reason. Below is the list of acceptable withdrawal reasons. 

 

Schools need to complete withdrawal reasons for students withdrawing from courses in the 
academic year 2016/17 and 2017/18. 

Learning Aims Panel 

 

The Learning Aims panel is provided to enable you to check the Learning Aims that will be 
included in the School Census Autumn 2017 Return. 

If the Learning Aim Planned End Date (P End Date) has been populated from the autumn 
2016 return and the date you hold in Course Manager differs from that previously reported 
the cell is highlighted in yellow. 
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Learning Aims from Course 

Manger to include Core Flag 

(Tools | Academic 

Management | Couse 

Manager)

Planned end dates from 

pervious autumn term or 

Couse Manager dependant 

on user selection

Exam Results from 

Examinations Organiser

(Focus | Examinations) 

Learning Aims

Panel

 (Routines | Statutory 

Returns | School Census)

School Census Autumn Return 

File (XML)

 

NOTE: Although Qualification and Non-qualification hours are collected for the 
census return they will not be displayed in the Learning Aim panel within the 
School Census. Additional detailed reports will be available within the school 
census return to check the data to be reported. 

The Learning Aims panel collects information from Maintain Course and from the previous 
autumn census file (if available). The two rows of fields at the top of the panel and the 
Search button can be used to search for specific data within the return. The Select Columns 
button allows other fields of student information to be selected or removed from view. 

The panel also allows for the following: 

When locked (default) 

 No items can be edited. 

 No learning aims can be added or deleted. 

When unlocked (the return can be unlocked by clicking onto the padlock top right of the 
panel). 

 Start Date, End Date, Planned End Date, Status, QAN, Discount Code and Core 
Learning Aim can be edited. 

 Additional learning aim entries can be added. 

 Learning aim information can be excluded. 

Step by Step – Conflicting Exam Results 

Conflicting exam results will show in red in the Learning Aims panel just as they would in the 
Maintain Course screen if they have not been rectified. 

1. Click Compare with Previous Autumn.  

This report can be run to compare the learning aims reported for the school census autumn 
2016 with the learning aims to be reported for the school census autumn 2017. The 
differences are highlighted in yellow but are not necessarily errors. 

2. You may be asked to select the previous return. Highlight the School Census Autumn 
2016 return and click OK.  

3. You may be prompted to Save before continuing 
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NOTE: It will be possible to record more than one core aim directly in the census 
return however the date for the learning aims should not overlap. 

It may be necessary to save several times as this panel is checked. SIMS will 
display a message when a save is required. 

 

Comparisons between this data and the corresponding learning aims data in the previous 
census can only be made if the previous census has been authorised and saved in the 
census folder. 

The EFA are keen for schools to ensure that data matches as accurately as possible with 
previous census returns. Changes in the Start and Planned End Dates are to be avoided 
where possible. 

Discrepancies in dates are highlighted on this report in light yellow. 

4. Click Compare with Course Manager. 

 

Various colours may display on the report to identify missing, conflicting, unmatched or 
incomplete data. 
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5. Click Recalculate. This will refresh the Learning Aims from Course Manager. It will 
preserve any manual edits.  

 

6. Click No to cancel the Recalculate at this stage as this is investigated in the next 
activity. 

Editing Learning Aims 

By default no data fields can be edited while the census is locked (signified by the padlock).  

To activate the Add and Exclude buttons so that learning aims can be removed and 
additional learning aims added, the census should be unlocked by clicking the padlock. 

NOTE: The Census panel should only be unlocked if absolutely necessary. All 
learning aim information should be held in Course Manager (Maintain Course) 
whether created automatically or manually. 

Step by Step – Removing or Adding a Learning Aim Directly to the Census 

After the census return has been unlocked the method to remove or add a learning aim 
directly into the census is described below. 

To remove a learning aim record: 

1. Highlight the Learning Aim and click Exclude. 

2. The Learning Aim row will appear shaded to signify it will not be included in the return. 
If a shaded row is selected the Exclude button will change to Restore.  

3. Click Restore to reverse the exclusion. 
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Step by Step – Adding a Learning Aim record 

1. Click Add to add a new learning aim. The Add Learning Aim wizard will start.  

2. Use the YTI (Year Taught in) drop-down list and ensure 12 is selected.  

3. Click Search Students and highlight a student. Click Next. 

 

4. In the Add Learning Aim screen click Search QAN, highlight a QAN of your choice and 
click OK. 

 

The additional row will appear at the end of the learning aims.  

5. Complete the Start Date, End Date, P End Date and Status field if necessary. 
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NOTE: As the record has been added manually then no exam result is required. 

It is advisable, where possible, to make the changes in Course Manager and not 
directly in the census return. 

 

6. Click Save. 

Manually added learning aims are shown with a yellow highlight in the census return. 
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08  Other Details (Spring Census 
Only) 

  

 
This chapter contains: 

 Chapter Introduction ................................................................................................................................................................. 43 
Step by Step – Editing General Information .............................................................................................................................. 43 

Chapter Introduction 

The final two panels are labelled general and admission appeals. 

The information for these panels should always be entered manually. The Admission 
Appeals panel relates to schools which are foundation, voluntary aided or special agreement 
schools. 

NOTE: Admission Appeals is collected from the following schools that were 
responsible for their own admission appeals against non-admission for entry into 
the 2017/18 academic year: 

Primary, middle-deemed primary, middle-deemed secondary, secondary and all-
through schools with governance of voluntary aided, foundation or academy. 

All schools with governance of academy should complete the panel (if applicable) 
as long as they converted before census day. 

If a school paid an outside agency, for example the LA, to administer their 
admission appeals process then all appeals should be recorded. 

Step by Step – Editing General Information 

1. Type 25 for the No. of Free School Meals Taken. 

2. The school is a community school so leave all entries as 0 in the Secondary Admission 
Appeals panel. 

3. Click Save. 
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09  Completing the Return (All 
Returns) 

 

 
This chapter contains: 
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Step by Step – Saving and Re-opening a Return ...................................................................................................................... 45 
Step by Step – Student aged over five with ethnic group missing or invalid .............................................................................. 48 
Step by Step – Using Bulk Update to Correct Data Errors ........................................................................................................ 49 
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Step by Step – Authorise the Return......................................................................................................................................... 52 

Chapter Introduction 

The following processes describe the necessary steps to take to complete the return. 
Schools will need to check with their LA as to the method of data return. Schools not 
governed by their LA will upload the final return onto the COLLECT (DfE) section of the 
secure access website. 

Step by Step – Saving and Re-opening a Return 

At all stages of data entry described above it is possible to save the return and come back to 
it at a later point. Click Save and then click Close to exit the screen. 

1. Select Routines | Statutory Returns | School Census 

2. Click Search to populate the browser with a list of returns and select the required return. 
The graphic below show the autumn return, but all returns will be similar. 

 

NOTE: The preceding graphic is an example only of the expected screen and 
details may not match exactly. 

3. Highlight the required return and click Open or double-click. 

4. Note the other buttons available, Browse, Copy and Delete. The Browse button 
displays or closes the browse list. 

Copying a Return 

It is possible to copy a return. This may be appropriate if there is doubt about some of the 
data being recorded and checks need to be made, or you want to retain a copy that can be 
edited when the school census return has been finalised. 

The description of the copied return is set to copy of …. by default. This can be edited once 
the return has been opened. 



Training Booklet - School Census – Secondary - Version 
18.0  SCEN-05-05S 

Completing the Return (All Returns)  46 

NOTE: An authorised return can be copied at any point. A copy has been set to 
not authorised and can therefore be edited. 

 

NOTE: The preceding graphic is an example only of the expected screen and 
details may not match exactly. 

Deleting a Return 

Unauthorised returns can be deleted. This is probably only relevant if several versions of a 
return have been created and unwanted copies need to be deleted. From the browse list, 
highlight a return, then click Delete.  

Finalising the Return 

Once data entry and checking has been finished, the return should always be prepared for 
sending to the appropriate authority. 

The stages are Create & Validate and Authorise and these buttons are located at the top of 
the screen. The Summary button produces a summary of the return, but the Create & 
Validate routine should always have been performed first. 

 

Clicking Summary before validation produces the following message. 
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Create & Validate 

Validation begins the process of creating the file to return to the appropriate authority. It can 
be carried out at any point and re-run at any point. 

Validation normally takes some time although this will vary from school to school. During 
validation, the following screen is displayed. 

 

If the attendance codes are not DfE compliant a message is displayed explaining which code 
should not be used. The lack of compliance must be dealt with before the Create & Validate 
process can be performed. 

 

When complete, a list of validation errors may appear in a Validation Errors Summary panel 
at the bottom of the screen. 

 

Note the number of errors. 

NOTE: This panel is separated from the return by a border, which can be moved 
up or down to adjust the amount of data displayed. 
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The errors appear in a table with the following headings: 

Type: Fail (F) or Query (Q). 

Sequence: Error number designated by the DfE. 

Message: Brief description of the error. 

Location: Which student record in the database contains the error; this will list name, 
date of birth, gender and UPN. 

Solution: Details where within the database to go resolve the error; this may include a 
panel within the return that needs to be amended or a menu route. 

The column widths of the table can be adjusted and the table can be scrolled down using the 
scroll bar. By clicking the Report button the entire contents of the table can be printed via a 
web browser, from where it can be transferred to another application. Right-click and select 
the required option, for example export to Microsoft Excel, from the drop-down list. 

The errors can be sorted by clicking the column headings – it may be useful to click the 
Sequence column heading to sort the errors in code order. 

The Student Search functionality can be used to display all errors and queries relating to a 
particular student. Enter all or part of a student’s surname, date of birth (in YYYY-MM-DD 
format) or UPN in the Student Search field. 

Correcting Errors 

The previous example shows a number of errors which are designated as F – Failure; the 
return will not be accepted until they are rectified. 

Step by Step – Student aged over five with ethnic group missing or invalid 

The Location field provides enough information to be able to identify the erroneous student 
record. 

1. Select Focus | Student | Student Details | Ethnic/Cultural panel and enter the 
ethnicity.  

2. If this change is made after the census date you will need to click History to apply the 
change on or before the census date. 

3. Click the error to access the appropriate record in Student Details where the record can 
then be amended and saved. 

The error will remain in the Validation Error Summary list until the Create & Validate 
routine is run again. 

Editing individual student details is a valid way to correct data. Consideration should be given 
as to why the error has arisen and the most appropriate approach to correction. Some errors 
should only be corrected when appropriate information has been gathered from for example 
the student’s parent/guardian. 

When the required information is available SIMS provides several bulk update routines to 
facilitate the process. 
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Step by Step – Using Bulk Update to Correct Data Errors 

NOTE: This routine will be especially useful for updating new items to be collected 
this academic year – Nationality, Country of Birth and Proficiency in English. 

1. Select Routines | Student | Bulk Update to access the Bulk Update routine. 

 

NOTE: The Bulk Update can be run while the return is still open. 

The Bulk Update Student screen is displayed. 

 

The Bulk Update process is set up by entering information into two separate panels, 
Student Population and Update Data Item. 

2. On the Student Population panel select Year Group as the Group Type and Year 7 as 
the Group from the drop-down lists. 

3. The Effective Date defaults to today’s date so amend it in order to filter the group data 
to be displayed. 

4. On the Update Data Item panel select Pupil Nationality as the Data Item from the 
drop-down list.  

5. The Effective Date also defaults to today’s date but can be amended if required. This 
will affect the students’ membership records for the data being edited.  

 

6. Click Search to populate the Members list with the identified students. 
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7. Click the Assigned column heading to sort that column. This method can be used to 
identify students who do not have an entry or to find those previously given an entry of 
Not yet obtained. 

8. Highlight the entire missing group or sections by using the Shift or Ctrl keys and clicking 
the relevant sections. 

9. Click United Kingdom in the required column to place checks against the highlighted 
students. 

10. Click Save when complete. 

 

NOTE: Pupils can be given more than one nationality so it is important to check 
that this only happens where children genuinely have dual nationality. The 
assigned column will show (2) where a child has two nationalities. This is 
especially relevant where children have previously been awarded a nationality of 
‘Not yet obtained’ and are now to be given an accurate nationality. 

11. Check the other Year Groups and repeat the data filling process.  

12. Click Browse to display the Browse panel and select a different year group, identify the 
students with missing data and edit appropriately. 

13. When completed, click Close and return to the School Census display.  

14. Click Validate. 

15. Note the number of errors remaining. 

Step by Step – Filling in Missing Data 

1. Select Routines | Student | Bulk Update to identify missing Ethnicity. 

2. Select an appropriate value and click Save to return to the Census file. 

3. Click Create & Validate to validate the return and check the number of errors remaining. 

4. Browse the Error list. 

5. Adjust other fatal errors where possible by double-clicking the error to hyperlink to where 
SIMS believes the source of the problem to be. 

6. Click Validate. 

7. Check Queries, resolve where possible and click Validate. 



Training Booklet - School Census – Secondary - Version 
18.0  SCEN-05-05S 

Completing the Return (All Returns)  51 

NOTE: Fatal errors are displayed in red, queries are displayed in black. 

Queries occur where the checks detect unusual values which may be correct. 

Clicking Summary at the top of the screen produces a version of the summary report in 
HTML format and displays in an Internet Explorer browser. 

8. Click Summary. 

The summary report may highlight some errors or queries. 

9. Click Close to close the report. 

NOTE: A range of other data will have been collected including: free school meal 
eligibility, SEN information, exclusion information and attendance information. 

Viewing Detail Reports 

Detail Reports 

It is possible to produce a number of detail reports to show the student information contained 
in the school census return. It is strongly advised that the reports are run and checked. 

The census being run will determine which reports are available from the following list:  

 On Roll Basic Details Report 

 Leavers Basic Details Report 

 Exclusions Report 

 Attendance Report 

 Absentees Report 

 SEN Report 

 Address Details Report 

 Free School Meal Eligibility Report 

 Learner Support Report 

 On Roll Learning Aims Report 

 Leavers Learning Aims Report 

 Learning Aims by Status Report 

 Programmes of Study Report 

 Top-up Funding Report 

 Post Looked After Arrangements Report 

 Class Report  

 General Report. 
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Authorising the Return 

Once authorised, no further editing can be carried out. 

It is possible to make a copy of an authorised return which can be edited and corrections 
made. This copy can then be authorised. 

Step by Step – Authorise the Return 

1. Click Authorise. 

A warning will be displayed telling you that no more editing is possible after authorisation. 

2. Accept this warning. 

3. Confirm that the head teacher is satisfied that the detailed and summary reports have 
been checked for accuracy by clicking Continue. 

This populates the Summary Report and detailed reports again which can be printed off at 
school for audit purposes. 

The return is now in the designated census returns folder ready for transfer to the 
appropriate authority. 

All authorised census details for each return are saved, as shown below. 

 

Copying an Authorised Return 

Click browse to display the browse list, make sure that the correct return is highlighted and 
then click Copy. 

Note that the copy no longer has the status of authorised and can be edited. 
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Examples of Reports Run During the Creation of the Spring 2017 and Autumn 2016 
Censuses 

School Census Autumn – 2017 (On Roll Basic Detail) 

 

 

School Census Autumn – 2017 (Leavers Basic Details) 
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School Census Autumn - 2017 (Exclusions) 

  

 

School Census Spring – 2017 (Attendance) 
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School Census Autumn – 2017 (Attendance First Half of Summer Term) 

 

 

School Census Autumn – 2017 (Attendance Second Half of Summer Term) 
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School Census Autumn - 2017 (Absentees) 

 

 

School Census Autumn - 2017 (SEN Information) 

 

 

School Census Autumn – 2017 (Address Details Information) 
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School Census Autumn - 2017 (Free School Meals Eligibility) 

  

 

Learner Support Report – Spring 2017 (Learner Support)  

 

 

School Census Autumn - 2017 (Top-up Funding) 
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School Census Autumn – 2017 (Post Looked After Arrangements) 

 

School Census Spring - 2017 (Class Report) 

 

This report also includes the student reconciliation information: 
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School Census Spring - 2017 (General Report) 

 

 

School Census Autumn – 2017 (On Roll Learning Aims Report) 
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School Census Autumn – 2017 (Leavers Learning Aims Report) 

 

 

School Census Autumn – 2017 (Learning Aims by Status) 

 

 

School Census Autumn – 2017 (Programmes of Study) 
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School Census Autumn – 2017 (Prior Attainment)
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10  Data Content 

 

 
This chapter contains: 

 
Chapter Introduction ................................................................................................................................................................. 63 

Chapter Introduction 

The following tables describe the data collected for eligible students in each of the three 
returns. 

Eligible students for each census are identified in the following table. 

Autumn Census 
(October) 

 all students on the register on the census day 

 any additional students subject to any type of exclusion in 
the preceding spring term 

 any additional students who attended the school in the 
previous term. 

Spring Census 
(January) 

 all students on the register on the census day 

 any additional students subject to any type of exclusion in 
the preceding summer term 

 any additional students who attended the school in the 
previous term. 

Summer Census (May)  all students on the register on the census day 

 any additional students subject to any type of exclusion in 
the preceding autumn term 

 any additional students who attended the school in the 
previous term. 
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The general data areas from which data is collected for each census are identified in the 
following table. 

 
Autumn Census 
(October) 

Spring Census (January) Summer Census (May) 

On roll 
students 

Basic details 

Registration details 

Address details 

FSM 

Youth Support Agreement 

Unique Learner Number 
(ULN) 

Language 

Proficiency in English 

Nationality 

Country of Birth 

SEN data 

Funded hours and hours at 
setting accessed by three 
and four year olds (if your 
school is an all -through 
primary /secondary school 
only) 

School Dinner Taken (if 
your school is an all-
through primary /secondary 
school only) 

Attendance data for 
previous summer term 

Basic details 

Registration details 

Address details 

Ethnicity 

FSM 

Youth Support Agreement 

Unique Learner Number 
(ULN) 

Language 

Proficiency in English 

Nationality 

Country of Birth 

Service children 

SEN data 

Funded hours and hours at 
setting accessed by three 
and four year olds (if your 
school is an all-through 
primary /secondary school 
only) 

Attendance data for 
previous autumn term 

Learner Support Code 

Basic details 

Registration details 

Address details 

FSM 

Youth Support Agreement 

Unique Learner Number 
(ULN) 

Language 

Nationality 

Country of Birth 

SEN data 

Funded hours and hours 
at setting accessed by 
three and four year olds 
(if your school is an all-
through primary 
/secondary school only) 

Attendance data for 
previous spring term 

Learner Support Code 

Excluded 
students 

Excluded in last spring term  

Exclusion details 

Basic details 

DoA + DoL + Part Time 
(permanent exclusions) 

SEN provision 

Excluded in last summer 
term  

Exclusion details 

Basic details 

DoA + DoL + Part Time 
(permanent exclusions) 

SEN provision 

Excluded in last autumn 
term  

Exclusion details 

Basic details 

DoA + DoL + Part Time 
(permanent exclusions) 

SEN provision 

Post-16 
students 

Full Time Employment 
indicator 

QAN 

Discount Code 

Learning Aim start date 

Learning Aims Planned 
End Date 

Learning Aim Actual End 
Date 

Learning Aim Status 

Core Aim 

Partner UKPRN 

Learning Aim Withdrawal 
Reason 

Maths and English GCSE 
Prior Attainment 

None None 
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Traineeship 

School 
details 

School details 

School details 

Admissions data for OAAs 

Class summary data 

Student summary data 

FSM data 

School details 

Fields from which the data is generated are identified in the following tables. 

Student Level Data 

Autumn Census (October) Spring Census (January) Summer Census (May) 

Basic Details Basic Details Basic Details 

Legal Forename 
Middle Name(s) 
Legal Surname 
Preferred Surname 
Date of Birth 
Gender 
Previous Names 
Previous Legal Surname 

Legal Forename 
Middle Name(s) 
Legal Surname 
Preferred Surname 
Date of Birth 
Gender 
Previous Names 
Previous Legal Surname 

Legal Forename 
Middle Name(s) 
Legal Surname 
Preferred Surname 
Date of Birth 
Gender 
Previous Names 
Previous Legal Surname 

Registration Registration Registration 

Year Taught In 
Enrolment Status 
Boarder Status 
Admission Date 
Former UPN 
UPN 
ULN 
Part Time 

Year Taught In 
Enrolment Status 
Boarder Status 
Admission Date 
Former UPN 
UPN 
ULN 
Part Time 

Year Taught In 
Enrolment Status 
Boarder Status 
Admission Date 
Former UPN 
UPN 
ULN 
Part Time 

Addresses Addresses Addresses 

Unique property reference 
number  
Apartment Number 
House Number 
Street 
District 
Town/City 
County  
Postcode 

Unique property reference 
number  
Apartment Number 
House Number 
Street 
District 
Town/City 
County  
Postcode 

Unique property reference 
number  
Apartment Number 
House Number 
Street 
District 
Town/City 
County  
Postcode 

Dietary 

Eligible for Free Meals 

Dietary 

Eligible for Free Meals 

Dietary 

Eligible for Free Meals 

Start Date 
End Date 
Country 

Start Date 
End Date 
Country 

Start Date 
End Date 
Country 

Ethnic/Cultural Ethnic/Cultural Ethnic/Cultural 

First Language 
Nationality 
Country of Birth 

Ethnicity 
First Language 
Proficiency in English 
Nationality 
Country of Birth 

First Language 
Nationality 
Country of Birth 
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Learner Support Learner Support Learner Support 

None Learner Support Code Learner Support Code 

Additional Information Additional Information Additional Information 

Youth Support Services 
Agreement 
Top-up funding 
Post Looked After Arrangements 
Funded Hours if applicable 
Hours at Setting if applicable 

Youth Support Services 
Agreement 
Service Child Top-up funding 
Post Looked After Arrangements 
Funded Hours if applicable  
Hours at Setting if applicable 

Youth Support Services 
Agreement 
Top-up funding 
Post Looked After 
Arrangements 
Funded Hours if applicable 
Hours at Setting if applicable 

Basic SEN Details Basic SEN Details Basic SEN Details 

Status 
Member of SEN Unit 
Member of Resourced provision 

Status 
Needs 
Ranking 
Need Type 
Member of SEN Unit 
Member of Resourced provision 

Status 
Member of SEN Unit 
Member of Resourced 
provision 

Exclusion Exclusion Exclusion 

Type 
Reason 
Start Date 
Length School Days (*2 for 
Sessions) 

Type 
Reason 
Start Date 
Length School Days (*2 for 
Sessions) 

Type 
Reason 
Start Date 
Length School Days (*2 for 
Sessions) 

Attendance Attendance Attendance 

Possible Sessions 
No. Absence Sessions 
No. Authorised Absence 
No. Unauthorised Absence 
No. Absence Reason (Codes) 

Possible Sessions 
No. Absence Sessions 
No. Authorised Absence 
No. Unauthorised Absence 
No. Absence Reason (Codes) 

Possible Sessions 
No. Absence Sessions 
No. Authorised Absence 
No. Unauthorised Absence 
No. Absence Reason 
(Codes) 

Leavers Leavers Leavers 

Date of Leaving Date of Leaving Date of Leaving 
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School Level Data 

Autumn Census (October) Spring Census (January) Summer Census (May) 

School Details School Details School Details 

School Name 
LA 
Establishment Number 
Unique Reference Number 
(URN) 
School Phase 
School Type 
School Governance 
Intake Type 
Curriculum Years Minimum 
Curriculum Years Maximum 
Telephone 
Email 

School Name 
LA 
Establishment Number 
Unique Reference Number 
(URN) 
School Phase 
School Type 
School Governance 
Intake Type 
Curriculum Years Minimum 
Curriculum Years Maximum 
Telephone 
Email 

School Name 
LA 
Establishment Number 
Unique Reference Number 
(URN) 
School Phase 
School Type 
School Governance 
Intake Type 
Curriculum Years Minimum 
Curriculum Years Maximum 
Telephone 
Email 

 Classes  

 Class Name 
Pupils (On Roll) 
Pupils (Guest) 
Teachers 
Support Staff 
Year Actual 

 

 Childcare  

 Type 
Site 
Opening Time 
Closing Time 
Places 
Provider 
Other Schools 
Weeks Open 

 

 General  

 Number of free school meals 
taken on census day 

 

 Admission Appeals (Own 
Admission Authority Schools 
Only) 

 

 Lodged 
Withdrawn 
Heard 
Upheld 
Rejected 

 

 

 

 


