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Important Information:  
Although this Census Return cannot be authorised until  
18th January 2024 you can create and run a ‘dry’ return as many times as 
you wish before census day.   
 
Note: You will, however, need to both validate and authorise your return on 
Thursday 18th January 2024. 
 
 
Routines / Statutory Returns / School Census 
 


 
 


The Census Folder 
Your census return file and your census reports will be saved outside of SIMS 
in your designated Census Folder.  The screen shot above shows 
C:\Census Returns.  Your census folder will most likely be one of the two 
options below. 
 


Non Prime server schools 
Make sure the School Census Folder is Z:\SIMS\imsftp\data.   


Prime server schools 
Make sure the School Census Folder is Y:\MIS\census\data.  
 
  


Create a New Census 
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Census Communication Panel 
Users can click on the links displayed there if they find them useful. These 
links will only open either ESS (SIMS Software providers) or DfE 
documentation and updates.  
 
It is not essential to use these links to complete your census as The MIDAS 
Team will always supply documentation and relevant filesets / patches to their 
subscribers. 


 
1 Newsfeed: This opens the most recent version of ESS’s School Census 
Spring 2024 newsfeed. 
 
2 Errors & Resolutions: This opens the most recent version of the Statutory 
Returns Errors and Solutions newsfeed.  
 
3 Handbooks: This opens the most recent version of ESS’s Returns Manager 
page of the SIMS Documentation Centre.   
 
4 DfE Guidance: This opens the 'Complete the School Census' page 
of GOV.UK.   
 
5 Support Unit:  This will only be displayed if the link to the school's support 
unit has been entered in the Website field of the new Support Unit Details 
panel as found via Focus | School | School Details.   
 


 
 
6 Message: The message text will be blank until the first fileset is imported or 
the first consolidated database patch is applied.  An appropriate message will 
then display. For example, the import of a fileset may recommend a minimum 
consolidated database patch.  
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Click New to create and open your return screen. 
  


 
 
Calculate Details 


Click on the Calculate All Details option , found at the 
top right corner of the Census Details panel, to populate the return.  This may 
take some time depending on the size of your school. 
 
Schools with Post 16 students will also be asked to select the source of their 
Learning Aim data. We recommend that users Populate planned end dates from 
course manager. 
 
When the message below displays, you will need to click Yes to Calculate 
Details the first time you set up a new return.  
 


 
 


You will only need to click the   button when initially 
creating your return.  Selecting to do this again after the initial occasion will 
overwrite all information, including any manual entry, on your return.  
 
If you wish to edit / update individual panels that follow below the Census 
Details panel you can, by making use of the Recalculate button found on a 
specific panel.  You can also manually edit some panels. 
 
Create and Validate will inevitably be carried out a number of times on a 
census return. Any changes to the number of pupils on roll, will automatically 
update each time Create and Validate is run.  
 
You may save your work at any time by clicking on the Save button.  If you 
cannot save, a warning will appear at the bottom of the screen to explain why, 
such as ‘Description is required’ 
 
The Save icon will be active if you have added new information.   
 
Once you have started a New return, it is best to initially visit each panel in 
order, starting with the first panel. Click on the hyperlink panel names as 
found at the top of the return.  
 
Note that not all school phases will have all census panels listed below, as panels vary 
for different school types.  All relevant panels for this census are listed below.  
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Census Details 
Please take note of the Census Date and collection periods for Attendance, 
Exclusions, AP Placements, FAM and Free School Meals as displayed in the 
Census Details panel.  These dates also be found in Appendix A8. 
 
Note: Nursery Schools – Nursery schools will only have the Census Date, 
the Description field and Free School Meals fields display on this screen. 
Nursery schools are not required to submit data items such as Attendance 
and Class Types to the DfE. 


  
 
Choose a description for your return.  The description will appear in your 
browse, and this will assist you in identifying a specific return, should you wish 
to come back to it.  If you produce more than one return, you may wish to 
include a version number. eg. School Census Spring Return 2024 ver 1  
 
You can return to a saved but incomplete census file at any stage.  To find 
your saved return, you will need to go to Routines / Statutory Returns / 
School Census and select the appropriate file from the browser. Highlight 
and double click the return to open it.   
 


School Information 
Check that your school details are correct.  You can click on the  


 button if you wish to amend your school details.  
See Appendix A1 for more information 
 


Childcare Places 
Details about childcare places will pull through into this panel if these details 
have previously been recorded via Focus / School / School Details / 
Childcare 
 
See document 05 Update Childcare Places for more information and if needed, 
please find the DfE’s definitions of the different types of childcare in document 
A1 Index of Collected Data   


Early Years (not for Secondary or Primary schools without Nursery pupils) 
Hours at Setting, Funded Hours, Disability Access Fund, 30 Hour Codes and 
Extended Funded Hours will pull through into these panels if you have already 
set them up in: Tools / Statutory Return Tools / Update Early Years 
See document 04 Updating Statutory Tables for more information  
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Class Type  (not for Nursery, Secondary or Special Schools) 


Class Type will pull through into this panel automatically if you have already 
updated class types in Tools / Statutory Return Tools / Update Class Type.  
Use this panel to correct a class type validation error or omission. 
See document 04 Updating Statutory Tables for more information. 
 


Top-up Funding  (usually students with severe SEN or disabilities) 


Pupils who receive Top up Funding will pull through automatically into this 
panel from the Top up Funding table if you have already entered this data 
through Tools / Statutory Return Tools / Update Top-up Funding.  
Remember to bring students through from the previous census period via this 
route.  You may also need to Recalculate this panel to populate the table with 
your amendments.  
See document 04 Updating Statutory Tables for more information. 
 


Post Looked After Arrangements  
Pupils with post looked after arrangements will pull through automatically into 
this panel from the Post Looked After Arrangements table providing you have 
already entered the data through Tools / Statutory Return Tools / Update 
Post Looked After Arrangements.  Remember to bring students through 
from the previous census period via this route.  You may also need to 
Recalculate this panel to populate the table with your amendments. 
See document 04 Updating Statutory Tables for more information. 
 


Funding and Monitoring (FAM) 
Pupils who received School Led Tutoring Hours or are in receipt of 16-19 
Tuition Funding or are Post 16 Students repeating their Post 16 Year will pull 
through automatically into this panel from the Funding and Monitoring table, 
providing you have already entered this data through Tools / Statutory 
Return Tools / Update Funding and Monitoring.   
Remember to Recalculate this panel to populate the table with any 
amendments you may have made.  
See document 04 Updating Statutory Tables for more information regarding this 
data.  
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School Dinner Taken – (Infants only on Census day) 
Users can update this panel manually, or they can make use of the 
Attendance or Dinner Money applications to update the School Dinner Taken 
ticks.   
 
The School Dinner Taken panel lists all pupils in Reception, Year 1 and Year 
2 who are on-roll on census day.  If your school uses SIMS Dinner Money or 
SIMS Attendance, the number of dinners taken on census day can be 
calculated from data recorded in either of these modules.  
 
Data calculated via the Calculate From Attendance or the Calculate From 
Dinner Money buttons is based on the reference date. The Reference Date 
is set to census day by default.  If, due to an exceptional circumstance, e.g. 
flooding, pupils were unable to take a school dinner on census day, then the 
reference date can be altered to a date that reflects a normal day.  
See Appendix A1for more information. 
 
 


  
 
If Calculate from Attendance or Calculate from Dinner Money have been 
selected, please check that the ticks accurately represent the pupils that have 
taken a universal free infant dinner on census day. 
 
Alternatively, the boxes can be ticked manually (or, if most pupils have had a 
dinner, select Tick All then click to un-tick those pupils that have not had a 
dinner). 
 
After the census return has been created and validated, the School Dinner 
Taken detail report can be run to assist with the checking of results. 
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Classes (not for Nursery or Special Schools) 


Refer to document 06 Selected Period and Classes to assist with completing 
this panel. Please note, there are two 06 documents, one for Primary Schools 
and the other for Secondary Schools 
 


Pupil Reconciliation (not for Nursery or Special Schools) 
 


Note: Please be aware that numbers of pupils entered in this panel has nothing to 
do with attendance figures on Census day but rather on where pupils would normally 
be during your selected period, if they are not listed in a class during this time. 
(Classes panel above) 
 
 


 
 
The Pupil Reconciliation panel allows you to enter figures to show why 
pupils are not in a class during your school’s selected period.  As you enter 
figures in these boxes, the Total Pupils box will automatically update.  The 
figure in the Total Pupils box is the sum of the number of pupils in lessons in 
the Classes panel above, added to the number of pupils entered in the boxes 
on the left side of this panel. In other words, the pupils who were not in any of 
the classes listed in the previous Classes panel. 
 
On Roll Pupils in classes - this figure is collected from the Classes panel.  
 
Manually insert the pupils not accounted for in classes so that the Total 
Pupils box equals the Pupils On Roll box.  The Pupils on Roll figure is 
established during the Calculate All Details routine.    
 
Part-time pupils not at school – is for nursery pupils who were not present 
during your Selected Period. 
 
Pupils at another school - is to record Dual registered pupils if they are not 
present during your school’s Selected Period on census day.   
 
Private Study pupils – Enter any pupils who are engaged in private study 
during your school’s selected period 
 
 
Note:  If the figure in the Total Pupils box is different from the figure held in 
your Pupils on Roll box, you will need to make amendments to the Classes 
panel. This is assuming that all other figures in the Student Reconciliation 
panel are correct. 


The figure in the Total 
Pupils box is the sum of the 
figures in the boxes on the 
left.  This figure must agree 
with the figure held in the 
Pupils on Roll box. 
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For example, if you enter a pupil into the Students at another school box 
(because they are Dual Registered and not at school during your Selected 
Period) then you also need to remove that same pupil from their class in the 
Classes panel. 
 


Attendance Panel 
This is calculated from your Attendance module. 
 
The information for attendance is not displayed in the attendance panel as it 
is written directly from the Attendance or Lesson Monitor modules to the 
census file.   


 
If you have a message indicating that attendance marks are missing, you will 
need to update the missing marks in the Attendance module and then 
Recalculate the Attendance panel using the button on the Attendance panel.   
 
Attendance records for all pupils need to be up to date for the Spring Term.   


 


General  


 
 
You will need to manually enter the number of Free School Meals which 
were taken on census day.  This should reflect what occurs on census day, 
unless the lunchtime situation that day is abnormal, due to something such as 
a school closure or problems with the school kitchen.  If this happens, then 
count the number of free school meals taken on the most recent normal day. 
 
Who to include in the General panel count  
 
All pupils who have Free School Meal eligibility entries recorded on their 
individual pupil records and who also took a school meal on census day 
should be included in this number. 
 
Infants (Reception and Years 1 and 2) who have Free School Meal eligibility 
entries recorded on their individual records and who also took a school meal 
on census day should be added to the count in the General panel as well as 
having a tick against their name in the School Dinner Taken panel. 
 
Pupils who have Universal Infant Free Meals but not FSM eligibility on their 
record should not be included in this count. 
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Admission Appeals and Infant Appeals 
Admissions appeals are only required from schools and academies 
responsible for their own admission appeals. This would include all Voluntary 
Aided and Foundation schools as well as Academies.  
 
NB: Even if a school has contracted another agency, such as their local 
authority, to administer their admissions appeals process, they must 
still complete the admissions appeals panels in the census if they have 
a governance of either Voluntary Aided, Foundation or Academy.  
 
For more detailed information, please refer to Appendix 7 – How to enter 
Admissions Appeals data 
 


 


When all census panels are complete… 
You have now completed all the data entry required for the census return.  
Remember to Save your return. 
 
The data in your census return now has to be checked or validated against a 
set of validation rules which ESS have designed to meet with DfE 
specifications.  This process is referred to as Create and Validate, details of 
this process can be found in the next document. 
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		Funding and Monitoring (FAM)
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Create and Validate a 
Census Return  


 
When you have completed the census panels and finished any necessary 
editing of student records, you are ready to validate and produce a return file.  
You can Create and Validate the same census return as many times as you 
wish.  Some users run this process as a tool for finding inaccuracies in their 
return.  These users work through the validation fails and errors until the file is 
clean of all errors long before census day. 
 
If you do not already have the School Census return open, select Routines / 
Statutory Returns / School Census to open the census return browser. 
 
Double click on the required file in the browser to open your return in the 
Census Detail panel.   
 
Click on the Create and Validate option to start the process  


 


  
   
When the validation 
of the return is complete the Validation Errors Summary panel displays. 
 
If you find it useful, you can click on the drop-down list to filter on one error 
code at a time or you can click on the Report icon to print the entire error list. 
 
You can use the Student search to find an error or errors for a specific 
student. 
 


 
 
Return Fails will appear at the top of the screen in red and return Queries will 
appear underneath in black.   
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Fails and queries are assigned specific validation error codes, as seen in the 
second column entitled Sequence in the Validation Errors Summary report. 
If you need help with a specific error, please quote this error code when you 
log a call with The Service Desk. 
  
The Location column will list the student’s name if the error relates to missing 
data or inaccuracies found on that student’s record.  Location details and 
Solution details can point to other areas of SIMS .net or to panels contained 
within the census return.  This is the area you will need to visit to correct the 
error.  You can drag column boarder lines to increase the width of a column, 
so as to read the complete solution message. 
 
 


 
 


 
 
 
 
 
 
  


If you wish to log a call with The Service Desk about any validation 
errors or queries, please take note of the Validation Fileset ID number, 
found at the top of the screen of an open census file, as well as the 
specific error or query number as listed in the Validation Errors 
Summary panel.  
Closer to census day, you may need to import new filesets into SIMS, 
so as to correct or add to the validation rules that check the accuracy of 
your return. The Fileset ID number will change every time a new fileset 
is imported. 
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Resolving Errors and 
Queries 


 
Student Validation Errors: 
Typical failures for individual students tend to be concerned with data such as 
missing UPNs, missing or incorrect ethnic codes, incorrect SEN information. 


 
To correct a Failure for an individual student, double click on the appropriate 
row.  This will take you to the Student Detail screen of that particular student 
record. Make changes to the student data as per the Failure message and 
then Save the record in the normal way.   


 
Close down the Student Detail screen and you will be returned to the 
Validation Errors Summary screen.  The error will remain on the validation 
failure list until you Create and Validate your return again after your data 
amendment. 
 
Queries: 
You will need to check all Queries.  If a query applies to an individual student, 
you can double click on the appropriate row and fix the query.   


 
Continue to work through the list of errors until all Failures have been 
corrected and all Queries have been investigated. 


 
Once all your Failures and Queries have been resolved, you must run 
Create and Validate again to give the system a chance to update your 
amendments in the census return. 


 
Note:  If you have created a return before the census date to check on likely 
validation errors, you MUST Create and Validate again on census day.  You 
should also Authorise your final return on census day.  





		Create and Validate a Census Return

		Resolving Errors and Queries
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Using Your Census 
Reports 


 
It is imperative that you use BOTH the Census Detail Reports and the 
Census Summary Report to check that your data is up to date and correct. 
Data omissions do not necessarily trigger errors and queries when you 
validate your return. PLEASE follow the tasks detailed below to verify that all 
the data in your return is both complete and accurate. 
 


Census Detail Reports 
 
Once your file has been validated and your Errors and Queries resolved you 
can check the data by viewing the Detail Reports.   
 
Click on the Detail Report drop down arrow and select each report in turn or 
select Multiple reports to download them all at once. Look for the reports on 
your Task Bar at the bottom of the screen.  Check the details of each report 
carefully.   


 
 


 
 
NB: Schools with Post 16 students will see additional Post 16 reports on this 
reports drop down menu.  


 
These reports are an essential way 
to check that the data in your census 
return is accurate. If you select 
Multiple Reports, then all of the 
reports displayed on the drop- down 
list will be saved into your  
census\data folder for Prime Server 
users. 
 
The reports on this drop down will 
vary depending on your school type 
and which of the three census 
returns is being run. Some of the 
reports will just display the contents 
of individual census panels. 
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Copying a Detail Report to Microsoft Excel 
 
Any of these reports can be copied into Excel (unless your report opens in 
Google Chrome).  With the report on the screen, right mouse click and select 
Export to Microsoft Excel from the menu. 


 
 


 


Checks to Make with Detailed Reports 
The following table contains a list of recommended data checks to make, using the 
detailed reports: 
 


 
Task 


 
Report to Use 


 
Complete  


UPN – please ensure that you have replaced temporary 
UPN’s with accurate, permanent UPNs where possible.  
Temporary UPN numbers end with an A. 


 
On Roll Basic Details 


 


ULN (Secondaries and Specials only). Make sure 
present for all relevant students 


 
On Roll Basic Details 


 


Part Time Details – only Nursery pupils should 
have a part-time status 


 
On Roll Basic Details 


 


Enrolment Status – reach agreement with other 
school for status of any dual registered students 


 
On Roll Basic Details 


 


First Language – check Language is present for 
Leavers 


 
Leavers 


 


Exclusions – check for successful appeals against 
permanent exclusions  


Exclusions / 
Permanent Exclusions 
without Final Review  


 


Exclusions – check any permanently excluded 
pupils have an SEN status and Date of Leaving 


Exclusions 
Permanent Exclusions 
without Final Review 


 


Attendance – ensure all attendance data is up to 
date 


Attendance and 
Absentee  


 


SEN – check with SENCO that SEN registers are up 
to date 


 
SEN 


 


SEN – check pupils have not been assigned any 
invalid SEN descriptors such School Action, School 
Action+ or Statement 


 
SEN 


 


Addresses – check address information is complete Address Details  
Free School Meal Eligibility – check OFSM 
website for an up-to-date list and check they match 


 
FSM Eligibility 


 


Universal Infant Free School Meals – check 
numbers are correct 


 
School Dinner Taken 
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Task 


 
Report to Use 


 
Complete  


Top up Funding – check the correct pupils display  
Top-up Funding 


 


Funding and Monitoring 
All Schools: 
Check that all School Led Tuition Hours are correct 
for the current census 
 
Secondary Schools: 
Check that students repeating year 13 is accurate 
Check that students in receipt of 16–19 Tuition are 
ticked. 
 


 
Funding and Monitoring 
Report 


 


Post Looked After Arrangements – check the 
correct pupils show 


Post Looked After 
Arrangements 


 


Early Year Pupil premium – check that EYPP 
numbers are correct and basis for eligibility is 
accurate 


 
EYPP – Spring only 


 


Early Years  
Check that all nursery pupils have complete hours 
entered 


EYPPR - Spring only 
Early Years 


 


Class Activities – check details are correct for your 
school’s selected period 


 
Class Reports 


 


Alternative Provisions  
Check that all students with alternative provisions 
are displaying correctly 


 
Alternative Provision 
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Summary Report  
 
Click on the Summary option   to open the Summary Report 
 
The report is produced as an HTML document. To view all information 
contained on the report, scroll down using the bar on the right-hand side.  
 


 


 


 


 


 
To print your summary report, go to File / Print from the menu bar at the top 
of the screen.   
 
To save the summary report, select File / Save As to open the Save Web 
Page dialog. Navigate to the location you wish to save the Summary Report in 
and enter a File Name.  
 
Click the Save button.  As these tables are stored in a format understood by 
Office they can easily be cut and pasted into other Office products such as 
Excel. To exit from your report, go to File / Close. 
 
  


 Spring 2024 
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The summary report allows the user to print a record of all the data contained 
in the census return. This report enables the Head teacher, who authorises 
the census, to easily assess the return’s accuracy and completeness.  As well 
as school and pupil/student data, the summary shows the total number of 
unresolved failures and queries.    
 
 
Check the summary carefully – especially for the following: 
 
No. of pupils On Roll 
No. of pupils who are Dual Registered 
No. of pupils Eligible for FSM 
No. of Service Children  
No. pupils who receive Top Up Funding 
No. pupils with Post Looked After Arrangements 
No. of pupils for whom English is an Additional Language 
No. pupils with Early Years Hours 
No. of pupils with SEN  
No. Infant School Meals Taken  
No. Free School Meals Taken - January census only 
 
These figures play an important role in determining your school’s 
funding. 
 


 


Head Teacher to check and sign the Summary Report 
After you have printed the summary report, please note down the return 
version it relates to and ask your head teacher to look through the figures 
printed on the report.   
 
Once your head teacher approves and signs the Summary Report, you 
will be able to Authorise the return in SIMS .net.   
 
Please do not Authorise a census return until you have made an 
electronic copy of the return in SIMS and printed off the Summary 
report. 
 
Note: If you know in advance that your head teacher will not be available on 
census day, please ask him or her to arrange for a substitute to sign on their 
behalf.  Alternatively, you could produce a Summary Report before census 
day and ask for this to be authorised.   
 
Please keep both a printed and an electronic copy of the Summary Report in a 
safe place for any possible future audits and for OFSTED requirements. 
 
 





		Using Your Census Reports

		Census Detail Reports

		Checks to Make with Detailed Reports
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Validate your Return on 
Census Day 


 
It is essential to validate your return, again on Census Day, even if it was 
error and query free the day before. Schools with Infant pupils, please 
remember to validate after completing the School Dinners panel. The last 
validation of your return needs to be date stamped with the same date as 
census day or a date after census day. 


 
 


Make a Copy of your 
Census Return 
 
Before making a copy of your census return: 
• Check that all of your census panels have been completed correctly 
• Create and validate to ensure there are no unresolved errors or queries.   
• Make sure you have checked your detailed census reports 
• Get your Head Teacher to sign a copy of the Summary Report. 


  
Note: It is always good practice to make an electronic copy of your return 
before you Authorise it.   
 
At the top of your screen click on the Browse button. This will open up your 
browse bar.  


 
 


 
Highlight the census file you wish to copy, then click on the Copy option.  


  
 
The following dialogue box will display even if you have already Created and 
Validated your return. This message is saying that the copy will need to be 
validated if used as your return in the future. 
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If you select Yes, the copy will then appear in the browse panel above your 
saved return. 
 


 
 
If for any reason you are required to submit another return, you will be able to 
edit this copy and not have to start your second return from the beginning. 
 
 
 
 


Authorise your Census 
Return  
 
An authorised file cannot be edited in any way. Please ensure that you 
make an electronic copy of your return before you authorise it. 
 
A School Census return file must be authorised before it can be sent to the  
LA - Business Intelligence or the DfE.   Returns can only be authorised after 
they have been Created and Validated.   
 
If you do not already have your Census return open, select Routines / 
Statutory Returns / School Census to open the census return browser. 
 
Click on the Search option to view all census files. Double click on the 
required file in the browser to open the correct return. 
 







4 
 


 
 


 
When the return is open, click on the Authorise option 
 


 
 
 
The following warning message will display. 
 


 
 
 
Once you agree to continue with authorising a return, the following Head 
teacher authorisation message below will display. 
 


 
 


Select continue if your Head teacher, or another designated member of your 
senior management team, has approved the return.  This will produce the 
Authorisation report, when Continue is selected.   







5 
 


 
 


 
 


 
 
Note: Please note that your authorised return is also accessible via Tools / 
Statutory Return Tools / Retrieve Authorised Census Return Files 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your authorised return has now been saved outside of SIMS into the 
Y:\mis\census\data  OR  the Z:\sims\imsftp\data folder. Your Summary 
and Detailed Reports will also be saved into the same data folder as your 
return.  
  


The file name will 
contain 937 for 
Warwickshire and 
your school DfE 
number. 8232 is an 
example of a school 
in Bedfordshire. 
SC stands for school 
census and 1 is the 
first return for 2024.  
001 is an indication 
of the number of 
files created.   


An authorised return 
will have a suffix of 
XML at the end of 
the file name.  
An unauthorised 
return will have the 
suffix UNA at the 
end of the file name.  


Both the 
Authorised date 
and the Validated 
date should be on 
(or after) census 
day to qualify for 
submission. 
If you have an 
earlier date in the 
validated column, 
open the return 
file and Create 
and Validate 
again on 
Census day 


Notice that the 
copy return 
doesn’t have a 
file name. This is 
because Create 
and Validate has 
not been run on 
this return file 
yet. 
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Maintained schools are now ready to submit their authorised return to 
Business Intelligence (Warwickshire LA).  Submission to Business 
Intelligence is via The School Upload website.   
See document 11 How to Submit a Census Return to the LA Business Intelligence 
 
 
Academies should submit their returns to the DfE, via the COLLECT website. 
Academies will need to supply explanatory notes in their return on the 
COLLECT website for any unresolved queries. 
See the DfE’s COLLECT guide for Academies document contained in your census 
ebook. See A11 COLLECT Notepad Entries 
 
 
Note: DO NOT SUMBIT A RETURN WITH FAILURES as you will be 
contacted and asked to produce a new return.  Please also investigate 
all queries. 
 





		Validate your Return on Census Day

		Make a Copy of your Census Return

		Authorise your Census Return
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How to Submit 
a Census 
Return to the 
LA - Business 
Intelligence  
via The School Upload site 


Pupil Census 
2023/24 
For Warwickshire Maintained Schools only 
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Uploading your School Census file to 
the LA – Business Intelligence 


 
 


Note: The following guidance is for uploading the termly School Census XML 
file to the Local Authority.  The screen shots in this document are for 
illustration purposes only and do not reflect the correct dates or census 
season. 


 


Warwickshire County Council 
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How to upload your school returns to the Local Authority 
 
Please follow the instructions below to upload your school census file to the Local 
Authority – The Business Intelligence Team. 
 
Having created and authorised your file in SIMS: 
 
1. Open up your internet browser / internet explorer and type the following into the 
 address bar. 


http://apps.warwickshire.gov.uk/SchoolUpload   
 
 
2. You will be presented with a log in page.  Click on ‘Sign in with a trusted 


provider’. 


 
 
3. Enter your username (your registered email address) and password.  


 
 


If you have forgotten your password, click the link ‘Forgot your password?’ and you will 
receive an email to reset your password. 
 


  
 If you have any issues accessing the School Upload 


site….. 
 
Send an email to businessintelligence@warwickshire.gov.uk 
 
With the Subject Heading of: Your School Name – School Upload Login 
 
Please include the following in the main body of the email: 
 
Message being received: 
School Name: 
Contact Name: 
Phone Number: 
 


 



http://apps.warwickshire.gov.uk/SchoolUpload
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4. Once logged in, the following ‘Returns’ screen will display.  Click on the ‘Upload’ 
button for the return that you need to send to the Local Authority  


  


 
 
 
 
 
 
 
 
 
 
5. Select the ‘Choose File’ button and navigate to where you have saved your file.     


The file path will then show in the File box. Select the file and Click Upload. 
 
6. The status will then display the filename.  This indicates that your file has been 


transferred successfully. (Note: this may be instantaneous, or it may take up to 
a minute to appear, depending on the speed of your internet connection) 


 
 
 
 
 


 
 
7. You have successfully completed the file upload process.  You can now 


log out using the ‘log out’ button and close the website. 
 


 
  





		via The School Upload site

		Uploading your School Census file to the LA – Business Intelligence

		If you have any issues accessing the School Upload site…..
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Admissions Appeals – Spring only (Not for Nursery or Special Schools) 
Information about admissions appeals is only required from schools and 
academies who were responsible for their own admission appeals against 
non-admission during the current academic year. This would include all 
Voluntary Aided and Foundation schools, as well as all Academies excepting 
AP Academies, AP Free Schools and Academy Special Schools.  Schools 
which have recently converted to Academy status should still complete these 
panels as long as the conversion took place before the January census day. 
 
Even if a school has contracted another agency, such as their local authority, 
to administer their admissions appeals process, they must still complete the 
admissions appeals panels in the census if they have a governance of either 
Voluntary Aided, Foundation or Academy.  
 
Data is entered manually into the Admissions Appeals panels of the census.  
This data is only collected in the January census return.   
 
Primary Admissions Appeals panel 
Primary and all-through schools should include admission appeals for infants 
in both this panel and also in the separate Infant Admissions’ appeals panel.  
 
Infant Admissions Appeals panel 
Only Infant Appeals should be recorded in this panel. 
 
Secondary Admissions Appeals panel 
There is only one Admissions Appeals panel for secondary schools 
 
Please refer to appendix A7 Admissions Appeals for further details. 
 


Address Information 
Pupil Details – Panel 3 – Address 
 
The Census validation will return red errors for incomplete addresses and 
black queries for missing addresses. Census returns submitted with missing 
addresses will, however, fail the DfE’s validation rules.  
Ensure that all pupils have address fields of Apartment, House Name &/or 
Number, Street and Postcode.  Please check the format of addresses for 
pupils who have a house name rather than a house number.  Ensure that the 
house name is recorded in the House Name field and not the Apartment 
Field.   
 
Postcodes - Please ensure all postcodes have been entered.  Common 
errors are typing zero instead of the letter O, and vice versa. The Postcodes 
website may be able to assist with missing postcodes: www.royalmail.com. 
Once on the site, select Postcode Finder. You may need to register for a free 
account. 
  



http://www.royalmail.com/
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Alternative Provision Placements  
Focus / Pupil / Pupil Details – Panel 2 - Registration 
The collection period for these placements is from the day after the 
previous census return to the current census day inclusive. 
AP is full or part-time education arranged by: 
Local authorities, either directly or working with schools, for pupils who 
because of permanent exclusion, illness or other reasons, would not 
otherwise receive suitable education 
OR  
Schools for pupils to improve their behaviour off-site, or during a suspension 
 
AP is not an out of school activity arranged in addition to a full-time education. 
This includes activities arranged for recreational purposes or for SEN support.  
 
AP is not an educational home learning resources provided by a school for 
the pupils at home. 
 
AP settings provide education for pupils who do not go to a mainstream or 
special school full time. 


 
AP education often takes place at a PRU, AP academy or free school, but 
placements can also be arranged in another mainstream or independent 
school that provides AP, or in an educational setting that is not registered 
with DfE.  In most cases, placement information should be recorded by the 
school that arranged the placement. The exception to this, is where the 
alternative provision has been arranged by the Local Authority but the pupil 
remains dual registered with the mainstream school and the Pupil Referral 
Unit/Alternative Provision school. In such cases, the mainstream school 
should still record the required information. 
 
Please refer to appendix A12 Managing Alternative Provision Placements for 
further details.  
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Attendance Collection 
Attendance data for the term preceding the census is automatically extracted 
from either Attendance or Lesson Monitor modules. 
All schools (except nurseries) are required to submit termly attendance data, 
for pupils aged 4 to 15 years. Nursery schools are not required to submit any 
attendance data via the census, even if they have pupils aged 4 and 5 years. 
 
Attendance code D for dual registered pupils will be collected from spring 
2021 even though it is not counted as a possible session.  
 
Code Y is collected in the school census but is not counted as part of possible 
sessions. Schools will use code Y to record the sessions where a pupil is 
unable to attend because: 
- the school site, or part of it, is closed due to an unavoidable cause. 
- the transport provided by the school or local authority is not available, 


and their home is not within walking distance. 
- a local or national emergency has resulted in widespread disruption to 


travel which has prevented the pupil from attending school. 
 
Sessions possible 
This records the number of sessions possible for the attendance period. There 
are 2 sessions for each school day (morning and afternoon). 
 
Zero sessions possible 
Zero sessions possible are recorded where a dual registered pupil has all their 
previous attendance at the other school at which they are registered. 
 
Pupils aged 4 years 
For pupils aged 4 years, the recorded number of sessions possible are those 
they are expected to attend. Attendance code ‘X’ (non-compulsory school age 
absence - not counted in possible attendances) is used for sessions when a 
4-year-old is not expected to attend. Absences recorded for 4-year-olds will 
not be treated as ‘authorised’ or ‘unauthorised’ and instead will be reported as 
overall absence. 
 
Attendance for Year 11 Students  
Please see DfE clarification regarding how attendance should be dealt with for 
year 11 students at the end of the academic year. 
 
The official school leaving date is the last Friday in June in the school year in which a child reaches 
age 16.  This means that year 11 pupils must remain on the school roll until the last Friday in June 
and their attendance and absence must be recorded to this date.  


If the intention is that they will be returning to the same school 6th form, they must not be removed 
off roll and must not be provided with a new entry date. Once these pupils have reached the end of 
their compulsory school-age on the last Friday in June, they can be recorded using code ‘X’ if the 
school has not asked them to attend until the end of the academic year.  
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The DfE’s advice regarding study leave is that it should be used sparingly and 
only granted to Year 11 students during public examinations. As study leave is 
unsupervised, schools must record it as authorised absence (Attendance 
Code S). Schools should not continue to grant study leave when examinations 
are finished. 
 
The official school leaving date is the last Friday in June, in the school year in 
which a child reaches age 16.  This means that Year 11 students must remain 
on the school roll until this date. Schools are therefore obliged to record both 
their attendance and absence up until this date.  
 
Secondary Schools with Post 16  
Secondary schools with a 6th Form should enter the S code (Study leave) for 
year 11 students during the examination period.  Thereafter, authorised 
absence should be entered until the last Friday in June, in the school year in 
which a child reaches age 16. From this date onwards until the end of the 
term in July, the X code can be used to signify non- compulsory school age. 
Do not enter leaving dates for year 11 students until the next academic year 
when you will have a definitive list of which year 11 students have continued 
into year 12. 
 
Secondary Schools without Post 16  
Secondary schools without a 6th Form, should enter the S code (Study leave) 
for year 11 students during the examination period.  Thereafter, authorised 
absence should be entered until the last Friday in June. This date is also 
normally the leaving date for year 11 students. 
 
 


Childcare Places – Spring only 
Focus / School / School Details or recorded in Childcare census panel 
 
The DfE publish tables which include comprehensive information on what 
childcare schools offer – from nurseries to after school and holiday provision. 
These tables will give parents the ability to make decisions and increase their 
ability to see where they can access their 15 hours of free childcare per 52 
weeks for three- and four-year-olds. Schools must provide information on the 
provision of – or signposting to – childcare, together with the nature of the 
childcare provided / signposted. Schools without childcare provision are still 
required to provide an answer for each of the 4 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 separate type of 
childcare a ‘NO’ for onsite and an ‘N’ of signposting. 
 
Please see on the next page, the DfE’s Childcare definitions as extracted from the 
DfE’s  
‘School census Guide’ 
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Childcare type  Definitions and notes 
 
Before school 
childcare 
service  
 


 
By this, we mean a guaranteed, regular service provided on days 
when the school is open. This will provide a safe and secure place 
where working parents can leave their children before the school 
opens formally. The setting will take the responsibility of taking the 
children to their classes when the school opens. This may take the 
form of a breakfast club and it may include structured activities of 
free play.  
 


 
After school 
childcare 
service  
 


 
By this, we mean a guaranteed, regular service provided on days 
when the school is open. This will provide a safe and secure place 
where children spend time after the school day has finished. The 
setting will take the responsibility of collecting the children from their 
classes and looking after them until working parents can collect 
them.  
It may include structured activities, free play, food, homework 
support or a mixture of all of these. It could also be integrated with 
other after school specific activities offered by the school.  
 


 
Holiday 
childcare 
service or 
scheme  
 


 
By this, we mean a service that will usually open Mon-Fri during 
school holiday periods. It may not cover all holiday periods but 
should provide a useful service to working parents.  
We are not including activities that are only available for morning or 
afternoon sessions, such as a football class or a language school. 
Although the service may be integrated with such offers.  
If the offer only applies during the summer break, we are aware that 
this may change, so please answer for your current arrangements 
of plans.  
 


 
Holiday 
Opening 
Weeks 


 
Schools have to be open for 38 weeks. Please enter the number of 
weeks the holiday childcare operates for (if there is more than one 
such scheme at your school, please enter the total number of weeks 
covered).  
We have only asked for the number of weeks as schools can have 
different term patterns. If the service operates for 6 weeks of the 
summer holiday, but not at Christmas and Easter – you should enter 
6. If it covers all holiday periods, with the exception of Christmas 
week, you should enter 13.  
 


 
Childcare for 
children aged 
under 5  
 


 
By this, we mean a service that parents can use for at least 9 hours 
a day if they choose to.  
Please do not include provision that is only available during school 
hours or where children can only attend for a morning or afternoon 
session.  
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Consortium / Guest Students - Secondary Schools 
Schools often provide courses of study in collaboration with other schools. 
Current guidance from the DfE is a recommendation that the registration 
school should record the student with an enrolment status of Single 
registration and the providing school should record the same student with an 
enrolment status of Guest registration. 
 
Note: It is imperative that Warwickshire schools have a uniform policy 
regarding consortium students and as such, the LA have decided to make all 
consortium students have an enrolment status of Guest.  
 
To alter a student’s enrolment status please follow this route: 
Routines / Student / Change Enrolment Status  
Guest student records do not require the same data upkeep as single 
registered student records. 
If you wish to retain a guest student’s historical attendance data from when 
they were still dual registered, then please contact The Service Desk for 
advice BEFORE you alter the student’s enrolment status to Guest. 
 


Disability Access Fund - Nursery pupils only 
Tools / Statutory Return Tools / Update Early Years or in the Early Years 
census panel 
 
The Disability Access Fund is payable as a lump sum once a year and 
awarded only to three- and four-year-old pupils who meet the following 
criteria: 
 


• the child is in receipt of child disability living allowance; AND  
• the child receives free early education.  


 
Disability Access Fund data is collected in this return for pupils who are in 
receipt of the fund on census day. 
 
Please note: Pupils aged 4 as at the 31 August who are in reception rather 
than nursery are not eligible for DAF funding. Further information on the DAF 
is available in the early years national funding formula (EYNFF) operational 
guidance. 
 
The DAF indicator should only be returned for eligible children within the date 
of birth range, and year groups, outlined in the following table.  
 
  



https://www.gov.uk/government/publications/early-years-national-funding-formula-allocations-and-guidance

https://www.gov.uk/government/publications/early-years-national-funding-formula-allocations-and-guidance
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Early Years - Extended Funded Childcare Hours and the 30 Hour code 
Tools / Statutory Return Tools / Update Early Years or through EY 
Census panel 
 
Extended Funded Hours are the number of hours, in addition to the initial 
15 funded hours, that a child receives and is applicable only to three- and 
four-year-old pupils. Extended Funded hours can double the original 15 
hours of free childcare to 30 hours a week, provided that the following criteria 
are met: 


• Both parents must be working or be a single parent working in a lone 
 parent family) and live in England. 
 


• Each parent earns, on average, a weekly minimum equivalent to 16 
hours at National Minimum Wage or National Living Wage. 


 
• Each parent must have an annual income of less than the specified 


 amount 
 


• Parents who meet the extended funded hours criteria must obtain a 
code from the Tax Office (HM Revenue & Customs), to give to the 
school, together with other details, to confirm their eligibility for 
extended childcare hours. This 30-hour code is usually available from 
the term following a child’s third birthday. 


 
The 11 digit 30-hour code confirms the eligibility to access these additional 
15 hours of extended childcare. Both the number of extended hours and the 
30-hour code are collected for the week in which the census day falls. 
Disregard any absences during census week as these hours should be an 
indication of what the pupil’s normal attendance pattern is. 
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Early Years - Funded Hours  
Tools / Statutory Return Tools / Update Early Years or through EY 
Census panel 
 
Funded Hours signifies the level of free entitlement of education attracted by 
the child in that setting.  Schools should record the total number of hours at 
the school which are funded under the free entitlement to education for under 
5’s. This data is used to determine the Dedicated Schools Grant allocation 
which the DfE use to fund local authorities for the provision of education.  
Funded hours are allocated according to the pupil’s age and not the NC Year 
they are attending. 
 
The table below shows the dates of birth of children for whom funded hours 
are required. If a child falls into the date of birth range below but is not in 
receipt of any funding via the free entitlement, then a value of zero should be 
recorded for funded hours. 
 
 
Census 


 
Date of Birth ranges  


 
Funded 
Hours  


 
Autumn 2023 


2- and 3-year-olds born between 
01/09/2019 and 31/08/2021 
(All relevant schools and year groups) 


 15 Hours 


4-year-olds born between 
01/09/2018 and 31/08/2019 
(Who are not yet in Reception) 


15 Hours 


   
 
Spring 2024 


2- and 3-year-olds born between 
01/09/2019 and 31/12/2021 
(All relevant schools and year groups) 


15 Hours 


4-year-olds born between 
01/01/2019 and 31/08/2019 
(Who are not yet in Reception)  


15 Hours 


   
 
Summer 2024 


2- and 3-year-olds born between 
01/09/2019 and 31/03/2022 
(All relevant schools and year groups) 


15 Hours 


4-year-olds born between 
01/04/2019 and 31/08/2019 
(Who are not yet in Reception) 


15 Hours 


 
NB. As pupils aged 4 in Reception are funded as full-time equivalent pupils, 
there is no requirement to enter their hours in the Early Years Hours table. 
Funded hours will only be required for all pupils aged 2, 3 and 4 in Nursery 
and for pupils aged 2, 3 and 4 in year groups E1, E2, N1 and N2. 
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Early Years - Hours at Setting 
Tools / Statutory Return Tools / Update Early Years or through EY 
Census panel 
Early Years (nursery) pupils are recorded in EITHER the School Census OR 
in the Early Years census, BUT NOT BOTH.  
 
Registered pupils of the school are recorded via the school census (and not 
the Early Years census).  Nursery children attending a separate Ofsted 
registered PVI provider on a school site are recorded via the Early Years 
census (and not the School Census). 
 
Children may, of course, appear on the two different census returns if their 
free entitlement is split between two different settings / schools.  
 
Hours at Setting reflects the number of actual hours that the pupil would 
normally attend at a setting (your school), during census week.  Hours at 
setting is the total number of hours attended, irrespective of where the 
funding for these hours comes from.  
For example, the total hours attended could be a combination of funded 
hours, capped at 15 per week, plus any additional hours funded from other 
sources such as the pupil’s parents or through the Extended Funded childcare 
hours. 
 


Early Years Pupil Premium – Spring only  
Recorded in January Early Years census panel 
 
Early Years (nursery) pupils are recorded in EITHER the School Census OR 
in the Early Years census, BUT NOT BOTH.  
 
Registered pupils of the school are recorded via the school census (and not 
the Early Years census).  Nursery children attending a separate Ofsted 
registered PVI provider on a school site are recorded via the Early Years 
census (and not the School Census) 
 
Children may, of course, appear on the two different census returns if their 
free entitlement is split between two different settings / schools.  
 
National curriculum year groups  
To provide flexibility and to allow school MIS systems to record very young 
children, the department has introduced two additional year groups to the 
national curriculum year group code set:  
E1 for children aged 0 – 1  
E2 for children aged 1 – 2  
N1 (2-3)  
N2 (3-4)  
Please note that the introduction of these additional year groups does not 
extend the scope of who should be recorded in the school census and this 
remains children on the school’s admission register receiving education.  
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The Early Years Pupil Premium (EYPP) is additional funding for early years 
establishments to improve the education they provide for disadvantaged 
3- and 4-year-olds.  
 
Early years providers are any organisation offering education to children 
under the age of 5. 
 
Early Years Pupil Premium (EYPP) for disadvantaged three- and four-year-
olds has been managed by the Local Authority since April 2015. The DfE now 
want schools to report on EYPP in their census returns. 
 
Children become eligible for Early Years Pupil Premium from the term 
following their third birthday and retain this entitlement until they move from 
Nursery class into Reception, where they become eligible for the ‘mainstream’ 
pupil premium. 
 
As Early Years Pupil Premium data is only collected in the January census, 
the age range for 3-year-olds is not restricted to the academic year. 
 
Children will be eligible for EYPP if they are receiving any hours of early 
education and meet the benefits related criteria for: 
 


• Free School Meals (not Universal Infant Free Meals) 
• are in the care of the local authority 
• have left care through adoption, special guardianship or a child 


arrangement order 
 
 
Early Years Pupil Premium process in Warwickshire 
1. Schools will receive an email from Warwickshire’s Strategic Finance 


office explaining how to claim for EYPP.  This email will have a claim 
form attached.   


2. Nurseries / schools ask parents to complete form and show proof of 
their NI number. 


3. Completed forms are returned to the LA – Strategic Finance office 
4. LA checks are carried out 
5. LA inform schools about which pupils have qualified for EYPP 
6. Schools update SIMS with this data BEFORE January census day.  In 


SIMS, schools should also add pupils who are already receiving EYPP 
from an LA provided list. 


7. EYPP data is submitted to the DfE via the January census return  
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Enrolment Status 
Pupil Details – Panel 2 – Registration  
 
The majority of pupils will be Single registration, with a few Dual Main and 
Dual Subsidiary registrations.  If any students are dual registered at two 
schools, then only one of the schools can record the pupil as Main-Dual 
registration. The other school should record the pupil as Subsidiary-Dual 
registration. In the event of both schools recording the same registration 
details for a pupil in a Census return, the school recording incorrect 
information will be requested to amend this data and repeat their return. Dual 
registered pupils recorded incorrectly is one of the most common reasons 
schools are asked to amend data and resubmit their returns. 


Ethnicity 
Pupil Details – Panel 8 – Ethnic/Cultural 
 
Ethnicity is collected for all pupils from years N to 13.  You must make every 
effort to collect this data from parents.  This information should be part of your 
data collection sheet, and admission form when admitting new pupils. 


Exclusions and Suspensions 
Pupil Details – Links – Exclusions 
 
The census usually collects Exclusions and Suspensions for the previous 2 
terms in order to accommodate the review process. This means some 
exclusions and Suspensions may be returned on two consecutive census 
returns. This will not result in double counting in national statistics, as only the 
latest information returned for each term, will be used. Only suspensions and 
permanent exclusions with a start date in the date span are included. The 
start date for a suspension is reported, but instead of reporting the end date 
the number of sessions missed (or to be missed) is reported. 
A permanent exclusion is only reported if the final governor review has taken 
place and the required details of the review have been entered. 
 
Please check the exclusion collection period in the census details panel of 
your return and refer to A6 How to Record Exclusions / Suspensions document  
 
Please be aware: If a pupil receives a permanent exclusion, you will need to 
record SEN details for that pupil, before adding a leaving date, even if they 
don’t have special needs. The logic being that if a pupil is excluded from 
school then, by default, that pupil has special education needs.  In SIMS, 
record N - No Special Educational Need and not Never Assigned.  Please 
ensure that the SEN start date is before the date of the exclusion and leaving 
date.  You can use the Bulk Update to do this. 
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First Language 
Pupil Details – Panel 8 – Ethnic/Cultural 
 
First Language is collected for all pupils from years N to 13.  A First Language 
is identified as the language a student was exposed to during early 
development and continues to be exposed to in the home or in the 
community.  If a student’s first language is not on the language lookup table, 
then “Other than English” will have to be entered. 
 


Free School Meal Eligibility 
Pupil Details – Panel 6 – Dietary 
 
Pupils can only be recorded as FSM eligible on their records, if they meet the 
FSM eligibility criteria (in respect to family income) and have make a 
legitimate claim.  
 
Pupils who are only in receipt of a free school lunch due to a universal entitlement - such as 
the Infant Pupil Universal Entitlement – are not recorded as FSM eligible and are not eligible 
for pupil premium.   
 
Each period of FSM eligibility must have an associated country of the UK 
reported to ensure that those pupils who have only experienced periods of 
FSM eligibility outside of England do not attract the pupil premium. 
 
To minimise the impact of the rollout of universal credit to determine eligibility 
for free school meals, transitional arrangements have been put in place to 
ensure that no pupil loses a meal as a result of these changes. 
 
Transitional protections ensure that any pupil in receipt of free school meals 
on 31st March 2018 until 31st March 2023, should continue to receive free 
school meals until the end of the universal credit roll out period. This covers 
until at least March 2025 and applies even if their circumstances change and 
they would no longer meet the eligibility criteria.  
 
You should not enter end dates unless: 


• a parent has said that they do not wish the child to be recorded as 
eligible for free school meals and receive a free school meal 
 


• a pupil transfers from another UK country – their non-English free 
school meals must have an end date 
 


• a parent notifies the school that their support under the Immigration & 
Asylum Act 1999 or the pension credit has ended 
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Please note that as things stand the DfE will begin the process of ending the 
protection of FSM eligibility from Universal Credit on 31st March 2023. 
Any pupil with a start date for FSM after 31st March 2023 will not be 
protected from Universal Credit and can be assigned an end date for FSM. 
 
Any pupil with a start date for FSM on or before 31st March 2023 will 
continue to be protected from Universal Credit until the end of their current 
phase of education, e.g. primary in year 6 or secondary in year 11, at which 
point they can be assigned an end date for FSM depending on their 
circumstances. 
This means that the full impact on Deprivation Pupil Premium will be delayed 
by more than six years for many schools.  
 
For further information regarding recording Free School Meals as part of the temporary NRPF 
extension please refer to the DfE’s online census guidance found at:  
https://www.gov.uk/guidance/complete-the-school-census/data-items-2021-to-2022 
 
 
 
  



https://www.gov.uk/guidance/complete-the-school-census/data-items-2021-to-2022
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Funding and Monitoring (FAM)  
Tools / Statutory Return Tools / Update Funding and Monitoring 
 
The Learner Funding and Monitoring table is provided to enable schools to 
record aspects of the Education Recovery Package.  
 
This table will identify pupils: 
 


• in receipt of tutoring provided via the National Tutoring Programme 
(NTP) 
 


• in receipt of tutoring funded by the 16 to 19 Tuition Fund -  
(Secondary schools only) 
 


• resitting or retaking full or part of their 16 to 19 study programme - 
(Secondary schools only) 


 
Schools should record tutoring hours that were delivered via any of the 
following National Tutoring Programme delivery routes:  


• tuition partners  
• academic mentors  
• school-led tutoring.  


 
More information about the National Tutoring Programme is available on the 
GOV.UK website https://www.gov.uk/government/publications/national-tutoring-
programme-ntp 
 
Appropriate data items in this table are to be entered for pupils who are on 
roll on census day and for pupils who went off roll since the start of the 
new academic year  
 
Please refer to Document 4 Updating Statutory Tables – page 2 for a detailed 
explanation of how this table should be populated. 
 
 


In Care  
Pupil Details – Panel 10 – Welfare 
 
Data about pupils In Care is now only collected for pupils who also have 
exclusions.  It is, however, strongly recommended that schools keep all in 
care details up to date both for their own internal reference and for analysis 
purposes, particularly for OFSTED inspections. It is the responsibility of The 
Virtual School to monitor In Care students and to report back to the DfE about 
these students.   



https://www.gov.uk/government/publications/national-tutoring-programme-ntp

https://www.gov.uk/government/publications/national-tutoring-programme-ntp
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Learner Support – Post 16 Students only 
Pupil Details – Panel 9 – Additional Information 
 
The Learner Support Code indicates which pupils aged 16 to19 have been 
awarded the 16-19 Bursary Fund, at any point in the academic year.  This 
may include leavers who have left school since the start of the academic year.  
This data is only collected in the Spring and Summer census returns. 
 
The Learner Support Code indicates the type of financial support awarded to 
pupils beyond compulsory school leaving age. This data item is already in use 
in colleges and will enable schools to record a number of different types of 
support awarded to their pupils. However, for the purposes of the Census, 
schools only need to record whether their pupils aged 16 to 19 have been 
awarded:  
 


 a vulnerable group bursary, and/or  
 a discretionary bursary  


 
Other types of support may be recorded in SIMS but they will not be captured 
in the Census.  
 
The collection of data will be on a cumulative basis as follows:  
 


• Spring Term - any bursaries awarded since the beginning of the academic 
year to students who are either on roll on census day or became off roll since 
the start of the academic year.  
 


• Summer Term - any bursaries awarded since the beginning of the academic 
year to students who on are either on roll on census day or became off roll 
since the start of the academic year  
 
If a learner is provided with Bursary Funding for two consecutive academic 
years, then it will be necessary for users to make two separate entries, one 
for each academic year for which Bursary Funding has been awarded.  In 
SIMS it is only possible to enter start dates. There is currently no field to hold 
end dates. 
Further information on the fund itself is available from the DfE’s website: 
http://www.education.gov.uk/childrenandyoungpeople/youngpeople/studentsupport/funding/a0
0203061/16-19-bursaries 
 


Mode of Travel 
Pupil Details – Panel 9 – Additional Information 
 
Mode of Travel data inaccuracies or omissions will no longer result in either 
SIMS or the LA – Business Intelligence validation errors. It is still essential, 
however, for schools to maintain MOT data accurately in SIMS .net as the 
Local Authority is dependent on this information for funding purposes.  It is 
only possible to record one Mode of Travel, so the most common mode 
should be selected.  



http://www.education.gov.uk/childrenandyoungpeople/youngpeople/studentsupport/funding/a00203061/16-19-bursaries

http://www.education.gov.uk/childrenandyoungpeople/youngpeople/studentsupport/funding/a00203061/16-19-bursaries
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Part Time Pupils 
Pupil Details – Panel 2 – Registration 
 
Only Nursery pupils can be recorded as part-time pupils.   
The DfE has stated the following to clarify between education hours and 
childcare hours: 
"The part time indicator is not based on the number of funded hours, the part time indicator is based on 
whether the pupil is attending an education provision for 10 sessions a week. If the pupil is attending fewer 
than 10 education sessions a week they should be recorded as part time and not full time. If they [the pupils] 
are not receiving an education provision in the afternoon then they would be recorded as part time. The key is 
whether the provision is education or childcare."  


Pupils who are part-time at your school, but also part-time at another school, 
should still be considered a full-time pupil, as they are in full-time education.  
These pupils should be marked as full-time, but have D codes entered into 
attendance when they are educated elsewhere. 


Post Looked After Arrangements 
Tools / Statutory Return Tools / Update Post looked After Arrangements 
or through PLA census panel 
 
Post Looked After Arrangements data identifies children on roll on census day 
who were looked after (in care) before adoption or prior to being the subject of 
a residence or special guardianship order. 


Pupil Premium 
Pupil Details – Panel 9 – Additional Information 
 
The census does NOT identify or extract pupils who have Pupil Premium 
indicator ticks in SIMS.  Schools receive Pupil Premium funding for students 
meeting one or more of the following criteria: 
 


• Eligible for Free School Meals - currently or within the last 6 years    
• Looked After - for at least 1 day  
• Service Children - currently or within the last 4 years  
• Post Looked After – irrespective of when the adoption, special 


guardianship or resident order took place which removed pupils from 
being in foster care. 


 
Pupil Premium funding is calculated from data held in the National Pupil 
Database (NPD) together with new data collected in School Census returns. 
 
For further information about the Pupil Premium see: 
http://www.education.gov.uk/schools/pupilsupport/premium/b0076063/pp 
 
When the new Pupil Premium csv download file is released, the MIDAS team 
will email schools, giving instructions on how to download their DfE pupil 
Premium file from the Key to Success website and import it into SIMS.    



http://www.education.gov.uk/schools/pupilsupport/premium/b0076063/pp
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School Details 
Focus / School / School Details 
The DfE required the following detail about schools: 


• School name 
• Local Authority number 
• Departmental establishment number – DfE number 
• Unique Reference Number 
• School phase  
• Type of school 
• Governance  
• Intake type  
• Maximum year group 
• Minimum year group 
• School telephone number 
• School email address – The DfE may use this email address for future 


correspondence. 
 


School Time – Spring only. All schools except nursery 
Focus / School / School Details / Establishment panel 
This will be collected from all schools, but only in Spring census returns and is 
voluntary for School Census Spring 2023. 
This data item should record the total compulsory time pupils spend in school, 
in a typical 5 day week, inclusive of breaks and lunchtimes. School Time must 
be entered to 2 decimals and rounded to the nearest 15 minutes.  For 
example, 32 hours and 40 minutes would be rounded to 32 hours and 45 
minutes and recorded as 32.75 hours. 
 


Selected Period - Spring only 
Details are required about all classes running at a designated time on 
Census Day. A Selected Period is a specific lesson time which is based on 
the last digit of your school’s DfE number.  See document 6 Selected Period, 
Primary or Secondary for additional information. 
 


SEN Information 
Focus – Pupil – Special Educational Needs. Panel 3 – Basic SEN Details 
SEN information is collected for pupils with code E (EHCP) and K (support).  
Primary and secondary needs (where applicable) are collected in the spring 
return. SEN Need Types are limited to a list of statutory needs as defined by 
the DfE. This information is used to determine funding levels for schools, so 
incorrect data may result in incorrect levels of funding.  For this reason, it is 
important that you check with your SEN coordinator that all SEN data is up-to-
date and accurate. https://www.gov.uk/guidance/complete-the-school-census/find-a-
school-census-code#pupil-SEN-type 
The DfE also collects data regarding SEN Units. This is found under the SEN 
Provision tab and identifies pupils who are members of a SEN unit.  
SEN units are special provisions within a mainstream school where the pupils 
with SEN are taught within separate classes for at least half of their time. 
https://www.gov.uk/guidance/complete-the-school-census/data-items-2023-to-2024  



https://www.gov.uk/guidance/complete-the-school-census/find-a-school-census-code#pupil-SEN-type

https://www.gov.uk/guidance/complete-the-school-census/find-a-school-census-code#pupil-SEN-type

https://www.gov.uk/guidance/complete-the-school-census/data-items-2023-to-2024
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Service Children 
Pupil Details – Panel 9 – Additional Information 
 
Pupils can only be tagged as Service Children if their parents are designated 
as Personnel Category 1 or 2.  Details can be found here:   
https://www.gov.uk/government/publications/personal-status-category-definitions 
The child also has to live with the parent employed by the armed services, to 
qualify as a Service child. 
Children of military personnel who have died in service will be eligible to 
access the Service Pupil Premium. These children will be in receipt of a 
Military Child’s Pension and should also be tagged as Service Children in 
SIMS.  
If a parent previously employed by the armed services is now no longer 
employed by the armed services, then the Service Children in Education 
field should be set to No. 
 


Top up Funding 
Tools / Statutory Return Tools / Update Top up Funding or in Top-up 
Funding census panel.  
 
The DfE would like to know those pupils on roll on census day, for whom a 
school receives top-up funding from their local authority. Top-up funding is 
supplied by local authorities from their high needs budget directly. In schools, 
it is expected that most pupils for whom top-up funding is paid will also have a 
special educational need (SEN), but this is not an automatic link and it will 
depend on the local policy on SEN.  
Please look out for a list of pupils at your school who receive top up funding 
from the Warwickshire County Council.  If you have any queries regarding Top 
up Funding, please contact ASRS – (Assessment, Statementing and Review 
Service)  
 


Traineeships - Secondary Schools. Post 16 students only 
A traineeship is a discrete study programme with a specific set of learning 
aims required to qualify as a traineeship – normally, these are:  
• work experience 
• work preparation 
 Alongside 
• Maths - if required  
• English - if required  
 
Whilst a traineeship can have these constituent aims, not all occurrences of 
these aims will be a traineeship – a pupil could be participating in work 
preparation or work experience as part of a non-traineeship study programme 
and there will be numerous students studying English and Maths who are not 
on a traineeship. The traineeship indicator is set against each of the pupil’s 
learning aims (when the aim is agreed). Where learning aims from a previous 
academic year contribute to a traineeship, such aims do not need to be 
retrospectively flagged.  



https://www.gov.uk/government/publications/personal-status-category-definitions
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Two-Year-old Basis for Funding – Spring only 
Routines / Statutory Returns / School Census / Early Years / 2-Year-Old 
Basis for Funding 
 
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 
 
Code  Description  
ECO  Economic criteria  
HSD  High-level SEN or disability  
LAA  Looked after or adopted from care  
 


Unique Learner Numbers - Secondary and Special Schools 
Pupil Details – Panel 2 – Registration 
 
Mandatory for all pupils aged 14 and over on census day.  A Unique Learner 
Number is a 10-digit identifier which stays with the student’s learning record 
throughout their lives. ULNs can be retrieved from the Learning Records 
Service.   
 
Note: The Learning Records Service web address: 
https://lrs.education.gov.uk  
 
Note: For details on how to access and import ULNs into SIMS .net, please 
find the ULN import instructions on the WeLearn 365 portal.  From the 
MIDAS homepage select:  
Documentation / SIMS Housekeeping / Unique Learner Numbers 
Contained in this folder are instructions on how to download, import and use 
the Unique Learner Reports  
 


Universal Infant Free School Meals 
School Dinner Taken census panel 
 
School dinners taken on census day will be collected for all on roll infant 
pupils. This data item indicates whether a pupil has actually taken a school 
lunch on census day; where ‘school lunch’ is defined as food made available 
by the school for consumption by the pupil as his/her lunchtime meal.  
Numbers of infant meals taken is entered directly into the census file via a 
panel dedicated to this purpose.  
This data item will be collected from all school types in each census for the 
following pupils: 
all pupils on roll on census day in reception (NCYearActual = R) 
all pupils on roll on census day in year 1 (NCYearActual = 1) 
all pupils on roll on census day in year 2 (NCYearActual = 2) 
all pupils on roll on census day aged 4 to 6 not following the national 
curriculum in reception (NCYearActual = X)  



https://lrs.education.gov.uk/





22 


Note: Pupils should only be recorded as eligible for Free School Meals in their 
pupil record if they meet the FSM eligibility criteria in respect to family income 
and their parents have made a legitimate claim. A list of these pupils can be 
found on the OFSM website.  
Pupils who are only in receipt of a free school lunch due to their infant pupil 
universal entitlement should NOT be recorded as FSM. 
 
 
 
 
 
 
 
 
 
 
 
 


UPN – Unique Pupil Number 
Pupil Details – Panel 2 – Registration 
 
UPN (Unique Pupil Number) is collected for all pupils.  Temporary UPNs 
should only be assigned if a pupil has arrived just before census day and you 
have been unable to obtain their permanent UPN.  This should be updated 
with the permanent UPN as soon as possible. 
 
Pupil’s former UPN 
The DfE needs this data for both on and off roll pupils. 
Where a pupil is adopted, a new unique pupil number (UPN) is issued with no 
link or reference made to their former UPN. You must not add the 
previous UPN for an adopted pupil in this field. 
 
Where a non-adopted pupil has held another UPN whilst at your school (such 
as a temporary UPN was allocated, but replaced by a permanent one), you 
should add the temporary UPN to the former UPN field. 
 
 


URN – Unique Reference Number 
Focus – School – School Details 
 
Please ensure that your schools Unique Reference Number (URN) in SIMS 
matches your schools URN on the 'Get information about schools' 
(formerly Edubase) website. The DFE will cross check this data and if any 
discrepancies are found, they will not authorise your schools’ return until all 
discrepancies have been resolved 
  


Extract from the DfE census guidance document  


Although a single census figure will initially be used for funding purposes in 
the first year; in future years, an average of figures from the last 3 termly 
census returns will be used. It is recognised that schools will experience 
some fluctuations in pupil take-up due to pupil migration, absence etc but it is 
expected that a pattern of meal take-up will be established fairly quickly. 
Schools will be expected to monitor any changing take-up and manage this 
appropriately within their existing budget. 
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Year Taught In 
Pupil Details – Panel 2 – Registration 
 
Check the information in the Year taught in column agrees with that in the 
Year column.  Where Year taught in and Year are not the same, check this is 
correct and amend if necessary. The Year taught in will only be different for 
any pupils who are registered with their peers but taught out of their normal 
age range (taught either a year above or below their peer group).   


 
Young Carer Indicator – All schools except Nursery 
Pupil Details – Panel 10 – Welfare 
 
From January 2023 census return, students who have been identified as 
Young Carers, will be collected in the return. Additionally, the return will 
include whether the Parent / Guardian, or school has identified the student as 
a Young Carer.  
 
Section 17ZA of the Children Act 1989 says a young carer is a person under 
18 who provides or intends to provide care for another person (which is 
neither a contract nor voluntary work). 
 
Young carers carry immense responsibility in providing care and support at 
home when their own needs often remain hidden. The increased pressures 
young carers have faced due to the pandemic has further highlighted the 
need to improve formal identification of this cohort in schools, to understand 
their needs and to provide early help as outlined in statutory guidance 
on keeping children safe in education. 
 
Working together to safeguard children also outlines how school and college staff 
should be particularly alert to the potential need of early help for students who 
have taken on caring responsibilities. 
Schools can record the information using the following codes and descriptors 
in the table below.  
 


Code  Young carer indicator 


N  Not declared 


P  Identified as a young carer by parent or guardian 


S  Identified as a young carer by school – including where the pupil self declares 


 
 
 
  



https://www.gov.uk/government/publications/keeping-children-safe-in-education--2

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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Youth Support Services Agreement Indicator - Secondary schools only 
Pupil Details – Panel 9 – Additional Information 
 
There is a legal requirement under the Education and Skills Act 2008 for schools to 
pass specific information on request to the Youth Support Service for pupils 
who are 12 and above, irrespective of either the parent's or student's 
permission.  The school, however, is under an obligation to have this 
explained in a Privacy Notice. 
 
Student information required by the Youth Support Service:  
 


1. the names and addresses of pupils and their parents - provided in any 
event, no permission needed 


 
2. the date of birth of the pupil - provided in any event, no permission 


needed 
 


3. Parents or pupils (if aged 16 or over) – have the right to object to any 
additional information (over and above name, address and date of 
birth) being shared with the local authority or provider of youth support 
services. As part of the schools’ privacy notice, schools must advise 
parents / pupils of their right to object. Until the parent or pupil gives an 
instruction, the school remains under a statutory duty to provide 
information to the Youth Support Service on request.  


 
  
On the following page, please find a table of Youth Support Services codes 
with corresponding descriptions detailing what each code means. 
 


Youth Support Services 
Codes in SIMS 


Description 


Yes - Obtained Permission has been given by the parent, guardian or pupil to share 
additional information 


No - Refused Parent, guardian or pupil has exercised their right to object to the 
sharing of additional information 


UNS - Unsought Unsought - school has not yet sent out privacy notices, data can be 
shared with youth support services (not advised) 


SNR - Sought no reply Sought, no reply - school has sent out privacy notices, but received 
no reply, additional data can be shared with youth support services 


 
Census returns are used to transfer data items from schools to their local 
authorities, who in turn pass on requested student data to the Youth Support 
Service.  
 



http://www.legislation.gov.uk/ukpga/2008/25/contents
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Privacy Notices need to be issued to parents advising them of their or their 
child’s right to instruct the school not to provide information beyond name, 
address and date of birth.  
Please see appendix A4 Privacy Notices which provides links to both 
Warwickshire’s Legal Services and the DfE’s Privacy Notice guidance. 
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		Address Information

		Attendance Collection

		Childcare Places – Spring only
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		Disability Access Fund - Nursery pupils only

		Early Years - Extended Funded Childcare Hours and the 30 Hour code

		Early Years - Funded Hours

		Early Years - Hours at Setting

		Early Years Pupil Premium – Spring only

		Enrolment Status
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		Exclusions and Suspensions
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		Free School Meal Eligibility

		Funding and Monitoring (FAM)

		In Care

		Learner Support – Post 16 Students only
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		Top up Funding
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		Universal Infant Free School Meals

		UPN – Unique Pupil Number

		URN – Unique Reference Number

		Year Taught In

		Young Carer Indicator – All schools except Nursery

		Youth Support Services Agreement Indicator - Secondary schools only




Sheet1

		DfE extended codes		Approved extended categories		DfE main code		Sub-category		Main category		Comments

		WBRI		White - British		WBRI		White - British		White		You cannot use WBRI if you have used codes WCOR - WNIR.

		WCOR		White - Cornish		WBRI		White - British		White

		WENG		White - English		WBRI		White - British		White

		WSCO		White - Scottish		WBRI		White - British		White

		WWEL		White - Welsh		WBRI		White - British		White

		WNIR		White – Northern Irish		WBRI		White - British		White		Available for use from the 2021 to 2022 academic year.

		WOWB		Other White British		WBRI		White - British		# White		If you have used codes WCOR - WNIR, you must use WOWB for all other pupils within the main ‘any other ethnic group’ category. If you use WOWB, you cannot use WBRI.

		WIRI		White - Irish		WIRI		White		White

		WIRT		Traveller of Irish heritage		WIRT		White		White

		WOTH		Any other white background		WOTH		Any other white background		White		You cannot use WOTH if you have used codes WALB - WWEU.

		WALB		Albanian		WOTH		Any other white background		White

		WBOS		Bosnian-Herzegovinian		WOTH		Any other white background		White

		WCRO		Croatian		WOTH		Any other white background		White

		WGRE		Greek/Greek Cypriot		WOTH		Any other white background		White		If you do not wish to distinguish between pupils of Greek and Greek Cypriot, use this code. You cannot use WGRE if you have used either WGRK or WGRC.

		WGRK		Greek		WOTH		Any other white background		White		You can only use this code with WGRC.

		WGRC		Greek Cypriot		WOTH		Any other white background		White		You can only use this code with WGRK.

		WITA		Italian		WOTH		Any other white background		White

		WKOS		Kosovan		WOTH		Any other white background		White

		WPOR		Portuguese		WOTH		Any other white background		White

		WSER		Serbian		WOTH		Any other white background		White

		WTUR		Turkish/Turkish Cypriot		WOTH		Any other white background		White		If you do not wish to distinguish between pupils of Turkish and Turkish Cypriot heritage, use this code. You cannot use WTUR if you have used either WTUK or WTUC.

		WTUK		Turkish		WOTH		Any other white background		White		You can only use this code with WTUC.

		WTUC		Turkish Cypriot		WOTH		Any other white background		White		You can only use this code with WTUK.

		WEUR		White European		WOTH		Any other white background		White		If you do not collect information on white european pupils on the basis of country of origin or East/West European, use this code.

		WEEU		White Eastern European		WOTH		Any other white background		White		Including Russian, Latvian, Ukrainian, Polish, Bulgarian, Czech, Slovak, Lithuanian, Montenegrin and Romanian.

		WWEU		White Western European		WOTH		Any other white background		White		Including Italian, French, German, Spanish, Portuguese and Scandinavian.

		WOTW		White other		WOTH		Any other white background		White		If you have used codes WALB - WWEU, you must use WOTW for all other pupils within the main ‘any other white background’ category. If you use WOTW, you cannot use WOTH.

		WROM		Gypsy/Roma		WROM		Gypsy/Roma		White		Use this code for pupils who identify themselves as Gypsies, Romanies, Travellers, Traditional Travellers, Romanichals, Romanichal Gypsies Welsh Gypsies/Kaale, Scottish Travellers / Gypsies, and or Roma. It should not include fairground (showman’s) children; the children travelling with circuses; or the children of New Travellers or Bargees unless their ethnic status is that which is mentioned above. Use this code if you are not using WROG or WROR.

		WROG		Gypsy		WROM		Gypsy/Roma		White		This code enables the separate identification of Gypsy pupils. This includes all children of a Gypsy ethnic background, irrespective of whether they are nomadic, semi-nomadic or living in static accommodation.

		WROR		Roma		WROM		Gypsy/Roma		White		This code identifies the separate identification of Roma pupils.

		WROO		Other Gypsy/Roma		WROM		Gypsy/Roma		White		Use this code for Gypsy/Roma pupils who do not identify with one or the other of the above groups - pupils with mixed Gypsy/Roma heritage.

		MWBC		White and Black Caribbean		MWBC		White and Black Caribbean		Mixed/Dual background

		MWBA		White and Black African		MWBA		White and Black African		Mixed/Dual background

		MWAS		White and Asian		MWAS		White and Asian		Mixed/Dual background		You cannot use MWAS if you have used codes MWAP - MWAI.

		MWAP		White and Pakistani		MWAS		White and Asian		Mixed/Dual background

		MWAI		White and Indian		MWAS		White and Asian		Mixed/Dual background

		MWAO		White and any other Asian background		MWAS		White and Asian		Mixed/Dual background		If you have used codes MWAP - MWAI, you must use MWAO for all other Mixed/Dual background pupils within the main ‘white and Asian’ category. If you use MWAO, you cannot use MWAS.

		MOTH		Any other mixed background		MOTH		Any other mixed background		Mixed/Dual background		You cannot use MOTH if you have used codes MAOE - MWCH.

		MAOE		Asian and any other ethnic group		MOTH		Any other mixed background		Mixed/Dual background

		MABL		Asian and Black		MOTH		Any other mixed background		Mixed/Dual background

		MACH		Asian and Chinese		MOTH		Any other mixed background		Mixed/Dual background

		MBOE		Black and any other ethnic group		MOTH		Any other mixed background		Mixed/Dual background

		MBCH		Black and Chinese		MOTH		Any other mixed background		Mixed/Dual background

		MCOE		Chinese and any other ethnic group		MOTH		Any other mixed background		Mixed/Dual background

		MWOE		White and any other ethnic group		MOTH		Any other mixed background		Mixed/Dual background

		MWCH		White and Chinese		MOTH		Any other mixed background		Mixed/Dual background

		MOTM		Other mixed background		MOTH		Any other mixed background		Mixed/Dual background		If you have used codes MAOE - MWCH, you must use MOTM for all other pupils within the main ‘any other mixed background’ category. If you use MOTM, you cannot use MOTH.

		AIND		Indian		AIND		Indian		Asian or Asian British

		APKN		Pakistani		APKN		Pakistani		Asian or Asian British		You cannot use APKN if you have used codes AMPK - AKPA.

		AMPK		Mirpuri Pakistani		APKN		Pakistani		Asian or Asian British

		AKPA		Kashmiri Pakistani		APKN		Pakistani		Asian or Asian British

		AOPK		Other Pakistani		APKN		Pakistani		Asian or Asian British		If you have used codes AMPK - AKPA, you must use AOPK for all other pupils within the main Pakistani category. If you use AOPK, you cannot use APKN.

		ABAN		Bangladeshi		ABAN		Bangladeshi		Asian or Asian British

		AOTH		Any other Asian background		AOTH		Any other Asian background		Asian or Asian British		You cannot use AOTH if you have used codes AAFR - ASRO.

		AAFR		African Asian		AOTH		Any other Asian background		Asian or Asian British		Including East and South African Asians.

		AKAO		Kashmiri other		AOTH		Any other Asian background		Asian or Asian British		You should use this code for Kashmiri respondents not wishing to be classified under Asian Pakistani.

		ANEP		Nepali		AOTH		Any other Asian background		Asian or Asian British

		ASNL		Sri Lankan Sinhalese		AOTH		Any other Asian background		Asian or Asian British		You can only use this code with either ASLT or ASRO.

		ASLT		Sri Lankan Tamil		AOTH		Any other Asian background		Asian or Asian British		You can only use this code with either ASNL or ASRO.

		ASRO		Sri Lankan other		AOTH		Any other Asian background		Asian or Asian British		You can only use this code with either ASNL or ASLT.

		AOTA		Other Asian		AOTH		Any other Asian background		Asian or Asian British		If you have used codes AAFR - ASRO, you must use AOTA for all other pupils within the main ‘any other ethnic group’ category. If you use AOTA, you cannot use AOTH.

		BCRB		Black Caribbean		BCRB		Black Caribbean		Black or Black British		Including Antigua and Barbuda, Bahamas, Barbados, Dominica, Grenada, Guyana, Jamaica, St Kitts and Nevis, St Lucia, St Vincent and Grenadines, Trinidad and Tobago.

		BAFR		Black - African		BAFR		Black - African		Black or Black British		You cannot use BAFR if you have used codes BANN - BSUD.

		BANN		Black - Angolan		BAFR		Black - African		Black or Black British

		BCON		Black - Congolese		BAFR		Black - African		Black or Black British

		BGHA		Black - Ghanaian		BAFR		Black - African		Black or Black British

		BNGN		Black - Nigerian		BAFR		Black - African		Black or Black British

		BSLN		Black - Sierra Leonean		BAFR		Black - African		Black or Black British

		BSOM		Black - Somali		BAFR		Black - African		Black or Black British

		BSUD		Black - Sudanese		BAFR		Black - African		Black or Black British		Including Sudanese of Egyptian origin.

		BAOF		Other Black African		BAFR		Black - African		Black or Black British		Including Black South African, Zimbabwean, Ethiopian, Rwandan and Ugandan. If you have used codes BANN - BSUD, you must use BAOF for all other Black African pupils. If you use BAOF, you cannot use BAFR.

		BOTH		Any other black background		BOTH		Any other black background		Black or Black British		You cannot use BOTH if you have used codes BEUR - BNAM.

		BEUR		Black European		BOTH		Any

		BNAM		Black North American		BOTH		Any other black background		Black or Black British		Include Black North American and Canadian.

		BOTB		Other Black		BOTH		Any other black background		Black or Black British		If you have used codes BEUR - BNAM, you must use BOTB for all other pupils within the main ‘any other black background’ category. If you use BOTB, you cannot use BOTH.

		CHNE		Chinese		CHNE		Chinese		Chinese		You cannot use CHNE if you have used codes CHKC - CTWN.

		CHKC		Hong Kong Chinese		CHNE		Chinese		Chinese

		CMAL		Malaysian Chinese		CHNE		Chinese		Chinese

		CSNG		Singaporean Chinese		CHNE		Chinese		Chinese

		CTWN		Taiwanese		CHNE		Chinese		Chinese

		COCH		Other Chinese		CHNE		Chinese		Chinese		If you have used codes CHKC - CTWN, you must use COCH for all other Chinese pupils, you cannot use CHNE.

		OOTH		Any other ethnic group		OOTH		Any other ethnic group		Any other ethnic group		You cannot use OOTH if you have used codes OAFG - OYEM.

		OAFG		Afghan		OOTH		Any other ethnic group		Any other ethnic group

		OARA		Arab other		OOTH		Any other ethnic group		Any other ethnic group		Include Palestinian, Kuwaiti, Jordanian and Saudi Arabian.

		OEGY		Egyptian		OOTH		Any other ethnic group		Any other ethnic group

		OFIL		Filipino		OOTH		Any other ethnic group		Any other ethnic group

		OIRN		Iranian		OOTH		Any other ethnic group		Any other ethnic group

		OIRQ		Iraqi		OOTH		Any other ethnic group		Any other ethnic group

		OJPN		Japanese		OOTH		Any other ethnic group		Any other ethnic group

		OKOR		Korean		OOTH		Any other ethnic group		Any other ethnic group

		OKRD		Kurdish		OOTH		Any other ethnic group		Any other ethnic group		Include Kurdish pupils from Iraq, Iran and Turkey.

		OLAM		Latin/South/Central American		OOTH		Any other ethnic group		Any other ethnic group		Include all pupils from Central/ South America, Cuba and Belize.

		OLEB		Lebanese		OOTH		Any other ethnic group		Any other ethnic group

		OLIB		Libyan		OOTH		Any other ethnic group		Any other ethnic group

		OMAL		Malay		OOTH		Any other ethnic group		Any other ethnic group		Including Malaysian other than Malaysian Chinese.

		OMRC		Moroccan		OOTH		Any other ethnic group		Any other ethnic group

		OPOL		Polynesian		OOTH		Any other ethnic group		Any other ethnic group		Including Fijian, Tongan, Samoan and Tahitian.

		OTHA		Thai		OOTH		Any other ethnic group		Any other ethnic group

		OVIE		Vietnamese		OOTH		Any other ethnic group		Any other ethnic group

		OYEM		Yemeni		OOTH		Any other ethnic group		Any other ethnic group

		OOEG		Other ethnic group		OOTH		Any other ethnic group		Any other ethnic group		If you have used codes OAFG - OYEM, you must use OOEG for all other pupils within the main ‘any other ethnic group’ category. If you use OOEG, you cannot use OOTH.

		REFU		Refused		REFU		Refused		Refused

		NOBT		Information not yet obtained		NOBT		Information not yet obtained		Information not yet obtained






Notepad_guidelines



		School census 2023-24 acceptable notepad entries guidelines



		If the following guidelines are followed the Department will be able to process school census returns to 'authorised' stage without having to contact school census contacts



		The validation checks contained in this document are for queries not errors triggered on the school census return

		The query number should always be returned in the notepad at the front of any notes for example 1990q Confirmed as correct

		It is acceptable to return one notepad entry for numerous queries, however we would ask providers to start a separate line for each query they are returning a notepad entry for

		Notepad entries can be provided from the moment a provider uploads their return, schools and local authorities do not have to wait for the DfE to contact them

		Ensure that there is a notepad for each outstanding query

		Please ensure the notepad provided is clear, concise and corresponds to the relevant query

		Some queries request specific wording - please avoid short version of this wording

		If the notepad entry states that a reason must be provided please do not return 'confirmed', 'correct', 'data is correct' etc. This would be an insufficient notepad entry and the Department will be unable to process the return to 'authorised' stage

		Do not record aggregated data in the notepad for example number of infant pupils having a school meal. If the data is incorrect please update your return by recording the correct data for the specific pupil. Aggregated pupil numbers recorded in the notepad will not be action by the Department, therefore could impact funding allocations.

		If you think your data is correct, but your return has not been authorised by the Department, please check if we have provided an action note, which will direct you on what further action is required.

		Please ensure that the data is accurate before providing notepads, once the database has closed, no further amendments can be made to your data and funding allocations will not be readjusted.





Pupils



						School census 2023-24 acceptable notepad entries



		Query		Module		Validation check		Error message		Autumn 		Spring 		Summer 		Acceptable notepad entry

		1490		Pupil Identifiers		There should be at least one <PupilOnRoll> record present		Please check: No pupils on roll have been recorded		1		1		1		Confirmation is not acceptable. A reason must be provided. 

		1495		Pupil Identifiers		There should be at least one <PupilNoLongerOnRoll> record present 		Please check: No pupils no longer on roll have been recorded 		0		1		1		Spring and summer
No pupils left during this period



		1601		Pupil Identifiers		For all Phases where age cannot be less than 2 the age should be calculated as follows:
Autumn - aged 2 as at 31 August
Spring - aged 2 as at 31 December
Summer - aged 2 as at 31 March

For all other Phases, for all terms, age as at 31 August should be used

		Please check: Pupil’s age is out of range for school type		1		1		1		Confirmation is not acceptable. A reason must be provided why the school has pupils outside the age range for their school type.

		1620		Pupil Identifiers		There should be no two or more pupils (that is: including both PupilOnRoll and PupilNoLongerOnRoll) with the same <Surname>, <Forename>, <Sex> and <DOB>		Please check: duplicate pupil records with the same Surname, Forename, Gender and Date of birth		1		1		1		Confirmation is not acceptable. A reason must be provided to ensure these are different pupils.

		1700		Pupil Characteristics		Number of PupilsOnRoll with <Ethnicity> equals Not Obtained divided by number of PupilsOnRoll is greater than 10%		Please check: Percentage of pupils on roll for whom ethnicity has not been obtained is high (greater than 10%)		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1741		Pupil Characteristics		Where <ServiceChild>  equals 'Y', <FSMperiod> node must not be present
OR
<FSMendDate> must be present and prior to <ReferenceDate>
		Based on Ministry of Defence criteria, Service Children (parents designated as personnel category 1 or 2) are not eligible for free school meals		1		1		1		Confirmation is not acceptable. As this impacts on pupil premium funding a reason must be provided why a pupil is both FSM and a service child. Please note the pupil must 'live' with the parent who is in the services to be recorded as a service child.

		1750		Pupil Characteristics		Where number of PupilsOnRoll is greater than or equal to 25:
Number of PupilsOnRoll with an <FSMperiod> node present divided by number of PupilsOnRoll is greater than 45%		Please check: Percentage of pupils with periods of free school meal eligibility is high (greater than 45%)		1		1		1		Confirmation is not acceptable. Schools will be required to specifically confirm that the FSM information is correct.  Acceptable note entry "The school has confirmed that they do have more than 45%  of pupils who are entitled to a FSM".

		1751		Pupil Characteristics		Where number of PupilsOnRoll with <NCyearActual> equal to 'R' is greater than or equal to 10:
[number of PupilsOnRoll with <NCyearActual> equal to 'R' with a <FSMperiod> node present] divided by [number of PupilsOnRoll  with <NCyearActual> equal 'R'] is greater than 50%		Please check: Percentage of pupils in Reception with periods of free school meal eligibility is high (greater than 50%)		1		1		1		Confirmation is not acceptable. Schools will be required to specifically confirm that the FSM information is correct for the year group.  Acceptable note entry "The school has confirmed that they do have more than 50% of reception pupils who are entitled to a FSM and they are not just pupils who are entitled to a universal infant free school meal".

		1752		Pupil Characteristics		Where number of PupilsOnRoll with <NCyearActual> equal to 1 is greater than or equal to 10:
[number of PupilsOnRoll with <NCyearActual> equal 1 with a <FSMperiod> node present] divided by [number of PupilsOnRoll  with <NCyearActual> equal 1] is greater than 50%
		Please check: Percentage of pupils in NC Year 1 with periods of free school meal eligibility is high (greater than 50%)		1		1		1		Confirmation is not acceptable. Schools will be required to specifically confirm that the FSM information is correct for the year group.  Acceptable note entry 'The school has confirmed that they do have more than 50% of 'Year 1' pupils who are entitled to a FSM and they are not just pupils who are entitled to a universal infant free school meal'.

		1753		Pupil Characteristics		Where number of PupilsOnRoll with <NCyearActual> equal to 7 is greater than or equal to 10:
[number of PupilsOnRoll with <NCyearActual> equal 7 with a <FSMperiod> node present] divided by [number of PupilsOnRoll  with <NCyearActual> equal 7] is greater than 50%
		Please check: Percentage of pupils in NC Year 7 with periods of free school meal eligibility is high (greater than 50%)		1		1		1		Confirmation is not acceptable. Schools will be required to specifically confirm that the FSM information is correct for the year group.  Acceptable note entry 'The school has confirmed that they do have more than 50% of 'Year 7' pupils who are entitled to a FSM'.

		1760		Pupil Characteristics		Number of PupilsOnRoll with no <FSMperiod> nodes present should be greater than zero		Please check: No pupils in the school eligible for free school meals during the period since the last census		1		1		1		Confirmation is not acceptable.  Acceptable note entry 'No pupils qualify for FSM'.

		1767		Pupil Characteristics		For each <FSMperiod> node, where  <UKcountry> value is ENG or blank <FSMendDate> should not be present		Due to FSM protection, FSM periods are not expected to have an end date. Please provide a reason.		1		1		1		Confirmation is not acceptable. A reason must be provided as to why the FSM period has an end date.

		1849		Pupil Characteristics		For all pupils where <EYPPR> is present:
Where <PLAA> equals 'A', 'G', 'C'  <EYPPR> should equal ‘Y’ and <EYPPBF> should be present and equal to 'RO' or ‘RB’
		Please check: A pupil aged 3 or 4 recorded with post looked after arrangements would be expected to be in receipt of early years pupil premium with a basis for funding of ‘RO’ or ‘RB’ 		0		1		0		Confirmation is not acceptable. A reason must be provided why the basis for funding is not recorded as RO or RB if the pupil is recorded with 'post looked after arrangements'

		1850		Pupil Characteristics		Number of pupils where (<Language> equals NOT) divided by total number of <PupilOnRoll> should not be greater than 10%		Please check: Percentage of pupils where language has not been obtained is high (greater than 10%)		1		1		1		Confirmation is not acceptable. As language can impact funding allocations a reason must be provided as to why a high percentage of pupils have not had their language information obtained.

		1853		Pupil Characteristics		For all pupils where <EYPPR> is present:

Where a <FSMperiod> node is present with either <FSMendDate> not present or <FSMendDate> equal to <ReferenceDate>, <EYPPR> must equal ‘Y’ and <EYPPBF> should be present and equal to ‘RE’ or ‘RB’
		Please check: A pupil aged 3 or 4 eligible for FSM would be expected to be in receipt of early years pupil premium with a basis for funding of ‘RE’ or ‘RB’ 		0		1		0		Confirmation is not acceptable. A reason must be provided why the basis for funding is not recorded as RE or RB if the pupil is recorded as FSM eligible.

		1870		Pupil Status		Number of PupilsOnRoll with <EnrolStatus> equals 'C' divided by total number of PupilsOnRoll should be greater than 95%		Please check: Percentage of pupils with sole registrations at the school is low (fewer than 95%)		1		1		1		Confirmation is not acceptable. As the enrolment status affects funding a reason for low percentage of sole registrations must be provided.  

		1872		Pupil Characteristics		Number of PupilsOnRoll with <PLAA> not equal to 'N' (Not declared) divided by number of PupilsOnRoll should be less than or equal to 5%		Please check: Percentage of pupils on roll on census day reported as having ceased to be looked after through adoption, a special guardianship order, residence order or child arrangement order is high (greater than 5%)		1		1		1		Confirmation is not acceptable. Schools are required to specifically confirm that the number of pupils ceased to be looked after through adoption, a special guardianship order or a residence order is high .  Acceptable notepad entry 'school do have more than 5% of pupils who are ceased to be looked after through adoption, a special guardianship order or a residence order'

		1877		Pupil Characteristics		[(Number of PupilsOnRoll with <NCyearActual> equals 'R', 1 or 2 AND <SchoolLunchTaken> equal 1 or true) plus (Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2016-09-01 and 2019-08-31 inclusive AND <SchoolLunchTaken> equals 1 or true)] divided by [(Number of PupilsOnRoll with <NCyearActual> equals 'R', 1 or 2) plus (Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2016-09-01 and 2019-08-31 inclusive)] should be less than or equal to 95%		Please check: Take up of school lunches for pupils in reception, year 1 and year 2 (plus pupils aged 4 to 6 in year X) greater than 95%. Please confirm more than 95% of infant pupils took a school lunch on census day		1		1		1		Confirmation is acceptable. Acceptable notepad entry 'confirmed as correct'.

		1878		Pupil Characteristics		Where count of pupils [in <NCyearActual> equals 'R', 1 or 2] or [in <NCyearActual> equals 'X' and born between 2016-09-01 to 2019-08-31 inclusive] is greater than 0 then there should be at least one pupil with <SchoolLunchTaken> equal to 'true' or '1'		Please check: No infant pupils are recorded as having a school lunch on census day?		1		1		1		Confirmation is not acceptable.  A reason must be provided. Do not record aggregated pupil numbers in the notepad as these will not be actioned and may result in loss of funding.

		1881		Pupil Status		Autumn only:

For PupilsOnRoll with <EntryDate> after 2023-05-28 then <SessionsPossible> should not be greater than zero

Spring only:

For PupilsOnRoll with <EntryDate> after 2023-12-31 then <SessionsPossible> should not be greater than zero 

Summer only:

For PupilsOnRoll with <EntryDate> after 2024-03-31 (Easter Sunday) then <SessionsPossible> should not be greater than zero 		For autumn:

Please check the entry date as the sessions possible indicate that the pupil attended the school during the first half of the summer term. If the pupil left and was subsequently readmitted, the query will be accepted by DfE on condition that a suitable explanatory notepad entry is provided.

For spring and summer:

Please check the entry date as the sessions possible indicate that the pupil attended the school during the term prior to this date. If the pupil left and was subsequently readmitted, the query will be accepted by DfE on condition that a suitable explanatory notepad entry is provided.		1		1		1		Confirmation is not acceptable.  Acceptable note entry should provide details that the pupil left in x term and then returned in x term.

		1883		Pupil Status		For PupilsOnRoll where <NCyearActual> is not equal to 'R' or 12 and <EntryDate> is after 2023-07-31 (the end of the previous academic year) then <SessionsPossible> in the summer second half term module should not be present		Please check entry date as the sessions possible indicate that the pupil attended the school during the second half of the summer term. If the pupil left and was subsequently readmitted, the query will be accepted by DfE on condition that a suitable explanatory notepad entry is provided.		1		0		0		Confirmation is not acceptable. Pupils who were on roll in the previous term should not be given a new entry date. Acceptable notepad 'pupil left and was subsequently readmitted'.

		1885		Pupil Status		Autumn only:
More than 50% of PupilsOnRoll have an <EntryDate> between 2023-08-01 and reference date

Spring only:
More than 50% of PupilsOnRoll have an <EntryDate> between 2024-01-01 and reference date

Summer only:
More than 50% of PupilsOnRoll have and <EntryDate> between 2024-04-01 and reference date		Please check: Percentage of pupils with a new entry date seems high (greater than 50%)		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1888		Pupil Characteristics		The sum of [<QualHrsPreviousYear> and <Non_qualHrsPreviousYear>] is fewer than 4,000 hours but should not be greater than 1,000 hours		Please check: The sum of previous year's planned learning hours and the previous year's planned employability, enrichment and pastoral hours should not be greater than 1,000 hours.  		1		0		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1890		Pupil Status		Number of <PupilOnRoll> nodes with <EntryDate> between 2023-08-01 and 2023-12-31 divided by total number of <PupilOnRoll> nodes should not be greater than 40%		Please check: Percentage of new admissions in autumn term in school seems high (greater than 40%)		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1891		Pupil Characteristics		<Non_qualHrsPreviousYear> is greater than or equal to 1 but  <QualHrsPreviousYear> equal zero		Please check: The pupil has previous year's planned employability, enrichment and pastoral hours but no previous year's planned learning hours		1		0		0		Confirmation is not acceptable. As this information is used to calculate funding a reason must be provided as to why a student on a post 16 study programme does not have any previous year's planned learning hours but does have previous year's planned employabilty, enrichment and pastoral hours.

		1892		Pupil Characteristics		Where count of pupils with <QualHrsPreviousYear> is greater than or equal to 1 then there should be at least one pupil with <Non_qualHrsPreviousYear> greater than or equal to 1		Please check: No pupils have previous year's  planned employability, enrichment and pastoral hours 		1		0		0		Confirmation is not acceptable. As this information is used to calculate funding a reason must be provided as to why a student on a post 16 study programme does not have any previous year's planned employabilty, enrichment and pastoral hours but does have previous year's planned learning hours.

		1893		Pupil Characteristics		Pupils On Roll only:
Where present, the sum of [<QualHrsPreviousYear> and <Non_qualHrsPreviousYear>] is less than 40 hours 

Pupils Off Roll only:
Where at least one learning aim has a <LearningActualEndDate> on or before the 2023-07-31 the sum of [<QualHrsPreviousYear> and <Non_qualHrsPreviousYear>] is less than 40 hours 
		Please check: The sum of previous year's planned learning hours and the previous year's planned employability, enrichment and pastoral hours is lower than 40.  Total previous year's planned hours should reflect the annual planned hours for the previous academic year		1		0		0		Confirmation is not acceptable. The notepad must indicate that the school have not just recorded the student's weekly hours for the previous year and the hours reported are correct. Acceptable note entry 'The number of planned hours for the previous year represent the annual planned hours for the previous academic year and are not just weekly hours'.

		1900		Pupil Status		Number of <PupilOnRoll> nodes with <EntryDate> between 2024-01-01 and 2024-03-31 (Easter Sunday) inclusive divided by total number of <PupilOnRoll> nodes should not be greater than 30%		Please check: Percentage of new admissions in spring term in school seems high (greater than 30%)		0		0		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1910		Pupil Status		Number of <PupilOnRoll> nodes with <EntryDate> between 2024-04-01 (Easter Monday) and 2024-07-31 inclusive divided by total number of <PupilOnRoll> nodes should not be greater than 25%		Please check: Percentage of new admissions in summer term in school seems high (greater than 25%)		1		0		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1925		Pupil Status		PupilNoLongerOnRoll records must only be present if 
 
Autumn term:
<LeavingDate> is prior to <ReferenceDate> of 2023-10-05 and at least one <TermlyExclusion> node exists or <EntryDate> is before start of current term (2023-08-01), <LeavingDate> is between start of the summer term (2022-04-10) and autumn census <ReferenceDate> (2023-10-05) and age is between 4 and 15 (inclusive) and <Boarder> equals 'N' or where at least one <ProgrammeAim> node exists or where at least one <LearnerFAM> node is present or where at least one <APPlacementDetails> node is present

Spring term:
<LeavingDate> is prior to <ReferenceDate> of 2024-01-18 and at least one <TermlyExclusion> node exists or <EntryDate> is before start of current term (2024-01-01), <LeavingDate> is between start of the Autumn Term (2023-08-01) and Spring Census <ReferenceDate> (2024-01-18) and age is between 4 and 15 (inclusive) and <Boarder> equals 'N' or where at least one <LearnerSupportItem> node is present or where at least one <LearnerFAM> node is present or where at least one <APPlacementDetails> node is present

Summer term:
<LeavingDate> is prior to <ReferenceDate> of 2024-05-16 and at least one <TermlyExclusion> node exists or <EntryDate> is before start of current term (2023-04-01), <LeavingDate> is between start of the spring term (2024-01-01) and summer census <ReferenceDate> (2024-05-16) and age is between 4 and 15 (inclusive) and <Boarder> equals 'N' or where at least one <LearnerSupportItem> node is present or where at least one <LearnerFAM> node is present or where at least one <APPlacementDetails> node is present		Autumn term:
Please check: Pupil no longer on roll record should not be submitted if there is no attendance, suspensions, permanent exclusions, AP placement details, learner funding and monitoring or post-16 data for the required period

Spring term:
Please check: Pupil no longer on roll record should not be submitted if there is no attendance, suspensions, permanent exclusions, AP placement details, learner funding and monitoring or learner support item for the required period

Summer term:
Please check: Pupil no longer on roll record should not be submitted if there is no attendance, suspensions, permanent exclusions, AP placement details, learner funding and monitoring or learner support item for the required period


		1		1		1		Confirmation is not acceptable. Acceptable reason is that the pupil left in 'x' term came back and then left again. 

		1960		Pupil Status		Number of PupilsOnRoll with <PartTime> equals 'true' divided by total number of PupilsOnRoll should be less than 35%		Please check: Percentage of part-time pupils in school seems high (equal to or greater than 35%)		1		1		1		Confirmation is not acceptable. It is only expected that a nursery school would have a high proportion of part time pupils, therefore, for all other school types a reason must be provided.

		1980		Pupil Status		Number of <PupilOnRoll> nodes with <Boarder> equal to 'B' should not be greater than zero		Please check: School has reported boarding pupils		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1990		Pupil Characteristics		<TopUpFunding> is 'true' or '1' but <SENprovision> does not equal 'E' 		Please check: Pupil is in receipt of top-up funding but is not classed as having an EHC Plan?		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1991		Pupil Characteristics		<TopUpFunding> is 'false' or '0' for all pupils with an <SENprovision> equal to 'E' 		Please check:  No pupils with an EHC Plan are reported as being in receipt of top-up funding?		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1996		Pupil Characteristics		The sum of [<QualHrs> and <Non_qualHrs>] is fewer than 4,000 hours but should not be greater than 1,000 hours		Please check: The sum of planned learning hour and the planned employability, enrichment and pastoral hours should not be greater than 1,000 hours.  Planned hours should reflect the planned hours for the academic year		1		0		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1998		Pupil Characteristics		<Non_qualHrs> is greater than or equal to 1 but  <QualHrs> equal zero		Please check: The pupil has planned employability, enrichment and pastoral hours but no planned learning hours		1		0		0		Confirmation is not acceptable. As this information is used to calculate funding a reason must be provided why a student on a post 16 study programme does not have any qualification hours. 

		1999		Pupil Characteristics		Where count of pupils with <QualHrs> is greater than or equal to 1 then there should be at least one pupil with <Non_qualHrs> greater than or equal to 1		Please check: No pupils have planned employability, enrichment and pastoral hours 		1		0		0		Confirmation is not acceptable. As this information is used to calculate funding a reason must be provided why a student on a post 16 study programme does not have any planned employability, enrichment and pastoral hours. 

		2010		Pupil Status		No more than 10% of pupils in school should have <NCyearActual> different to that suggested by their age
For Autumn for pupils aged 2 and 3 as at 2023-08-31
E1, E2, N1 and N2

For Spring for pupils aged 2 and 3 as at 2023-12-31
E1, E2, N1 and N2

Summer for pupils aged 2 and 3 as at 2024-03-31
E1, E2, N1 and N2

For all other ages, for all terms as at 2023-08-31
'R' if age equals 4
'1' if age equals 5
'2' if age equals 6
'3' if age equals 7
'4' if age equals 8
'5' if age equals 9
'6' if age equals 10
'7' if age equals 11
'8' if age equals 12
'9' if age equals 13
'10' if age equals 14
'11' if age equals 15
'12' if age equal 16
'13' if age equals 17
'14' if age equals 18 plus		Please check: 10% or more pupils’ year group differing from their age 		1		1		1		Confirmation  is not acceptable. A reason must be provided why 10% of pupils are outside their expected NC year group.

		2020		Pupil Status		<NCyearActual> should be :

(a) if age is between 6 and 15 (inclusive) then <NCyearActual> should be between age in years minus 3 and age in years minus 5 and NOT 'E1', 'E2', 'N1', 'N2' or 'R'

(b) if age equals 5 then <NCyearActual> should be 'R' or '1'

(c) If age is 2, 3 or 4 then  <NCyearActual> should be 'E1', 'E2', 'N1', 'N2' or 'R'		Please check: pupil year group and age inconsistent		1		1		1		Confirmation is not acceptable. Reason must be provided as to why the pupil is two years outside their expected NC year.  For example an acceptable note entry is that pupil has severe SEN or language difficulties or pupil is academically gifted.

		2030		Pupil Status		<NCyearActual> should be an expected value given the school’s <SchoolType>. 		Please check: Pupil in unexpected year group for this school		1		1		1		Confirmation is not acceptable. A reason must be provided as to why the pupil is in a NC year group outside the expected year groups for the type of school.

		2040		Pupil Status		A school should have at least one pupil in each NC year group covered by their <SchoolType> , where the pupil’s year group is that calculated from their <DOB> on 2023-08-31

		Please check: Expected year group with no pupils (apart from year 14)		1		1		1		Confirmation is not acceptable. A reason must be provided. For example, school is newly opened and is staggering intake of year groups or school is due to close

		2050		Pupil Status		<SchoolType> : There should not be more than 5% of pupils on roll outside of the age ranges for each School Type when DOB is calculated on 2023-08-31 

		Please check: Is school type correct? Some pupils are outside the expected age range for this type.		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2070		Pupil Status		Where <NCyearActual> equals 'E1', 'E2', 'N1' or 'N2' <TypeOfClass> if present, must equal 'N'. Where <NCyearActual> does not equal 'E1', 'E2', 'N1' or 'N2' <TypeOfClass> if present, must not equal ‘N’.		Please check: pupil's class type and year group incompatible		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2090		Pupil Status		If the number of <PupilOnRoll> nodes where <TypeOfClass> equals 'N' is greater than zero, then 
either 
a) there should be at least one <Classes> with <ClassType> equal to 'N'
or 
b) <PartTimeNotIn> should be greater than zero		Please check: Nursery pupils reported but no nursery class records		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2100		Pupil Status		If the number of <PupilOnRoll> nodes where <TypeOfClass> equals 'N' and <PartTime> equals false is greater than zero then this number should be less than or equal to the sum of <HomePupils> for <Classes> with <ClassType> equals 'N'		Please check: More FT nursery pupils on roll than number on nursery class records		0		1		0		Confirmation is not acceptable. A reason must be provided as to why there are more FT nursery pupils on roll then there are recorded in a nursery class.

		2110		Pupil Status		The number of <PupilOnRoll> nodes where <TypeOfClass> equals 'N' should be greater than or equal to the sum of <HomePupils> for <Classes> with <ClassType> equal to 'N'		Please check: More pupils in Nursery classes than nursery pupils on roll		0		1		0		Confirmation is not acceptable. A reason must be provided as to why there are more nursery pupils in the nursery class then there are nursery pupils on roll.

		2190		Special Educational Needs		Number of PupilsOnRoll with <SENprovision> equals 'E'  divided by total number of PupilsOnRoll greater than 10%

		Please check: Percentage of pupils in school with EHC plans seems high (greater than 10%)
		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2200		Special Educational Needs		Number of PupilsOnRoll where <SENprovision> equals 'K' or 'E' are equal to zero
		Please check: There are no pupils in the school with SEN provision		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2205		Special Educational Needs		Number of PupilsOnRoll with <SENprovision> equals 'K' divided by total number of PupilsOnRoll greater than 40%
		Please check: Percentage of pupils in school with SEN provision of SEN support seems high (greater than 40%)
		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2210		Special Educational Needs		Number of PupilsOnRoll where <SENprovision> equals 'E' divided by total number of PupilsOnRoll should not be less than 70%		Please check: Percentage of pupils in school with an EHC plan seems low for a special school (less than 70%)		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2320		Termly Exclusions		<Sessions> should be less than or equal to 90		Please check: number of sessions suspended is greater than 90		1		1		1		Confirmation is not acceptable. A reason must be provided why the pupil has been suspended for more than 90 sessions.

		2355		Home Information		There should be at least one <Address> node per <PupilOnRoll>		Please check: Pupil record with no address details		1		1		1		Confirmation is not acceptable. A reason must be provided as why no address details have been recorded.

		2379		Alternative Provision Placements		Where pupil <EnrolStatus> equals ‘M’ or ‘S’, <APProvisionDetail> node should not exist		Please check: AP Placement information should not be returned for pupils with main or subsidiary registration. Unless the data relates to a previous term when the pupil had sole registration. 		0		1		1		Confirmation that the pupil was previously sole registered (enrolment status C, F or O)

		2485		Termly Attendance		Autumn
If <AttendanceReason> = E there should be at least one exclusion or suspension record with a <StartDate> between 2023-04-10 and 2023-05-28 inclusive 

Spring 
If <AttendanceReason> = E there should be at least one exclusion or suspension record with a <StartDate> between 2023-08-01 and 2023-12-31 inclusive 

Summer 
If <AttendanceReason> = E there should be at least one exclusion or suspension record with a <StartDate> between 2024-01-01 and 2023-03-31 inclusive		Pupil attendance indicates they are suspended or permanently excluded but no suspension or permanent exclusion is recorded		1		1		1		Confirmation is not acceptable. Acceptable notepad entry 'pupil has been excluded which is going to appeal, in the meantime they are not receiving any education provision'. Or alternatively the pupil received a suspension at the end of the previous term which extended into the next term and no education provision was provided'.

		2502		Termly Attendance		Autumn census: 
Where <SessionsPossible> is equal to zero then either <AttendanceReason> ‘X’, ‘Y’ or ‘D’ should be greater than zero 

OR

<SessionsExceptional> or <SessionsCoronavirus> should be greater than zero

Spring and Summer census: 
Where <SessionsPossible> is equal to zero then either <AttendanceReason> ‘X’, ‘Y’ or ‘D’ should be greater than zero 

OR

<SessionsExceptional> should be greater than zero		For autumn:

Please check: Zero attendance sessions possible has been recorded for the pupil in the first half of the summer term. Pupil should only be recorded with zero sessions possible if dually registered and they spent all of the period for which attendance data is being collected at the other registration. This query will be accepted by DfE on condition that a suitable explanatory notepad entry is provided in COLLECT.

For spring and summer

Please check: Zero attendance sessions possible recorded for the pupil. Pupil should only be recorded with zero sessions possible if dually registered and they spent all of the previous term for which attendance data is being collected at the other registration. This query will be accepted by DfE on condition that a suitable explanatory notepad entry is provided in COLLECT.		1		1		1		Confirmation is not acceptable. Acceptable note entry 'pupil is dually registered and though did not attend this establishment in the previous term, they remain on roll'.
Please note if the school use 'attendance reasons' it is expected that reason code 'D' is returned for the sessions a dually registered pupil is attending the other school, in such cases the query will disappear.

		2520		Termly Attendance		Autumn only:

Where termly <SessionsPossible> plus second half of the summer term <SessionsPossible> present, should be less than 151

Spring and Summer:

Where <SessionsPossible> present, should be less than 151


		Please check: sessions possible should not be greater than 150		1		1		1		Confirmation is not acceptable. A reason must be provided as to why the pupil has more than 150 possible sessions.

		2540		Termly Attendance		There should be at least one <TermlyAttendance> node with either
a) <SessionsAuthorised> present and greater than zero
OR
b) total of <Sessions> where <AttendanceReason> is one of ['I', 'M', 'R', 'S', 'T', 'H', 'E', 'C'] and greater than zero

		Please check: There would normally be at least one pupil who would have at least one authorised absence during the previous term		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'school confirm that there was no authorised absence in the previous term'.

		2550		Termly Attendance		There should be at least one <TermlyAttendance> node with either
a) <SessionsUnauthorised> present and greater than zero
OR
b) total of <Sessions> where <AttendanceReason> is one of ['G', 'U', 'O', 'N'] and greater than zero		Please check: There would normally be at least one pupil who would have at least one unauthorised absence during the previous term		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'school confirm that there was no unauthorised absence in the previous term'.

		2560		Termly Attendance		Autumn only:

The sum of: 
a) all <SessionsAuthorised>
OR
b) all <Sessions> where <AttendanceReason> is one of ['I', 'M', 'R', 'S', 'T', 'H', 'E', 'C']
 
including the second half of the summer term - should be less than or equal to 30% of the total of <SessionsPossible> for all pupils

Spring and summer:

The sum of: 
a) all <SessionsAuthorised>
OR
b) all <Sessions> where <AttendanceReason> is one of ['I', 'M', 'R', 'S', 'T', 'H', 'E', 'C'] should be less than or equal to 30% of the total of <SessionsPossible> for all pupils		Please check: Percentage of authorised absence is greater than 30% - are you sure?		1		1		1		The school must confirm that the information is correct. Acceptable note entry 'school confirm that authorised absence in the previous term was more than 30%'

		2570		Termly Attendance		Autumn only:

The sum of: 
a) all <SessionsUnauthorised>
OR
b) all <Sessions> where <AttendanceReason> is one of ['G', 'U', 'O', 'N'] 
including the second half of the summer term - should be less than or equal to 30% of the total of <SessionsPossible> for all pupils

Spring and summer:

The sum of: 
a) all <SessionsUnauthorised>
OR
b) all <Sessions> where <AttendanceReason> is one of ['G', 'U', 'O', 'N'] 
should be less than or equal to 30% of the total of <SessionsPossible> for all pupils
		Please check: Percentage of unauthorised absence is greater than 30% - are you sure?		1		1		1		The school must confirm that the information is correct. Acceptable note entry  'school confirm that unauthorised absence in the previous term was more than 30%'.

		2576		Summer Second Half Term Attendance		Where <SessionsPossible> is equal to zero then either <AttendanceReason> ‘X’, ‘Y’ or ‘D’ should be greater than zero 

OR

<SessionsExceptional>  should be greater than zero		Please check: Zero attendance sessions possible recorded for pupil on roll in the second half of the summer term. Pupil should only be recorded with zero sessions possible if they spent all of the period which attendance data is being collected at the other registration. This query will be accepted by DfE on condition that a suitable explanatory notepad entry is provided in COLLECT.		1		0		0		Confirmation is not acceptable. Acceptable note entry 'pupil is dually registered and though did not attend this establishment in the previous term, they remain on roll'.
Please note if the school use 'attendance reasons' it is expected that reason code 'D' is returned for the sessions a dually registered pupil is attending the other school. In such cases the query will disappear.

		2583		Summer Second Half Term Attendance		There should be at least one <SummerHalfTerm2Attendance> node with either
a) <SessionsAuthorised> present and greater than zero
OR
b) total of <Sessions> where <AttendanceReason> is one of ['I', 'M', 'R', 'S', 'T', 'H', 'E', 'C']  and greater than zero		Please check: There would normally be at least one pupil who would have at least one authorised absence for the second half of the summer term		1		0		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'school confirm that there was no authorised absence in the previous term'.

		2584		Summer Second Half Term Attendance		There should be at least one <SummerHalfTerm2Attendance> node with either
a) <SessionsUnauthorised> present and greater than zero 
OR
b) total of <Sessions> where <AttendanceReason> is one of ['G', 'U', 'O', 'N'] and greater than zero		Please check: There would normally be at least one pupil who would have at least one unauthorised absence for the second half of the summer term		1		0		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'school confirm that there was no unauthorised absence in the previous term'.

		2588		Summer Second Half Term Attendance		If <AttendanceReason> = E there should be at least one exclusion or suspension record with a <StartDate> between 2023-05-29 and 2023-07-31 inclusive		Pupil attendance for second half of summer term indicates they are suspended or permanently excluded but no suspension or permanent exclusion is recorded		1		0		0		Confirmation is not acceptable. Acceptable notepad entry 'pupil has been excluded which is going to appeal, in the meantime they are not receiving any education provision'. Or alternatively 'the pupil received a suspension at the end of the previous term which extended into the next term and no education provision was provided'.

		2691		Pupil Characteristics		<UnitContactTimePupil> should not be greater than 25 hours per week		Please check: Unit contact time is greater than normal full time education hours (which is 25 hours per week)		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2692		Pupil Characteristics		<UnitContactTimePupil> must be greater than zero		Pupils would be expected to have some unit contact time with the establishment in the previous week. Please provide a reason		0		1		0		Confirmation is not acceptable.  A reason must be provided why the pupil has not had any contact time with the establishment.

		2695		Pupil Characteristics		Where [(Number of PupilsOnRoll with <NCYearActual> equals 'R', 1 or 2) PLUS (Number of PupilsOnRoll with <NCYearActual> equals 'X' AND pupil born between 2016-09-01 and 2019-08-31 inclusive) and (pupil has at least one FSM period where [<FSMstartDate> is present] AND [FSMendDate is greater than or equal to <ReferenceDate> or not present])] divided by [(Number of PupilsOnRoll with <NCYearActual> equals 'R', 1 or 2) PLUS (Number of PupilsOnRoll with <NCYearActual> equals 'X' AND pupil born between 2016-09-01 and 2019-08-31 inclusive)] should be less than 90%		Please check: 90% or more of infant pupils have free school meal eligibility 		1		1		1		Confirmation is not acceptable. A statement must be included that these infant pupils also meet the FSM criteria and that they have not been recorded as FSM due to receipt of UiFSM. This is to ensure that schools have not made an error which would impact pupil premium funding.

		2706		Post-16 Programme  Aims		For pupils on roll, if <NCyearActual> is less than 12 then Programme  Aims are not expected to be present and
<QualHrs> 
<Non_qualHrs>
<QualHrsPreviousYear>
<Non_qualHrsPreviousYear> 
<TLevelQualHrs>
<TLevelNon_qualHrs>
<FTEmp> 
<MathsGCSEHighestPriorAttainment> 
<MathsGCSEPriorAttainmentYear11> 
<EnglishGCSEHighestPriorAttainment> 
<EnglishGCSEPriorAttainmentYear11> 
<MathsGCSEFundingExemption> 
<EnglishGCSEFundingExemption> 
<MathsGCSEHighestPriorAttainmentPreviousYear>
<EnglishGCSEHighestPriorAttainmentPreviousYear>
should not be present
		Please check: Post 16 data would not normally be expected for a pupil on roll below year 12		1		0		0		Confirmation is not acceptable. A reason must be provided.

		2707		Post-16 Programme  Aims		For pupils off roll, if <NCyearLeaving> is less than 12 then Programme  Aims are not expected to be present and 
 <QualHrs> 
<Non_qualHrs> 
<QualHrsPreviousYear>
<Non_qualHrsPreviousYear> 
<TLevelQualHrs>
<TLevelNon_qualHrs>
<MathsGCSEHighestPriorAttainment> 
<MathsGCSEPriorAttainmentYear11> 
<EnglishGCSEHighestPriorAttainment> 
<EnglishGCSEPriorAttainmentYear11> 
<MathsGCSEFundingExemption> 
<EnglishGCSEFundingExemption>
<MathsGCSEHighestPriorAttainmentPreviousYear>
<EnglishGCSEHighestPriorAttainmentPreviousYear> 
should not be present
		Please check: Post 16 data would not normally be expected for a pupil who was below year 12 when they left school		1		0		0		Confirmation is not acceptable. A reason must be provided.

		2708		Post-16 Learning Aims		For pupils on roll, if <NCyearActual> is greater than 12 and if <EnrolStatus> equals 'C' 'F', 'O' or 'M' and <EntryDate> is before 2023-08-01 then Learning Aims for the previous academic year (<LearningStartDate> is before the 2023-08-01) should be present		Please check: Learning aims for the previous academic year would normally be expected for a pupil in year 13 or above who was also on roll last year (unless they had subsidiary registration at the time of the learning aims)		1		0		0		Confirmation that the pupil was previously a subsidiary registration.

		2709		Post-16 Learning Aims		For pupils off roll, if <NCyearLeaving> is greater than 11 and <LeavingDate> is between 2022-10-07 and 2023-10-04 inclusive then at least one Learning Aim would be expected to be present 		Please check: Learning aims would normally be expected for a pupil who was on roll in Year 12 and above and left since the last autumn census		1		0		0		Confirmation that the pupil was previously a subsidiary registration.

		2715		Pupil Characteristics		If <EnrolStatus> equals 'S' then: 
Post-16 Programme aims node must not be present and also
<QualHrs> 
<Non_qualHrs>
<QualHrsPreviousYear>
<Non_qualHrsPreviousYear> 
<TLevelQualHrs>
<TLevelNon_qualHrs>
<FTEmp> 
<MathsGCSEHighestPriorAttainment> 
<MathsGCSEPriorAttainmentYear11> 
<EnglishGCSEHighestPriorAttainment> 
<EnglishGCSEPriorAttainmentYear11> 
<MathsGCSEFundingExemption> 
<EnglishGCSEFundingExemption> 
<MathsGCSEHighestPriorAttainmentPreviousYear>
<EnglishGCSEHighestPriorAttainmentPreviousYear>
should not be present		Please check: Post 16 data should not be provided for pupils with subsidiary registration in the current term. However, if the post 16 data submitted relate to the previous academic year when the pupil had single or main registration then they should be included in the return		1		0		0		Confirmation that the pupil was previously a single or main registration 

		2740		Post-16 Learning Aims		<LearningStartDate> should be later than 31st July prior to (<ReferenceDate> minus 4 years)		Please check: Learning start date seems too early		1		0		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2767		Post-16 Learning Aims		<LearningPlannedEndDate> not expected to fall in the month of September		Please check the learning planned end date as only short courses would be expected to have a planned end date in September		1		0		0		Confirmation is not acceptable. As we only expect short courses to have a planned end date in September, a reason must be provided.

		2775		Pupil Characteristics		Pupils On Roll only:
Where present, the sum of [<QualHrs> and <Non_qualHrs>] is less than 40 hours 

Pupils Off Roll only:
Where at least one learning aim has a <LearningActualEndDate> on or after the 2023-08-01 the sum of [<QualHrs> and <Non_qualHrs>] is less than 40 hours 
		Please check: The sum of planned learning hours and the planned employability, enrichment and pastoral hours is lower than 40.  Total planned hours should reflect the annual planned hours for the academic year		1		0		0		Confirmation is not acceptable. As this will impact funding, the notepad must indicate that the school have recorded the student's annual planned hours and not just recorded their weekly hours . Acceptable note entry 'The number of planned hours representive the annual planned hours and are not just weekly hours'.

		2810		Post-16 Learning Aims		If present, <LearningActualEndDate> should be less than or equal to <LeavingDate>  		Please check: Learning aim actual end date should not be later than the pupil’s leaving date for pupils no longer on roll		1		0		0		Confirmation is not acceptable. A reason must be provided as to why the student has left the school prior to them completing their learning aim(s).

		2905		Post-16 Programme Aims		The earliest <LearningStartDate> of all <LearningAim> records should  equal <ProgrammeStartDate> of the parent <ProgrammeAim>

		Please check: the earliest learning aim start date should be equal to the programme aim start date		1		0		0		Confirmation is not acceptable. A reason must be provided why there is not a learning aim which started at the same time as the programme aim.

		2906		Post-16 Programme Aims		<ProgrammeStartDate> should be later than 31st July prior to (<ReferenceDate> minus 4 years)		Please check: Programme aim  start date seems too early		1		0		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		3020		Pupil Characteristics		Where <MathsGCSEHighestPriorAttainment> is present and the grade equals 'D'-'G' / '3'-'1', 'U' or 'NR' <MathsGCSEFundingExemption> should not equal 'N'		Please check:  Maths GCSE grade achieved is 'D'-'G' / '3'-'1',  'U' or 'NR' and the student is recorded as not having a funding exemption. 

If the student is not undertaking a valid maths qualification that meets the condition of funding or you have not recorded this re-take in the student's learning aim record,  they may have funding removed for being non-compliant with the condition of funding.		1		0		0		Confirmed as correct is not acceptable, as this will impact on Post 16 funding we expect the following action to be undertaken:

Check your Maths & English condition of funding report (both previous and current years) to identify any non-compliant students; this available from the report section of COLLECT.

Ensure those students are undertaking compliant maths/English delivery
and that the specific learning aim has been accurately recorded in your return.

Acceptable notepad is an indication that these actions have been taken or provide a reason why they are non-compliant

		3025		Pupil Characteristics		Where <MathsGCSEFundingExemption> is ‘L’ or ‘F’ <MathsGCSEHighestPriorAttainment> should not be 'A*'-'C' / '9'-'4'		Please check: Student has achieved A*-C or 9-4 maths GCSE and therefore would not be expected to have a funding exemption of 'L' or 'F'		1		0		0		Confirmation  is not acceptable. A reason must be provided as to why a student who has achieved A*-C or 9-4 has a funding exemption of 'L' or 'F'.

		3027		Pupil Characteristics		Where <MathsGCSEFundingExemption> is equal to 'O' or 'U' <MathsGCSEHighestPriorAttainment> should be NR		Please check: If student has maths GCSE funding exemption of ‘O’ or ‘U’, the highest prior attainment should be NR		1		0		0		Confirmation  is not acceptable. A reason must be provided as to why a student who has achieved A*-C or 9-4 has a funding exemption of 'O' or 'U'.

		3030		Pupil Characteristics		Where <EnglishGCSEHighestPriorAttainment> is present and the grade equals 'D'-'G' / '3'-'1', 'U' or 'NR' <EnglishGCSEFundingExemption> should not equal 'N'		Please check:  English GCSE grade achieved is 'D'-'G' / '3'-'1',  'U' or 'NR' and the student is recorded as not having a funding exemption. 

If the student is not undertaking a valid English qualification that meets the condition of funding or you have not recorded this re-take in the student's learning aim record,  they may have funding removed for being non-compliant with the condition of funding.		1		0		0		Confirmed as correct is not acceptable, as this will impact on Post 16 funding we expect the following action to be undertaken:

Check your Maths & English condition of funding report (both previous and current years) to identify any non-compliant students; this available from the report section of COLLECT.

Ensure those students are undertaking compliant maths/English delivery
and that the specific learning aim has been accurately recorded in your return.

Acceptable notepad is an indication that these actions have been taken or provide a reason why they are non-compliant

		3035		Pupil Characteristics		Where <EnglishGCSEFundingExemption> is ‘L’ or ‘F’ <EnglishGCSEHighestPriorAttainment> should not be 'A*'-'C' / '9'-'4'		Please check: Student has achieved A*-C or 9-4 English GCSE and therefore would not be expected to have a funding exemption of 'L' or 'F'		1		0		0		Confirmation  is not acceptable. A reason must be provided as to why a student who has achieved A*-C or 9-4 has a funding exemption of 'L' or 'F'.

		3037		Pupil Characteristics		Where <EnglishGCSEFundingExemption> is equal to 'O' or 'U' <EnglishGCSEHighestPriorAttainment> should be NR		Please check: If student has English GCSE funding exemption of ‘O’ or ‘U’, the highest prior attainment should be NR		1		0		0		Confirmation  is not acceptable. A reason must be provided as to why a student who has achieved A*-C or 9-4 has a funding exemption of 'O' or 'U'.

		3080		Pupil Characteristics		Where Number of PupilsOnRoll with <NCyearActual> equals  'R' PLUS Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2018-09-01 and 2019-08-31 inclusive is greater than or equal to 10:
 [(Number of PupilsOnRoll with <NCyearActual> equals 'R' AND <SchoolLunchTaken> equals 1 or true) plus (Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2018-09-01 and 2019-08-31 (inclusive) AND <SchoolLunchTaken> equals 1 or true) divided by [(Number of PupilsOnRoll with <NCyearActual> equals 'R') plus (Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2018-09-01 and 2019-08-31 (inclusive))] should be 50% or more		Please check: Take up of school lunches for pupils in reception (plus pupils aged 4 in year 'X') is 50% or fewer. A reason must be provided why 50% or fewer reception pupils took a school lunch on census day		1		1		1		Confirmation  will not be acceptable.  As this will impact on the UIFSM funding calculation a reason must be provided why take up is so low for Reception pupils. 

If the information recorded is incorrect please do not record aggregated pupil numbers in the notepad as these will not be actioned and will result in loss of funding. Either resubmit your return with the correct data or amend the relevant pupils records in COLLECT.

		3085		Pupil Characteristics		Where Number of PupilsOnRoll with <NCyearActual> equals 1 PLUS Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2017-09-01 and 2018-08-31 inclusive is greater than or equal to 10:
 [(Number of PupilsOnRoll with <NCyearActual> equals 1 AND <SchoolLunchTaken> equals 1 or true) plus (Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2017-09-01 and 2018-08-31 (inclusive) AND <SchoolLunchTaken> equals 1 or true) divided by [(Number of PupilsOnRoll with <NCyearActual> equals 1) plus (Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2017-09-01 and 2018-08-31 (inclusive))] should be 50% or more		Please check: Take up of school lunches for pupils in year 1 (plus pupils aged 5 in year 'X') is 50% or fewer.  A reason must be provided why 50% or fewer pupils in year 1 took a school lunch on census day		1		1		1		Confirmation  will not be acceptable.  As this will impact on the UiFSM funding calculation a reason must be provided why take up is so low for Year 1 pupils.

If the information recorded is incorrect please do not record aggregated pupil numbers in the notepad as these will not be actioned and will result in loss of funding. Either resubmit your return with the correct data or amend the relevant pupils records in COLLECT.

		3090		Pupil Characteristics		Where Number of PupilsOnRoll with <NCyearActual> equals 2 PLUS Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2016-09-01 and 2017-08-31 (inclusive) is greater than or equal to 10:
 [(Number of PupilsOnRoll with <NCyearActual> equals 2 AND <SchoolLunchTaken> equals 1 or true) plus (Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2016-09-01 and 2017-08-31 inclusive AND <SchoolLunchTaken> equals 1 or true) divided by [(Number of PupilsOnRoll with <NCyearActual> equals 2) plus (Number of PupilsOnRoll with <NCyearActual> equals 'X' AND pupil born between 2016-09-01 and 2017-08-31 (inclusive))] should be 50% or more		Please check: Take up of school lunches for pupils in year 2 (plus pupils aged 6 in year 'X') is 50% or fewer.  A reason must be provided why 50% or fewer  pupils in year 2 took a school lunch on census day		1		1		1		Confirmation  will not be acceptable.  As this will impact on the UIFSM funding calculation a reason must be provided why take up is so low for Year 2 pupils.

If the information recorded is incorrect please do not record aggregated pupil numbers in the notepad as these will not be actioned and will result in loss of funding. Either resubmit your return with the correct data or amend the relevant pupils records in COLLECT.

		3132		Alternative Provision Placements		Where <APSettingType> is present, <CompanyNumber> should be present		Where AP Setting Type is provided, <Company number> should also be provided		1		1		1		Confirmation that the AP setting does not have a company number.

		4006		Pupil Characteristics		Where <LearnFAMCode> is equal to '21' or '22', pupil <EnrolStatus> should not be equal to 'S'		Please check: Learner Funding and Monitoring information should not be returned for 16-19 pupils with subsidiary registration in the current term. Unless the data relates to a previous term when the pupil had single or main registration 		1		1		1		Confirmation that the pupil was previously a single or main registration.

		4017		Pupil Characteristics		Where <LearnFAMHours> are present they must be in the range 1-15 		Please check: Number of hours of tuition seem too high. Have previous term’s hours of tuition been included? Only the number of hours of tuition provided from the beginning of the autumn term to census day should be returned.		1		0		0		Confirmation will not be acceptable. A reason must be provided as to why the number of tuition hours are so high. The notepad must also include a statement that the number of hours provided are only from the beginning of the autumn term.

If the information recorded is incorrect please either resubmit your return with the correct data or amend the relevant pupils records in COLLECT.

		5240		Pupil Characteristics		Where <HoursAtSetting> is greater than or equal to 25, <PartTime> should equal 'false'		Please check: The number of hours at setting indicates that the pupil may be attending the school full time. However, they have been recorded as part-time		1		1		1		Confirmation  will not be acceptable.  A reason must be provided as it is expected that a pupil attending school for 25 hours a week would be full time. Acceptable note entry  'though the pupil attends school for 25 hours or more, they do not attend the school for 10 sessions a week'.





COLLECT_only



						School census 2023-24 acceptable notepad entries



		Query		Module		Validation check		Error message		Autumn 		Spring 		Summer 		Acceptable notepad entry

		2399		Alternative Provision Placements		COLLECT ONLY
Where placement <LeavingDate> IS NULL (Open Placement), the UKPRN matches with reference list and CloseDate <ReferenceDate		The UKPRN entered relates to an establishment which is not open on GIAS please enter the correct UKPRN or remove this placement record

		1		1		1		Confirmation is not acceptable. Acceptable note entry 'The UKPRN is on the UK register of learning providers'.

		2858		Post-16 Programme Aims		COLLECT ONLY
Where establishment recorded as delivering T Levels, at least one <ProgrammeAim> record with a <ProgType> of '31' should exist		Please check: your establishment is registered to deliver T Levels however, no T Level Programmes exist		1		0		0		Confirmation is not acceptable a reason must be provided where no T levels have been reported 

		2905		Post-16 Programme Aims		Collect ONLY 
The earliest <LearningStartDate> of all <LearningAim> records should  equal <ProgrammeStartDate> of the parent <ProgrammeAim>

		Please check: the earliest learning aim start date should be equal to the programme aim start date		1		0		0		Confirmation is not acceptable. If it is the case that the student completed, withdrew or transferred prior to previous autumn school census, please record a notepad to this effect otherwise please correct the relevant start dates.

		2913		Alternative Provision Placements		COLLECT ONLY
<SchoolArrangedAPDetail>, UKPRN is not present dbo.ReferenceURNList
		The UKPRN entered does not relate to any known UKPRN on GIAS open between:

Autumn
19 May 2023 and 05 October 2023

Spring
06 October 2023 and 18 January 2024

Summer
19 January 2024 and 16 May 2024
		1		1		1		Confirmation is not acceptable. Acceptable note entry 'The UKPRN is on the UK register of learning providers'.

		2937		Alternative Provision Placements		COLLECT ONLY
For each <SchoolArrangedAPDetail> node, where <LeavingDate>  is not null (Closed Placement) and UKPRN matches with reference list and CloseDate < LeavingDate		The UKPRN entered relates to an establishment which was not open on GIAS for the full placement period.

		1		1		1		Confirmation is not acceptable. Acceptable note entry 'The UKPRN is on the UK register of learning providers'.





School



						School census 2023-24 acceptable notepad entries



		Query		Module		Validation check		Error message		Autumn 		Spring 		Summer 		Acceptable notepad entry

		270		Characteristics		<Email> should be present		Please check: School email address is missing		1		1		1		Confirmation that the school does not have an email address.

		290		Characteristics		If <Accommodation> equals 'D' then number of PupilsOnRoll with <Boarder> equal to 'N' should be greater than number with <Boarder> equal to '6'  or '7'		Please check: day school with a majority of boarding pupils		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		300		Characteristics		If <Accommodation> equals 'B' then the number of PupilsOnRoll with <Boarder> equal to '6' or '7' should be greater than number with <Boarder> equal to 'N'		Please check: boarding school with a majority of day pupils		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		330		Characteristics		<MaxDayPupils> should be greater than or equal to the number of PupilsOnRoll with <Boarder> equal to 'N'		Please check: more day pupils on roll than the approved maximum		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		340		Characteristics		<MaxBoarders> should be greater than or equal to the number of PupilsOnRoll with <Boarder> equal to '6' or '7' 		Please check: more boarding pupils on roll than the approved maximum		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		564		Primary Admission Appeals		For <Governance> equal to 'VA', 'FO' or 'CA': <PrimaryAdmissionsAppeals><Lodged> must be present and greater than zero		Please check: Primary admission appeals figures should be provided and are expected to be greater than zero		0		1		0		Confirmation that your school did not have any primary admission appeals. Acceptable note entry 'school did not have any primary admission appeals'

		565		Secondary Admission Appeals		For <Governance> equal to 'VA', 'FO' or 'CA': <SecondaryAdmissionsAppeals><Lodged> must be present and greater than zero		Please check: Secondary admission appeals figures should be provided and are expected to be greater than zero		0		1		0		Confirmation that your school did not have any secondary admission appeals. Acceptable note entry 'school did not have any secondary admission appeals'

		566		Infant Admission Appeals		For <Governance> equal to 'VA', 'FO' or 'CA': Where <LowestNCyear> is in the range ('E1' to 2) <InfantAdmissionsAppeals><Lodged> should be greater than zero		Please check: Infant admissions appeals figures should be provided and are expected to be greater than zero		0		1		0		Confirmation that your school did not have any primary admission appeals. Acceptable note entry 'school did not have any infant admission appeals'

		1010		Pupil reconciliation		For <Phase> equals 'PS' or 'MP': 
Primary and middle deemed primary schools
(<PrivateStudy> plus <AtOtherSchool>) should be less than 10% of (the total number PupilsOnRoll minus half the number of PupilsOnRoll with <PartTime> equals true)

For <Phase> equals 'MS':
(<PrivateStudy> plus <AtOtherSchool> plus <WorkExperience> plus <FEcollege>) should be less than 10% of the total number of <PupilOnRoll> nodes

For <Phase> equals 'SS' or 'AT':
(<PrivateStudy> plus <AtOtherSchool> plus <WorkExperience> plus <FEcollege>) should be less than 10% of (the total number PupilsOnRoll minus half the number of PupilsOnRoll with <PartTime> equals true)		Please check: 10% or more of pupils not in class at selected time 		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1070		Class information		<Teachers> must be present and greater than or equal to zero 
and
less than 6 for primary schools and all through;
less than 5 for middle deemed primary and secondary schools		Please check: Number of teachers in class is missing or invalid		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'

		1110		Class information		<NonTeachers> summed over all <Classes> should be greater than zero		Please check: No support staff reported for any class		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1150		Class information		<ClassType> equals N then <YearGroup> should be 'E1', 'E2', 'N1', 'N2' or 'M'		Please check: Class type and class year group different		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1155		Class information		If <YearGroup> equals 'E1', 'E2', 'N1' or 'N2' then <ClassType> should equal 'N'		Please check: Class type and class year group different		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1180		Class information		There should be at least one Class with <ClassActivity> NOT equal to 'OT' (Other)		Please check: Activity shown as other for all classes		0		1		0		Confirmation is not acceptable. A reason why all classes are only doing activity equal to (OT) Other must be provided.  

		1230		Class information		If (<KeyStage> equals 1 or <YearGroup> equals 'R') and (<ClassActivity> does NOT equal 'TV', 'PE' or 'MD')  then
(<HomePupils> plus <GuestPupils>) minus (<ExceptionA> plus <ExceptionB> plus <ExceptionC> plus <ExceptionD> plus <ExceptionE> plus <ExceptionF> plus <ExceptionG> plus <ExceptionH>) should be less than or equal to 30 times (<Teachers> plus <PPATeachers>)

 		Please check: KS1 or Reception class with pupil / teacher ratio greater than 30		0		1		0		Confirmation is not acceptable.

If the teacher is on PPA then it is important that this is recorded in the PPA field.

If the class/es has pupil ‘exceptions’ please record under the relevant exception category. Failure to action this will result in the class/es being published as unlawful classes. 

If the large class/es do not have any exceptions or any teachers on PPA then a reasonable explanation must be provided. For example, the school maybe going through the process of employing an additional member of staff. Failure to comply will result in the school/LA being contacted by the DfE.

		1240		Class information		Where present, <GuestPupils> must be less than <HomePupils>		Please check the number of guest pupils in the class is equal to or greater than the number of home pupils		0		1		0		Confirmation is not acceptable. A reason must be provided as to why a schools 'guest pupils' is equal to or greater than the number of pupils they have on roll. 

		1260		Class information		(<HomePupils > plus <GuestPupils>) should be less than or equal to 13 times (<Teachers> plus <NonTeachers>) for each <Class> with <ClassType> equals 'N'		Please check: Nursery class with pupils / adult ratio greater than expected		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1270		Class information		The set of classes should cover all the expected year groups. So either there should be one (or more) class with <YearGroup> equal to 'M' or there should be classes present for each year group between <LowestNCyear> and <HighestNCyear>
Examples:
- if a school has <LowestNCyear> equal to 'R' and <HighestNCyear> equal to 4 then there should be classes for <YearGroup> equal to 'R', 1, 2, 3 and 4;
- if a school has <LowestNCyear> equal to 7 and <HighestNCyear> equal to 11 then there should be classes for <YearGroup> equal to 7, 8, 9, 10 and 11
		Please check: No classes shown for an expected year group		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		1280		Class information		Classes should not be lower than <LowestNCyear> OR higher than <HighestNCyear>
 
Example: If <LowestNCyear> equals 4, there should not be any class where <YearGroup> less than or equal to 3
		Please check: Classes shown for an unexpected year group		0		1		0		Confirmation is not acceptable. A reason must be provided why there are classes outside the year groups for the school.

		1300		Class information		If there is one or more <Classes> with <ClassType> equals 'N' then the number of PupilsOnRoll with <TypeOfClass> equals 'N' should be greater than zero		Please check: Nursery classes shown but no nursery pupil records		0		1		0		Confirmation is not acceptable. A reason must be provided why there is a nursery class but no pupils with a class type of nursery.

		1330		Miscellaneous		<FreeMealsTaken> should be greater than zero if the number of <PupilOnRoll> with <FSMperiod> present and <FSMendDate> not present is greater than zero 		Please check: Free school meals taken equals zero. Your school has one or more pupils who are eligible for free school meals		0		1		0		Confirmation is not acceptable. Schools will be required to specifically confirm that the FSM information. Acceptable notepad entry 'No FSM eligible pupils had a school meal on census day'

		1873		Miscellaneous		Where count of pupils aged between 16 to 19 as at 31 August 2022 is greater than 10 there should be at least one <SupportCode> node present		Please check: No pupils currently on roll are recorded as being in receipt of the 16-19 bursary - Are you sure?		0		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2960		Miscellaneous		Where <OnSite> equals 'Y' and <TypeOfChildcare> equals 'B', 'H' or 'U' <OpeningTime> should be within the range: 06:00 to 09:00		Please check: Opening time is expected to be within the range 06:00 to 09:00		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2965		Miscellaneous		Where <OnSite> equals 'Y' and <TypeOfChildcare> equals 'A', 'H' or 'U' <ClosingTime> should be within the range 16:00 to 20:00		Please check: Closing time is expected to be within the range 16:00 to 20:00		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		2982		Miscellaneous		Where present, <SchoolTime> should be within the range 10.00 to 99.00		Please check: school time is outside of the expected range		0		1		0		Confirmation is not acceptable. A reason must be provided. 

		4007		Miscellaneous		Where count of on roll pupils in <NCyearActual> 1-11 or aged 5-15 as at 2023-08-31 (DOB is between 2007-09-01 and 2018-08-31 inclusive) in <NCyearActual> 'X' is greater than zero, then at least one <LearnerFAM> node with <LearnFAMCode> equal to 01 should be present		Please check: no pupils on roll are in receipt of National Tutoring Programme (NTP)		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.
If the information recorded is incorrect please do not record aggregated pupil numbers in the notepad as these will not be actioned. Either resubmit your return with the correct data or amend the relevant pupils records in COLLECT.

		4008		Miscellaneous		Where count of on roll pupils in <NCyearActual> 12 or above is greater than zero, then at least one <LearnerFAM> node with <LearnFAMCode> equal to 21 or 22 should be present		Please check: no students on roll are in receipt of 16-19 Learner Funding and Monitoring		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.
If the information recorded is incorrect please do not record aggregated pupil numbers in the notepad as these will not be actioned. Either resubmit your return with the correct data or amend the relevant pupils records in COLLECT.

		4015		Miscellaneous		At least one <SchoolArrangedAPDetail> node should be present		Please check: no School Arranged Alternative Provision (AP)  placements have been provided		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		4016		Miscellaneous		At least one <APProvisionDetail> node should be present 		Please check: no Alternative Provision (AP)  placements have been provided.  		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.





TonT





		School census 2023-24 acceptable notepad entries



		Query		Error message		Autumn 		Spring 		Summer 		Minimum notepad entry

		TonT1B		There are significantly more pupils than last collection (this collection xx, last collection  xx). A reason must be provided for this increase.		1		1		1		Confirmation is not acceptable. A reason must be provided for the increase.

		TonT1C		There are significantly fewer pupils than last collection (this collection xx, last collection xx). A reason must be provided for this decrease.		1		1		1		Confirmation is not acceptable. A reason must be provided for the decrease.

		TonT1D		Please check: Previous Collection's Total Number of Pupils (headcount) is zero (this collection  xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		TonT3B		There are significantly more Infant pupils eligible for a FSM than last collection (this collection  xx, last collection xx). A reason must be provided for this increase.		1		1		1		Confirmation is not acceptable. A reason must be provided.  Please ensure that the school have not mistakenly included infant pupils who are entitled to UiFSM only.

		TonT3C		There are significantly fewer Infant pupils eligible for a FSM than last collection (this collection  xx, last collection xx). A reason must be provided for this decrease.		1		1		1		Confirmation is not acceptable. A reason must be provided for the decrease.

		TonT3D		Please check: Previous Collection's % of Infant pupils eligible for FSM is zero (this collection  xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'the school confirms that there were no infant pupils eligible for FSM last term'

		TonT4B		There are significantly more pupils eligible for a FSM than last collection (this collection  xx, last collection xx). A reason must be provided for this increase.		1		1		1		Confirmation is not acceptable. A reason must be provided for the increase.  

		TonT4C		There are significantly fewer pupils eligible for a FSM than last collection (this collection  xx, last collection xx).A reason must be provided for this decrease.		1		1		1		Confirmation is not acceptable. A reason must be provided for the decrease.  

		TonT4D		Please check: Previous Collection's % of Pupils eligible for FSM is zero (this collection  xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'school confirms that no pupils were eligible for FSM last term'.

		TonT5B		There are significantly more pupils with an EHC Plan than last collection (this collection  xx, last collection xx).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		TonT5C		There are significantly fewer pupils with an EHC Plan than last collection (this collection  xx, last collection xx).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		TonT5D		Please check: Previous Collection's % of Pupils with an EHC Plan is zero (this collection  xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		TonT6B		There are significantly more pupils with SEN without an EHC Plan than last collection (this collection xx, last collection xx).’		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		TonT6C		There are significantly fewer pupils with SEN without an EHC Plan than last collection (this collection xx, last collection xx).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		TonT6D		Please check: Previous Collection's % of Pupils with SEN without an EHCP is zero (this collection  xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		TonT7B		There are significantly more pupils whose language is not English than last collection (this collection xx, last collection xx).’		1		1		1		Confirmation is not acceptable. A reason must be provided for this increase.  Unless there has been significant changes to overall pupil numbers it is not expected that this figure will change much from one term to the next.  

		TonT7C		There are significantly fewer pupils whose language is not English than last collection (this collection xx, last collection xx).’		1		1		1		Confirmation is not acceptable. A reason must be provided for this decrease.  Unless there has been significant changes to overall pupil numbers it is not expected that this figure will change much from one term to the next.  

		TonT7D		Please check: previous collections % of pupils with language code not English is zero (this collection xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		TonT8B		There are significantly more service children than last collection (this collection xx, last collection xx).		1		1		1		Confirmation is not acceptable.  A reason should be provided for this increase in service children.

		TonT8C		There are significantly fewer service children than last collection (this collection xx, last collection xx).		1		1		1		Confirmation is not acceptable.  A reason should be provided for this decrease in service children.

		TonT8D		Please check: Previous Collection's % of service children is zero (this collection xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'.

		TonT9B		There are significantly more pupils whose ethnicity is not obtained than last collection (this collection xx, last collection xx).’		0		1		0		Confirmation is not acceptable. A reason must be provided as to why significantly more pupils have an ethnicity 'not obtained' from last year.

		TonT9D		Please check: Previous Collection's % of Pupils whose Ethnic Group not obtained is zero (this collection xx, last collection 0).		0		1		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct' .

		TonT10B		There are significantly more boarding pupils than last collection (this collection xx, last collection xx).’		1		1		1		Confirmation is not acceptable. A reason must be provided for this increase in boarding pupils.

		TonT10C		There are significantly fewer boarding pupils than last collection (this collection xx, last collection xx).’		1		1		1		Confirmation is not acceptable. A reason must be provided for this decrease in boarding pupils

		TonT10D		Please check: Previous Collection's % of Boarding Pupils is zero (this collection xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'school confirms that they did not have any pupils boarding last term'. 

		TonT11B		There are is a significantly higher percentage of overall absence than last collection (this collection xx, last collection xx).’		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'. 

		TonT11C		There is a significantly lower percentage of overall absence than last collection (this collection xx, last collection xx).’		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'. 

		TonT11D		Please check: Previous Collection’s overall absence is zero (this collection xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'. 

		TonT12B		There is a significantly higher percentage of overall absence (second summer half term) than last collection (this collection xx, last collection xx).’		1		0		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'. 

		TonT12C		There is a significantly lower percentage of overall absence (second summer half term) than last collection (this collection xx, last collection xx).’		1		0		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'. 

		TonT12D		Please check: Previous Collection’s overall absence (second summer half term) is zero (this collection xx, last collection 0).		1		0		0		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'. 

		TonT13B		There are significantly more infants taking a school lunch than last collection (this collection xx, last collection xx). A reason must be provided for this increase.		1		1		1		Confirmation is not acceptable. As this data will be used in funding calculations a reason must be provided for this increase.

		TonT13C		There are significantly fewer infants taking a school lunch than last collection (this collection xx, last collection xx). A reason must be provided for this decrease.		1		1		1		Confirmation is not acceptable. As this data will be used in funding calculations a reason must be provided for this decrease.

		TonT13D		Please check: Previous Collection's % of school lunch taken is zero (this collection xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'. 

		TonT14B		More suspensions have been reported in this census than the previous census for the same period  (Last collection = X, current collection = X)		1		1		1		Confirmation is not acceptable. Either a reason must be provided why more suspensions have been reported than was previously reported for the same period or the data is incorrect and therefore must be amended

		TonT14C		Fewer suspensions have been reported in this census than the previous census for the same period   (Last collection = X, current collection = X)		1		1		1		Confirmation is not acceptable. Either a reason must be provided why less suspensions have been reported than was previously reported for the same period, or the data is incorrect and therefore must be amended

		TonT14D		Suspensions have been reported in this census but none were reported in the previous census for the same period (Last collection = 0, current collection = X)		1		1		1		Confirmation is not acceptable. Either a reason must be provided why suspensions have been reported when no suspensions were reported previously for the same period or the data is incorrect and therefore must be amended.

		TonT15C		Fewer permanent exclusions have been reported in this census than the previous census for the same period (Last collection = X, current collection = X)		1		1		1		Confirmation is not acceptable. Either a reason must be provided why less permanent exclusions have been reported than was previously reported for the same period, or the data is incorrect and therefore must be amended.

		TonT16B		There are significantly more pupils with post looked after arrangements than last collection (this collection xx, last collection xx).’		1		1		1		Confirmation is not acceptable. As this data will be used in funding calculations a reason must be provided for this increase.

		TonT16C		There are significantly fewer pupils with post looked after arrangements than last collection (this collection xx, last collection xx).’		1		1		1		Confirmation is not acceptable. As this data will be used in funding calculations a reason must be provided for this decrease.

		TonT16D		Please check: Previous Collection's % of pupils with post looked after arrangements is zero (this collection xx, last collection 0).		1		1		1		Confirmation that the information has been confirmed by the school as being correct.  Acceptable note entry 'confirmed as correct'. 
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Definition of an alternative provision placement 
AP is full or part-time education arranged by: 
Local authorities, either directly or working with schools, for pupils who 
because of permanent exclusion, illness or other reasons, would not 
otherwise receive suitable education 
OR  
Schools for pupils to improve their behaviour off-site, or during a 
suspension 
 
AP is not an out of school activity arranged in addition to a full-time 
education. This includes activities arranged for recreational purposes or 
for SEN support.  
 
AP is not an educational home learning resources provided by a 
school for the pupils at home. 
 
AP settings provide education for pupils who do not go to a mainstream 
or special school full time. 
 
AP education often takes place at a PRU, AP academy or free school, 
but placements can also be arranged in another mainstream or 
independent school that provides AP, or in an educational setting that 
is not registered with DfE.
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Schools that have not arranged any placements during the collection periods do not 
need to record and submit any information. 
 


Term Alternative Placement Collection periods 


Autumn 
Census 2023 


All open placements and those that ended between 
18th May 2023 and 4th October 2023 (inclusive) 


Spring 
Census 2024 


All open placements and those that ended between 
5th October 2023 and 17th January 2024 (inclusive) 


Summer 
Census 2024 


All open placements and those that ended between 
18th January 2024 and 15th May 2024 (inclusive) 


 
Who should submit Alternative Provision Placement data: 
Registration arrangements for AP, and types of placements, are 
variable. The following examples specify who should submit the 
information in the most common scenarios. 
 
Example 1 
If a mainstream or special school has arranged an AP placement, then 
they should record and return the data items for this placement. 
If the school has arranged multiple AP placements for the same pupil, 
then they should submit information about each placement separately. 
 
Example 2 
If the local authority has arranged an AP placement and the pupil 
remains on the roll of the school which is responsible for their main 
education, then that school should submit the placement information. 
This includes instances where local authorities have arranged 
additional provision for pupils due to medical conditions or as stated on 
their Education, Health and Care Plan. (EHCP) 
 
Example 3 
If a pupil is single registered at a PRU or AP school which arranges 
additional off-site AP with another provider, then the PRU or AP school 
that arranged the additional AP placement should submit the 
placement information. 
 
Alternative provision data will be collected for pupils both on and off 
roll who have been placed in AP within the relevant census collection 
periods.  
If single registered pupils at your school have attended more than 
one AP placement, then a new record should be recorded for each 
placement separately.  This includes multiple placements with the 
same AP provider.  Only data for the most recent AP placement will be 
collected in the census return. 
 
AP placements that are taking place on census day as well as previous 
placements where the pupil has left the AP placement still within the 
census period will also be collected.  
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For more information about Alternative provision, please refer to the 
DfE guidance https://www.gov.uk/government/publications/alternative-provision. 


Alternative provision placements arranged by schools  
 
Pupil / Student record – Registration Panel – School Arranged 
Alternative Provision Placements. 


 
 
Select New and enter a Start Date and End Date if appropriate. If the 
placement is still taking place on census day, leave the end date field 
blank.  You can enter a description if desired. 
 
 
Alternative Provision Placement Setting Type 
Specify one of the AP setting types from the following 3 options:  
 
1. URN 
Record and submit the unique reference number (URN), where 
available, of the establishment within which the AP placement has 
been arranged. 
If the provider does not appear on the GIAS website, you should leave 
this field blank. 
 
2. UKPRN 
If the establishment does not have a URN, then record the UK provider 
register number (UKPRN) of the establishment within which 
the AP placement has been arranged. The UK Register of Learning 
Providers provides details of UKPRNs. 
If the provider does not have a UKPRN, you should leave this field 
blank. 
 


  



https://get-information-schools.service.gov.uk/

https://www.ukrlp.co.uk/

https://www.ukrlp.co.uk/
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3. Alternative provision placement type of setting 
The placement type of setting should be selected where the placement 
has neither a URN nor a UKPRN. An example could be that the 
establishment is not a school or a registered further education 
institution.  
Allowable values are: 


• Non-maintained further education provision 
• One-on-one tuition 
• Other unregistered provider 
• Work-based placement 


 
Where type of setting is completed, the URN and UKPRN must be 
blank. If the URN or UKPRN are completed, the type of setting must 
remain blank. 
 
Where the type of setting is included, because the provider does not 
have a URN or UKPRN, then a Companies House company number 
and the setting’s postcode must also be included. 
 
Alternative provision placement Companies House company 
number 
The Companies House company number for the setting in which the 
pupil has taken up an alternative provision placement. 
This data item is only required for placements where neither a URN 
nor UKPRN are available and an ‘AP setting type’ has been recorded. 
 
Alternative provision placement postcode 
This data item is only required for placements where neither a URN 
nor UKPRN are available and an ‘AP setting type’ has been recorded. 
 
Placement reason 
Record the primary reason why the AP was arranged by your school.  
 
Example: If an AP placement has been arranged for a pupil who has a 
mental or physical health need, but the pupil has also been suspended, 
then the primary reason for the placement would be the suspension 
which led to the arrangement of the AP placement. 
 
 
 
 
 
 
 
 
 
 
 


  



https://www.gov.uk/get-information-about-a-company
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This table below provides examples of reasons for AP placement to 
help schools select the most appropriate category. 
 


Reason for placement Possible examples 


Off-site placement for 
behavioural support 


The pupil has been directed off-site to 
an AP to address ongoing behavioural 
concerns 


Medical condition 
(mental health need)  


The placement is primarily intended to 
address a recognised mental health need 


Medical condition 
(physical health need) 


The placement is primarily intended to 
address a recognised physical health need 


Suspension The pupil has been suspended by a school 
and has been placed in AP 


Permanent exclusion 
(where still going through 
the review process) 


The pupil has been permanently excluded 
and the permanent exclusion is being 
reviewed. The pupil remains on the roll of the 
school that has excluded them and has been 
placed in AP until the permanent exclusion 
review process has been completed. 


Other Only use this option in cases where none of 
the other reasons are applicable. 


 
 
Alternative Provision Placement Attendance Pattern 
Record the pupil’s attendance pattern at the alternative provision 
provider. If the attendance pattern has changed during the placement, 
only submit information on the most recent placement. 
 
Select either Full-Time or Part Time. 
 
If a pupil is in Part-Time provision, for example, attending fewer than 10 
sessions a week in the AP placement, then record the number of 
sessions the pupil is expected to attend per week. A session is either a 
morning or afternoon in school. 
 
The pupil’s SEN status on the date of entry of the placement will 
automatically be included in the census file. 
 
The pupil’s SEN status on the date on the date the placement ended 
will also automatically be included in the census file. 
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Alternative provision placements arranged by PRU 
and AP schools  
 
If your PRU or AP school has arranged placements in other AP settings 
for single registered these pupils, then you should also complete the 
alternative provision placements arranged by schools for each of these 
placements. 
 
Alternative provision data will be collected for pupils both on and off 
roll who have been placed in other AP settings within the relevant 
census collection periods.  
If single registered pupils at your school have attended more than 
one other AP placement, then a new record should be recorded for 
each placement separately.  This includes multiple placements with the 
same AP provider.  Only data for the most recent AP placement will be 
collected in the census return. 
 
Other AP placements that are taking place on census day as well as 
previous placements where the pupil has left the AP placement still 
within the census period will also be collected. 
 
Data fields collected in the census:  
 
URN of previous school 
Record the URN (unique reference number) of the establishment that 
the pupil attended prior to becoming single-registered at your 
school. You can find the URN on the (GIAS) website. 
If no URN is available, for example because the pupil has recently 
moved to England from abroad, leave the URN field blank. 
 
Alternative provision reason 
Record the primary reason why the pupil was placed in alternative 
provision.  
 
Example: If a pupil that has been placed in AP has a mental or 
physical health need, but has also been permanently excluded, the 
primary reason for the placement would be the permanent exclusion 
which led to the arrangement of the AP placement. 
This table provides examples of reasons for AP placements to help 
schools select the most appropriate category. 
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Reason for 
placement 


Possible examples 


Setting named 
on EHC plan 


The AP placement is specified in the 
pupil’s EHC plan 


Medical condition 
(mental health 
need)  


The placement is primarily intended to address a 
recognised mental health need 


Medical condition 
(physical health 
need) 


The placement is primarily intended to address a 
recognised physical health need 


New arrival 
without a school 
place 


The pupil has recently moved from another local 
authority or jurisdiction and has been temporarily 
placed by the local authority in the AP until they 
can be registered in another school 


Returning to state 
education from 
elective home 
education 


The pupil is returning from a period of elective 
home education and has been placed by the 
local authority in the AP 


Awaiting an 
appropriate 
special school 
place 


A place in a special school is specified in the 
pupil’s EHC plan but there are currently no 
places available in the special school. The pupil 
is temporarily placed by the local authority 
in AP until a place becomes available in the 
special school 


Permanent 
exclusion 


The local authority has arranged 
the AP placement following the permanent 
exclusion of the pupil from another school 


Other Only use this option in cases where none of the 
other reasons are applicable. 


 
 
Alternative provision SEN provision on entry 
Record and submit the pupil’s SEN provision on the date of entry to 
your school. 





		Managing Alternative Provision Placements

		Definition of an alternative provision placement

		Alternative provision placements arranged by schools
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Query / Issue Who to contact 
 
Census Policy 
 


 
DfE Census Guidance  
https://www.gov.uk/guidance/complete-the-school-census 


 
Privacy Notices 


 
DfE Privacy Notice Information 
https://www.gov.uk/government/publications/data-protection-
and-privacy-privacy-notices 


 
Free School Meals 


 
Free School Meals Team 
Tel: 01926 359189 
Email: freemeals@warwickshire.gov.uk 
Web:https://www.warwickshire.gov.uk/education-learning/apply-
free-school-meals 


 
School Funding 


 
Schools Funding and Strategy 
Tel: 01926 412923  


 
Top up Funding 
 


 
SEND Finance  
Tel: +441926742347 


 
Early Years Funding & 
Early Years Pupil 
Premium for Maintained 
Nurseries 


 
Schools Funding and Strategy 
Tel: 01926 742216 
Tel: 01926 742233  


Warwickshire County Council 
 



https://www.gov.uk/guidance/complete-the-school-census

https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices

https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices

https://www.warwickshire.gov.uk/education-learning/apply-free-school-meals

https://www.warwickshire.gov.uk/education-learning/apply-free-school-meals
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Early Years Funding & 
Early Years Pupil 
Premium for PVI 
Nurseries 


 
Early Years & Childcare Sufficiency & Business 
Support 
Tel: 01926 742233 


 
Looked After Pupils 
 


 
Virtual School  
Tel: 01926 742018 
Tel: 01926 742182 
https://www.warwickshire.gov.uk/virtualschool 
 


 
Attendance and Children 
Missing in Education 
 


 
Access to Education  
Tel:  01926 736323 
Email: ehe@warwickshire.gov.uk 
https://www.warwickshire.gov.uk/attendanceandexclusions 


 
School Upload website -  
 


 
http://apps.warwickshire.gov.uk/SchoolUpload 
Business Intelligence  
Tel: 01926 742169 - (unable to load site) 
To reset your school’s password, please select ‘Sign in 
with a trusted provider’, and then click on Forgot your 
password?   


 
UPNs – Unique Pupil 
Numbers 
 


 
Business Intelligence 
Tel: 01926 742169 - (unable to locate an existing UPN, 
assigned at a previous school) 


 
ULNs – Unique Learner 
Numbers 
 


 
The Learning Records Service 
https://www.gov.uk/topic/further-education-skills/learning-
records-service 


 
COLLECT website 
 


 
DfE 
https://www.gov.uk/government/publications/collect-guides-for-
schools-and-local-authorities 
 


 
Filesets 
 


 
MIDAS 
ICTDS Servicedesk 
01926 414100 
 


 
SIMS queries or errors 


 
MIDAS 
ICTDS Servicedesk 
01926 414100 



https://www.warwickshire.gov.uk/virtualschool

mailto:ehe@warwickshire.gov.uk

https://www.warwickshire.gov.uk/attendanceandexclusions

http://apps.warwickshire.gov.uk/SchoolUpload

https://www.gov.uk/topic/further-education-skills/learning-records-service

https://www.gov.uk/topic/further-education-skills/learning-records-service

https://www.gov.uk/government/publications/collect-guides-for-schools-and-local-authorities

https://www.gov.uk/government/publications/collect-guides-for-schools-and-local-authorities
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Using Bulk Update  
 


The Bulk Update facility allows you to simultaneously assign values to a group 
of student records.  Bulk update also enables the user to edit any individual 
exceptions if required.  For example, you could set the Emergency Consent to 
Yes for all pupils within a group and then edit those that are the exception.   
 


Selecting your Data 
 


Routines / Student or Pupil / Bulk Update   
 


 
  


Warwickshire County Council 
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In the Student Population panel select the appropriate Group Type and 
Group from the drop-down lists. 
 
Student Population Drop Down Lists: 
 


 
 
 
Group Type Group 


 


 
 
The available selection will change 
for Group - depending on the 
Group Type selected 


 
Select an Effective Date. The default is set to today’s date.  You may wish to 
set the effective date back to an earlier period. 
 
Update Data Item panel: 


 


 
 
In the Update Data Item panel, you can select the required Data Item from 
the drop-down list that you want to update for the students who belong to your 
selected Group Type and Group. 
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The Effective Date on the Update Data Item panel is the date from which the 
data item will be changed. The default is set to today’s date.  Historical dates 
can be used in this area.   
 
Note: You will need to ensure the Data Item effective date is prior to the 
imminent census date to ensure that any changes made in bulk update are 
correctly recorded in the census file.  Therefore, if you are making changes 
after census day, you will need to set the effective date back to a date before 
census day. 
 


When you have made your selection, click on the Search button  at 
the top of the screen to display your pupils / student and the matching 
selection criteria. 


 
 


Updating your Data 
Single Updates 
 
The records will appear in alphabetical and ascending order.  There are two 
column types these are Read Only (with a grey background) and Data Entry 
(white background).   


 


 
 


It may be useful to sort the columns into a more logical order.  For example, 
those pupils that have Unassigned next to their names are pupils who are 
missing the data item in that column. 
 
Click on the appropriate column heading to sort the column.  
 
E.g. Clicking on the Assigned column heading will sort the column so that all 
of the Unassigned pupil records appear at the top of the list.  This makes it 
easier for you to update the records. 
 
You can enter data into columns by left clicking once appropriate data field.  A 
tick will then appear in the box.  You will also see that the selection made 
appears in the greyed out Assigned column. 
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When you have completed all necessary changes, click on the Save button 


 at the top of the screen.  This will then save your changes into the 
student record. 


 


Group Updates 
 
Once you have made your Group and Data selections and clicked on the 
search button it may be the case that you have no selections and all of your 
pupils have Unassigned for that data area. 
 
It is possible to update one column and then alter individual values if required.  
 
In order to do this Right Click on the appropriate column heading and select 
Check All.  This will put a tick next to all the pupils who appear in your Group 
selection. 


 


 
 
You can then make any individual amendments as necessary.  To select 
several pupils at a time, hold down your Ctrl Key and click on the name of the 
required pupil.  Repeat this for all the required pupils and then click in the 
appropriate data entry column, this will then enter a tick for all those selected 
pupils. 
 


When you have finished, click on the button  at the top of the screen 
to save your changes. 


 
 
 
 
 
You will see the total number of 
records returned listed at the bottom 
of the screen.  These totals will 
automatically be adjusted as the 
updates are made. 


 


Tips 
 
Right Clicking on the heading of a 
data entry column (a column with a 
white background) and selecting Narrow Column will reduce the width of the 
columns. 
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Right Clicking on the heading of any read only column 
(grey background) will allow you to select any additional 
columns that you wish to see.  These will also appear as 
read only columns. 
 
 


 
If some pupils appear with an exclamation mark or asterisk in the assigned 
column after their data item, i.e. Car!  Train*  this is an old invalid code and 
should be updated to the new codes, i.e. those without exclamation marks or 
asterisks. Remember to Save any changes made.   
 


 
 
 


Bulk update data fields required for Census return  
 
An * denotes data fields which are collected in the census although, not all of 
these data items are collected in every census return. 
 


 
*Boarder Status *SEN Status 
*English Additional Language *SEN Provision Type 
*First Language *Mode of Travel 
*First Language source *Youth Support Services Agreement 
*Ethnic data source *Service Children in Education 
*Ethnicity *Source of Service Children 
*SEN Provision Type  





		Using Bulk Update

		Selecting your Data

		Routines / Student or Pupil / Bulk Update



		Updating your Data

		Single Updates

		Group Updates

		Tips

		Bulk update data fields required for Census return
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Schools are legally obliged to send out Privacy Notices to parents. 
 


Privacy Notices 
Business Intelligence will no longer be providing suggested texts for 
schools to use in their Privacy Notices.  The LA now have a new Data 
Protection Officer (DPO) Service, administered by Warwickshire’s 
Legal Services which schools can subscribe to via WES.  
 
If you have any queries regarding GDPR/Data Protection/Privacy 
Notices, please use the links for further assistance. 
 
Warwickshire Privacy Notice information 
https://www.warwickshire.gov.uk/schoolprivacynotices 
 


DfE – Department of Education Privacy Notice Information 
https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-
notices 
 
 


Warwickshire County Council 
 



https://www.warwickshire.gov.uk/schoolprivacynotices

https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices

https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices



		Privacy Notices

		DfE – Department of Education Privacy Notice Information
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Year Dates of Birth School Type Age 


Nursery (N1) 1.9.2020 - 31.8.2021 Nursery Below 3 


Nursery (N2) 1.9.2019 - 31.8.2020 Nursery Below 4 


Reception 1.9.2018 – 31.8.2019 Infant or Primary age 4 - 5 


Year 1 (KS1) 1.9.2017 – 31.8.2018 Infant or Primary age 5 - 6 


Year 2 (KS1) 1.9.2016 – 31.8.2017 Infant or Primary age 6 - 7 


Year 3 (KS2) 1.9.2015 – 31.8.2016 Junior or Primary age 7 - 8 


Year 4 (KS2) 1.9.2014 – 31.8.2015 Junior or Primary age 8 - 9 


Year 5 (KS2) 1.9.2013 – 31.8.2014 Junior or Primary age 9 - 10 


Year 6 (KS2) 1.9.2012 – 31.8.2013 Junior or Primary age 10 - 11 


Year 7 (KS3) 1.9.2011 – 31.8.2012 Secondary age 11 - 12 


Year 8 (KS3) 1.9.2010 – 31.8.2011 Secondary age 12 - 13 


Year 9 (KS3) 1.9.2009 – 31.8.2010 Secondary age 13 - 14 


Year 10 (KS4) 1.9.2008 – 31.8.2009 Secondary age 14 - 15 


Year 11 (KS4) 1.9.2007 - 31.8.2008 Secondary age 15 - 16 


Year 12 (KS5) 1.9.2006 - 31.8.2007 Secondary: 6th 
Form or Special age 16 - 17 


Year 13 (KS5) 1.9.2005 - 31.8.2006 Secondary: 6th 
Form or Special age 17 - 18 


 








1 
 


How to Record 
Exclusions / 
Suspensions 
Pupil Census 
2023/24 
For All Schools excluding Nursery 


A6 
 


 
 


Recording an Exclusion 
in SIMS 


 


Focus - Pupil /Student - Exclusions or Links Menu to 
right of an individual pupil record  
 
Please note Fixed Term is no longer an acceptable exclusion type 
for the census.  Suspension should be selected from the 
dropdown menu.   
 
The DfE expect schools to provide data about a permanent exclusion once it 
has been upheld by the governing body or Independent Review Panel (IRP). 
 
The census collects data for the previous 2 terms to ensure that permanent 
exclusions, which are still going through the review process at the time of the 
census, are not missed and will be picked up in the following term where the 
review result can be later determined as upheld.  
This means that some permanent exclusions may be returned in two 
consecutive census returns. This will not result in double counting in national 
statistics, as only the latest information returned for each term will be used. 
 


  


Warwickshire County Council 
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Search for the student you will be recording the exclusion against. 
 
Use the Open button to view details of a specific exclusion incident for 
your selected student. 
 


 
 
 
Click on the New button to add details of a new exclusion.  This will 
open the Add Exclusion box. 
 


 
 
Select the Type of exclusion (eg. Suspension) and the Reason or 
Reasons for the exclusion from the drop-down lists provided. 
________________________________________________________ 
 
It is now possible but not compulsory to give up to 3 reasons for each 
exclusion, as shown in the example above. 
________________________________________________________ 
 
Enter the exclusion Start Date and End Date if the exclusion is for a 
fixed term.   
 
Specify the Start Time of the exclusion.  Click the Calculate button 


 to complete the Length School Days.  If you record AM in 
the Start Time box you will get a calculation of 1 day, selecting PM will 
be for 0.5 of a day. 
 
Enter in any relevant Comments that relate to the incident leading to 
the exclusion and, if appropriate, specify any details of External 
Agencies involved ie. Social Services. 
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In the Governor Review panel, enter the date of the review and the 
review result.  Similar fields are also available in the Independent 
Review Panel 
 
Select the Review Result drop down list. 


 
If the excluded student’s parents have attended select the Parents 
Representation box. 
 
If the student is to be reinstated, enter the date in the Reinstatement 
Date field.  You can only enter a date in this field if Reinstate from 
Exclusion is selected in the Review Result drop down list. 
 
The Final Governor Review Outcome panel is only applicable for the 
review of permanent exclusions. The Review date and Result need to 
be entered here. 
 


 
 


 
There is a Notes and Documents section which allows you to enter in 
any further notes or attach any documents if required.  To do this click 
on the New button and attach in the usual way. 
 
When you have finished click on the OK button in the bottom right of 
the Add Exclusions screen. A summary of the new exclusions will 
then appear on the Exclusion Details page, click Save 
 
 


 
Please be aware: If a pupil receives a permanent exclusion, you will 
need to record SEN details for that pupil, before adding a leaving date, 
even if they don’t have special needs. The logic being that if a pupil is 
excluded from school then, by default, that pupil has special education 
needs.  In SIMS, record N - No Special Educational Need and not 
Never Assigned.  Please ensure that the SEN start date is before the 
date of the exclusion and leaving date.   





		Recording an Exclusion in SIMS

		Focus - Pupil /Student - Exclusions or Links Menu to right of an individual pupil record
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Information about admissions appeals is only required from schools and 
academies who were responsible for their own admission appeals against 
non-admission during the 2023/24 academic year. This would include all 
Voluntary Aided and Foundation schools, as well as all Academies excepting 
AP Academies, AP Free Schools and Academy Special Schools.  Schools 
which have recently converted to Academy status should still complete these 
panels as long as the conversion took place before January census day. 
 
Even if a school has contracted another agency, such as their local authority, 
to administer their admissions appeals process, they must still complete the 
admissions appeals panels in the census if they have a governance of either 
Voluntary Aided, Foundation or Academy.  
 
Where your school operates arrangements jointly with other schools, your 
return will include appeals for your school only.  
 
Note: Appeals lodged on or after the 1 September 2023 are not to be 
included. Nor is information required about in-year appeals, just those that 
relate to entry at the start of the academic year. Only appeals organised by 
the school’s governing body are included. 
 
Data is entered manually into the Admissions Appeals panels of the census.  
This data is only collected in the January census return.   
  


Warwickshire County Council 
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Primary Admissions Appeals panel 
Primary and all-through schools should include admission appeals for infants 
both in this panel and also in the separate infant admissions’ appeals panel.  
 
Infant Admissions Appeals panel 
Only Infant Appeals should be recorded in this panel. 
 
Secondary Admissions Appeals panel 
There is only one Admissions Appeals panel for secondary schools 
 


Admission appeals lodged  
Total number of admission appeals lodged by parents between March 2023 
and August 2023 against non-admission to the school for the start of the 
academic year beginning September 2023. 
  
The following should be included:  
 
Appeals lodged as “refusal to admit for academic year 2023/24” should be 
included as long as the appeal was lodged before the 1st September 2023.  
This will include totals for: 
 


• Appeals lodged prior to 1st September, where the hearing and/or decision took 
place after that date  
 


• Appeals not pursued to the hearing stage, and those not resolved  
 


• Appeals that did not reach a hearing because a place became available (at 
your school or another) which was accepted by parents  
 
Note: All subsequent admissions appeals figures should be subsets of the 
number of appeals lodged. 
  


Admission appeals withdrawn  
Total number of admission appeals withdrawn by parents before reaching an 
independent appeals panel. This figure should include appeals that did not 
reach a hearing because a place became available and was accepted by the 
parents. 
 


• Total number of admission appeals heard by Independent Admission Appeals 
Panel.  
 


• Total number of admission appeals heard by Independent Admission Appeals 
Panel and decided in parent’s favour by an independent appeals panel.  
 


• Total number of admission appeals heard by Independent Admission Appeals 
Panel and rejected by an independent appeals panel.  





		Admission appeals lodged

		Admission appeals withdrawn
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Autumn Census Dates: 
 
Census Date: 5th October 2023 
 
Attendance: 10th April 2023 to 28th May 2023 - First half of summer term. 
  29th May 2022 to 31st July 2023 - Second half of summer term.  
 
Exclusions: 1st January 2023 to 31st July 2023 
 
AP Placements: 18th May 2023 to 4th October 2023 
 
FAM: 1st August 2023 to 5th October 2023 
 
FSM: 19th May 2023 to 5th October 2023 
 
Learner Support Codes (Secondaries): This data is only collected in spring 
and summer returns from the start of the academic year.  
 
Post-16 Learning Aims (Secondaries): 1st August 2022 to 5th October 2023 
 
 
  


Warwickshire County Council 
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Spring Census Dates: 
 
Census Date: 18th January 2024 
 
Attendance: 1st August 2023 to 31st December 2023 
 
Exclusions: 10th April 2023 to 31st December 2023 
 
AP Placements: 5th October 2023 to 17th January 2024 
 
FAM: 1st August 2023 to 18th January 2024 
 
FSM: 6th October 2023 to 18th January 2023 
 
Learner Support Code (Secondaries):1st August 2023 to 18th January 2024 
 
 
 


Summer Census Dates: 
 
Census Date: 16th May 2024 
 
Attendance: 1st January 2024 to 31st March 2024 


 
Exclusions: 1st August 2023 to 31st March 2024 
 
AP Placements: 18th January 2024 to 15th May 2024 
 
FAM: 1st August 2023 to 16th May 2024 
 
FSM: 29th January 2023 to 16th May 2024 
 
Learner Support Codes (Secondaries): 1st August 2023 to 16th May 2024 


 





		Autumn Census Dates:

		Spring Census Dates:

		Summer Census Dates:
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Check your current fileset ID 
number in SIMS 
Routines / Statutory Returns / School Census 
Open your census return and note the Fileset ID: (number) at the top of 
the screen. 
 


 
 
 
If your Fileset ID number in SIMS is lower than the latest Fileset, then 
you will need to import the latest fileset into SIMS. MIDAS will always 
send out emails informing schools when Capita release new filesets.  
 
Please download BOTH files and save them into the SAME folder on a 
shared drive. You may need to copy these files from your downloads 
folder and paste them into a folder on a shared drive, such as, 
Y:\adminshared\census 
 


  
  
 


 
 
 
 
If you are unfamiliar with how to download and save a file, please see section on the 
next page entitled, How to download a file. 
 
 


  


? 


These files have different extension, mfs and mfs.signature. Please note: this 
number will change each time we receive a new fileset. The year and census 
season will also change accordingly. The files have different 


t i  f  d f i t  
 







How to download a file 
 
If you right click on the file attached to your email, you should be 
offered the opportunity to Save as. This option will allow you to 
navigate to where you wish to save your file.  If, however, you click on 
Save or on Download, your file will automatically be saved into your 
Downloads folder. You will then have to navigate to your Downloads 
folder, find your files and copy and paste them into a folder on a shared 
drive that SIMS can access, such as, Y:\adminshared\census 
 


 
 
 
 


Import fileset into SIMS  
 
Tools / Setups / Import Fileset 
 
In the Choose Fileset, navigate to where you saved these two files 
and select the fileset you have just saved onto your shared drive. 
Although you have saved 2 files, you will only be offered 1 to import 
into SIMS.  This file will have an extension of .mfs 
 
 


 
 
 
Once the file is validated, click on the Import Fileset button.  Check 
that the Ready to import status changes to Import complete. 
 
Note: The new fileset which you have just imported into SIMS will NOT 
register on your census file until you close SIMS down and log in again, 
post fileset import. When you log into SIMS again, check that your 
fileset has now updated to the version imported, then create and 
validate your census using the new fileset. 


 
 





		Check your current fileset ID number in SIMS

		Routines / Statutory Returns / School Census



		How to download a file

		Import fileset into SIMS
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Introduction 


The COLLECT (collections online for learning, education, children and teachers) portal is 
used by schools, local authorities and the department for education for processing data 
collection returns. Major benefits of the portal include real time data collection monitoring 
and progress reporting, the ability of a local authority to view exactly the same 
information as the department for education when queries arise and being a website 
there are no installation issues.  


This document is designed to guide local authority users through the various aspects of 
COLLECT from initial submission, data validation and final approval by the department 
for education. 


The department now collects data from a wide range of users; generic terminology must 
be used within COLLECT. A provider of data is known as a ‘source’, an ‘agent’ is 
someone who undertakes verification and checking of the data and a ‘collector’ is the 
final destination of the information.  
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Useful hints 


Very important - re-submissions – if a data return already exists in the system and you 
upload another file, it will overwrite the original return completely no matter where it is in 
the workflow (submitted or authorised). All error notes and data item notes will disappear 
only return notes are retained. If you try to upload a file that is already in the system then 
you will be given the following message 


 


We recommend that you take great care when selecting this option and make sure that 
all parties who may be working, or have worked on this return agree to the re-
submission. When uploading a zip file containing many data then please be aware that 
you will not be prompted with the above message if any of the settings contained in the 
zip file are already on the system. It will automatically overwrite the return without 
warning you. 


When navigating around the COLLECT system it is important that you use the COLLECT 
‘drill up’ button or COLLECT ‘back’ button which are toward the top right of your 
COLLECT screen. If the ‘drill up’ or ‘back’ buttons are not visible then you may be in one 
of the earlier screens and to navigate back from here you will need to click ‘back to my 
COLLECT page’ page located at the top of your COLLECT screen above your login 
name. You will be either given an error message or ‘thrown’ out of the system if you use 
your web browser back button. 


When amending errors, once you have completed your actions on a particular error you 
will need to drill back out of that record to the main screen before being able to select 
another error to investigate. If you try to select an error and have found the error through 
the ‘all errors’ page before drilling out, you will be given the error message: ‘cannot 
choose another error to investigate’ 
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COLLECT and DFE SIGN IN 


Access to COLLECT is through the departments DFE Sign in ( DSI). 


BETA This is a new service – your feedback will help us to improve it.  


DfE Sign-in  
Contents 


• Overview 
• I already have a DfE Sign-in account 
• I need to migrate my Secure Access account to DfE Sign-in 
• I don't have a DfE Sign-in account or a Secure Access account 


 


Sign in to your DfE Sign-in account 
You'll need your DfE Sign-in email address and password to sign-in. 


Sign in 
 


Full DFE Sign in access guides are published on the DFE Sign In website. 


Once successfully registered, click on to ‘home’ and then click on ‘COLLECT’ to enter 
COLLECT as below.  


 



https://www.smartsurvey.co.uk/s/DfESign-in_feedback/

https://sa.education.gov.uk/

https://sa.education.gov.uk/existing-secure-access-user

https://sa.education.gov.uk/new-user

https://services.signin.education.gov.uk/my-services

https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess
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To proceed into COLLECT please click on the ‘continue’ button as below. 


 


 


Collections your account are linked to can be seen under ‘My Data Collections’ as shown 
in the screenshot below. Please note if the data collection you require access to is not 
showing under your data collections, speak to the approver within your school, who will 
be able to grant your access to the collection. 


Select the collection you wish to open by clicking on the collection name to highlight it (if 
there is only one it will be automatically highlighted) and then click on the ‘Select Data 
Collection’ button to open it.  
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School ‘Source page’ screen 


The next screen (‘Source page’) provides a summary of the latest position with respect to 
the selected data collection. You will see information on the current status of your 
collection return and will be presented with a number of options. 


 


Upload return 


Clicking on this button launches a page to allow the school user (source) to browse for the 
xml file and load. 


Add return on screen 


Allows the source to type the return on screen – if applicable to the data collection. 


Open return 


This option is greyed out until the data is loaded and is used to access the loaded data for 
editing or viewing. 


Submit return 


This option is greyed out until the data is loaded and validated and is used to submit the 
data to the department. This should only be done when the data is complete and clean. 
Once a return has been submitted control then passes to the department. 


Export to file 


This option is greyed out until the data is loaded and is used to export the loaded data 
either as a single xml file (in the input xml format) or as a number of csv files with one file 
per data table.  
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Launch reports 


This option launches the school’s reports options – if applicable 


Delete return 


This option is greyed out until the data is loaded and is used to delete the data from the 
system. 
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Adding a Return on screen (if applicable to your 
collection) 


Click on the ‘Add Return on screen’ button.  


 


The next screen to appear is the web form. You will need to enter the information in each 
field then click ‘Save’. N.B The screen shots used are for SEN2 and may vary from other 
collections.  
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Once the contact details have been completed and saved you can then move on to enter 
the data in Part 1 of the online form. To navigate, click on the tab buttons. 


 


 


To continue you will need to click ‘edit’ then enter your data. 
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Once part 1 has been completed move on to the other parts as necessary by clicking the 
relevant tab. As in Part 1 you will need to click ‘edit’ before entering data into the fields.  


 


Continue to navigate through the form, using the tab and edit buttons, until parts 1 
through to 7 have been completed. 


Please note – Do not use your web browser buttons to navigate through a return.  
Unpredictable behaviour may be experienced if you use the back and forward buttons on 
your web browser’s toolbar.   


To navigate through the return please use the options given on the COLLECT screen. 
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Loading a return (from a file) 


Click on upload return from file 


 


Use the browse button to locate the XML file, which is generated via the schools 
management information system. Highlight the file name and click on ‘open’ to select the 
return.  


 


Click on the upload button to load the return.  


 


A progress message may be displayed while the upload is taking place. 


 


Once the return has been loaded, the following message will be displayed on screen. 
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This indicates that the return has successfully loaded and is now placed in the validation 
queue to be validated.  


Press the ‘ok’ button to return to the source main page. 


During periods of heavy demand, there may be a delay before the return is validated. 
Whilst the return has a status of ‘waiting for validation’ then the return cannot be viewed 
or edited.  


5) Once the return has been validated, you need to view the data and look at any errors 
or queries that have occurred 


Once the return has been validated, the return status section on the source main page 
will display ‘loaded and validated’. The total number of errors and queries found in the 
return will also be displayed.   Dealing with errors and queries is explained in the section 
‘Correcting errors’. 
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Viewing the return details 


To view your data return click on ‘open return’. 


. 


Your return will then be displayed 


 


You can view the return details by clicking on the various ‘view all’ links at the bottom of 
the screen.  


 


When you click on the ‘view all’ for pupils on roll this takes you into the pupil section. This 
displays the ‘records list’, with all pupils visible. You can use the filter bar to identify a 
particular pupil. Or click on the headers to sort alphabetically. 
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Editing data within the return  


Please note the screenshots below have been taken from the School Census data 
collection. Other data collections may vary 


To edit the details click on the ‘edit’ button.  


 


 


 


This enables data fields to be manually edited within COLLECT. 


Please note: any changes made within COLLECT should always reflect the schools MIS. 
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Errors  


When a return has been uploaded a number of validation checks are run against the data 
in that return and will trigger errors or queries.  


All errors and queries are highlighted in red against the relevant data item.  


There are two levels of errors, ‘return level’ and ‘data item level’  


Total return errors  


The breakdown of errors for a school return is shown in the return status section of the 
school’s main screen.  


 


Return level errors  


Return level errors relate to a validation rule that applies to the return as a whole rather 
than an individual data item within the return. 
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To view all errors and queries on the return  


Click on ‘all errors’ at the top of the screen. 


 


You will then be shown a list of all errors and queries relating to your return. Click on the 
details button to see which data items the validation is checking, these will show to the 
right of the screen. If you click on one of the underlined fields you will be directed to the 
corresponding data item in the return. 


 


Correcting errors  


Identify which of the fields contains the incorrect value and return to the screen that 
contains it by clicking on the field value in the details section.  


Either: 


Correct in your MIS and re-load the school census file to COLLECT, overwriting the 
incorrect one. 


Change the mode of the form to ‘edit’ and then click on the data item that needs to be 
changed and update it – ensuring that you reflect this change in the school’s MIS.  


In some instances you will be requested to provide explanatory information (as part of 
email communications you will receive a document which will provide guidance on what 
notepad explanation would be expected for individual queries). This will be made 
available on our Department for Education - GOV.UK website and searching for the 
relevant data collection in the search bar.  



https://www.gov.uk/government/organisations/department-for-education
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If a notepad entry is not returned the EDD helpdesk will have to contact you for further 
information. 


You can add notes in the return level note section.  


To add a return level note double click on the pen icon in the return level notes section. 


 


Click add new note 


 


Type your note and the error number in the box provided and click create. 


 


Please ensure there is a note for all queries/errors remaining on your return.  


You can enter one note to cover numerous queries.  
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Submitting the return  


The school is responsible for ‘submitting’ the return once the data has been checked and 
any explanatory notes have been added. By submitting the return the school have 
indicated that the head teacher has checked the return for accuracy and completeness 
and therefore authorising the submission to be used by the department. 


To ‘submit’ your return: 


Go to the ‘source main screen’ and click on ‘submit return’. 


 


The screen will be updated 


The status of the return will be set to ‘submitted’ and the ‘date submitted’ will be 
completed.  


 
The submit button will now be disabled for this return. 
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Reports 


A number of reports are available on COLLECT, return to the source page and click on 
the launch reports button.  


 


 


A drop down menu will be displayed and a report can be selected from that drop down 
list 


It is extremely important that you run all of these reports as they may highlight analomies 
within the data which can impact on all funding calculations. 


Duplicate reports will indicate pupils who are registered at more than one school and 
therefore would indicate if the pupil should remain on roll or whether the registration 
status has been recorded incorrectly. 


In some data collections duplicates would be required to be resolved. Failure to resolve 
duplicates in these collections may impact on the funding calculations for your school as 
each pupil is funded only once. 


There will be individual user guides for reports on our Department for Education - 
GOV.UK website and searching for the relevant data collection in the search bar.  


Select the report you wish to run and click launch report. 


Along the top of the report you will see a toolbar with various functions. 


 


 



https://www.gov.uk/government/organisations/department-for-education

https://www.gov.uk/government/organisations/department-for-education
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These are explained as follows: 


Allows you to navigate between pages of the report. 


 Zoom control for viewing the report at various zoom levels. 


Allows you to enter text to find on the report. 


  


Clicking the drop-down menu, results in the display of a list-box showing various formats 
in which you can export the report. Select one of the formats, click the export button and 
you will then be prompted to 'open' or 'save' the output file. Click on the ‘save’ button to 
save the report file. 


  Refreshes the report output. 


 Produces a hard-copy output of the report – If this does not print please export to 
excel and print from there. 
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Exporting a return 


A return can be exported in XML or CSV format. 


Exporting a return (current state): 


On the source page  
 
Click on export to file 


 


Choose to export in either XML or CSV format, then click on the export button. 


 


A progress message will be displayed 


 


When complete the result of the export will be displayed and you will be offered the 
options of saving or opening the export file. We suggest saving prior to opening. 
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Important note: If the export process fails, with a message stating that Internet Explorer 
has blocked the download of a file, you might succeed if you try again. On the second 
attempt, hold down the Ctrl key down continuously from before you click on export until 
after you see the resulting files displayed in windows explorer. If this is still not 
successful, you will have to adjust the security settings on your internet browser.  


Adjusting security settings 


The security settings on your pc may prevent the ‘file download’ appearing If this is the 
case then go into the ‘tools’ menu option at the top of the screen. 


 


Select ‘internet options’ from the drop down menu.  


Select ‘security’ from the option buttons  


Selected ‘trusted sites’  


Select ‘sites’  


Then select ‘add’ and type the following into the text box in turn:  


https://collectdata.education.gov.uk/CollectPortalLive/MainPage.aspx 


https://sa.education.gov.uk/idp/Authn/UserPassword 


Then select ok and ok. Then try producing the export again and this time the 
Open/Save/Cancel dialogue box should appear.  
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Screen functionality 


Before viewing the return it is useful to understand some of the basic controls and screen 
operations. 


Screen navigation 


Don’t use the browser buttons! When in the data collection, unpredictable behaviour may 
be experienced if you use the back/forward buttons on your web browser’s toolbar.  


 


Navigation controls 


To navigate through the system links are provided on all pages either as back or drill up 
options, please use these links to navigate between screens when using the system. 


 Control Usually located Action 
Back to my COLLECT page All screens within a 


return except the main 
page which shows 
‘Back to Home’ page 


Returns you to the 
main page for your 
user role for 
example. agent, 
source. 


Drill up Any data screen within 
a return apart from the 
header screen  


Returns you to the 
previous data screen 


Return Report screens, for 
example history and 
errors 


Returns you to the 
previous screen 


Back Notes screens Returns you to the 
previous screen 


View all Data entry screens 
that have additional 
linked data. 


Takes you to the sub 
module level details 
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Mode buttons 


Those buttons determine which operation mode the on-screen data form is in, and which 
operations are available. 


 


 


Dark grey text on sunken button with light border = ‘Active’ mode 


Black text on button and highlighted border = ‘Available’ mode 


Light grey text on button with light border = ‘Unavailable’ mode 
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Help 


COLLECT access is administered directly by schools for their users. This includes 
registering for COLLECT, activating your account and giving you access to specific 
collections. Please get in touch with the approver in your school who will be able to make 
sure that you have the appropriate access. 


If you are experiencing problems with COLLECT or have a data collection query, please 
submit a service request to the data collection helpdesk. If you are having problems 
logging into DFE Sign In, please refer to the ‘help’ section on secure access. If you are 
still unable to resolve your issue, please submit a service request to the DSI service 
desk. 


  



https://form.education.gov.uk/fillform.php?self=1&form_id=hGz7nZcsdnX&noLoginPrompt=1

https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
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This publication (not including logos) is licensed under the terms of the Open 
Government Licence v3.0 except where otherwise stated. Where we have identified any 
third party copyright information you will need to obtain permission from the copyright 
holders concerned. 


To view this licence: 
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CREATING A CENSUS 


 


Update Post Looked After  
Arrangements & Top-up 


Funding 
 


Book 04 Pg.8 


 
 


BEFORE RUNNING  
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website  
See COLLECT video guide 
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Please refer to: 
Documents included in ebook,  
for a complete list of all  
documentation and appendices 
included in the Census ebook. 


* Post-16 Schools will also need to complete the Post-16 Flow Chart in the Autumn Return.  Please follow separate documentation. 


 
Read Data Collection  
Changes information 
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How to use the 
Census 
Documentation 
Pupil Census 
2023/24 
For All Schools 


 
 


 
 


Flow Chart  
We strongly recommend that you use the census ebook on screen, electronically with the 
exception of the Flow Chart which is useful to print. 
 
A flow chart has been created to help you complete your return. For 
your guidance, please note that each process in the flow chart will 
reference the corresponding supporting document. The flow chart also 
gives an indication of the appropriate school phase and season. Please 
note that some documents have Aut, Spr or Sum on the title page. 
Some documents are specific only to the Spring census and this is 
clearly marked on both the flow chart and also on the title page of said 
documents. 
 


 


Index of Collected Data 
The Index of Collected Data provides more background and 
contextual information on many of the data collection points.  All 
collected data fields are listed alphabetically.  If you need more 
information, please refer to appendix A1 Index of Collected Data.  
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Screen Shots 
Be aware that the majority of the documents are generic and can be 
used for every census return.  The screen shots contained in the books 
are for illustration purposes only.  As a result, the term or date range 
showing in the screen shots may differ from what you see when you 
are running your census.   
 
To check key dates for the census collections, including Free School 
Meals, Attendance and Suspensions / Exclusion date ranges, see 
appendix A8 Census Dates. 
 
 


Documents in your ebook 
 
Orange: Documents to read before you begin  
 
Green: Instructions on how to create, run, validate, authorize and 


upload your census return. 
 
Purple: Appendices  
 


To open either of the two Excel spreadsheets, A10 DfE 
Ethnicity Codes or A11 COLLECT Notepad Entries, right click on 
the file and select Open File in Native Application  


 
 


 
 
 
 
 


 
In most cases, you will be offered a Read Only version of the 
spreadsheet. 
 
 


  







Video support – not in your ebook 
 
If you find it useful, there a few video demonstrations on how to enter 
data into the different census, statutory tables.   
Please use either the WeLearn portal:  http://bit.ly/midaspages   
OR  
the Downloads site: http://wsd.we-learn.com/downloads 
to access these resources. 
 
 
WeLearn Portal 


 
 
Select the Documentation menu option. 
 


 
 
Select School Census  
Select the Pupil Census folder 
Select Census Video Tutorial folder 
 


  



http://bit.ly/midaspages

http://wsd.we-learn.com/downloads
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Downloads Site 


 
Select Census Video Tutorials folder 
 


 





		Flow Chart

		Index of Collected Data

		Screen Shots

		Documents in your ebook

		Video support – not in your ebook






Documents 
included in January 
Census ebook 
2024 
For All Schools 


 
 


 Flow chart 
000 List of Documents included in the October Census ebook 


00 How to use the Census Documentation 
01 Prepare your SIMS system for Census 
02 Data Collection Changes – Spring 2024 
03 Archive Old Census Returns 
04 Update Statutory Tables: Class Types, Post Looked after 


Arrangements, Top Up Funding, Early Years Hours, Funding & 
Monitoring (FAM) 


05 Updating Childcare Places – Jan Census only 
06  Selected Period and Classes information – Jan Census only 
07 Create a Census Return (Spring 2024) 
08 Resolving Errors and Queries 
09 Using Census Reports 
10 Census Day 
11 How to Submit a Census Return to the LA – Business Intelligence. 


(Census submission to the LA for Maintained Schools only) 
 COLLECT Guide for Academies and Free Schools 


(Census submission to the DfE via the COLLECT website for Academies) 
A1 Index of Collected Data 
A2 Who to contact 
A3 How to use the Bulk Update Facility 
A4 Privacy Notices and GDPR 
A5 Date of Birth Age Ranges for Academic Year 
A6 How to Record Exclusions / Suspensions 
A7 Admissions Appeals Jan census only 
A8 Census Dates 
A9 How to Download and Import Filesets into SIMS 


A10 DfE Ethnicity Codes (Excel Spreadsheet) 
A11 COLLECT Notepad Entries (Excel Spreadsheet) 
A12 Managing Alternative Provision Placements 
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To open either of the two Excel spreadsheets, A10 DfE Ethnicity Codes or A11 
COLLECT Notepad Entries, right click on the file and select Open File in Native 
Application. In most cases, you will be offered a Read Only version of the 
spreadsheet. 
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Check your SIMS version ...................................................................... 2 


Check your Return Permissions ............................................................ 2 


Check your Census Fileset ................................................................... 3 


Check your School Information ............................................................. 4 


Schools with Post-16 Students .............................................................. 5 
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Check your SIMS version 
 


Go to: Help / About SIMS .net. 
 


 
 
 
The latest version number is 7.214.  If you are not on this version, you will not 
be able to run your census. 
 
 


Check your Return Permissions 
 


If you can access the route Routines / Statutory Returns / Pupil Census 
you can miss out the step below as you already have sufficient permissions.  
If you cannot see this route, follow the process below to give yourself the 
relevant permissions. 
 
Focus / System Manager / Manage Users  
 
Search for the correct user and then navigate to the Groups panel. 
Use the Add icon to select a new permission group 
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Select Returns Manager and Returns Operator from the Select Groups pop 
up.  Save the new permission groups you have assigned. 


 
 
 


Check your Census Fileset 
 
Go to:  Routines / Statutory Returns / Pupil or Student Census 
 


 
 
 
ESS, SIMS software providers, will produce a new fileset for each census 
return containing the validation rules that census data is checked against.  
These validation rules generate errors and queries for schools to resolve. ESS 
often release more than one fileset per census return. The MIDAS team will 
inform schools, via email, of the latest filesets required for each return. 
 
You will be able to complete dry runs of your census with the default fileset, 
but you must ensure that you have imported the latest fileset prior to 
submitting your return on census day. 
 
Please lookout for census emails from the MIDAS team 


 
  


XXX xxxxxxxxxxxxx
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Check your School Information 
 
Focus / School / School Details 
 
NB. The screenshots below relate to Primary schools, but the same principles 
apply for other school phases. 
 
Check that your Authority and Establishment numbers are correct and that 
you have entered your Establishment Unique Reference Number (URN).  
 
 
NB. Please ensure that your schools Unique Reference Number (URN) in 
SIMS matches your schools URN on the 'Get information about schools'  
website. https://get-information-schools.service.gov.uk/ The DFE will cross 
check this data and if any discrepancies are found, they will not authorise your 
schools’ return until all discrepancies have been resolved.  
 
Make any necessary amendments to this screen and Save. 


 
 
School Type - 
choose from:    
 


 
 
Complete the main 
criterion for offering a 
place  


 
School Governance - 
choose from: 
 


 
 
Select the acceptable 
value for governance 
from the funding 
lookup table.  (See 
DfE Guidance notes  


 
Intake Type - 
choose from: 
 


 


 
Check the Head teacher’s Name is included. Use the magnifying glass to 
search for your head teacher if you need to add or change these name 
details. 
 
Check Curriculum Years are correct 
 
Check Pupil Genders 
 
Check NC year Start Date is 1/9 
 
Boarding Pupils should be blank in most cases. 
  



https://get-information-schools.service.gov.uk/
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Scroll down the page to complete Contact Details and ensure you enter your 
school email address as this is a compulsory field (this should not be a 
personal email address).  
 
Make sure you Save your School Details information and click OK at the 
bottom of the School Details screen.   
 


Schools with Post-16 Students 
As early as possible, schools with Post-16 students should prepare their Post-
16 data for the Autumn census using the separate Post-16 Census 
documentation. 





		Check your SIMS version

		Check your Return Permissions

		Check your Census Fileset

		Check your School Information

		Schools with Post-16 Students
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New data items for 23/24  
 


Sex and gender identity 


The current gender data item has been replaced by the new sex data item. 


The change from gender to sex is being rolled out across all DfE collections 
over the next year or so. The sex data item (a value which identifies the sex of 
a person as recognised in law) is collected on a mandatory basis. 


The gender ID data item has been created so schools and other institutions 
can record gender identity for local use, should they wish to. The DfE will not 
collect this data item. 
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January Specific Data Items 
 
 
Selected Period (Not for Nursery or Special Schools) 
Details are required about all classes running at a designated time on 
Census Day. A Selected Period is a specific lesson time which is based on 
the last digit of your school’s DfE number.  See document 6 Selected Period, 
Primary or Secondary for additional information. 
 


Pupil Reconciliation (Not for Nursery or Special Schools) 


This is an account of where on roll students are, during your designated 
Selected Period, if they are not recorded in the Classes panel. See document 
7 Spr Create a Census Return  
 


Number of FSM taken 
The number of free school meals taken on census day needs to be manually 
entered via the General census panel. See document 7 Spr Create a Census 
Return  
 


Admissions Appeals 
Admissions appeals are only required from schools and academies 
responsible for their own admission appeals. This would include all Voluntary 
Aided and Foundation schools as well as Academies. See Appendix 7 – How 
to enter Admissions Appeals data 
 


Child Care Places 
See document 05 Update Childcare Places for more information and if needed, 
please find the DfE’s definitions of the different types of childcare in document 
Appendix 1 Index of Collected Data   
 


Early Years Pupil Premium (Only for Nursery pupils) 
Access to the Early Years Pupil Premium Receipt table is only via the Early 
Years census panel.  
Note this is to record pupils in receipt of funding, rather than eligibility for funding. 
See document 4 Updating Statutory Tables 
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2 Year Old Basis for Funding (Only for Nursery pupils) 
Access to the 2-Year-Old Basis for Funding table is via the Early Years 
census panel. 
See document 4 Updating Statutory Tables  
 


Learner Support Code (Only for eligible Pupils aged 16-19) 


The DfE will only collect the Vulnerable Group Bursary and the Discretionary 
Bursary in Spring returns.  See Appendix A1 Index of Collected Data 
 


SEN Need Type ranking 
In Spring returns, the DfE collects only the first two Need Types of students 
with SEN.  It is important then to ensure that the primary need is ranked as ‘1’ 
with any secondary need ranked as ‘2’. See Appendix A1 Index of Collected 
Data 
 


SEN Provision – Members of an SEN Unit 
This field identifies pupils with SEN who are members of 
a SEN unit. SEN units are special provisions within a mainstream school 
where the pupils with SEN are taught within separate classes for at least half 
of their school time. See Appendix A1 Index of Collected Data 
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Existing Data Items 
 


Young Carer Indicator - All schools except Nursery 
This data item records whether a pupil has been identified as a young carer 
and by whom.  
Please see A1 Index of Collected Data document for more details on how to 
hold this data. 
 


School Time - All schools except Nursery 
The first collection of this data was in the  January 2023 census.  It is now a 
statutory data item. 
Please see A1 Index of Collected Data document for more details on how to 
hold this data. 
 
 
School Arranged Alternative Provision Placements - All 
Schools except Nursery.   


The DfE made AP data items mandatory from the Spring 2023 census 
onwards. Alternative provision company number and Alternative 
provision placement postcode is additionally required from the Spring 
2023 census onwards. 
The collection period for these placements is from the day after the 
previous census return to the current census day inclusive. 
 
For detailed instructions on how to enter and maintain AP Placements, please 
see Appendix A12 Managing Alternative Provision Placements 
 
 


Attendance Codes 
The attendance X code should only be used for students who are non 
compulsory school age. 
  







6 
 


Free School Meals Entitlement 
To minimise the impact of the rollout of universal credit to determine eligibility 
for free school meals, transitional arrangements have been put in place to 
ensure that no pupil loses a meal as a result of these changes. 
 
Transitional protections ensure that any pupil in receipt of free school meals 
on 31st March 2018 until 31st March 2023, should continue to receive free 
school meals until the end of the universal credit roll out period. This covers 
until at least March 2025 and applies even if their circumstances change and 
they would no longer meet the eligibility criteria.  
 
You should not enter end dates unless: 


• a parent has said that they do not wish the child to be recorded as 
eligible for free school meals and receive a free school meal 
 


• a pupil transfers from another UK country – their non-English free 
school meals must have an end date 
 


• a parent notifies the school that their support under the Immigration & 
Asylum Act 1999 or the pension credit has ended 
 


Please note that as things stand the DfE will begin the process of ending the 
protection of FSM eligibility from Universal Credit on 31st March 2023. 
Any pupil with a start date for FSM after 31st March 2023 will not be 
protected from Universal Credit and can be assigned an end date for FSM. 
 
Any pupil with a start date for FSM on or before 31st March 2023 will 
continue to be protected from Universal Credit until the end of their current 
phase of education, e.g. primary in year 6 or secondary in year 11, at which 
point they can be assigned an end date for FSM depending on their 
circumstances. 
This means that the full impact on Deprivation Pupil Premium will be delayed 
by more than six years for many schools.  
 
 
Consequently, it is not expected that FSM end dates will be returned in 
the school census during the transitional period unless a valid 
exception applies. 
 
For further information regarding recording Free School Meals as part of the temporary NRPF 
extension please refer to the DfE’s online census guidance found at:  
https://www.gov.uk/guidance/complete-the-school-census/data-items-2021-to-2022      
 
 
  



https://www.gov.uk/guidance/complete-the-school-census/data-items-2021-to-2022
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Funding and Monitoring Table changes 
Tools / Statutory Return Tools / Update Funding and Monitoring Table 
 
The Funding and Monitoring table is provided to enable schools to record 
aspects of the Education Recovery Package.  
 
For the 2022 to 2023 and the 2023 to 2024 academic years, this table will 
identify pupils: 
 


• in receipt of tutoring provided via the National Tutoring Programme 
(NTP) 
 


• in receipt of tutoring funded by the 16 to 19 Tuition Fund -  
(Secondary schools only) 
 


• resitting or retaking full or part of their 16 to 19 study programme - 
(Secondary schools only) 


 
 
Previously, only school-led tutoring was collected but from the 1st August 2022 
schools should record tutoring that was delivered via any of the following 
National Tutoring Programme delivery routes:  


• tuition partners  
• academic mentors  
• school-led tutoring.  


 
 
More information about the National Tutoring Programme is available on the 
GOV.UK website https://www.gov.uk/government/publications/national-
tutoring-programme-ntp 
 
Please refer to Appendix 4 Updating Statutory Tables – page 2 for a detailed 
explanation of how this table should be populated. 
 


Video support – not in your ebook 
 
If you find it useful, there a few video demonstrations on how to enter 
data into the different census, statutory tables.   
Please use either the WeLearn portal:  http://bit.ly/midaspages   
OR  
the Downloads site: http://wsd.we-learn.com/downloads 
to access these resources. 
 
 


  



https://www.gov.uk/government/publications/national-tutoring-programme-ntp

https://www.gov.uk/government/publications/national-tutoring-programme-ntp

http://bit.ly/midaspages

http://wsd.we-learn.com/downloads
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WeLearn Portal 


 
 
Select the Documentation menu option. 
 


 
 
Select School Census  
Select the Pupil Census folder 
Select Census Video Tutorial folder 
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Downloads Site 


 
Select Census Video Tutorials folder 
 


 





		New data items for 23/24

		Sex and gender identity



		January Specific Data Items

		Pupil Reconciliation (Not for Nursery or Special Schools)

		Number of FSM taken

		Admissions Appeals

		Child Care Places

		Early Years Pupil Premium (Only for Nursery pupils)

		2 Year Old Basis for Funding (Only for Nursery pupils)

		Learner Support Code (Only for eligible Pupils aged 16-19)

		SEN Need Type ranking

		SEN Provision – Members of an SEN Unit



		Existing Data Items

		Young Carer Indicator - All schools except Nursery

		School Time - All schools except Nursery

		Attendance Codes

		Free School Meals Entitlement

		Funding and Monitoring Table changes

		23TVideo support23T – not in your ebook








How to 
Archive Old 
Census 
Returns 
Pupil Census 
2023/24 
 


03 
 


 
 
Note: Schools with Post 16 students should not archive previous 
census returns. 
 
The reason that we recommend archiving previous census returns is to 
prevent users from accidently submitting an old return instead of the 
most current, valid return.  
 


Instructions for Prime Server Schools 
Navigate to: Y:MIS\census\data  
Highlight your redundant returns and census reports, right click and 
select cut or find cut on your Edit drop down menu.   
 
Now navigate to: Y:MIS\census\archive 
Right click and paste the old returns and old census reports into the 
archive folder.  You may prefer to find paste on the Edit drop down 
menu.  Your data folder should be empty until you create a new return. 
 
If you produce more than one current return it would be good practice 
to archive or delete the redundant versions as found in your data folder. 
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Instructions for Non Prime Server Schools 
Archive all previous census returns found in the imsftp\Data folder, 
before producing a new return.  
 
Navigate to: Z:sims\imfstp\data.   
Highlight your previous returns and old census reports, right click and 
select cut or find cut on your Edit drop down menu.   
 
Now navigate to: Z:sims\imfstp\archive  
Right click and paste the old returns and reports into the archive folder.  
You may prefer to find paste on the Edit drop down menu. Your data 
folder should be empty until you create a new return. 
 
If you produce more than one current return it would be good practice 
to archive or delete the redundant versions as found in your data folder. 
 
 
 


 





		Instructions for Prime Server Schools

		Instructions for Non Prime Server Schools
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Video support – not in your ebook 
 
If you find it useful, there a few video demonstrations on how to enter 
data into the different census, statutory tables.   
Please use either the WeLearn portal:  http://bit.ly/midaspages   
OR  
the Downloads site: http://wsd.we-learn.com/downloads 
to access these resources. 
 
 


 
WeLearn Portal 


 
 
Select the Documentation menu option. 
 


 
 
Select School Census  
Select the Pupil Census folder 
Select Census Video Tutorial folder 
 


  



http://bit.ly/midaspages

http://wsd.we-learn.com/downloads
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Downloads Site 


 
 
Select Census Video Tutorials folder 
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Update Funding and Monitoring           
Not applicable to Nursery schools  


Tools / Statutory Return Tools / Update Funding and Monitoring 
 
The Funding and Monitoring table is provided to enable schools to record 
aspects of the Education Recovery Package.  
 
For the 2023 to 2024 academic year this table will identify pupils: 
 


• in receipt of tutoring provided via the National Tutoring Programme 
(NTP) 
 


• in receipt of tutoring funded by the 16 to 19 Tuition Fund -  
(Secondary schools only) 
 


• resitting or retaking full or part of their 16 to 19 study programme - 
(Secondary schools only) 


 
 
Previously, only school-led tutoring was collected but from the 1st August 2022 
schools should record tutoring that was delivered via any of the following 
National Tutoring Programme delivery routes:  


• tuition partners  
• academic mentors  
• school-led tutoring.  


 
More information about the National Tutoring Programme is available on the 
GOV.UK website https://www.gov.uk/government/publications/national-
tutoring-programme-ntp 
 
 
The data will be collected for the 2023/2024 Academic Year for both on-roll 
students and leavers who have left between 01/08/2023 and 31/07/2024. 
 
In the FAM table, student information is displayed in the columns on the left-
hand side of the panel. This information is displayed as at the system date. If 
it is helpful, users can manipulate which selection of students to view in the 
table, by making use of the different filters on offer, such as SEN, Year Group 
etc.  
Cells with a white background are editable. 
 
  



https://www.gov.uk/government/publications/national-tutoring-programme-ntp

https://www.gov.uk/government/publications/national-tutoring-programme-ntp
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Tutoring 
Pupils eligible for this funding have to be in National Curriculum Year 1 to 11 
or aged 5 to 15 on the 31st August 2023.  Any pupil within this age band can 
qualify for further tuition regardless of whether they are SEN, Pupil Premium 
or Ever 6 students.  
 
Ticking cells in the Tutoring column opens the Autumn, Spring and Summer 
census columns to allow for the entry of the number of tutoring hours a pupil 
accessed, from the beginning of the academic year to each successive 
census day.  Where a pupil is dual registered, only enter the number of 
tutoring hours the pupil has received in your school. 
 
 


1. Right-click anywhere in the Tutoring column, then select the required 
option from the pop-up menu. If most, or all of your pupils have been 
receiving tutoring, select the Check All option. Any pupils who have 
not been receiving tutoring can then be deselected by clicking the 
Tuition cell adjacent to their name.  
 


2. When a tick is entered in a Tutoring cell, the corresponding 
‘cumulative hour’ cells can be added or edited. Enter the number of 
tutoring hours (to the nearest 0.5) that the pupil has received as at the 
applicable census date.  
 


3. After entering a value in the Cumulative Hrs at Aut Census column it 
is possible to auto-populate the hours cells to the right. The associated 
Spring cell will turn red.  
 


4. When you click in or tab to the Cumulative Hrs at Spr Census cell, 
the Autumn value is copied to all the hours cells to the right. This value 
is the minimum cumulative hours possible, per census day.  


 
5. If you want to add hours into the Cumulative Hrs at Sum Census 


column, you may need to amend pre-existing values already populating 
this column. 
 


6. These values can be edited when you know the hours that have 
been accessed by the pupil for Spring and then later for Summer. 


 


 
 
  


NOTE: The values entered in the Cumulative Hrs at 31 Aug column are not 
reported in the census. This functionality has been provided to enable schools to 
record data required by the Education and Skills Funding Agency (ESFA) 
(https://www.gov.uk/government/organisations/education-and- skills-funding-
agency). 


Equally, any text entered into the Notes column is not reported in the census.  
These Notes are purely for internal reference. 



https://www.gov.uk/government/organisations/education-and-skills-funding-agency

https://www.gov.uk/government/organisations/education-and-skills-funding-agency

https://www.gov.uk/government/organisations/education-and-skills-funding-agency
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How to enter tutoring data into the FAM table 
 
 Cumulative Hrs 


at Aut census 
Cumulative Hrs 
at Spr census 


Cumulative Hrs 
at Sum census 


Cumulative Hrs 
as at 31st August 


Expected 
values  


Hours of tutoring 
from 01/08/2023 
to the Autumn 
census date, 
05/10/2023  


Hours of tutoring 
from 01/08/2023 
to the Spring 
census date 
18/01/2023 
 
The number of 
hours entered 
must be greater 
than or equal to 
the Autumn 
hours.  


Hours of tutoring 
from 01/08/2023 
to the Summer 
census date 
16/05/2023 
 
The number of 
hours entered 
must be greater 
than or equal to 
the Spring hours.  


Hours of tutoring 
from 01/08/2023 
to the Summer 
census date plus 
any additional 
hours that 
occurred after the 
Summer census 
date.  
 
The number of 
hours entered 
must be greater 
than or equal to 
the Summer 
hours.  


Scenario  5 hours tuition 
received from 
01/08/2022 to 
06/10/2022.  


3 hours tuition 
received after 
06/10/2022 to 
19/01/2023.  


2 hours tuition 
received after 
19/01/2023 to 
18/05/2023.  


1 additional 
tuition hour after 
18/05/2023 to 
31/07/2023.  
Not applicable to 
the census but 
required for ESFA 
reporting.  


Example 
values for 
each 
column  


5 8 10 11 


 
Enter Notes, if required. This information is for the school’s own use and is 
not collected in the census. Save your entries. 
 
 
16 to 19 Tuition Fund (Secondary Schools with Post 16 students) 
The 16 to 19 Tuition Fund is provided to support small group tuition for 16- to 
19-year-old students in English, Maths and other courses where learning has 
been disrupted. 
 


1. Right-click anywhere in the 16-19 Tuition Fund column, then select 
the required option from the pop-up menu. If most or all of the students 
have been receiving tuition funding, select the Check All option.  Any 
students who have not been receiving tuition funding can then be 
deselected by clicking the 16-19 Tuition Fund cell adjacent to their 
name.  
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Repeating Post-16 Year 
 


1. Specify which students are Repeating a Post-16 Year by right-clicking 
anywhere in the column, then selecting the required option from the 
pop-up menu.  Bulk or Individual entry can be achieved using the same 
method as described for 16-19 tuition funding. 
 


2. Where Repeating Post-16 Year has been ticked for a Year 13 and 
above student, a completed programme and an additional continuing 
programme is reported. 
 


3. If a Year 12 student is repeating their Post 16 year, the Starting New 
Programme column is activated. 
 


4. Specify which Year 12 students are Starting New Programme by 
right-clicking anywhere in the column, then selecting the required 
option from the pop-up menu. 
 


5. Where Repeating Post-16 Year has been ticked for a Year 12 student 
and Starting New Programme has also been ticked, the XML return 
file will report a completed programme and an additional continuing 
programme. 
 


6. Where Repeating Post-16 Year has been ticked for a Year 12 student 
and Starting New Programme is not ticked, a continuing programme 
is reported. 
 


7. Enter Notes, if required. This information is for the school’s own use 
and is not collected in the census.  
 


8. Click Save. 
 
 
 
 
 
  


Selecting the Repeating Year 13 option creates two programme aims, one for the 
completed study programme and one for the repeating year. This can be checked 
by running the Post-16 Programmes of Study and Learning Aims report. 
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Update Post Looked After 
Arrangements  


Tools / Statutory Return Tools / 
 
Schools should include all pupils who have been removed from care due to Adoption, a 
Guardianship Order, Residence Order or through a Child Arrangement Order.  
 
The message below will not appear for the first census return of a new academic 
year.  
 


 
 
 
Select Yes to add your Post Looked After Arrangements students from the 
previous return into the table for your current return. 
 
 
Bear in mind that the Ever in Care search filter here is referring only to 
students who have been tagged as In Care in your SIMS system. You may 
have students who were adopted long before they were admitted to your 
school. 
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You can use the shift key and left mouse click to select a continuous block of 
students or the Ctrl key and left mouse click to select a selection of students 
who are not necessarily listed one after the other.  
 
Click on the Add button to place your selection in the Post Looked After 
Arrangements panel below. 
 


 


  
 
 
You will need to assign one of the following reasons from the drop down list to 
each student.  
 
 
 
 
 
 
 
 
 
 
Tick the Evidence Obtained tick box and click on the Update button.  
 
 
 
Please read and act on the message displayed below. 
 


 
 
 
 
  


Description 
Adoption from England and Wales 
Adoption from state care outside of England and Wales 
Special guardianship order (SGO) from England and Wales 
Residence order (RO) from England and Wales 
Child arrangement order (CAO) from England and Wales 
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Update Top up Funding 
Tools / Statutory Return Tools /  
 
Top-up funding is supplied to schools by local authorities from their high 
needs budget directly. Usually, but not always, the pupils for whom a primary 
or secondary mainstream school receives top-up funding are those with an 
Education, Health and Care (EHC) plan. Sometimes local authorities may also 
provide support for pupils with code ‘K’ – SEN support. 
See appendix A1 Index of Collected Data 
 
The message below may trigger but is not relevant for the first census return of a 
new academic year.  
 
 


 
 


 
Select Yes to move your previous return’s Top up students into your current 
return’s Top Up table 
 


  
 
Notice that you can search for pupils by name, by Year Taught In, by Classes 
or by a specific SEN status, or a combination of all of these  criteria. Once you 
have made your selection, remember to click on the Search button. 
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You can use the shift key and left mouse click to select a continuous block of 
students or the Ctrl key and left mouse click to select a selection of students 
who are not necessarily listed one after the other.  
 
Click on the Add button to place your selection in the Top up Funding panel 
below. 
 
 


 
 
Click on the Update button, found on the top left of your screen, to save  
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Update Class Type – (Primary schools only) 


Tools / Statutory Return Tools / 
 
 A message will appear stating that ‘The Class Type data has been brought forward 
from the previous census return. Please review, edit and save the data.’ This message 
will not appear for the first census return of a new academic year. All pupils will need 
to have their class types assigned at the beginning of each new academic year.  
 
Term will default to current term. 
 


 
 
Change the Status in the table header from All to No Class Type. 
 
You can also isolate your Nursery pupils by selecting nursery from the Year 
Taught in filter. This will present a list of nursery pupils who have not yet had a 
Class Type assigned to them. Right click in the Nursery column heading and 
select Check All. 
 
Click Save at the top of the page. 
 
If you revert to All in the Year Taught In filter and then search again for No 
Class Type in the status filter, you will be able to assign Other to the 
remaining pupils, who are not in nursery, en masse by right clicking in the 
Other column heading. 
Remember to Save. 
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Update Early Years 
Tools / Statutory Return Tools / 
 


 
 
This message may not appear for the first census return of a new academic 
year.  
NB. The Early Years table will populate automatically with pupils whose dates 
of birth fall within the DOB ranges specified by the DfE. Please refer to 
A1 Index of Collected Data – Early Years to view these ranges and the Maximum 
Funded Hours entitlement. 
 
NB. Funded hours will be required for all pupils aged 2, 3 and 4 in Nursery 
Year Groups. 
Pupils aged 4 in Reception are funded as full-time students so there is no 
requirement to record any hours for them.  
 
The Early Years table now accommodates Hours at Setting, Funded Hours, 
Disability Access Fund, 30 Hour Code and Extended Funded Hours.   
 
Please disregard any absences during census week as these Early Years 
hours should be an indication of what the pupil’s normal attendance pattern is. 
 
Hours at Setting Total no. of hours at school 
Funded Hours Funded Education hours only (max of 15 or total hours, 


whichever is lower) 
Disability Access Fund Select ‘Yes’ if relevant.  ‘No’ not required 
30 Hour Code Provided by parent. Required if completing below column  
Extended Funded Hours Number of extended funded hours. 30-hour code required 
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The DfE has stated the following to clarify between education hours and 
childcare hours in relation to Part time status of pupils. 
 
"The part time indicator is not based on the number of funded hours, the part time indicator is 
based on whether the pupil is attending education provision for 10 session a week." 


"If they [the pupils] are not receiving an education provision in the afternoon then they would be 
recorded as part time if they are receiving an education provision they would be full time.  The key is 
whether the provision is education or childcare."  


Funded hours and Extended Funded childcare hours are now recorded to 2 
decimal places. Please note that this is a decimal of hours and therefore does 
not record hours and minutes. For example: where a pupil has:  
 
10 and a half hours, this is recorded as 10.50  
10 hours and 40 minutes, this is recorded as 10.67  
 
Please use the conversion table below if you require assistance. 
 
TIME CONVERSION CHART 
(Minutes to Decimal) 
 


 
Minutes 


 
Decimals  


 
Minutes 


 
Decimals  


 
Minutes 


 
Decimal  


1 0.02 21 0.35 41 0.68 
2 0.03 22 0.37 42 0.70 
3 0.05 23 0.38 43 0.72 
4 0.07 24 0.40 44 0.73 
5 0.08 25 0.42 45 0.75 
6 0.10 26 0.43 46 0.77 
7 0.12 27 0.45 47 0.78 
8 0.13 28 0.47 48 0.80 
9 0.15 29 0.48 49 0.82 
10 0.17 30 0.50 50 0.83 
11 0.18 31 0.52 51 0.85 
12 0.20 32 0.53 52 0.87 
13 0.22 33 0.55 53 0.88 
14 0.23 34 0.57 54 0.90 
15 0.25 35 0.58 55 0.92 
16 0.27 36 0.60 56 0.93 
17 0.28 37 0.62 57 0.95 
18 0.30 38 0.63 58 0.97 
19 0.32 39 0.65 59 0.98 
20 0.33 40 0.67 60 1.0 
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Hours at Setting: 
Enter the total number of actual hours accessed by pupils in census week at 
your school. 
 
Funded Hours: 
Enter the number of Funded hours accessed by pupils in census week 
Remember that these hours are capped. Funded hours should reflect purely 
educational hours and may not include hours which fall into the realms of 
extended services.  You should not include breakfast clubs and lunch times in 
your calculations.  
 
Some examples for 3-year-olds: 
 


 
Hours at Setting 


 
Funded Hours 
 


25 15 
15 15 
7 7 


 
 
A pupil’s Funded Hours cannot exceed their Hours at Setting, even if their 
Hours at Setting are well below the Funded Hours threshold – see last 
example in table above. 
 
 
Disability Access fund 
For three- and four-year-old pupils (not in Reception), this new field records 
whether a child is in receipt of disability living allowance. 
 
30 Hour Code 
Enter the 30-hour code indicator which confirms the eligibility of working 
parents to access the additional 15 hours of extended childcare.  
 
Extended Funded Hours 
This field must NOT include any hours funded under the universal entitlement 
for free early education, (ie Funded Hours) Schools will need to enter a 30 
Hour Code to demonstrate eligibility for Extended Funded hours.  Enter the 
number of additional hours that 3- and 4-year-olds with working parents take-
up of the additional 15 hours of childcare. 
 
______________________________________________________________ 
NB: If a child does not access any extended funded hours, please ensure the 
cell is left blank.  DO NOT enter a zero as the system sees 0 as a number 
and a 30-hour code will then be required. 
______________________________________________________________ 
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The table below displays all pupils who were under the age of 4 on the 
31st August 2023. This table also displays the age of the pupil at 31st 
December 2023. Use the selection criteria at the top of the screen to view a 
specific age, year group or class.   
 


  
 
• Safia Aditya in this table is 3 years old as at the 31/8/2023 and 4 
  years old as at the 31/12/2023  
• Juliette Cooper-Smith spends 30 hours in total at this school.   
• She accesses 15 hours of free entitlement funded hours for educational 
 purposes.   
• Her parents qualify for Extended Funded hours and as such she has 15 
 additional hours of free childcare to bring her total hours to 30. 
 
When finished, use the status drop down filter to check that all qualifying 
pupils have had all their Early Years hours entered. 
 
Status 
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How to update EYPP receipt –(January 
census only) 


 
For the Spring 2023 return you can only access the Early Years Pupil 
Premium Receipt table via the Early Years census panel. 
 
Note this is to record pupils in receipt of funding, rather than eligibility for funding. 


Routines / Statutory Return / School Census / Early Years 
 
Early Years Pupil Receipt 
 


   
 
Working from the data provided by the LA, please update the Basis for EYPP 
Receipt column with one of the following for each pupil.  Click in the cell and 
select one of the values from the drop-down menu. 
 


Not Eligible 
Receipt - Economic  
Receipt - Other  
Receipt - Economic and Other 
Receipt - Unknown 


 
 
Save your entries.  
 
________________________________________________________ 
Note: Please contact Strategic Finance and not MIDAS if you have any 
queries or issues with the EYPP application form.   
________________________________________________________ 
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How to update 2-Year-Old Basis for 
Funding (January census only) 
NOT for non-maintained Special Schools 


 
For the Spring 2023 return you can only access the 2 Year Old Basis for 
Funding table via the Early Years census panel. 
 


Routines / Statutory Return / School Census / Early Years 
 
 
2-Year-Old Basis for Funding 
 
 


 
 
 
To activate YES, click on the down arrow in the required cell, alongside the 
pupil’s name and also in the correct funding column. If you trigger a YES 
value in error, you can change it by selecting a NO value. 
 
2-year-old children may meet more than one criterion in this table. 
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Focus / School / School Details / 6 - Childcare panel 
 


 
 


 
 
 
 
Data entered into this panel will pull through into the census and allow the DfE 
to understand the nature and provision of childcare and its availability across 
the school landscape.  
 
The DfE is interested in the childcare provision which your school offers on 
site, as well as childcare provision in the area which your school alerts or 
signposts parents to. This data is published in the School Performance 
Tables. 
 
All 4 Childcare options MUST be completed, even if your school has no 
such provision.  You will still need to select No to On Site and also to 
Signposted. 
 
Please see the DfE’s definitions of the different types of Childcare in 
document A1 Index of Collected Data   
 
To add details to a childcare provision, highlight it and click Open.  


 
 


Depending on the type of childcare selected, different boxes will be made 
available to fill in.  For example, if you are selecting Before School childcare 







3 
 


you do not need to add a closing time, or if you are selecting After School 
childcare you do not need to add a start time. 
 
Complete the relevant fields for the provision type and click OK. 
 
Repeat this for all four childcare provision types. 
 
This will then pull through into your census in panel 3 Childcare. 
 
 
 
 
 
 
 
 
 
If you cannot see the information you have entered, click the Recalculate 
button to the right of the Childcare panel in the census. 
 
If you need to make any changes you can click Edit on the panel, or return to 
Focus – School – School Details (it is recommended that you do the latter 
option as this will then pull through into future returns automatically). 
 
 
 





		Focus / School / School Details / 6 - Childcare panel
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Selected Period 
 
Note: Not for Nursery or Special Schools 
 
 
Work out your selected period based on the last digit of your DfE number.   
 
 
Extract from the DfE Guidance Notes: 
Details are required about all classes running at the “selected time” on Census 
day. A Selected Period is a specific lesson time which is based on the last digit of 
your school’s DfE number, as detailed below. 
 


 
However, if this selected time is not appropriate to your school timetable, you should 
choose an hour/period which reflects a normal class situation. 
Any group of pupils receiving instruction outside the normal class framework at the 
selected time, including pupils in an SEN unit or special class, should be treated as a 
separate ‘class as taught’ unless this is an atypical or temporary arrangement. 
 


4, 7, 8 or 9 
 


The selected time is one hour / period after the start of morning 
school  
 


             
  


0, 1 or 5 The selected time is one hour / period before the end of morning 
school  


             
  


2, 3 or 6 
 


The selected time is one hour / period after the start of afternoon 
school  
 


             
  


 


 
Infant Class Guidance 
 
Primary schools with infant classes are asked to ensure that the selected period is 
one when the infant class (KS1 and/or Reception) are engaged in an academic 
activity, rather than undertaking one of the activities which are ‘excepted’ (PE/Games 
or Music, Singing, Drama, Watching TV or Listening to the Radio) from the ‘class size 
legislation’.  If, at the time of the count, infant class children are involved in one of the 
excepted activities i.e. a large group activity such as music, drama or watching TV, 
the count should be deferred to the next ‘ordinary’ teaching session.  This change of 
selected time should be enacted for all classes in the school, not just the infant 
ones. 
 
Any Primary school that has infant classes (Reception and/or KS1) in breach of the 
legal class size limit of 30 pupils per a single school teacher (as a result of teachers 
being on PPA time, those reporting classes with ‘excepted activities’ or any other 
circumstances) will be contacted by the Department for further details.  An 
explanation or the ‘Exception reason’ will be sought. 
 
 
  







3 
 


Class activities are entered manually into the Classes panel in the Census file. 
 
Use the table below to record your Class information for Census Day: 
 
Class Name Nursery/Other Key Stage Activity 
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On your census screen – Panel 9 Classes 
 
If the classes panel is empty, you can click on the Recalculate button to 
populate the table. Note that any manual entries will be overwritten when the 
Recalculate button is used. 
 
Class names pull through from your Pastoral Structure 
 


 
 
This figure is the total number of pupils in classes during your Selected Time. 
 
Check that each class has a teacher. If two teachers are in the class at the 
given time you will need to amend the figure.  Exclude any teacher mainly 
providing support to individual pupils.   
 
If any KS1 teachers are on PPA time at the given time, add them to the PPA 
Teachers column. 
 
If any Infant class exceed 30 in number, then a reason needs to be given. 
Highlight the class in question and select the Class Size Exception button. 
You will need to supply a reason or reasons for exceeding the class number 
limit. See Reason Codes below with accompanying explanations for each 
code.  
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Add support staff to the appropriate classes in the Support Staff column. 
Exclude support staff who mainly provide support to individual pupils.   
 
Check that the year group column is correct. 
 
Check that Type is correct for each class.  You may need to amend your 
Nursery Class Type.  Click on the appropriate box and then click on the drop 
down arrow and select Nursery. 
        


 
 
Check that the Key Stage column is appropriate for the year group and 
amend if necessary. 
 
 
Activity: To choose from a list of 
possible values, click in the Activity cell 
once, and you will see a drop-down list of 
possible lessons to choose from.  
Highlight an activity to enter it into the 
table.  You must choose activities that 
are taking place at your school’s 
Selected Period.  See the list of 
acceptable activities in the DfE extract 
below. 
 
Infant Class Activity.  The DfE have 
stipulated that this activity must be 
academic in nature.  If any infant classes 
are engaged in PE/Games, Music, 
Singing, Drama Watching TV or 
Listening to the Radio at the Selected 
Period then the next academic session 
should be used instead.  If you move one 
class forward for this reason, then you 
will have to move all of your classes on 
to the next lesson as well. 
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If classes listed here do not take place at the selected time, you can delete 
them.  (eg. if your selected time is in the morning, a nursery p.m. class can be 
deleted.)   BEFORE deleting the class, you will need to account for these 
p.m. pupils elsewhere.   Enter the number of pupils from the class to be 
deleted in the appropriate box in the Pupil Reconciliation panel. eg. Part-
time pupils not at school.   
 
To delete a class, click on the class name and then click the    
button. 
 
The following message will appear.   
 


 
 
Totals appear at the bottom of each column.  If you need to adjust these 
totals, click in the appropriate cell and manually type or overtype the number 
you require.   If you do alter a number, click elsewhere in the table to ensure 
the total is updated. 
 
Add any guest pupils into the appropriate column. 
 
You can add additional classes that take place at your school’s Selected 
Period, (e.g. music group) by selecting the  button.  Type in the number 
of pupils in the additional class but remember to subtract that number from the 
existing class.  
 





		Selected Period

		On your census screen – Panel 9 Classes
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Selected Period 
 
Work out your selected period based on the last digit of your DfE number.   


 


 
 


However, if this selected time is not appropriate to your school timetable, you 
should choose an hour/period which reflects a normal class situation. 
Any group of pupils receiving instruction outside the normal class framework 
at the selected time, including pupils in an SEN unit or special class, should 
be treated as a separate ‘class as taught’ unless this is an atypical or 
temporary arrangement.  


4, 7, 8 or 9 The selected time is one hour / period after the start of morning 
school  


0, 1 or 5 The selected time is one hour / period before the end of morning 
school  


2, 3 or 6 The selected time is one hour / period after the start of afternoon 
school  


Warwickshire County Council 
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Students in Classes at Secondary 
School 


 
Student Classes, number of students and number of teaching staff in classes 
is calculated from Academic Management in SIMS .net. 
 
Students with Free Periods 
If the school does not have a sixth form, then students should not have free 
periods.  The following routine will give a list of any students with free periods. 
 
Go to Reports/Student List / General Student List.  Click the Filter button 
and then filter by Free at Period option from the list of selection types.  You 
will then need to select the day and period that your Selected Period falls 
into. 
 
The screen will display all students who have free periods.  If students that are 
not expected to have a free period are displayed, you should investigate why 
and either add the students into the missing lesson or perhaps schedule the 
missing lesson. 
 
Students with Timetable Clashes 
It is possible that some students have timetable clashes at the prescribed time 
and these should be resolved before running the School Census. 
 
To detect and resolve student clashes, go to Focus | School | Academic 
Structure | Curriculum Assignment by Student and change the 
Acad.Status filter to 'Timetable Unresolved Clash(es)'. 
 
In Curriculum Assignment By Student, use the Timetable panel to resolve the 
clash by clicking on the appropriate cell on the timetable and changing the 
status below of the class which the student does not attend.  
 
Once the student has been withdrawn from the class which he/she does not 
attend, the timetable print from the Reports menu will show correctly. 
 
 
List of Classes at Selected Period 
To get a list of classes with teachers and the number of students in the class 
go to Reports /Student Analysis Reports/ Classes active on Particular Period.  
Select the appropriate day and period from the dialog which appears.   
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Selected Period on Census Day 
 


 
 
 


 
 


 
On the census screen, panel 2 allows you to select the required period, which 
will then be used to populate the Classes panel. 
 
Check the reference date shows as census day.  Select the required Period 
Name from the drop down menu.  Select to Include Alternative Curriculum 
option if required. 
 
YTI when timetabled classes begin should show the youngest year group in 
your school who have a timetable.  
 


Classes panel (panel 7) 
This panel is designed to give a snap shot picture of what is happening, and 
the numbers involved, during your school’s Selected Period. 


 
 
 
 
 
 
 
 
 
 
 
 
 


Totals for each column will display in the total summary line at the bottom of 
the panel.  This should help if you need to adjust class numbers, for pupils 
that are taught out of their normal class, during your school’s Selected 
period.   If you alter a number, click elsewhere in the list to ensure that the 
totals are updated. 
 
Add any guest pupils in the appropriate column. 
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Remove Dual registered pupils who are not present at your school during the 
Selected Period by reducing the appropriate number of students in the 
class by the amount of dual registered pupils.   
 
You can add any additional classes that take place at the selected time (e.g. 
music group) by selecting  button.  Type in the number of pupils in the 
additional class but remember to subtract that same number of pupils from 
an existing class or classes.  
 
Check that each class has a teacher (if two teachers are in the class you will 
need to amend the figure).   Exclude any teacher who mainly provides 
support to individual pupils.   
 
Please remember:  Any amendments you make to this panel must be 
updated in the Student Reconciliation panel.  For example, if you remove 
a Dual Registered pupil from a class, you will have to add that same pupil 
into the Students at another school box on the Student Reconciliation 
panel. 
 
Add support staff in class to the appropriate classes in the Support Staff 
column.   Exclude support staff who are mainly providing support to 
individual pupils.   
Check that the Year Taught in column is correct. 
 
If classes listed here, do not take place during the selected period you can 
delete them.  eg. Study Period.  BEFORE deleting a class please make a 
note of the number of pupils, as you will need to account for them elsewhere.  
Enter the number of pupils from the class to be deleted into the appropriate 
Pupil Reconciliation boxes in the next panel.  To delete the class, highlight 
it and then press the  button. 





		Selected Period

		Students in Classes at Secondary School

		Selected Period on Census Day

		Classes panel (panel 7)





