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Appendices

Appendix 1
Running the Contract
Information

Running the Contract Information reports
will aid schools in identifying
¢ Permanent/ Fixed Term/Temporary
contracts for any missing or
incomplete data.
e Staff members who should have a
new contract set up
e Leavers with open contracts

(Casual Contracts are not required to be
included in the SWC. Full guidance is
given in the Book 02 — Before you Begin,
Step 6, page 7 on how to deal with
these)

Appendix 2
SWC Frequently Asked
Questions

FAQ regarding the SWC

Ap pend iX 3 Up to date guidance on how to resolve the
. . errors produced when creating and

Errors & Validation validating the Census return in SIMS

Resolutions

Ap pend iX 4 COLLECT has its own set of validation

Using the Familiarisation
Blade on COLLECT

rules - This will enable you to upload your
SIMS Return to COLLECT to check what, if
any, validation errors/queries that may arise

Appendix 5
Dealing with Missing
Contracts

As already stated COLLECT has its own
validation rules and when the Missing
Contract report is run on COLLECT, it will
identify Missing Contracts for staff members
with either a missing or an incomplete
contract. Usually a date that is missing
from one or more of the following elements

e Contract End Date

e Salary Records

e Role

Appendix 6
Minimum Notepad Entries
on upload to Collect

This gives the error/query number and what
schools must enter on collect in response to
why the school has that error/query
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Key dates for the School Workforce Census

= Census date: 02/11/2023 (a Thursday)
= Absence collected from 01/09/2022 to 31/08/2023
= Continuous Contracts collected from 01/09/2022 to 03/11/2023.

It is a requirement that all maintained schools run the School Workforce Census Return.
These include Pupil Referral Units, Community, Foundation, Voluntary Aided and Voluntary
Controlled schools, as well as Academies and Free Schools.

Returns are not expected from Early Years settings and Children’s Centres.

Important The DfE appreciate that for the majority of schools in England the date 2"
November falls in the October half term school holiday. They are therefore asking that
The return be produced and returned on the first day back in school

The return will only collect data from the 01/09/2022 up until the 02/11/2023 reference
date.

The use of the term ‘school’ when used generically throughout this document
includes all school types including those within a Multi Academy Trust.

How is the data used?

The collection is the DfEs’ primary source for data on the school workforce, covering both
teachers and the wider workforce. It helps with planning ahead for the Education service,
both in teachers’ pay and teacher supply. It is one of DfEs’ main tools for evaluating the
effect of decisions on a multi-billion-pound budget.

The submission of the school workforce census return, including a set of individual
staff records, was brought in as statutory requirement by virtue of regulations
S12007/1264 and amendment S12009/2266 made under sections 113 and 114 of the
Education Act 2005.
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Data collected

Refer to Book 03 — Personnel Data collected from SIMS Which details all the entries
required to fulfil the SWC return.

All data must be correct and may be amended right up until the 2" November,
however the following school level data items will and can only be collected on
CENSUS day 2" November 2023

e Vacancies
e QOccasional teachers
e Third party staff count.

Staff to Include

Schools should include All staff who are employed by the school who have a
Permanent/Fixed Term/Temporary Contract/Service Agreement. Do not include
Casual Contracts.

For Example: All staff who have been in regular service of 28 days or more with the
school or are expected to do so before the end of their contract/Service Agreement up
until the 2" November 2023.

NB: Every school will be expected to have a SENCO (e.g. a teacher may have a
role of Classroom teacher, however, if they are the designated SENCO, a role of
SEN Co-Ordinator can be added within the same contract.

Role Role Start Date End Date [5 New

Classroom Teacher 01/09/2002 % Open
SEN Co-ordinator 01/09/2020 9% Delete

Schools will also need a Head Teacher or an Executive Head Teacher.

NB: Staff engaged in the normal running of the school, such as cleaners, should be
included regardless of when they work, for example, before, after, or during the
normal school day (if they are employed by the school)
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Staff to Exclude

Staff working in extended school service provision.

For example,
e Breakfast and After school clubs,
e Sure Start
e Children’s Centres.

Other staff employed by the LA that provide support to schools should not be included in
the return are as follows:
For example,
e Peripatetic music teachers,
e Advisory teachers,
e Educational psychologists,
e Warwickshire Attendance Service Team

However, they will be included in the Head Count in the Census panels if they are in
school on Census Day 2" November 2023

Changes to the School Workforce Census from last year

To enable the applicable QTS Route codes to be collected in the School Workforce
Census, the following lookup has been set to inactive for staff:

GTPR - Graduate Teacher Programme

Graduate Teacher Programme set to Inactive

Maintain Lookups | Staff | QTS Route

Where to Find More Information

The School Workforce Census 2023 guidance information provided by the DfE is
available on the DfE website from the following link.

https://www.gov.uk/quidance/school-level-annual-school-census

This document can be used as a reference guide for data entered into schools’ and
MATS' SIMS or payroll systems throughout the year for school employed staff, rather
than just as guidance for the collection itself.

The information is also available to our Schools on the MIDAS pages

Subscribing schools (to welearn365) - MIDAS - Home (sharepoint.com)
Non Subscribing schools - http://wsd.we-learn.com/downloads




https://www.gov.uk/guidance/school-level-annual-school-census

https://welearn365.sharepoint.com/midas/SitePages/Home.aspx

http://wsd.we-learn.com/downloads
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Data Protection

The General Data protection (GDPR) and Data Protection Act 2018 (DPA 2018) mandate
certain safeguards regarding the use of personal data by organisations, including the
department, local authorities’ schools. Both give rights to those (known as data subjects)
about whom data is process such as pupils, parents and teachers.

IMPORTANT NOTES: Due to the sensitive nature of some of the data stored in
SIMS, careful consideration must be given when specifying the location of any
folder into which sensitive data, e.g. census returns is saved,

Schools should be mindful of the school’s responsibilities with respect to
information security. Consider which users have access to the chosen folder,
especially if the folder is shared on a server. Please refer to the government
website for more information about securing your information

(https://www.gov.uk/service- manual/technology/securing-your-information).

Schools should seek advice from their Data Protection Officer before proceeding.
Data protection: privacy notice model documents
With the introduction of the UK General Data Protection Regulation (GDPR) in May
2018, the department published updated privacy notice suggested text documents.
These documents, approved by ICO, contain examples of the relevant sections
required in a proposed format and are available online here.

To further assist schools, Multi Academy Trusts (MAT) and local authorities in creating
their own privacy notices, an accompanying guide has also been produced. The
guide explains what should be included in more detail and contains an example
privacy notice.

For further information on UK GDPR please see: the Information Commissioner’s
Office (ICQO) website and the data protection toolkit for schools.

https://ico.org.uk/for-organisations/quide-to-the-general-data-protection-requlation-gdpr




https://www.gov.uk/service-manual/technology/securing-your-information

https://www.gov.uk/service-manual/technology/securing-your-information

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fdata-protection-and-privacy-privacy-notices&data=04%7C01%7Cyvonnecallaghan%40warwickshire.gov.uk%7C4a486070ed40482e466608d98741b329%7C88b0aa0659274bbba89389cc2713ac82%7C0%7C0%7C637689538523187962%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=SNUbyDW8ERPk%2BZZOGKf3XS4Kv%2F2n1gqnrq61vWioHSQ%3D&reserved=0

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fico.org.uk%2Ffor-organisations%2Fguide-to-data-protection%2Fguide-to-the-general-data-protection-regulation-gdpr%2F&data=04%7C01%7Cyvonnecallaghan%40warwickshire.gov.uk%7C4a486070ed40482e466608d98741b329%7C88b0aa0659274bbba89389cc2713ac82%7C0%7C0%7C637689538523197915%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=xJdk%2FBDA2vcAHI%2FXPJL%2F%2FMKsOsIERhD9lSuP8z5Glvo%3D&reserved=0

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fico.org.uk%2Ffor-organisations%2Fguide-to-data-protection%2Fguide-to-the-general-data-protection-regulation-gdpr%2F&data=04%7C01%7Cyvonnecallaghan%40warwickshire.gov.uk%7C4a486070ed40482e466608d98741b329%7C88b0aa0659274bbba89389cc2713ac82%7C0%7C0%7C637689538523197915%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=xJdk%2FBDA2vcAHI%2FXPJL%2F%2FMKsOsIERhD9lSuP8z5Glvo%3D&reserved=0

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fdata-protection-toolkit-for-schools&data=04%7C01%7Cyvonnecallaghan%40warwickshire.gov.uk%7C4a486070ed40482e466608d98741b329%7C88b0aa0659274bbba89389cc2713ac82%7C0%7C0%7C637689538523207866%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=7bDwcdKYAoG4jqlOM%2BG1rNCh61ro%2BcMy8s1EaNM4yaQ%3D&reserved=0

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr
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Step 5 - YourHR Data Extraction

YourHr will communicate to schools separately, on how to access staff data on their
website. This will enable schools to check/update data information in SIMS on their
entire workforce.

Ov
Step 6 - Staff Data Collection Sheet

Schools may wish to distribute a Staff Data Collection Sheet to all staff to check that
the data held in SIMS and the YourHR system is up to date and correct.

A copy of the Staff Data Collection sheet is available on the MIDAS and Downloads
pages, which incorporates the GDPR legislation paragraph that was introduced in May
2018. Guidance notes are available to assist schools in downloading and importing the
Staff Data Collection sheet into SIMS.

Step 7 - Privacy Notice

Schools are asked to make all staff they employ, for whom data will be submitted in the
School Workforce Census, aware of Privacy Notices.

Privacy Notices inform staff of the purposes for which their personal data may be
held and used by the school, LA, the Department and other organisations.

The Data Protection Act says personal data must be processed fairly and lawfully. One
of the practices to implement this is “be transparent about how schools’ intend to use the
data, and give individuals appropriate privacy notices when collecting personal data”.
GDPR has made this mandatory and individuals have a right to be informed.

The ICO have a privacy notices code of practice to guide organisations and expect that
we will be:

e using information in a way that people would reasonably expect and in a way that
is fair;

e ensuring people know how their information will be used, for example, by
providing a privacy notice or publishing it on the school website.

For template privacy notices and privacy statements, speak with the school’s
DPO (Data Protection Officer)

Step 8 - Who do schools submit their data to:

All maintained schools will submit their data to COLLECT.
DfE Sign-in (education.gov.uk)

Academies will normally submit their file directly to COLLECT. However, academies
are free to enter into data sharing arrangements with their local authority. If an
academy wishes to do this, they should inform the data collections helpdesk, via the
Helpdesk service request form, and the necessary arrangements will be made.




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

https://form.education.gov.uk/fillform.php?self=1&amp;form_id=hGz7nZcsdnX&amp;noLoginPrompt=1
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If an academy, federation of academies or Multi Academy Trust, wishes to provide their
data from more than one source, for example, a school MIS and an HR system, they
will need to use the matching and reconciliation facility. A guide to this facility is
available on the department's website.

Step 9 - Why carry out one or more “Dry Runs”?

If you’ve not done so already, carrying out one or more dry runs of the School
Workforce Census is advisable as early as possible; even if the schools’ data has not
yet been fully prepared or checked.

The dry run will produce errors/queries after the validation process has been run and
details the corrections that need to be made to the data in SIMS.

After the validation process has been run, schools will also be able to use the Census
Detail Reports which will highlight, if any, discrepancies in the data.

See Book 04 - Producing the School Workforce Census —

Book 03 — Personnel Data collected from SIMS lists all the fields in SIMS collected
by the DfE for the School Workforce Census.

This process may be carried out as many times as you wish until all errors and
queries have been eradicated.

FEIEREENEN sitc access on the COLLECT website

Appendix 04 — Using the [FEiINGHSaNoN Blade on COLLECT
The COLLECT familiarisation blade for SWC 2023 is expected to be available at the

beginning of October. The familiarisation blade mirrors the look, feel and functionality of the
live COLLECT blade.

All schools are strongly encouraged to use this facility to assist in assessing the quality of
their data in preparation for the live collection, as this will highlight, if any, COLLECT
Validation errors/queries.

No data will be transferred from the familiarisation blade to the live collection blade and no
data will be taken from it to be analysed or published. If you wish to take a copy of your
data, please do so before familiarisation closes end of October 2023

All errors/queries in SIMS must be cleared before uploading the return to COLLECT

Errors/Queries

NB: There will be 3 Queries that can only be cleared on Census Day and these can be
ignored during the Dry Run process.

+ Vacancies on Census Day
+ Occasional Teachers in school on Census Day
4+ Third Party Staff in school on Census Day

All errors/queries in SIMS must be cleared before uploading the return to COLLECT



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

Introduction

This preparation guide has been produced to help you to identify the most common tasks
that need to be carried out before completing the School Workforce Census 2023 Return,
which this year takes place on Thursday 2" November.

Step 1 - Check SIMS version

To run the return, schools must have SIMS 2023 Summer Release version 7.212 or later.

To check which version of SIMS the school has,
e open SIMS and
e from the Home Page,
e select Help | About SIMS.

The following screen will be displayed. The version should read 7.212 or later.

Database build 3.64.645 England Public-UK Primany
® Education Software Solutions Limited (ESS). 1984-2023

| SIMS

Contains iTextSharp ® 2008 Bruno Lowgie

To close the screen, click on the picture.
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Step 2 - Permissions/Access rights to run the SWC

The user will need to have Personnel Officer and Returns Manager access rights
to run or edit the School Workforce Census return.

To check:

e Use route Focus - System Manager - Manage Users

e Either type in the name of the person requiring access and click Search or
click Search button to display a list of members.

e Double click the persons record to open it up.

e Check that in Panel 3 - Groups — The person has Personnel
Officer/Returns Manager access rights. If not displayed in the list (as
highlighted below), click on the ‘Add’ button.

3 Groups
: Group Name Status Start Date End Date A | &P Add
Eliecive s Administration Assistant Cument 01/12/2005 E
ministration Assista ul dit
ROV B Admission Officer Cumrent 27/03/2004 % Rerfiove
Attendance Manager Cument 01/12/2005 @ c
Exams Operator 13/07/2003 i ooy
|Personnel Officer Cumrent 19/08/2019
{Retums Manager 01/12/2005 v

[ Select Groups(s) ‘E@g
The Select Group(s) box will — - -
roup Name YPe
appear LEA Export User Template
Parert Template
Partnership Server Agent Template
Partnership Server Manager Template
Hold down the Ctrl key on the Patneip Server e et
. . astoral Manager emplate r
keyboard y h |g h | | g ht bOth Personne! Assistart Template
H Personnel Data Exporter Template
Pers onn el Offl cer and i Personnel Events Officer Template
Returns Manager and click on Persornel Oficer Template
Profiles Operator Template L
O K . Receipt Clerk Template 3
Registration Tutor Template
Retums Operator Template
oy SEN Coordinator Template
USBT D’B‘tﬂllﬁ. 'IESS m H:Hﬂf Senior Management Team Template
. 510G Alert Manager Template
E Sﬂ"i’ﬂ ﬁ UI'I{ID E PI'II'It SLG Parent Template
TEasic Details 2 Login Details  3Groups 4 Pey byt o
SP Appraiser Template -
< I G
Click SAVE before closing System
Manager.
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Step 3 — Confirming your Schools Details
New Academy Schools

In order that data is only collected and returned to DfE from the date which the school
changed to Academy status, this change will need to be recorded in SIMS.

To check or to edit the school details, navigate to: Focus — School - School Details.

1 Establishment
School Name |Green Abbey School [
LA |823 Central Bedfordshire |
Establishment Number |4321 I
Unigue Reference Number I I
School Phase [Secondary |
School Type Comprehensive allthrouch 1116l
School Governance Commun‘rty -
Intake Type Comprehensive v
Previous School Name | I Date Name Changed I l
Previous Esab | | Date Number Changed | |
Previous URN Number | |  Date Number Changed | |
Boarding Pupils O Nursery Class [ Special Class or Unit [

To activate the Date of Change field, Previous School Name will need to be recorded.
If the school's name has not changed - record the same name in the previous name
box. Enter the date in the Date Name Changed box.

This ensures that only contracts since the school became an academy are extracted into
the census file.

Previcus School Name |:| Date Name Changed I:I .
oo E—
Previous Date Number Changed | ||

Check also that the School Type and School Governance has been changed to
Academies

School Type | Academies v
School Governance | - |

School Name or DFE number Change APPLIES TO ALL
SCHOOLS

If the school’s name or DfE number has changed since the last census (November
2022, a patch will need to be deployed to enable the school to change the school
details. If this has not been run, please log a call with the Service Desk.

Multi Academies (MATS)

Multi Academy Trusts (MATS) must ensure a separate return is made for each academy.
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Step 4 - Check the School Workforce Census Settings

Changes to the.settings may be required if the editing of Base Pay is required
before the pay details are collected for the return.

Base Pay is the pre-tax annual salary of a member of staff as at census day. It does
not include the annual amount of any additional payments or allowances. In other
words it is the annual salary that will be earned, based on the salary rate at the census
date.

Schools now have the flexibility to set individual teacher’s pay within a minimum and
maximum pay range. This means that there is no automatic progression within a
defined pay scale. If schools adopt this flexibility they will need to ensure that Base
Pay is recorded correctly.

Base Pay will only be different from the pay information held in the Service Terms if
schools have elected to select their own pay ranges or salaries.

To update the settings:

Use Route: Tools - Statutory Return Tools - School Workforce Census Settings
to display the School Workforce Census Settings page.

Data to be Exported by Default Settings have been populated by School
Staff Workforce Area School Area
¥ Staff Details Wl Vacancies
¥ Contract Details ¥l Occasional Teachers Information
[l Service Agreement Details Wl Agency/ Third Party support staff
W Absences
W Curriculum
¥l Qualifications
] Allow editing of Base Pay

e The Staff Details check box is displayed for information purposes only and
cannot be deselected.

e The Curriculum check box will be displayed for Secondary schools only
and should be checked. (Curriculum details for Teachers and Teaching
Assistants is included in the return by default.)

e If the Allow editing of Base Pay check box is deselected, the Pay Details
panel will not be displayed when the census is run and the calculated values
are collected by default.

All other boxes should have a tick present, click the Save button.

| NB: Please note the SWC will not collect Base Pay for closed contracts. |
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Primary, Junior, Infant and Special Schools only

NB: If Allow editing of Base Pay check box is not selected, the Calculate All Details
button in the census screen will not be available.

The Pay Details panel will also not be displayed when the census is run and the
calculated values will be collected by default as mentioned above!
(See Book 04 — Creating the School Workforce Census )

NB: For the purpose of the Census booklet demonstration, we have entered a ¥ against
Allow editing of Base Pay.

Step 5 - Mapping Subjects to DfE Subject Codes
(Secondary Schools Only)

Curriculum information is collected on subjects taught by teachers. This information is
usually entered into SIMS via Academic Management or entered into Nova then

transferred over into SIMS. To enable curriculum information to be recorded accurately,
it is necessary to map all the subjects taught in school to DfE subject codes.

NB: One curriculum record will be generated when more than one Nova subject
IS mapped to the same DfE subject.

e From the Tools menu, select Setups, Subjects to display the browse.

@ Heip 32 Closs

e Click Search to list any subjects.
Subject codes have been populated from Nova and therefore cannot be edited here.
If schools wish to edit these codes they will need to follow the normal procedures in
NOVA -T.

e Check that the subject under Title has a corresponding DfE Subject Code.

If it doesn’t,

e highlight the required subject
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e click Open button to display the Subject Detail page.

e Select the applicable DfE Subject Code from the drop- down list.
e Check the other details displayed to ensure they are correct.

e Click Save.
If necessary, old subjects may be marked as Inactive.

Highlight old subject to select

Double click to open

Remove the tick from the Active box on the second panel
Click Save.

NB: Schools are advised not to amend the subject Code and/or Title.

Amendments to the Code and/or Title that change the meaning of a subject (previously in
use) should be avoided because this would result in a conflict with the information held in the
SIMS SQL database.

For example,
Changing IT (ltalian) to IT (Information Technology) might render class and course data
associated with Italian unusable. To resolve this issue, a new subject for Information
Technology should be added.

If schools need to edit subject details, they must do so using the normal procedures in
Nova.

For more information, please refer to the Maintaining subjects section of the Getting Started
with Nova handbook.

Step 6 — Excluding staff that are not required in
the return

The following scenarios will need to be checked in order for personnel, if required, to be excluded
from the Return.

Duplicated Staff Records - Occasionally a new staff record has been entered, but the record
already exists in SIMS, therefore you will have duplicate staff records (See instructions below on
how to look for duplicates)

Clerk to Governors, volunteers or Governors records are also not required for the return.
Hopefully you will have a list to identify these personnel, and simply remove the tick from the
Eligible for SWR.
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Casual Contracts are not required for the SWC. However, if you have a staff member with a
Casual contract then there are two scenarios to think about

Scenario 1 - Casual Contracts If the staff member employed at your school has just a Casual
contract and no other Permanent/Fixed Term/Temporary contract, then simply remove the tick
from SWR on their Basic Details tab

1 Basic Details
Title s ~|  Photogreph
Legal Forename il
Middle Name{(s)
Legal Sumame
Preferred Forename
Preferred Sumame:
Sex

Gender ldentity
Fronoun(s)

Eligible for SWR

e’ HIHEEREBE
ERIES =
al|®| |3
SRS KS

Scenario 2 - If the staff member employed at your school has a casual contract and also
one of the following: Permanent or a Fixed Term contract then the staff member will need
to be included in the Return

The tick in the SWR must remain

The Role in the Casual contract will need to be changed to “Do not include in statutory
returns” available from the drop-down menu.

| [T

Select Focus - Person - Staff to display the Employee Details browser.
Or click on the staff button ¢

®
D MNew H Search Open Print MNext Previous [E] View -
Surname: | | Forename: | | Previous Name: | |
Staff. Code: | | Gender: |1An\_.r> - I:I Title: |1An\_,r> - I:I

ses [ | Tie [<any> | sff [<any> -]
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Change the Status to All (this will display any duplicated records, together with the
persons, that are to be excluded from the SWC Return)

e Click Search
Find any records that have been either duplicated or persons to beexcluded
Highlight the record, either double click or click Open
Select the Personal Details tab to display the Basic Details panel.
Ensure that the Eligible for SWR check box is deselected.

Click the Save button.
This will remove that person from the return.

Basic Details

Title Mr - Photograph

Legal Forename [Car |

Middle Name(s) [Thomas |

Legal Surname lBrooks |

Preferred Forename = |

Preferred Surname Brooks |

Gender Male v

Eligible for SWR o

Previous Name Prefered Sumame Prefemed Forename Middle Name Date of Change [3 New
Open
Delet

Appendix 2 - Running the Contracts Information Report

This report will assist in identifying those personnel with the above scenarios,
together with guidance on how to check Permanent/Fixed Term and Temporary
Contracts Instructions

Step 7 — Housekeeping

In order that the correct file is uploaded to the COLLECT website, it is recommended
archiving old returns. To retain previous returns, these can be moved to a separate
folder. They will also not be visible during the upload process.

This PC

e Locate This PC "  orthe Admin Shared folderm
¢ Navigate to where the SWC Return is situated, usually Y:\ MIS\ SWCensus/Data

e Once located, using the keyboard, press and hold down the CTRL + A.
This will highlight all the files in the Data folder

¢ Right click on the highlighted files
e Select Cut

= v A » This PC > Local Disk (C) > MIS > SWC > Data

€ 8234321 SWF 8231119_003 Vakidatios
@ 8234321 SWF 823UL1 ©) Convert t
B Videos 8234321 SWF.823UL11 ¥ Cor

v & Local Disk (C 8234321 SWF 823111
Admin @ 8234321 SWF 823111

sSummary.HTML

|2 Share

Scan for threats
@ 8234321 SWF 823111

€ 8234321 SWF 8231 Sendto >
@ 8234321 SWF 823111 o
P s

DOCSTORAGE

Within the same SWC Census folder there should be an Archive folder
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Archive 16/09/2019 13:30 File folder
Data 27/08/2019 14:58 File folder

e Double click on the Archive folder to open it
e Right click in the folder and select paste

This will move all the old files into the Archive folder

NB: If an Archive folder is not displayed, create a New Folder and rename
it Archive

&=/ cwisisweensus

| Organize ¥ Include in library ¥ New folder

«| , CAIMSFTP\SWCensus

\

N
‘ Organize v Include in library v New folder

10






Personnel Data
collected from SIMS

for the School
Workforce Census

The following guidance highlights only those fields that
need to be completed for the SWC Return. Therefore, if
the item is not covered in the following sections, this
means that it is NOT required for the SWC.

This will hopefully, eliminate some of the errors/queries
schools may incur when running the School Workforce

Census.

NB:
It is essential that all other information in Personnel will be

recorded by the school for reference and internal monitoring.
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Summary of Personnel Data Collected from for the SWC: ..o 1
Personal DETAIIS TaD ......c.uoiiiiiiieeee ettt b ettt b e eae e et sbeeseenne e 1
1. BASIC DELAIIS ..ottt 1
2. Personal INTOrMAaLION ....cc.ooiiiie et 1
3. Absences — Reference date 01/09/2022 t0 02/11/2023 .........cccecveoiminenieieininenieeeeneseeenes 2
Professional DetailS Tab.........cccoiiiiiiiii s 3
TEACKNETN STATUS ..ottt Error! Bookmark not defined.
(@ U T= 111 oF= 14 [0 ] 1 3
EMPIoymMeENt DELAIIS TaD ....cc.icoiiciceeece ettt ettt e et e e e s aaesraesraesraesreenbeenes 5
TeaChING STAf ONIY ..oeceiceeeece ettt e st e st e s e staesreesreesreesteereenes 5
CONLract V ServiCe AQIEEIMENT ....ccuiiiiirtieeeterte sttt ettt sb ettt sbe bt et saeebe et e nnennes 5
STATT CONTIACTS ..ttt e e bt s bbb bt et e st e naees e e e nnennes 6
SEIVICE TEOIMNS ettt b et s h e ettt e bt b e s e e e s bt e bt e e e b e sbesbe e e enenneebe e e ennennes 6
Y= 1= TV = (=TT o ] o [T 8
ATTOWANCES ...ttt sttt b bbbt bbbt bbbt bttt b e 8
ROIES .t b ettt h et bt h et h bt h et e b sh et na e ne e renns 8
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Summary of Personnel Data Collected from for the SWC:

There are 3 tabs in a staff record to be checked. Within each tab there will be information
required to be entered. Please use the list below for reference.

Personal Details Professional Details Employment Details

Personnel Details tab

e Basic Details

e Eligible for SWR (School Workforce Return)
e Previous Name

e Date of Birth,

¢ Ethnicity,

e NI Number

¢ Qualification Letters Teaching staff only.

o *Disability (if applicable)

Absences (Teachers & Teaching Assistants only)

e Start Date, End Date
e End Date

e Working Days Lost
e Absence Type:

e Authorised Pay Rate

Professional

e HLTA

e TA Status (if applicable)

e QTS/QTLS/EYT Status (Teachers only)

e QTS Route for newly qualified teachers

e NQT Status

e Qualification (Teachers/Teaching Assistants/Non Teacher Leadership)

Employment Details
For Teaching staff:

e Teaching Staff:
o Teacher Category:
e Teacher Number:
e Qualified Teacher Status:
For All Staff
e Employment Dates
e Contract Information
e Service Agreement (if applicable)
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Personal Details Tab

1. Basic Details
SWC Collects

e Basic Details required for all staff

o Eligible for SWR (School Workforce Return): There needs to be a tick in this box
if the staff member is to be included in the Return. (See FAQ for further advice on
how to deal with duplicated staff)

e Staff not to be Included: Remove tick from the box for all Governors, Volunteers,
supply staff, duplicated staff, or staff with a *casual contract.
*If the staff member only has one casual contract then remove the tick.
However, if the staff member has a casual contract and/or one of the following:
Permanent, Fixed Term or Temporary then the casual contract is dealt with in
the Employment Details panel — See Book 02 Before you Begin for further
guidance.

e Previous Name: (if applicable) E.g. change of name Marriage, Widowed Divorce,
Adoption, Deed Poll.

(.

Photo not required

e Pronoun not required

2. Personal Information

e Date of Birth,

e Ethnicity,

e NI Number required for all staff

e Qualification Letters Teaching staff only.

*Disability (if applicable) (see DfE extract below:)

*Disability (day-to-day activities substantially affected by physical or mental impairment) —
this field, labelled as in the description in brackets, provides the values Not Disabled,
Disabled, Not Known and Declined to Specify.

2 Personal Information
Date of Birth 12/02/1968 2 NI Mumber |MW-35—55—27—B |
Ethnicity ite:, British ~ |  Qualification/Letters | |
Religion | ~ ‘ Disability Number | |

- Building Society Roll

Marital Status | v ‘ Homber | |
Account Number 30801121 | SortCoce FEEE |
Bank Name | ‘ Bank Account Name | |
Are day to day activities | v‘
substantially affected by
physical or mental impairment

*Disability: It is for schools to decide how best to collect this information and for staff
themselves to decide whether they want to declare that they have a disability.

It will be important to assure staff that the information they disclose will be handled
sensitively and confidentially and used to improve opportunities and outcomes for them.
45,000 public bodies across Great Britain are covered by the Public Sector Equality Duty,
which came into force under the Equality Act 2010.

The duty is meant to ensure that all public bodies - such as central or local government,
schools, health trusts or emergency services — pay ‘due regard’ to the advancement of
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equality of opportunity for disabled people in every area of their work. The Equality and
Human Rights Commission produced a range of information on the public sector equality
duty. Disability information should be provided by the staff member themselves and they can
refuse to provide it. Contd next page..../

There are therefore options in the codeset for 'refused' and 'information not yet obtained'
The DfE code set clearly relates to the entries in this drop-down list; where no entry is made
the return defaults to Information not yet Obtained

3. Absences — Reference date 01/09/2022 to 31/08/2023

Absences will be collected for Teaching Staff and Teaching Assistants only.

However, all absences should be recorded to assist schools for EAD/YourHR and internal
absence audit.

3 Absences
Absence

StatDste  EndDate  Working Days Lost  Type mput | [ New
10/06/2022  10/06/2022  1.00000 Other paid authorised abse Otherp % Open
07/02/2022 07/02/2022  1.00000 Other paid authorised abse... Otherp %ve Delete
21/01/2020  21/01/2020  1.00000 Sickness Absenc v
< >

SWC Collects
e Start Date, End Date of Absences where applicable. (If not known, leave blank)
o Working Days Lost: Complete if End Date of absence is present. -
Leave blank if continuing Absence.
e Absence Type:
o Authorised Pay Rate

= Edit Absence for Mina Asif - m} x
Details

Start Date 10/06/2022} [ End Date [
Start Time of Absence 0845 v|  EndTime of Absence [1530 ]
Working Days Lost | 1.0000]  Number of Hours Lost | 0.0000)
Type/Reason Annuzl Leave O
lliness Category | ~ | Industrial Injury O
Authorised Pay Rate |Fu|| Pay Rate v | SSP Exclusion Advised O
Payrall Absence Category | ~ |

e Training Absence - not collected
However, should schools wish, they are free to record absence due to training in
their systems, but they are not obliged to do so. Please note that any absence due to
training data recorded may still be extracted and submitted to the DfE as part of the
SWC collection, but it will not be reported on.

All other information recorded under the Basic Details tab is not collected for the
SWC
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Professional Details Tab

SWC Collects

HLTA: (High Lever Teaching Assistant)

This indicates if a member of staff has acquired HLTA (Higher Level Teaching Assistant) status
or not. If a person has HLTA status but is not currently working as a HLTA, the status should
still be returned as True by entering a tick in the box. If ticked, this will activate the HLTA Date.

HLTA status refers to a person’s status rather than if they are currently working as an HLTA.
To achieve HLTA status an individual undergoes assessment to ensure they fulfil the HLTA
standards. HLTA data is required for all teachers and teaching assistants included in the return
— even if their contract is not current on census reference day.

1 Professional
HLTA Status O TAStatus [ QT Status ] QTLS Status [ EYT Status [
HLTA Date | | QTSRoute | |
NQT Status | |
Training | Title: Start Date End Date Completed = | [B New

e TA Status (if applicable)

o QTS/QTLS/EYT Status (Teachers only)
v' QTS: Qualified Teacher Status
v' QTLS: Qualified Teacher Status with Learning Skills (more experienced teachers)
v' EYT: Early Years Teacher
At least one option must be ticked. However, all 3 boxes may be ticked if applicable to that
staff member

¢ QTS Route for newly qualified teachers
This data item is only required for staff who have taken up their first teaching post since the
previous census or who are working towards QTS, though it can be returned for other staff
as well. This data item does not have to be back filled for staff who were employed as
teachers and had QTS before the last school workforce census.
e NQT Status will be required for newly qualified teachers. The QTS Status box must be
ticked to activate the NQT Status box drop down menu.

e ForaNewly Qualified Teacher (NQT, also known as Early Career Teacher
(ECT), ensure the applicable induction year is specified from the NQT Status drop
down menu:

Please note that Training is NOT collected

Qualifications

Qualifications Qualfication Title Date Awarded Lewvel D New
Open

Delete

¢ Qualification details for (NQF Level 4+) Post A Level Qualification data is
collected for teachers, (Mandatory where ‘Date of Arrival’ is equal to or
greater than 01/08/2013).

¢ Qualification details (Class of Degree and Subject code if applicable) for
teaching assistants and non-teaching school leaders.

¢ Qualification data is no longer required for other support staff.

Click New to add a new qualification or Open to check that the existing qualification has all the
required information:
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Applies to All Teachers
SWC Collects
e the initial teacher training qualification for example PGCE, BEd, Certificate in Education
o for those with a PGCE, information on prior degrees
o for those without QTS or those trained overseas, all qualifications relevant to their
engagement as a teacher
¢ any subsequent qualifications gained relevant to their job as a teacher.

Step by Step — Adding a New Qualification for the Individual Selected

Click New alongside the Qualifications panel in the Professional tab.

Enter appropriate Qualification Title: e.g. Bachelor of Science.

Enter e.g. BSc in the Title.

For Date Awarded, enter the relevant date and for Qualification Level select

eg. Other First Degree or equivalent.

For Class of Degree select e.g. First Class Honours.

For First Subject Qualified, select the appropriate subject staff member qualified in
e.g. Others in physical sciences — F900 . More about JACS Codes at the bottom
of the page:

For Country of Origin search for appropriate country e.g.: United Kingdom,

Enter a tick into the Verified checkbox.

Click OK.

Click Save.

Qualification |Bachelnrnf Science |

Title |BS° |

i

Qualification Level |Other First Degree or equivalert B |

Class Of Degree |Upper second class honours e |

Comments | |

First Subject, Qualified |Other5 in physical sciences - F300 -~ |

Second Subject Qualified | ]

Verified Il
oK Cancel

For Teaching Assistants and non-teaching school leaders. Information about their degree
or any other qualifications should be provided. Qualifications in England Wales and Northern
Ireland are grouped into levels from entry level to level 8. The following qualifications, which are
graded at level 4 or above (those higher than A-level) should be included. NOTE: SWC fields in
this section are: Qualification Level, First Subject Qualified, (where applicable) and Verified

Joint Academic Coding System (JACS) codes

The complete list of subject codes and more detailed information is published on the HESA
Website. https://www.hesa.ac.uk/support/documentation/jacs/jacs3-principal. Schools may wish
to use this document to identify appropriate subject code(s) for qualifications.
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Teaching Staff Only

SWC Collects
Teachers only: complete the following fields:
e Teaching Staff: T
. Teaching Staff 7 Teacher Number [F1732865 |
b Teac h er Categ o ry . Teacher Category [Gualfied Teacher ] Qualified Teacher Status [@uaified ~]
o Teac h er N u m b er : Staff Code |1SA ‘ Employee/Payrall Mo. | |
° Qu alified Teacher Employment Dates Employment Stat  Leaving Date  Cont Sevice Start LA Stat  Previous Employer  Nexd| [5] Hew
01/04/1991 01/04/1391 01/04/1391 Woodside Scho 2 Open
Status:  Delte

e Employment Dates:
Complete for ALL members of staff:

e Check not required

Contract v Service Agreement

Contracts/service agreement data is how required for all contracts or service agreements
that ended in the period 1st September of the previous year to census reference day.

E.g. All contracts/service agreements ending in the period 01/09/2022 to 02/11/2023).

Each member of the school workforce for whom school workforce level data is required
should be engaged to work in a school under arrangements that must be recordable as
either a contract or a service agreement. A service agreement record applies where a
teacher is working in a school but their contract is with another organisation, for example
an agency, LA or another school

Contract:

The Contract section provides the facility to record multiple records of Contract Details. It
is possible for staff to hold more than one contract and to have records of previous
contracts, future contracts and suspended contracts. Open the contract to view the details.
There is a General section and five panels plus a Pay Pattern panel which is not used by
SWC.

Contract Status  Start Date Post Service Term Point/Salary D MNew
@  01/09/2017  Teacher Teachers 30 [ Open

% Delete

rj] Clone

Status of Contracts

Current or existing contracts are shown as an Open folder symbol

Qld or terminated contracts display with an X

o X ¢

Contracts with no start dates or start dates in the future show with a green
circle with a white question mark

k2

Suspended contracts are shown with a Watch symbol
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Staff Contracts

Teachers and Support Staff with contracts:

who are employed by the school via a current contract that has
lasted for 28 days or more on 02/11/2023

or

who are have been employed by the school via a contract for 28
days or more during the period 01/09/2022 to 02/11/2023
inclusive

or

who are have been employed by the school via a permanent
contract or via a contract with a contract end date at least 27
days after the contract start date.

Teachers with service agreements (agency teachers):

who are employed by the school via a current service agreement
with a third party on 02/11/2023

or

who have been employed by the school via a service agreement for 28 days or more
during the period 01/09/2022 to 02/11/2023 inclusive

1 Contract Details

Service Term EEER Employment Type ‘Permanent v |
Post Reference |Taa:her ~ ‘ Post Category / Teacher, Other/

SWR Post/ (Classroom Teacher, main pay range,
Fost Reason [ <] Payroll Post
Cantract Start Date 01/08/2017 [ Financial Subgroup ‘ Vl
Superannuation | v \ Contract/Payroll Number \PR13575D |
Increment Date [o1/08 | W Contracted n O O &

Contract End Date [ TE] Leave Entitlement [o.0000 |
Post Offered Date |:| ) Contract Termination Reason
Covsctiosvedble [ B pestcepeive [ @

Service Term Hoursiesk  [22.5000 | Service Term WesksfYear  [52.1430

|
Hours/vleek [325000 | Weeksirear [52.1430 |
ETE [1-0000 | FroRata [1.0000 |
Safeguarded Salary O Pay Factor ‘1 0000 |
Origin |Tea:hing post within the LA sector | ~ ‘ Latest Pay Review Date [

Destinstion [ | Ressonfor Lesving [ ~]

Is an Apprentice O

Service Terms

SWC Collects
Code Service Term
LD Leadership
SS Single Status
TE Teachers
TU Teachers Upper
uQ Unqualified Teachers
e Post Reference
e Contract Start Date
e Contract End Date
o (if applicable) e.g., Fixed/Temporary/Casual contract
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NB: End date is required for a Fixed Term contract
End date is not required for a Temporary contract
End date if applicable for a casual contract
(see note on Casual Contracts in Book 02 — Before you Begin)

Hours/Week (Individual)

Weeks/Year (Individual)

Destination

Origin

Safeguarded Salary *

Latest Pay Review Date (**Teaching staff only)

*Safeguarded Salary - What is safeguarded salary?
Pay safeguarding applies when your employer determines your pay
should be reduced. It allows a period of time for you to adjust to the lower pay.

**Latest Pay Review Date: (Teaching staff only)- A date must be entered
within the last Academic year. E.g. 01/09/2022 to 02/11/2023 the date
when Governors meet to discuss pay awards for teachers may be used. The
same date may be entered for all teachers.
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Salary Records

Salary Records Scale/Range Start Date End Date Point/Salary Actual Salary |:| New

Teachers Main Scale 01/09/2019 30 = Open
Teachers Main Scale 01/09/2017  31/08/2019 20 92 Delete

SWC Collects - Point/Salary
Allowances

Allowances Allowance Start Date End Date Type |:| New
Open

Delete

Schools can record additional payments in the Allowances section such as TLRs (Teaching
and Learning Responsibilities).

The allowance may be locally agreed or may be part of the national structure.

For staff who are eligible for a TLR3 Allowance please ensure that there is an end date.

SWC Collects
e Amount
o Category of Additional Payment — values for these fields will be entered in the
Service Term definition and cannot be edited here /

Allowances are created for service terms via Tools | Staff | Pay Related. Select and open the
required Service Term. Locate the Allowance panel. Allowances and the awards may be
added here if applicable

Role
Role Rale Start Date End Date |:| Mew
Other Catering Staff 27/06/2022 [ Open
%’e Dielete
SWC Collects

e Role
e Start Date
e End Date (if applicable)

NB: All schools should have at least one Head Teacher and One SEN Coordinator.

If a staff member has a role of Class Teacher, but is also the SEN Co Ordinator another role
of SEN Coordinator may be added to this panel.

If a member of staff has more than one contract for example fixed
term/Permanent/temporary contract and also casual contract, then the casual contract
should have a role of Do not include in Statutory Returns.
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Service Agreements

NB: Staff are said to be in regular service if they have completed service of 28 days or
more with the school or are expected to do so before the end of their service agreement.

Service Agreement Start Date End Date Agreement Hours/Week D New
Open
Delete

NB: For secondary schools using Cover in SIMS.
Where Cover is used any booked supply staff will automatically have a service agreement set
up in Personnel.

This record must be edited to comply with the SWC if it is for more than 28 days.
Service agreements of less than 28 days duration can be omitted from the return by selecting
Do not include in Statutory Returns.

SWC Collects
e SWC Post,
e Daily Rate (checkbox) or
e SWC Base Pay,
o Agreement Hours/Week,
e FTE Hours/Week and Weeks/Year.

Example

E Save & Undo @ Help $% Close

1 Service Agreement Details

1 Service Agreement Details

Service Start Date 01/09/2022 [ | Service End Date 31/12/2022 B

Offersd Dste [ 18] acepredbae |1

QTS Status [witn aTs v| s Post | Cassroom Teacher ~]

Reason [5apply ~|  Source Name

Sourced By | V|

Service Type |Sarvica Agreement with an Agency vl

FTE Hoursrleck [15.0000 |

\Weeks/Year [33.0000 | Agreement Hoursiveek [15.0000 |

Total Pay [ | Daily Rate 7

(annual equivalent)

SWIC Base Pay |25DDD 00 | SWC Additional Payment | |

(annual equivalent) Amount

LestPayReiewdae [ |8

Role Role Start Date End Date 15 New
Classroom Teacher 01/09/2022 31/12/2022 % Open

% Delete
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Please note - The following graphics, which include dates, names etc. are for
illustrative purposes only

Step 1 — Checking School Workforce settings

e Select Routines | Statutory Returns | School Workforce Census to load the
School Workforce Census.

SWC Loading...

SW(C files are being loaded...

Please wait...

When the files are loaded, the School Workforce Census browser is displayed.
[Fileset ID 2203 or later] should be displayed in the browser header. Any updated
filesets notifications will be emailed to schools.

School Workforce Census Brows ef [Fileset ID: 2203 imported on 03M102027]
D Mew H Search [ Open %Delete @ Browse MNext Previous Iﬁ] Copy

School Workforce Census Folder |E:RLlsers‘.x:aIIaghan.1,'1RDneDrive - Wamickshirel

Ensure that the School Workforce Census Folder path is selected correctly. For
example, the SWC path should read AdminShared- Y\\MIS\SWC\Data

Configuring the Census Folder

If the file path is not displayed correctly, the following message will appear,
schools will need to alter the path. Follow the steps below:

SIMS net X1

Warkfarce Return File Location unavailable, please check
Woaorkforce Return File Location or set a new location for the
Workforce Return File,

¢ Click on the Browse button to display the Browse for Folder panel

@ SIMS .net: Green Abbey Schoo Browse For Folder x
Focus Reports Routines Tools Window Help

<« - acwand @ =\ o &
2 @ - e B30 BWOE BB
* School Workforce Census Browser [Fileset ID: 1302]
- ems ~
D New @M Search 2 Open 3€ Delete Next Previous Copy Intel

v MIs
School Workforce Census Folder S SWC

Data

Security message for Reports ONE

This report contains sensitive information PerfLogs

Program Files

Program Files (x86)
Description File Name Cet Quarantine 1]

School Workforce Census 2019v 8234321_SWF_823LL19_001.UNA 07} |, Recovery =

Make New Folder Cancel
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¢ Navigate to a location where the Census files are to be saved: usually
Y:/IMIS/ISWC/Data

¢ Click OK and OK again to confirm the change of the location of the folder.
e The path should now be displayed correctly.

¢ Make a note of the path, you will need it when uploading your Dry Run and final
return to COLLECT

NB: Should schools need to change the location of the folder, ensure that only
authorised personnel have access, as the folder will contain sensitive data

Specify the Security Message for Reports

M School Workforce Census Browser [Fileset ID: 2203 imported on 03/102027]

DNew HSearch .'”.-'Dpen %Delete et Frevious @Cow

Schoal Workforce Census Folder |C:'-.Users'-sallaghan.ﬂ'-.OneDrive - Warwickshire|

Security message for Reports

This report contains sensitive information.

Default Message

The Security message for Reports panel, the text displayed is included in the
header of each report that will be produced later.

The default text “This report contains sensitive information” may be edited, if
required.

To change the message, overtype with the text required. If the original message is
required, click on the Default Message button.

Census Communications

A new area within the browse section is Census Communications, here links to useful websites for
Support Units, Newsfeed, Errors & Resolutions, handbooks and DfE Guidance

M School Workforce Census Browser [FilesetID: 2203 imparted on 03/1072122]

[Bl New B Search E% Open 3¢ Delete Mext " Previous [ Copy

Scheol Wrorkforce Census Folder |C-\Users\callaghan y1'OneDrive - Wanwickshire

Census Communications \

Support Unit Newsfeed Errors & Resolutions Handbooks DfE Guidance
Security message for Reports

[This report contains sensitive information Message

Default Message
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Step 2 - Creating a New School Workforce Census

e Click New from the top menu bar.

School Workforce Census Browser [Fileset 1D: 22031
D Mew “ Search [y Cpen ﬁ Delete Q Browse M

Panel 1 - School Workforce Census Details/School Workforce
Census Settings

The School Workforce Census Details and the School Workforce Census
Settings panel displays key collection dates and data for the CENSUS Return.
These dates and data are read-only and cannot be edited (ringed in Green)

‘School Workforce Census Detass - New Retum
B San B iinde o Crantn & Unlideta [T Smmary 3D Authovien £ Dotwil Raoet
1 School Workdorce Census Details 2 School Information 3 Pay Details 4 Carricul

SChoot Workiorce Lensus Uetsis

5 vy ie3 on Census Day € Occasional Teachers on Census Day 7 Agency / Third Party support stalf

Census Date (@A

Absence Sian Date [o1/0872021

Continuous Contracts Start Date [01/09/2021 ]
School Workfarce Conaus Setiegs

Staf Workforce Ares School Avea

The Calculate All Details button is displayed in certain circumstances (ringed in
Red) Under this you will find the ‘School Workforce Census Description’ box,
by default it will display School Workforce Census 2023. This field can be
edited, and is particularly useful when distinguishing between dry runs and
actual CENSUS Returns by entering a different version no. e.g. School
Workforce Census 2023v1

The Curriculum option (ringed in Blue) is displayed for Secondary and All-
Through schools only.
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9 Calculate All Details

Click on the ‘Calculate All Details’ button to populate the applicable panels on the
School Workforce Census Details. Enabling you to work on the data.

SIMS .net ===

e Click Yes to the following message @ s i bt

W' Vou need to do this at least once for each return.

Data previously collected or edited will be overwritten.
Proceed with calculating details?

[ Ves | | No

Primary, Junior, Infant & Special Schools only

NB: The Calculate All Details button will only be displayed if the Allow editing of
Base Pay box under Tools/Setups/Statutory Return Tools/School Workforce
Census Settings has been checked (see Book 02 — Before you Begin)

IMPORTANT: Unless schools need to create a brand-new Census, the
Calculate All Details routine must NOT be used again, as any manual changes
made in the calculated panels will be overwritten and will have to be re-entered.

The CENSUS Return can be saved at any point by clicking the Save button.

Panel 2 - School Information

The School Information panel displays read-only information. Ensure the details
are correct for the school. (If School Details displayed are incorrect, see Book 02 —
Before you Begin page 2 for further advice)

2 School Information

LA Number Establishment Number [2999 |
School Type |Infant and Junior Schoal 5-11 |
School Phase [Primary |
School Name [WATERS EDGE PRIMARY SCHOOL |

Previous Name |

T ——
e B B ]

School Detail

Panel 3 - Pay Details

Non-Leadership and Leadership panels will only be displayed if a tick has been
entered into the Allow editing of Base Pay in the School Workforce Census
Settings (see Book 02 — Before you Begin page 4 for further guidance)

The pay details are retrieved/calculated from SIMS Personnel and displayed in the
Pay Details panel.
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NB:

e Base pay for part-time staff must be reported as the actual annual salary and

not the full-time equivalent.
e Base pay is not collected for staff paid on a daily rate
e Base Pay does not include any Allowance payments
e Base Pay is not collected for closed contracts

The panel where the Base Pay is displayed can be edited, if required, e.g. Academies

that do not use the National Pay Scales might need to edit the pay details.

IMPORTANT if schools need to edit the Base Pay column, do not click on the
Recalculate button as any manual changes will be lost.

3 Pay Details— Non-Leadership

3 Pay Details
Non-Leadership
Staff Name

(AX) - Abell Anita

(SA) - Andrews Selina
Ansar Zaidan

(DA) - Asher Dawn

(JA) - Atkinson John
(ABY) - Batchley Andrea
(JB) - Brown James
(PB) - Brown Paul

(KB) - Burrows Katie

Leadership (Teachers)
Staff Name

> (MA) - Anderson Mary
(AB) - Blacker Adrian
(SD) - Dumbell Steven
(RH) - Hatchett Ruth

Post
AHT

DHT
DHT

Scale/|
LD
LD
LD
LD

Scale/Range  Region
TE
TU
TE Ew
TU Ew
NJ
TE Ew
NJ
LP Ew
TE Ew
TE Ew
Range Region  Minimum
B 60755
=] 60755
Ew £0755
=] 60755

Mascimum

Edited values will be collected in the return

Base Pay

83528 |Pre 2014
83528 |Pre 2014
83528 |Pre 2014
83528 |Pre 2014

Pay Framework Base Pay

60755
75735
63806
63806

= &3 Recalculate

&Y Recalculate

It is possible for a staff member to appear twice in the panel: For example, Jenny
Glover a Teaching Assistant, who is also a Midday Supervisor is displayed twice
as she has two contracts.

3 Pay Details — Leadership (Teachers)

Each leadership teacher has a basic salary range within which they can expect
to be paid while they remain in the same post at the same school.

Leadership (Teachers)

Staff Name Post Scale/Range  Region Minimum Maximum Pay Framewaork Base Pay
b (MA) - Anderson Mary AHT LD =4 60755 83528 Pre 2014 60755
[AB) - Blacker Adrian HOT LD Ew B0755 83528 |Pre 2014 75735
(-3 Pay Details Edited values will be collected in the return 63806
Non-Leadership
i Staff Name Post Scale/Range  Region Base Pay # | 5 Recalculate 83806
(DD) - Daylow Donna SUP ] 3390
(JE) - Edwards Joan TCM TE Ew 35008
[JXE) - Estaphan Julia TCM TE EwW 35008
Evans Robert TCM TE Ew 29780
(JF) - Foster Jill TCM TE Ew 25008
AF) - Frigieri Anna SUP MHJ 11100
Glover Jenny SUP NJ 15443 32
UP T FERENE)
[AG) - Gray Anthony TCM TE EW 35008
[HG) - Green Helen TCM TE EwW 35008 | v

‘;j Recalculate
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e The Pay Framework, under which the Leadership teachers are paid, is
calculated from SIMS Personnel but can be edited, if required. Select from the
drop-down list:

e Pre 2014 framework (for contracts with a start date before 01/09/2014).
e 2014 framework (for contracts with a start date from 01/09/2014).

Recalculate

If amendments to a staff Contracts in SIMS Personnel have been made, click on the
Recalculate button (ringed in Red) to pull through the data to the Pay Details panel
for either Non-Leadership or Leadership (teachers),

Leadership (Teachers)

Staff Name Post Scale/Range Region Minimum Maximum Pay Framework EBase Pay ‘7';9 Recalculate
b (MA) - Anderson Mary AHT LD = 60755 83528 |Pre 2014 60755

[AB) - Blacker Adrian HDT LD B/ 60755 83528 |Pre 2014 75735

(SD) - Dumbell Steven DHT LD B/ 80755 83528 |Pre 2014 63806

(RH) - Hatchett Ruth DHT LD B/ 60755 83528 |Pre 2014 63806

Primary/Infant/Junior Schools may now continue to Step 3 — Creating and
Validating the Census

Secondary’s Only please continue to complete Panel 4

Panel 4 — Curriculum for Teachers and Teaching Assistants

4 Curriculum for Teachers and Teaching Assistants

Staff Mame General Subject Hours Taught Year Group Taught '
b (A4) - Abell Anita ~ (PSH) - Personal Social & Health Education (FSHE) |1 Curriculum Year 10
(ALY « Akall Anita (SN - Srisnea 4 Currieadim Yaar 11

NB: To minimise manual correcting of staff details, schools may wish to Create
and Validate the Census at this stage to populate/update this panel.

NB: The Curriculum for Teachers and Teaching Assistants panel is only populated
if the timetable has been transferred from Nova-T into the relevant academic year in
SIMS and if the subject codes have been mapped to DfE subjects. (See Book 02 -
Before you Begin — Mapping subjects to DfE codes)

NB: Should schools need to Add/Edit staff in SIMS, SIMS must be restarted for their
name to be available for selection from the Staff Name drop-down list.
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If after creating and validating, the Curriculum for Teachers panel is still missing
staff members, schools may need to update Nova T. Once this has been done,
click the Recalculate button to bring through the records (ringed in Red).

Curriculum records may be added manually to this list. For example, some staff
may teach outside of the normal timetable, e.g. special support units, and will
not be included here. To add a curriculum record, click the New button.

Please note that the description of the method used to calculate the hours is
based on the DfE specification.

4 Curriculum for Teachers and Teaching Assistants

Staff Name General Subject Hours Taught Year Group Taught ~f i Recalculate
b (AA) - Abell Anita ~|(PSH) - Personal Social & Health Education (PSHE) |1 Curriculum Year 10 |:| New

(AA) - Abell Anita (SCI) - Science 4 Curriculum Year 11 % Delete

(AL) - Abell Anita (SCI) - Science 4 Curriculum Year 10

(AL) - Abell Anita (SCI) - Science 3 Curriculum Year 3

(AL) - Abell Anita (SCI) - Science 3 Curriculum Year 7

All subjects from the timetable cycle in which census day falls are included.
NB: Hours Taught is based on the following: (Hours Taught in cycle / Days in cycle) * 5

e Click New to display an additional row in the Curriculum for Teachers and
Teaching Assistants panel.

¢ Click the Staff Name cell, select the required member of staff from the drop-
down list.

e Click the General Subject cell, select the required subject, e.g. (ENG) -
English, from the drop-down list.

NB: Subject codes displayed are the DfE subject codes, not the school’s timetable
subject codes.

NB: Records are required on hours per National Curriculum Year group basis

= Enter number of Hours Taught.

= Click Year Group Taught cell, then select the required National
Curriculum Year from the drop-down list.

To permanently delete a manually entered record that is no longer required,
highlight the record and then click the Delete button.

Records displayed in the Curriculum for Teachers and Teaching Assistants
panel held in SIMS can be deleted temporarily but will be displayed again when
the Recalculate or Calculate All Details button is clicked.
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Step 3 - Creating and Validating the Census

As mentioned earlier in this document, the following 3 panels can only be dealt with
on CENSUS day Thursday 2nd November 2023

= Vacancies on Census Day
= Occasional Teachers in school on Census Day
= Agency/Third Party Staff in school on Census Day

b Wacancies on Census Day 6 Occasional Teachers on Census Day 7 Agency ! Third Party support staff

Guidance on how to deal with these items is covered in Book 05- Census Day
Validating and Authorising your return

If the School Workforce Census screen has been closed, use the following route
to open, create and validate the Return.

e Select Routines | Statutory Returns | School Workforce Census todisplay
the School Workforce Census browser.

e Highlight the CENSUS Return and either double-click or click Open todisplay
the School Workforce Census Details page.

Description File Name Census Date Date Created Validated Authorsed Date
School Wordorce Census 2021 8234321_SWF_823LL21_001.UNA  04/11/2021 02/08/2021 02/08/2021

e Click Create & Validate to start the Create and Validate process. This may
take some time.

e The following screen will appear as the Validation Process takes place

Validation Process
Data is being collected
Please wait. .

Step 4 - Resolve Errors and Queries
When the Create & Validate routine has finished, a list of Errors/Queries will be displayed.

Use Appendix 03 —Errors and Validation Resolutions for guidance on how to resolve
Errors/Queries. This displays all the errors/queries in the CENSUS and how to fix them.

Failures/Errors are shown in RED:

NB: Typical error: 4228 — Qualified Status is missing for a teacher. If the staff member
is a teacher and the errors occur, then schools will need to add a qualification and check
their post is correct.

Errors/Queries can be dealt one at a time using the Validation Search. Click on
the drop-down arrow and select the Error/Query No. to be dealt with.
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Validation Ervors Summery Validation Fileset ID : 1904
idgted - 10 Validation rules failed (Number of Errors - 4 and Number of Queries - €)

prYiorktorce Census Retl)

Tgal of displayed rows : 10 To resolve error : Click in row to navigate to relevant screen
Individual Data Item Solution
» F 6200 Qualification Codeis invalid Teacher Number: 8962837| NI Number: AB203021B| Name: Feste | % Go to Focus | Person | Staff | Professional Details and correct
F 4833 Start and end dates for TLR3 payment must be provided Teacher Number: 7132865| NI Number: WE340235A| Name: Andr |# Go Staff | Employment Details  and chec
E Eth r Number: | NI Number: MW512365B| Name: Chaplin, Ann | # Go
F 4516 Teacher should have had a pay review since beginning of previous a| Teacher Number: 3956567| NI Number: YY886644A| Name: Jame |# G Focus | Person | Staff | Employment Details and check
Q 6530Q The same perseon has 2 total Full Time Equivalent ratio greater than | Teacher Number: 7428799| NI Number: YZ434343A| Name: Dum | # Goto Focus | Person | Staff | Employment Details and correct

ATARA Mambar ~f ct2ff ic wmrkinn mars than 42 haore = weal  Dlases ~ank | Tasrhar Nunhar 74227001 NI Miwmbhar: Y74QAGAGAT Nama: Nimn | # (20 tn Encce | Darenn | Qi2# | Emnlacmant Natzile and amand

To correct a Failure for an individual Staff member, for example Error 4220
Ethnicity is missing or invalid

¢ Double-click on the appropriate Error Message row, the Staff Detail screen will
open

2 Personal Information

Date of Birth 4/02/1955) o —
Ethnicity m

Religion ’—v‘

Horie Sitis :j
Account Number 30501234 : 4
Bk Nore . ] —
Are day to day activities ’—v‘

ially affected by

The Ethnicity for this particular staff member, White is now invalid. Use the drop-
down list to select the correct option e.g. White British. Or if the ethnicity is missing,
select from the list offered.

= Make changes to the staff data as per the Failure message. Save the record.

» Close the Staff Detail screen and the Validation Errors Summary screen will
be displayed once again. The error will remain on the validation failurelist until
the Create & Validate functionality has been run again.

At this point you might find Book 03 — Personnel Data collected from SIMS for the
SWC useful in assisting with adding/updating staff data, in relation to resolving
Errors and Queries.

Queries are shown in BLACK:

All Queries will need to be checked and cleared if possible. If a query applies to
an individual staff member, this will need to be dealt with in the same way as a
Failure. Double click on the appropriate row and fix the query.

Common queries: 6550Q At least one staff record in this School’s Return should
show arole of SENCO (SEN Co-Ordinator) under a current Contract. Where
SENCO is missing, please add it to the appropriate Staff Record.

How to resolve: A Class Teacher who is the designated SENCO, the role can be
added as an additional role within their Teacher Contract.

10
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Role Role Start Date End Date (5 New
SEN Co-ordinator 01/09/2002 =
Classroom Teacher 01/09/2002

Open
K Delete

4470Q Qualified Status Incorrect with Pay Range Type —

How to resolve: Click into the query in the list, this will open the Employment
Details tab, click on the Professional Details tab and enter a tick into *any or all of
these boxes.

1 Professional
HLTA Status O TASwtus [ [ QT Status O QTLS Status [ EYT Status [J ]
HLTA Date [ l QTS Route | Annual College Exit - Post graduate course] ~ ‘

r

T -

See Book 03 — Personnel Data collected from SIMS

If the query does not have an Individual Data Item indicated, refer to the

the query.

Validahion LaTers Sumenary

240G

¥ Check number of Vicancies in Yacancses Panel

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

NB: If a query is correct for the school a Return Level Note on the COLLECT
website must be added.

Once all Failures and Queries have been resolved, Create and Validate again to
clear the Failures/Queries from the list.

If after using the Errors and Resolutions booklet a Failure/Query cannot be

resolved, contact the Service Desk (01926 414100) and quote the error/query
number.

Step 5 - Running the Census Detail Reports

Running the Detail Reports enables schools to check Personnel data.
For example:

¢ Missing Contracts/Service Agreements,

e Absences, Absence end dates if applicable, Working days lost.

Check the reports that all applicable personnel have been included and updated in
SIMS Personnel,

When all data/amendments have been entered into SIMS Personnel, run the
create and validate routine to pull through amended data then check the

Detailed Reports. Repeat this process as many times as is necessary, until you
are satisfied your data is correct.
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Hopefully, you will have worked through all your Errors and Queries and your School
Workforce Census is ready to go. If authorizing this return after the half term holiday,
the return will only take into account any data up to the 2" November the reference
date.

IMPORTANT - All data must be correct and may be amended right up until the 2"
November, however the following School data items will, and can only, be collected
on CENSUS day 2"Y November 2023

e Vacancies
e QOccasional teachers
e Third party staff count.

Step 1 — Open the SWC Return

From the Routines menu, select Statutory Returns/School Workforce Census

Routines |Tools  wWindow  Help

Admission
Schioal
[Daka Cut
Data In

Statutory Returns School Census

- v v ¥

Pupil 3 | Schools Workforce Census

e The following screen message will appear.
SWC Loading... v

2 3

SWC files are being loaded...

Please wait...

e Highlight and open the Census.

Description File Mame Census Date Date Created Validated Authorised Date
Schoal Workforce Census 2023 8232999 _SWF_823LL23 D01.UNA  02/11/2023 23/08/2023 23/08/2023

NB: Do NOT click on the Calculate All Details button
IMPORTANT - If the Calculate All Details routine is used again, any manual changes that
have been made in the calculated panels are overwritten and will need to be re- entered.






Step 2 — Data to check before Validation

Staff and Pay

Once the file is opened, complete a final check of each panel ensuring they are

correct.
1 School Workforce Census Delails
Less ' @ Calculate All Details
Census Date 03/11/2022 &= School Workforce Census Description |S°h°°| Workforce Census 2022 |
Absence Start Date 01/05/2021 B Absence End Date 31/08/2022 B

Continuous Contracts Start Date  01/09/2021 |

2 School Information

LA Number Establishment Number [4321

Continuous Contracts End Date 03/11/2022 '.__

School Type |Comprehensiue allthrough 11-18
School Name [Green Abbey Scheol

|
|
School Phase [Secondary |
|
|

Previous Name |

Date Name Changed | | e
O e RS |
Previous URN [ ] DateNumber Changed | |

School Detail

-

Check that all current staff appear in the Pay Details List and that there are no 0 showing

under Base Pay panel.

(The Base Pay Details panel will only be displayed if a tick was entered in the School

Workforce Settings folder under

Tools/Statutory Returns Tools / School Workforce Census Settings.

3 Pay Details Edited values will be collected in the return
Non-Leadership
Staff Name Post Scale/Range  Region Base Pay ~ ;ﬁ Recalculate
» :Abdullah Saadaa TCM TE EwW 29664
(AA) - Abell Anita TCU TU Ew 38650
(SA) - Andrews Selina TCM TE Ew 36961
Ansar Zaidan TCU TU Ew 2345711
(DA) - Asher Dawn QSsP NJ 9644 32
(JA) - Atkinson John TCM TE Ew 36961
(ABY) - Batchley Andrea 0SP NJ 22627
(JB) - Brown James LDP LP EwW 42000
(PB) - Brown Paul TCM TE EwW 36961
(KB) - Burrows Katie TCM TE Ew 36961 | v
Leadership (Teachers)
Staff Name Post Scale/Range Region Minimum Maximum Pay Framework Base Pay 5 Recalculate
b (MA)-AndersonMary AT LD W 64143 83187 |Pre 2014 64143
(AB) - Blacker Adrian HDT LD BEw 64143 88187 |Pre 2014 79958
(SD) - Dumbell Steven DHT LD Ew 64143 88187 |Pre 2014 67364

(RH) - Hatchett Ruth DHT LD EW 64143 88187 |Pre 2014 67364






Panel 4 — Curriculum for Teachers and Teaching Assistants
(Secondary Schools Only)

NB: This panel is only populated if the timetable has been transferred from Nova-T into
the relevant academic year in SIMS and if the subject codes have been mapped to DfE
subjects. See Book 02-Before you Begin for more information.

4 Curriculum for Teachers and Teaching Assistanis

Staff Name General Subject Hours Taught Year Group Taught ~ ﬂj Recalculate
(AA) - Abell Anita (SCI) - Science 3 Curriculum Year 9 5 New
(AA) - Abell Anita . (SCI) - Science ‘3 ‘Curriculum Year 7 % Delete
(SA) - Andrews Selina . (CIT) - Citizenship ‘1 ‘Curriculurn Year 11
(SA) - Andrews Selina .[MAT) - Mathematics ‘1 ‘Curriculum Year 12
1

(SA) - Andrews Selina (MAT) - Mathematics Curriculum Year 11

All subjects from the timetable cycle in which census day falls are included.
NE: Hours Taught is based on the following: (Hours Taught in cycle / Days in cycle) * 5

Vacancies\Occasional Teachers\Agency (Third Party) Staff Count

The following data items need to be entered into your return on actual Census Day (2" November
2023).

Vacancies on Census Day (Panel 5)
Occasional Teachers on Census Day (Panel 6)
Agency/Third Party Staff Count (Panel 7)

School Workforce Census Details - New Return
Flonwa #iinde  ofranta & Validsa [T Summary 3D Atheviea  F= Notail Raport «

1 School Workiorce Census Detasls 2 School Information 3 Pay Details 4Cumcdwiu1’mwT~d\n9kwlbul 5 Vacancies on Census Day 6 Occasional Teachers on Census Day TW/Ththwoﬂsﬂll
1 SEHOO! Workirce Lensus Uetais

% Colculate M Detais

Census Date e S [ School Viorkforce Census Descripbon (School Woddorce Caneus 2022 |
Absence Start Date [or/0s72021 | = Absence End Date 3082022
Continuous Contracts Start Date  [01/03/2021 Continwous Contracts End Date 102 ]

School Workfarce Census Settings

Staff Workforce Area

i

Avea

| Staff Details Vacancies
Occasionsl Teachers Informabon

%2
& Contract Dessils
%2 Agency | Third Party support stafl

K K&

Service Agreement Details
¥ Absences
& Cumiculum
i Qualifications

2 School Information

LA Number [C Establishment Number 4321

School Type [Comprehensive sithvough 11-18

School Phase [Secendary

School Name [Groen Abbey Schodl

Previous Name ‘

Date Name Changed ]

e cerghans | Date Number Changed | {
Previous URN | Dste Number Changed | >

School Detssl






Vacancies on Census Day

5 Vacancies on Census Day
Post Number Post Name General Subject Tenure Temporarily Filled ,L};}jrertised l_] New
1 (TCH)- Classroom Teach... | <Select> Full Time |No Yes

Vacancies on Census Day - This panel enables schools to add any current job
vacancies that exist in the school. This information is not stored in SIMS so must be
added manually.

Vacancy information is now required for all teachers and not just qualified teachers;
Information is only required for vacant teacher/senior leadership posts:

e Executive Head, Head Teacher, Deputy Head, Assistant Head,

e Classroom Teacher and Leading Practitioner.

Each qualified/unqualified teacher post (QTS) that is permanent or a contract of one or
more terms, that is vacant or temporarily filled on census day must be recorded.

All teacher vacancies from classroom teachers to head teachers should be included.
Teacher vacancies should be categorised between Teacher Main scale and Teacher
Upper pay scale vacancies.





NB: A vacant or temporarily filled post is defined as one which fulfils one of the following
criteria:

The vacant post is not covered.

The post is covered temporarily by other staff within the school.

The post is covered by a teacher on a contract of less than one term.

The post is covered by a teacher on a contract of at least one term and no more
than an academic year (except if the existing staff member is on long term absence
such as sick leave, maternity leave, other paid leave, training or secondment).

The following posts should beincluded:

e Posts the school has tried to fill but were not filled on the census day.

e Posts where an appointment has been made but was not in post on the census day.
e Posts for all types of qualified teachers from classroom teachers to head teachers.

Do Not include:
e Posts not becoming vacant until after the Census day (eg where teacher has

resigned but is serving notice.)

b Vacancies on Census Day

Post Number Post Name General Subject Tenure Temporarily Filled Advertised L'] New

¢ Click New button to activate the list.

Click in each cell and make the appropriate selection from the drop-down menu as follows:

e Post Number - Read only field and increments automatically when additional
vacancies are added to the list.
e Post Name - Select the description to match the following codes

Post Post Name

AHT Assistant Head Teacher

DHT Deputy Head Teacher

EXH Executive Head Teacher

HDT Head Teacher

LDP Leading Practitioner

TCM Classroom Teacher, Main Pay Range
TCU Classroom Teacher, Upper Pay Range

General Subject — Secondary schools only
Tenure: = Full or Part Time post
Temporarily Filled: Yes or No

Advertised: Yes or No

Repeat the process for each vacancy. Click on the Delete key if entered incorrectly.

Should a school have no vacancies, then a confirmation Return Level Note should
be recorded on COLLECT.





Occasional Teachers on Census Day

Schools should, if applicable, manually record the number of occasional teachers who
are in school on Census day. Add numbers to the panel under the appropriate category.

This will include any occasional supply teachers, music teachers, peripatetic teachers,
sports teachers, special needs teachers etc. irrespective of who they are employed by.

5 Decasional Teachers on Census Day

Category Description Count
» Mumber of Occasional Teachers With QTS ]
Number of Occasional Teachers Without QTS 0
MNumber of Occasional Teachers Where QTS Not Known 0
MNumber of Dccasional Teachers (Total) 0

Definition of Occasional teachers - extract from the DfE Guidance:

Occasional (supply) teachers are teachers that are in school on census day but are not
deemed to be in regular service, i.e. they have a contract for;less than one month.
Peripatetic teachers will also count as Occasional teachers if they are in school on Census
day.

Agency (Third Party) support staff
If appropriate, schools are required to provide the number of occasional support staff who
are not directly employed by the school/LA on census day.

These members of staff are likely to be employed through an agency/third party company.
For example:

Food services staff working for a catering company or occasional staff who work for an

agenCy | Role Chooser - =

e Click New to display the Role Chooser panel - e

¢ Highlight the relevant position(s) in the oo kst ot
Available Roles panel

e Click the Add button to move them into the
Selected Roles panel.

Remave

Add Al

Remove All

Update Can

When the required roles have been selected, Click Update, the selected Roles will
now be displayed.





Enter in the Count column, the number of third party staff who fill each of the roles.

7 Agency / Third Party support staff

Role Count 1 New
Caretaker 1 9 Delete

Jrooingtlono

Number of Agency / Third Party support staff (Total) 3

If there are no Vacancies, please ignore. You may upload your return to COLLECT and add
a Return Level Note.

Step — 3 Create & Validate the School Workforce
Census

o Click Create & Validate button to start the process ¥ Create & Validate

If, however, Errors/Queries still exist in the return check out Appendix 3 —Errors and
Validations Resolutions for guidance on how to resolve them.

IMPORTANT: Once all Errors and Queries have been resolved in SIMS, the Create
and Validate facility MUST be run again to pull through any amendments from SIMS
into the Census return.

Where possible, please do not upload to COLLECT a Census Return with errors.

These errors will still appear when the file is uploaded to COLLECT and will still need to
be resolved in SIMS.

If you have any errors/queries that you are unable to eradicate, please log a call in the
first instance, stating what error/query is with the Service Desk, either telephone 01926
414100 or email: ictdsservicedesk@warwickshire.gov.uk

Step 4 — Detail Reports/Summary Report

View/ check the Detailed reports available in the CENSUS to check that the data is
correct.

Running the Detail Reports enables schools to check Personnel data.

For example:
e Missing Contracts/Service Agreements/Allowances
e Absences, Absence end dates if applicable, Working days lost.

Check the reports lists all applicable personnel

When all data/amendments have been entered into SIMS Personnel, create and
validate, run the reports as many times as is required, until they are correct.
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When ready create the Summary Report. This needs to be given to the Head
Teacher for checking, prior to Authorising the return.

The School Workforce Census summary 2023 for the school DfE 937/****
should display O errors and O queries.

Save Undo  efCreate & Yalidat]

force Census
L] Summary %57 Authorise Ji=

School workforcg census summary 2019 for 823/4321

Version 0.2 (BETA Release) - Released: 2019-06-12

Plasse Nate: This summty report should be res®n sonjunction with the Sohnol Workdorse Census quides

This report. r  enay “schoals. However, this does mean that where contract information is provided by the LA, rather th
There are 143 errors and 111 queries.
School workforce modules

ote: The modudes secton s ncuded fo st upplors i validating SWE reums and consicts of four dsta .
Ayabs of Y- indictes tht cata s
itmeans

within the retum.

From the Census page, click on the drop-down arrow next to Detail Report.
Schools can if they wish, select one report at a time or click on Multiple Reports.

W School Workforce Census Browser [Fileset ID: 1600 (SIMS ne)]
[B New () Searct Open $€ Delete [l Browse Nex us [ Copy

School Workforce Census Details - School Workforce Census 2020
ofCreate & Validate [[] Summary % Authorise |{= Detail Report =~
1 School Workforce Census Details 2 School Information 3 Pay Details Workforce Member Basic Details
Workforce Member Area Details

1 School Workforce Census Details
< or Workforce Member Professional Details

. . Workforce Member Contract/Service Agreement Details
Census Date s
—— Workforce Member Payment Details
Absence Star Dat oroszns ]
ence Start Date Workforce Member Pay Details Comparison Report
Continuous Contracts Start Date  (01/08/2019
Werkforce Memb

School Workforce Census Setfings Workforce Memb:

tails
i = ence Details
Staff Workforce Area @

When the reports open, they are automatically saved in the same location as the
Census File. The reports are available for printing or can be exported to Excel
allowing the use of the filter functionality.





Step 5 - Make a Copy of the File

IMPORTANT — A copy of your School Workforce Census needs to be created BEFORE
authorising your Return. Once your return has been authorised, it can no longer be edited.
Therefore a copy provides a ‘Backup’ of your original return, which you can go back to if
needed.

Highlight the School Workforce Census file schools wish to copy.

“ School Workforce Census Browser [Fileset ID: 1905]

D New H Search [ Open % Delete Mext ﬁPra{iuus r_'_]] Copy

School Workforce Census Folder [G:'2020 Project Folder\ SWC\SWC 2021 | =

Security message for Reports

| This report contains sensitive information

Default Message
Description File Name Census Date Date Created Validated Authorised
School Workforce Census 2021 8234321_SWF_823LL21_D01T.UNA  04/11/2021 23/07/2021 08/10/2021
School Workforce Census 2021v1 04/11/2021 08/10/2021
M5 net ]
b C ||Ck CO p y bUtton to make a Copy ; ‘?/II Do you wank ko make a copy of the return "Spring Workforce Return 03"7
e Aninformation screen will appear :
. | kL i
e Click Yes. - = > |

Rename the file from Copy of School Workforce Census 2023 to School Workforce
Census 2023 Version 1. A copy will appear in the browse panel above the saved return.
If for any reason a new Return is required, then this copy may be used.

Step 6 - Authorise Census File

NB: Once the file has been authorised schools will not able to edit it, therefore it is
essential that all data has been checked and verified and a copy of the Census made
before authorising and uploading to COLLECT.

e Click Authorise to start the process.

SchoolWorkforce Census Details - m\
Save Undo 4 Create & Validate [Z] Surmmnary €52 Authaorize EE Detall Report

1 School W orkforce Cenzus Details 2 School Infarmation 3 Curriculum far Teachers and

A warning message will recommend that the detailed and summary reports are run to
check data is present and correct at the same time reminding schools that once
authorised the file cannot be edited.

e Click Yes.

SIMS .net

o Return cannot be edited once authorised,

Do you want to continue?

10





Enter a tick into the box confirming that the Head Teacher is satisfied that the Summary
and/or Detailed Reports have been checked and that the Return file is ready to upload
to COLLECT.

sz Head teacher authorisation x|

Authorization provides an #kL Return file for upload to pour La/sDIE.

Pleaze confirm that the head teacher is satisfied that the Summary and Detal Reports

hawe been checked for accuracy and completeness.

™ 1, isdian Blacker, confim that the head teacher is satisfied that the Summary ]

and/or Detall Reportz have been checked and that the Return file iz ready for upload to the LA/DFE.

Additional text ta be displayed on the authorization report

Sims will then advise that all details have been saved and where they can be retrieved.

SIMS .net

All details are saved and can be viewed at
Toels |Statutery Return Tools |Retrieve Authonised Census Return Files,

Description File Name Censugs Date Date Created Validated Authorised Date
| 04/11/2021 0908/ 2021

04/11,/2021 09,/08/2021

04/11/2021

8234321 SWF 823LL27 001.XML
Schoal Wordorce Census 2021v1 8234321_SWF_8231121_0D02 UNA

The authorised file will appear in the School Workforce Census browse showing the
date of authorisation.

The suffix of the file name will change from UNA (unauthorised) to XML ready to upload
to the COLLECT website.

NB:

The file, together with the Detail Reports have now been saved in the designated
location. If unsure, check the pathin the School Workforce Census. Schools will
need to navigate to this location when uploading the file to COLLECT.)

You can check the path under the School Workforce Census Folder, so that you
know where to navigate to upload your return to COLLECT. Most schools’ SWC
data is saved on the Y Drive / MIS/SWC/ DATA

* School Workforce Census Browser [Fileset 1D: 2600 (SIMS.net)]

DNew HSearch .'“.-'Dpen %Delete Mext Previous Iﬁ] Copy

Schoal Waorkforce Census Falder |C:'-.L|sers'-;:allaghan.:."I'-.DneDrive - ‘."'.n'arwickshirel

You are now ready to upload your return to COLLECT - Book 06 Uploading to Collect






BOOK 06 — Uploading to COLLECT

As 2"9 November 2023 is during October half term holiday the
actual return may be uploaded on the first day back in
School. For example 6" November. However if the 6" is a

Teacher Training Day then the return may be completed on
the 7t" November.

The return reference date, however will remain as the 2"
November 2023

Bl W
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DfE COLLECT Portal

Sign in to the “COLLECT Portal”
Upload the XML data file

. ldentify and Resolve Validation
Errors & Queries

o Run the Missing Contracts Report

. Submitting your Return

Bl W

County Council





Accessing the "COLLECT Portal”

Log on to DfE Sign-in page
https://sa.education.gov.uk/idp/Authn/UserPassword

https://sa.education.gov.uk

% GOV.UK  DfE Sign-in

:137.Y This is a new service - your feedback will help us to improve it.

DfE Sign-in

DfE Sign-in is the new way to sign-in to access some
specific education sector services.

Sign-in

Bl W
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BOOK 06 — Uploading to COLLECT

Select “Collect” and then “Continue”.

Services

A list of services you have access to is displayed below. To access a service,
please select the required link.

I Collect

I School to School

COLLECT Portal

Collect Welcome

Welcome to COLLECT (Collections On-Line for Learning, Education,
Children, and Teachers).

COLLECT is the DfE Centralised Data Collection and Management System for
Education

PROCEED INTO COLLECT

Warwickshire NWWMM{/

10,
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BOOK 06 — Uploading to COLLECT

Schools first data return will be called
SchoolWorkforceCensus2023

Select this. The Status will show as “Open”

Click on “Select Data Collection”.

MY DATA COLLECTIONS
Data Collection User Role Organisation Status Due Date Days Due
SchoolWorkforceCensus2016 Agent Warwickshire Open 02/12/2016 00:00:00 7

{% Warwickshire p\/ﬂ Wi c,éjé‘;‘f/
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Uploading the XML data file

Click on “Upload Return from file...”

Source Page SchoolWorkforceCensus2015

The status of your data return :

Emors : |0 Queries : |0 OK Enrors @ |2

What can I do with My Data Return?

Upload Return from file... Press this button to Import a file into your data retum
Add Return on screen... Press this button to Add a new retum using a web form
Open Return... Press this button to Open your data retum
Submit Return... Press this button to Submit your completed data retum
Export to file... Press this button to Export your data retum to a file
Launch Reports... Press this button to Report on your data retum
Delete Return... | Press this button to Delete your data retum

What is happening to My Data Return?

T
Warwickshire ﬂ%ﬂw

County Council





BOOK 06 — Uploading to COLLECT

Navigate to where the XML file is saved by clicking on
“Browse” Once located, highlight, select ‘Upload’.

UPLOAD FILE SELECTION

This both uploads and validates your data and may take several minutes. Please/allow sufficient time to complete,

Browse...

Your School Workforce Census Folder should be:

Admin Server : Z:\SIMS\IMSFTP\SWC Return

Virtual Server : H:\SIMS Shortcuts\ IMSFTP\SWC Return or Z:\SIMS\IMSFTP\SWC Return
Prime Server : Y:\\MIS\SWCensus\ Data

Bl W
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BOOK 06 — Uploading to COLLECT

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

Uploading School1.xml

FILE UPLOAD PROGRESS ...

Once the data return has been loaded, the following
validation message will be displayed on screen.

|@SourceUpLoadInProgress |_| ﬁ - > 3 EQA v Page~ Safety> Toolsw @V =

| @ Department for Education B Efc"mﬁﬁﬁﬁJ

Source UpLoad In Progress

Your data return has been successfully loaded and is queued for validation. Please return
later to view any validation errors identified and Submit your Return.

. -
éﬁﬂ_} Warwickshire % %/ﬁb/‘{/
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BOOK 06 — Uploading to COLLECT

ldentify and Resolve Validation
Errors & Queries

Once validated, check the return.
An Error Is generated when data rules are broken.
A Query Is when data Is unusual or unexpected.
Click on “Open Return”.

The status of your data returry : )

1 1°3 -~
Errors - Quenes

vwhat can I do withh My Daty/ Return?

Upload Return from file... Press this button to Import a file into your data retum
o B /l % this button to Add a4 new return uzing & web form
Open Return... > | Press this button 1o Open your data return
Submit Return... | Press this button to Submit yvour completed data retum
Export to file... l Pres= this button 10 Export your data return to a fhle
Launch Reports... | Prass this button to Report on your data return
Delete Return... ] Pres

=% this button to Delete your data return

Bl W
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BOOK 06 — Uploading to COLLECT

ldentify/Resolve Validation Errors
& Queries

Although the return that has been uploaded to COLLECT, did
not contain any SIMS errors or queries, COLLECT has its own

set of validation rules, therefore schools may find that
COLLECT will highlight these.

Appendix 4 - Acceptable Notepad Entries will be included
with the SWC documents that explains what notes to type
against each error or query COLLECT highlights

{@ Warwickshire
County Council






BOOK 06 — Uploading to COLLECT

The number of all Errors & Queries is shown In
the boxes below. Click on ‘All Errors’ Button to
see detalls regarding any Errors & Queries.

School Workforce Annual Collection

All Errors | All Notes | Add || View Edit | Delezel Statug

0
i=~School Workforce Annual Collection {school Workforce Annual Collection - School

=-Source LEVEL ERRORS (Errors and queries associated with this full return, not individual Errors | Queries |  OK | Return Level Notes

-CBDS Levels ) |

-~SchoolWorkforceModules

[¥)
iz~School Workforce Member Errors
~Given Name Dess tam Valus Errors | Queries | OK
0
0
0

History

Former Family Name HEADER INFORMATION
~-Contract or Service Collection School Workforce Census

}-Addmofm Payment \Year 2016

-;'l+‘.:~Role Reference Date 2016-11-03
L. Additional Payment \View Source Details M

~Absence [1]

~Curriculum

=-Qualification

I-Stbjecs

L[—j-‘Sd‘Dd

-Vacancy

--Occasionals

--Agency TP Support Count

~LA

Bl W
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BOOK 06 — Uploading to COLLECT

Click on the ‘Details’ button to identify

which employee the Error / Query relates to.

Blade Error Report - SchoolWorkforceCensus2016

School Error report on 25/11/2016 at 09:31 Return

49350 ast Day of absence is missing for 2 non-matemity absence - please check QueriesOK  [Detais

absence is ongoing bnods X
'Please check: The headcount number of school support staff (including
YonY2 Y feaching assistants)is significantly different than last year (This collection ~ Queries X

99, Last collection 83).
72400 lease note that this retum contains no vacancy records. Please ensure that

o QuenesOK
his is correct J

| X
Pagetolt

b 7
et il





BOOK 06 — Uploading to COLLECT

Click on any blue field value on the right hand list

to access further detail.
Blade Error Report - SchoolWorkforceCensus2016

School Error report on 25/11/2016 at 09:32
Count 3

Velve
AbsenceCategory Sickness
|| LastDayOfAbsence null

Last Day of absence is missing for a non-maternity absence - please  Detail|

check absence is ongoing I —

Please check: The headcount number of school support staff (including |

YonY2 Y  feaching assistants)is significantly different than last year (This collection Queries

99, Last collection 83). '

7240 Y Please note that this retum contains no vacancy records. Please ensure thafou i
this is correct. i I

b 7
et il





BOOK 06 — Uploading to COLLECT

In this example the employee has a “Last Day” of
Absence missing. Please check items highlighted in rec
shading.

Absence

All'Errore I All Notes Add ” View Edit I Deletel Status |

Dilup] | Emor |
Absence - School :
Al otes
201602 120160301 Sickness 0
2016-06-09 2016-06-09 Sickness 0
12015-12-10 2015-12-11 Sickness |
2016-06-10 \ 12016-06-10 Sickness 0
2016-06-15 | Sickness 1
2015-10-22 2015-11-17 Sickness 0
: ' Errors :
- Data Item Value E T Queries | | OK History
BSENCE
~Curriculum Jrirst Day 2016-06-15 0 0 |wo |
‘i‘f*ﬂ'mﬁm fLast Day 0 0
e IV\'orkmg Days Lost 0 0 | 0 I
’ f~Vacancy IlAbsence Category Sickness 0 0 n
L

Bl W
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BOOK 06 — Uploading to COLLECT

Validation Errors & Queries

Correction of Errors & Queries : These must be
changed in SIMS. However, minimal queries can
also be manually corrected direct within the
COLLECT Portal.

In some instances explanatory information in the
form of a "Return Level Note” must also be added.

Bl W

County Council





BOOK 06 — Uploading to COLLECT

Expected Notepad Explanation for
“Return Level Notes”

* The DfE require a certain level of explanatory
note to be returned. Please quote the Query
Code Number followed by the note detall in all
cases.

* Guidance on what minimum notepad
explanation is expected for individual queries
will be made available as Appendix 4 -
Acceptable Notepad Entries

Bl W
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BOOK 06 — Uploading to COLLECT

To add a “Return Level Note” double click
on the pencil symbol.

School Workforce Annual Collection

All Errors All Notes | Add ” View dit I Delete | Btatus
o A\
x:’l«?d\ooi Workforce Annual Collection [School Workforce Annual Collection - School _ \
=-Source =TURN LEVEL ERRORS (Errors and queries associated with this full return, not individual ' )
-CBDS Levels ) 0 0

~SchoolWorkforceModules
iz~School Workforce Member Datailtem:
-Given Name _

2
: e “Erors T Quenes | 0K ] 1*Y
--Former Family Name JHEADER INFORMATION
=~Contract or Service [1] Collection -
=
0
0

School Workforce Census
kAddmonal Payment Year

0
2016
-~Role [1] Reference Date

0

2016-11-03 0
L. Additional Payment View Source Details View All
~Absence
- Curriculum
'v:f—Quallﬁcation
LSLbjeds
i=-School
~Vacancy
~-Occasionals

--Agency TP Support Count
LA

Warwickshire Nﬂw;éff;{/
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BOOK 06 — Uploading to COLLECT

Next, click “Add New Note”.

Note Page

Notes - SchoolWorkforceCensus2015

| Add New Note | Remove Note |

Note Detail

Preserved notes deleted by resubmissions
User Role Organisation

| Remove Preserved Note |

Preserved Note Detail

Warwickshire 0
County Council W'





BOOK 06 — Uploading to COLLECT

Enter the Query Code Number and relevant note In
the box provided and click “Create”. (one note may
cover numerous gueries).

n - S y
Note Page
Create New Note
IType note and error number in .‘.e:e‘

ncel |
[
g,
{@Warwickshire M (i kf/ﬂ"‘{/
County Council w





BOOK 06 — Uploading to COLLECT

Common COLLECT Validation Errors &
Queries

« 4100Q - Please check: Teacher with Teacher Number missing.
« 4160Q - Member of workforce with missing NI Number.

« 4235Q - Person is not expected to have QT status and be under 21 years of age on
census reference date.

« 4417Q — If role is HLTA then HLTA Status is expected to be true.
« 4425Q — Please check: Date of Arrival in School is more than 50 yearsago.
« 4430Q - Please Check: Date of Arrival in School has not been supplied.

» 44400 - Please check: Date of Arrival in School should not be later than the start of the
contract.

« 4470Q — Qualified Teacher Status inconsistent with Pay Range Type.

Bl W
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BOOK 06 — Uploading to COLLECT

Common Validation Errors & Queries

«  4745Q — Member of staff is working more than 48 hours a week.
« 4765Q — FTE hours normally expected to be at least 24 and no greater than 40.
+ 6530Q - The same person has a total Full Time Equivalent ratio greater than 1.5.

« 6540Q -At least one staff record in this school’s return should show a role of Head
Teacher or Executive Head Teacher.

« 7240Q - Please note that this return contains no vacancy records. Please ensurethat
IS correct, in which case a note of confirmation must be provided in COLLECT.

* YonYl - Please check: the headcount number of teachers is significantly different
than last year (this collection x, last collection y).

Bl W
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Run a "Missing Contracts” Report

* This must be run the day after the Census file has
been uploaded to COLLECT, the XML file as loaded
data is processed overnight.

* Click on “Launch Reylts” from the main menu
scre

The status of your data return :
Errors : (O Queries : 0
What can I do with My Data Return?
load Return from file this button to Import a file into y d m
dd Return on scre this b Add a new r g b form
Open Return... this b Open your data re
Submit Return... this b Submit your completed data retum
Export to file this b Export your data retum f
Launch Report: this b Rep n your d
Delet turn his b Delete your data retum

Press this button to tu
W 1
{@Warwickshire M& p M-ckbrﬁ/
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BOOK 06 — Uploading to COLLECT

« Select “Missing Contracts” and then “Launch
Report” to see results.

éﬁ.i‘ S sl il i il - smcali i = = [Back to Myagent page HelpJ
Amended Data ~ YOou are y A mn as rukumynu | Log out

A LA All Schools Credibility Summary Report

Fod LA Credibility Check /

Bl M & R Matching Required but Not Yet Started

M & R Matching Started but Not Yet Complete
e M & R Number of Returns by M&R Status

M & R Reconciliation - Data Issues
mmm M & R Reconciliation Not Yet Complete
pe M & R Reconciliation required but Not Yet Started v /

[~ | Matching and Reconciliation Status / Submitted
7 =
L Missing Payment Details for Contracts -
Notes Report /
Pe| Post Reconciliation
Pre Reconciliation Submitted
[~ | Reconciliation Queue 0.0%
—1 Return Credibility Check
School Error
School Error Breakdown Report
Teacher Data Consistency -~
Amended Data v J To gisplay any changes made to onginally subrr

b £
Warwickshire 0 k‘f{/
County Council W/ L(





BOOK 06 — Uploading to COLLECT

* In this example the report indicates that there is a
Missing Contract / Service Agreement for staff
member Joe Bloggs.

* In this case, add the missing details in SIMS

) Missing Contracts/Service Agreements Report
3
! Local Authority:  Warwickshire Report Date: 12/11/2015
5
5
School Estab No |Source Serial Staff Member Date of Birth |NI Number
Number
f
3 Highland CofE Infant School 9373876
) CCS-SIMS 1
0 Bloggs, Joe 18/04/1982 JG123456B

* If the report is blank there are no Missing Contracts.

Bl W
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BOOK 06 — Uploading to COLLECT

Dealing with Missing Contracts in SIMS
Check carefully for anyone who has a missing
contract. See
Appendix 5 - Dealing with Missing Contracts

ldentify who Is on the Basic Detail report but not
appearing on the contracts report.

If the staff member is in the census file correctly then
they need a contract. If for any reason they should
not have a contract e.g. Governor — then take the tick
out of SWR on Basic Detalls panel.

Bluue it
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Checklist

All Corrections (including Missing Contracts) must
be entered into SIMS

Create and Validate Create
Create another Copy of your CENSUS
Authorise and upload to COLLECT

Bl W
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BOOK 06 — Uploading to COLLECT

Checklist on uploading your actual return

On COLLECT, select’ Upload Return from File’ from the
main menu screen.

(If no corrections are required and you have added any
Return Level Notes you can proceed to the section
“‘Submit Your Return”).

Bl W
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Checklist

All Return Level Notes have been added In
COLLECT?

Then, re-upload the new corrected file again by clicking
on ‘Upload Return from File’ from the main menu
screen.

(If no corrections are required and Return Level Notes
have been added, proceed to the section

“‘Submit Your Return”

Bl W
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BOOK 06 — Uploading to COLLECT

For an XML file re-upload the following message will
be displayed.

This both uploads and validates your data and may take several minutes. Please allow sufficient time to complete.

Data Return already exists do you wish to overwrite/add another
source to it?

Please note that replacing a Data Return will delete all notes other
than return-level notes. If you wish to preserve any data-item or
validation error level notes you must enter them as return-level notes
before re-submitting this Data Return.

Note : Return Level Notes are preserved from
previous upload.

Always select “Yes” to continue.

Bl W
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BOOK 06 — Uploading to COLLECT

Ensure to re-check the return.

Click on “Open Return” and ensure no Errors exist,
any “Return Level Notes” for new Queries have been
added and any Missing Contracts are now present.

/

Press this button to Import a file into your data retum

The status of your data return :
Emors : |0 Queries : |0

What can I do with My Data Return/#

_Upload Return from file...

__Add Return on screen... Press this button to Add a new retum using a web form

Open Return... Press this button to Open your data retum
Submit Return... Press this button to Submit your completed data retum
Export to file... Press this button to Export your data retum to a file
Launch Reports.... Press this button to Report on your data retum
Delete Return... Press this button to Delete your data retum

Bl W
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Submit the Return

Finally and most importantly schools should ensure
that the "Submit Return” should be clicked on from
the main menu. The status of your return will then
change to "Submitted”.

MY DATA RETURN

The status of your data return : |L0%&d

Errors ;| 103 Queries =

vhat can I do with My Data Return?

Upload Return from file... Press this button to Import a file into yvour data return

AddReturn on screen... Press this button to Add a new return using a weh farm

Open Return... Press this button to Open your data return

Export to file... Press this button to Export your data return to a file

Launch Reports... Press this button to Report on your data return

|
|
|
Submit Return... | Press this button to Submit your completed data return
|
|
|

Delete Return... Press this button to Delete your data return

77
%} Warwickshire %%ﬁw
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BOOK 06 — Uploading to COLLECT

What happens next?

WCC will approve the return after checking that all
Errors & Queries are resolved / any “Return Level
Notes” have been added and no Missing Contracts
exist. (Note: Academies are responsible for
validating and approving their own return as Local
Authorities do not have access to Academy data).

The DfE :
Wil later authorise the return.

Bl W
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Contract Information Report

e Goto Reports / Personnel / Contract Information /

e Under Staff Type This can be left as All, However, if you are a large school,
you may find it easier to deal with Support Staff/Teaching Staff separately.
Make your choice from the drop down menu option.

e Change the date to the SWC Reference date: 01/09/2022

"o Contract Information Regort
Deowse| jRun #Epen

St Type F [«] Esective e [nsz022 N

nclude D Cortract T e
include Defierred Contrac |Suppert Stz l |y
Teachng Stalf

Click on Export

The report will open in Excel and list all the staff employed, or who have joined, or
left your school since 01/09/2022.

This report will identify all Staff who have one or more of the following contract types
Permanent, Temporary, Fixed Term or *Casual Contracts.
*See next page on how to deal with Casual Contracts.

In the Excel spreadsheet, under heading column Type identifies what type of
contract your employees have with a P, F, T or C (Permanent, Fixed, Temporary or
Casual contracts). The employee may be listed more than once if they have more
than one contract.

Note: if you have a large number of staff employed in your school, you may find it
easier to check records by type by adding a filter.

To do this, Highlight the Heading row

Click on Data at the top of the spreadsheet, then Filter, the spreadsheet will now
have dropdown arrows on each header.

Go to the Type column click on the down arrow, remove tick from Select All and
enter a tick in (if applicable) P, F, T or C

File Home  Insert  Pagelayout  Formulas ata i i Help  ACROBAT  Q Tell me whatyouwant to do

= [YFromText/CSV  [(s Recent Sources [ Queries & Connec tions  a| [TTR Y e [2 Consolidate 3 Group -
= [E 2 3 Ee B A4

[& From Web [* Existing Connec tions -l Remove Duplicates d &8 Ungroup ~
Get Refresh z| Sort | Filter Textto What-If Forecast
Data - o From Table/Range All- A Vo Advanced | Columns 56 Data Validation - Manage Data Madel  pnalysis~ Sheet  Ed) Subtotal

Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline
All M Jx Surname

A B G ) E F G H ] K L M

7 |Include Deferred Contracts = Yes

8 |Tiers - <Any>

g |User: Gillian Grasvenor

10 |Establishment - WATERS EDGE PRIMARY SCHOOL -

1 - |Forename/Middle Initial(s) - [Service Ter - [Financial Sub Gro - !Ty| - lpm - [Payroll Numb - [Start Da - [End Dat - \ Stat - !F.T.[ - !Contmct Hrs\V - [Pro Ra v]

- [ Sarvio Tad - |Fnsatial Sub Goad - [Tyl -






Contract Information Report
Check: - Staff who have left school.

- Have their Employment Details panel been updated with appropriate end
dates?

- Have end dates been entered under the Contracts panel: e.g Contract End
Date, Pay Records, Allowances (if applicable) and Roles

Check : - Staff with Fixed Term Contract .

- Anend date under Contract End Date should be present.
- Is the contract still valid, does it need reviewing and a new contract issued?
- Or is the staff member leaving at the end of the Fixed Term Contract?

Check: - Staff with a Temporary contract. This type of contract doesn’t need an end
date, but still worth checking to see if it is still valid and relevant.

Check: - Staff with a *Casual contract
More information on how to deal with Casual Contracts.

Casual Contracts are not required for the SWC. However, if you have a staff
member with a Casual contract then there are two scenarios to think about

Scenario 1 - Casual Contracts If the staff member employed at your school has just
a Casual contract and no other Permanent/Fixed Term/Temporary contract, then
simply remove the tick from SWR on their Basic Details tab

1Basic Details
Title
Legal Forename i
Middle Name(s)
Legal Surname Whit
Freferred Forename i
Preferred Sumame Wi
Sex

Gender |dentity

Pronoun(s)

HIBIEIE ==
& iF ’
a5 B

a
<Jl<]]« <

Eligible for SWR

Scenario 2 - If the staff member employed at your school has a casual contract and
also one of the following: Permanent or a Fixed Term contract then the staff member
will need to be included in the Return

The tick in the SWR must remain

The Role in the Casual contract will need to be changed to “Do not include in
statutory returns” available from the drop-down menu.






School Workforce Census Frequently Asked Questions

No. | Question Answer:
We are on October half term when the census is No, run the return on the first available day back in school after the
1 | required to be returned. Do we have to come into October half term holiday
school to run the Census on the 2" November?
Do all schools have to complete the SWC? Yes - All schools have to complete a return for the SWC. If you are part
2 of an academy /Trust, a return will be required from each individual
school.
We have just become an Academy/new school what The SWC will collect data from the date the Academy/new school Start
3 data will our Census Return collect? Date: If this applies to you please log a call with the Service Desk
stating that you are a new Academy/new school as you will need to run
a patch to change your school details before running the SWC.
We have some of the following persons included in No, unless those mentioned have either a contract or service agreement
SIMS with your school, just remove the tick from the Eligible for SWC check
e Volunteers box on the Basic Details tab of the staff record.
4 e Governors
e Exam Invigilators
e Casual Contracts
Should they be included?
| have a staff member who has a You will need to open the casual contract and go to the Role panel and
Permanent/Fixed/Temporary term contract but also open the Role and select Do not Include for Statutory Returns, then
S has a casual contract, but the SWC is not collecting only the Permanent/Fixed Term/Temporary contract will pull through
casual contracts. How do | deal with this? to the CENSUS
| have a staff member who just has a Casual contract, You will need to remove the v from the Eligible for SWR box on the
6 how do | deal with this? Basic Details panel on the staff record
Have the new teacher/support staff scales been made | No, these have yet to be agreed and as soon as they are we will create
7 available on SIMS yet so the Data Collection is the new Service Term and send them to schools. One imported they will
accurate. If not, when will they be available? backdate
Would | tick the QT Status for a Trainee Teacher or can | No, please leave the check box blank.
8 | this be left blank?
What if Trainee Teachers who are unsalaried will be in If they are un-salaried please exclude
9 | school for longer than28 days, do | include or exclude

them?






School Workforce Census Frequently Asked Questions

A Trainee Teacher we have in school for a few weeks

Yes, just remove the tick from the Eligible for SWC check box on the

10 | have been put into SIMS for access reasons. Can they Basic Details tab of the staff record
be excluded from the SWC?
Is there any issue with the DHT having the SENCO Not at all, any trained / teaching member of staff can be assigned the
11 | role? SENCO role. There just needs to be at least one assigned in your
school.
12 | Ifwe have a SEN TA would we tick the TA box? Yes

13

With the SENCO would you put in the contract table =
Contract 0.80 for teacher and 0.20 for SENCQO?

No there is no need to differentiate between the hours worked in
contracts, just assign the two roles in the Roles area of the Contract.

If | add the SENCO role in SIMS would | need to issue a

No there is no need to assign a new contract just assign the two roles in

14 | contract to the individual if the SENCO roles / the Roles area of the Contract.

responsibilities is part of their job already.

| switch my time between two schools. Which Census You should split the time between both schools entering the
15 | should | appear on? Can part time hours be included appropriate part- time hours for each school.

on each?

We have a SENCO going to one of our other schools in Yes, please split the time between both schools entering the appropriate
16 | the MAC one day a week. Do we need to split the part- time hours for each school.

hours?

Can you please clarify what needs to be done if a You will need to Suspend the contract in the Contract Details panel
17 | member of staff is on maternity leave? area of the staff record and then enter an absence of Maternity Leave

with the appropriate dates in the Absences panel.

18

Would | need to suspend contracts retrospectively if
staff are back now but were on maternity leave earlier
in the year?

Yes, you will need to suspend the contract in the Contract Details
area of the staff record and then enter an absence of Maternity Leave
with the appropriate dates in the Absences panel retrospectively

Am | correct in saying that | would need to suspend

Yes, you will need to suspend the contracts in the Contract Details

19 | those on Statutory Paternity Leave as well? area of the staff record and then enter an absence of Paternity Leave
with the appropriate dates in the Absences panel.
Do | suspend contracts for long term sickness No, you need to enter an absence with the appropriate dates in the
20 | apsences and acting up arrangements? Absences panel
If I have the latest Fileset imported do | need to create No, you can just continue with the existing one. You will however,
21 | anew Census file need to Create & Validate your census as this should eliminate some

errors/queries
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School Workforce Census Frequently Asked Questions

1. Do | suspend contracts for long term sickness absences and acting up
arrangements?
No, you need to enter an absence with the appropriate dates in the Absences
panel.
2.

Would I need to suspend contracts retrospectively if staff are back now but were
on maternity leave earlier in the year?

You will need to suspend the contracts in the Contract Details area of the staff
record and then enter an absence of Maternity Leave with the appropriate dates
in the Absences panel.

Am | correct in saying that | would need to suspend those on Statutory Paternity
Leave as well?

Yes, you will need to suspend the contracts in the Contract Details area of the
staff record and then enter an absence of Paternity Leave with the appropriate
dates in the Absences panel.

Have Capita released their Workforce Census manual for 2020?

Nothing has been made available yet and it is unclear as to whether they intend

to produce a book this year. We will be sending the Warwickshire guides out by
email or they are available from the MIDAS / Downloads pages.

When you email us, could you also email instructions on how to add the new pay
scales into SIMS as well?

Yes.

this?

| have a staff member who has a Permanent/Fixed term contract but also has a
casual contract, but the SWC is not collecting casual contracts. How do | deal with

You will need to open the casual contract and go to the Role panel and open the

Role and select Not for Statutory Returns, therefore only the Permanent/Fixed
Term contract will pull through to the CENSUS.

Role Role

Start Date End Date

31/03/2017

Do not include in Statutory Retums

15/04/1984

[_INew
£ Open
K Delete






SIMS

Validation Errors and Resolutions

School Workforce Census 2019

Revision History

7.188-1.0 Initial release

Introduction

This guide has been produced to offer advice and suggestions on how to
resolve the various validation errors/queries that might be generated when
producing the School Workforce Census Return.

We strongly recommend carrying out dry runs in order to ascertain which
errors need correcting. Hyperlinks are available from the Validation Errors
Summary (displayed after creating and validating the return), which enable
you to display the area in SIMS where the issues can be resolved.

Please ensure that the Personnel Officer, Returns Manager or System Manager
has imported the latest Statutory Returns fileset before starting the return. The
files are included as part of the SIMS release. However, occasionally, additions
or corrections are made to the files between releases and might include updates
to the validations (derived from files supplied by the Statutory Body).

17/07/2019

The revised files can either be downloaded from the My Account website
(https://myaccount.capita-cs.co.uk) and then unzipped to a folder of your choice
or authorised and deployed to schools via SOLUS3. The Import Fileset routine
can then be run by a user at the school who has the appropriate permissions.

For more information about preparing and producing the School Workforce
Census, please refer to the applicable handbook available on the SIMS
Documentation Centre. Click the Documentation button on the SIMS Home
Page to display links to a variety of documentation.

Alternatively, visit the My Account website (https:/myaccount.capita-cs.co.uk).

Enter the required text in the Search field to display a list of documents that
match the search criteria. To find School Workforce specific documentation,
search for SWC19.

NOTE: The contents of the graphics (dates, names, efc.) displayed in this document are examples only of what you might expect to see when using SIMS to

produce the School Workforce Census Return.

This document has been produced to help users check and correct validation errors and queries. It has been provided in addition to our usual user documentation (handbooks and
online help). It has not however been possible to fully check the accuracy of this document within acceptable timescales. To prevent any delay in releasing this document, we have
therefore decided to release it following minimal checking. If you find any errors or inaccuracies in this document, please report them to publications@capita.co.uk.
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Using the Validation Errors Summary

Having created and validated the return, the Validation Errors Summary is displayed. The summary lists all the validation errors and queries generated in the return. Errors
must be corrected and queries should be checked and corrected if you feel they are applicable.

Type Displays the type of validation rule:
Failure (F displayed in red) indicates an error, which must be
corrected.
Query (Q displayed in black) indicates that there are unusual data
conditions. These should be checked and corrected, if necessary.
Sequence  Shows the error number.
Message Displays the text of the error message.
Location Lists the specific record containing the error.
Solution Provides suggestions on how the error can be corrected. Many

solutions have a hyperlink (indicated by a #) to the appropriate
area of SIMS.

To assist in the resolution of any errors and queries:

(=) Report 9§ Clese|
Validation Emors

School Vorkforce Census Refurn Velidated - 16 Validation rules failed (Number of Errors
+  Total of displayed rows : 16

Validation Fileset ID : 170 (SIMSnef)

Validation Search AL

Tyee Error Number En
6210

3

eacher Number

710] NI Number: YK52

escher Number: 8886710] NI Number: YK523810B] N |# Go toFocus | Person | Staf

24300 Tiv: ‘eacher Number: 8777071/ NI Number: YG363212A1 N | # Go to Focus | Person| Staff | Employment Details and

o |l i

1m0 Bl back: & inbe atanda | Teacher Mumber |0l Nooher NTI01648C Name: Fine 2 Go tnEocis | Barenn | Staft B, J Netzile nd

If at any point you wish to hide the list of errors and queries, click the Close button
located at the top right-hand side of the Validation Errors Summary panel.

To view the list again, run the Create and Validate routine.

" Use the Validation Search to display the required error or query you want to view. This is achieved by selecting ALL, ERRORS, QUERIES or the required number from
the drop-down list. When ALL errors and queries are selected, the errors are displayed at the top of the list.

®  When the mouse pointer is hovered over an Error Message, Individual Data Item or Solution cell, hover help displays the entire content of that cell.

®  When the mouse pointer is hovered over an error or query row, it changes to a hand if a hyperlink is available to the area of SIMS where the issue can be checked. Click
the appropriate hyperlink to display the specific SIMS area where the record(s) can be checked/corrected. A hyperlink is also indicated by a hash symbol (#) preceding

the Solution text.

"  Change the order of the summary by clicking the appropriate column heading. If required, change the width of the columns by dragging the dividing line between the

column headings until the required size is achieved.

"  View a summary of validation failures by clicking the Report button located on the top left-hand side of the Validation Errors Summary panel. The report is displayed in
your web browser, from where it can be printed or transferred to a spreadsheet, if required.

Identifying the Types of Validation Code Listed in this Guide

a Indicates an error that requires the data to be corrected.

by

Indicates a query that should be checked, as there are unusual data conditions that might require the data to be corrected.
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What does the Validation Code Mean and how do | Resolve it?

g 10 Census Name invalid, should be ‘School | Please contact your Local Support Unit for assistance, quoting validation error code 10.
Workforce Census’
e 30 Year out of range Please contact your Local Support Unit for assistance, quoting validation error code 30.
a 40 Reference Date, i.e. Census Date, must Please contact your Local Support Unit for assistance, quoting validation error code 40.
be provided.
a 60 Source level is invalid Please contact your Local Support Unit for assistance, quoting validation error code 60.
a 70 LA number is invalid Please contact your Local Support Unit for assistance, quoting validation error code 70.
a 80 School Number is invalid. Please contact your Local Support Unit for assistance, quoting validation error code 80.
a 110 Please contact your Local Support Unit for assistance, quoting validation error code 110.
g 120 Please contact your Local Support Unit for assistance, quoting validation error code 120.
g 4085 Please note that this return contains no Check that all contract details have been recorded.
_contract records. Please ensure .that J-[hls Select Focus | Person | Staff, then select the name of the required staff member. On the Employment tab, check
is correct and that contract data is being the inf " ded in the Contract table. Add N ds. if ired
supplied to the Department by another e information recorded in the Contract table. ew records, if required.
source.
& 4095Q Please note that this return contains no Check that all absence details have been recorded.
absence records. Please ensure that this . .
is correct and that absence data is being Sel?Ctth[cutﬁ | Zﬁrson | Staff, tlhen select the name of the required staff member. On the Personal Details tab,
supplied to the Department by another navigate to the Absences panel.
source. Deselect the Training check box to remove training records from the list. Add New absence records, if required.
NOTE: Ensure that the Training check box is deselected in the Absences panel. When this check box is
deselected, training absences are removed from the list making it easier to locate the maternity/paternity leave
entries.
gi\, 4100Q  Teacher with Teacher Number missing: If the member of staff is a qualified teacher, select Focus | Person | Staff, then select the name of the required
Please supply a reason in a return level staff member.
note. On the Employment Details tab, enter a valid Teacher Number and then ensure that the SWC Post has been
correctly selected from the drop-down list (via the Service Agreement panel).

4105 Teacher number should be 7 or 8 digits. ~ Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, correct the Teacher Number in the Employment Details panel. This should be in the format NN/NNNNN
where the first two digits indicate the year in which the person qualified.

a 4110 Family name is missing or has two or Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,

more consecutive spaces.

add or edit the Previous Name in the Basic Details panel.
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o

0 0

4120

4140

4150

4155

4160Q

4180

4190

4195Q

4200

4220

4225

4228

4230

Given name is missing or has two or
more consecutive spaces.

Former surname has incorrect format.

NI Number has invalid Format.

Temporary NI number must not be
supplied. This must be replaced or
removed.

Member of workforce with missing NI
Number.

Gender is missing or invalid.

Date of Birth missing or has invalid
format. Format should be CCYY-MM-DD

Two other members of staff also have a
date of birth of 1 January, please check
that this is correct.

Person’s age must be between 13 and
100

Ethnicity is missing or invalid.

Disability is missing or invalid.

Qualified Status is missing for a teacher.

QTS is invalid.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
add or edit the Legal Forename in the Basic Details panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
correct the Preferred Surname in the Basic Details panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
correct the NI Number in the Personal Information panel.

There must be nine characters: where the first two characters must be alpha, the next six characters must be
numeric and the final character can be A, B, C, D or space. Also, the first character must not be D, F, | ,Q ,U orV
and the second characters must notbe D, F, |, O, Q, U or V.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
amend or remove the NI Number located in the Personal Information panel.

The first two characters of the NI Number should not be GB, BG, NK, KN, TN, NT or ZZ.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
check, and if necessary, correct the NI Number in the Personal Information panel.

This should be in the format LL-NN-NN-NN-L where L is a letter and N is a number.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
select the Gender from the drop-down list in the Basic Details panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
add or edit the Date of Birth in the Personal Information panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
check the Date of Birth in the Personal Information panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
edit the Date of Birth in the Personal Information panel. The age must be over 13.

Ethnicity must be provided.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
check then add/edit the required Ethnicity from the drop-down list in the Personal Information panel.

Disability must be provided.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
check then add/edit the required disability by selecting it from the Impairments table in the Personal Information
panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Professional Details
tab, select the QT Status (Qualified Teacher) check box.

Select Focus | Person | Staff, then select the name of the required staff member. On the Professional Details
tab, select the QT Status (Qualified Teacher) check box.
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4236Q

4237Q

4238Q

4240

4245

4250

4280

4310

4350

4355

Error Message

EYTS is invalid.

QTLS is invalid.

Person is not expected to have QTS and
be under 21 years of age on
<ReferenceDate>.

Person is not expected to have EYTS
and be under 21 years of age on
<ReferenceDate>.

Person is not expected to have QTLS
and be under 21 years of age on
<ReferenceDate>.

HLTA Status is missing for a Teaching
Assistant.

HLTA Status is invalid.

Person cannot be shown as having
HLTA status and be under 18 on
<ReferenceDate>.

QTS Route is invalid.

LA or School Level indicator missing or
invalid.

Contract /Service Agreement Type is
missing or invalid.

Contract/Service Agreement Start Date
is missing.

Contract/Service Agreement Start Date
cannot be in the future.

Comment/Resolution

Select Focus | Person | Staff, then select the name of the required staff member. On the Professional Details
tab, select the EYT Status (Early Years Teacher) check box.

Select Focus | Person | Staff, then select the name of the required staff member. On the Professional Details
tab, select the QTLS Status (Qualified Teacher Learning and Skills) check box.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, check and if necessary amend the Date of Birth in the Personal Information panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, check and if necessary amend the Date of Birth in the Personal Information panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, check and if necessary amend the Date of Birth in the Personal Information panel.

Select Focus | Person | Staff, then select the name of the required staff member.
Correct the HLTA Status checkbox in the Professional panel on the Professional Details tab.
Select Focus | Person | Staff, then select the name of the required staff member.
Correct the HLTA Status checkbox in the Professional panel on the Professional Details tab.
Select Focus | Person | Staff, then select the name of the required staff member.

Check the Date of Birth in the Personal Details panel (Personal Details tab) and the HLTA Status check box in
the Professional panel (Professional Details tab). If the employee has HLTA Status, then their date of birth must
be prior to 1 January 18 years prior to the first four digits of their date of birth.

Select Focus | Person | Staff, then select the name of the required staff member.
Select the correct QTS Route from the drop-down list in the Professional panel on the Professional Details tab.

Please contact your Local Support Unit for assistance, quoting validation error code 4280.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract and/or service agreement (Employment Details panel) to display the Edit Contract dialog.
Select the correct Employment Type from the drop-down list.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract/service agreement (Employment Details panel) to display the Edit Contract dialog. Enter the
Contract Start Date.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. Check the Contract Start
Date which must be less than or equal to the date of the return.

If this contract is a future contract and is showing in the return, please contact your Local Support Unit.
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4357Q

4360

4370

4375

4376

4377Q

4380

4385

4390Q

4400

Contract/Service Agreement Start Date
more than 30 years ago.

Contract has invalid end date for this
Census.

Contract End Date is invalid.

Contract/Service Agreement end date
must be at least 27 days after the start
date.

Service agreements and temporary
contracts that have lasted less than 28
days, as of reference date, will be picked
up in the next year’s census if they go on
to last 28 days or more. Do not include
them now.

Contract/Service Agreement end date
should be on or prior to Census
Reference Date for this type of contract
or agreement.

Contract/Service Agreement Type is
Fixed Term therefore Contract End Date
must be specified.

Destination code must be provided for
completed contracts.

Destination code has been provided
therefore contract End Date should be
specified: If it cannot be supplied, please
give a reason in a return level note.

Contract End Date cannot be before
Contract Start Date.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. Check the Contract Start
Date which should be equal to or less than 30 years.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. Check the contract dates
which must have either a Contract Start Date or Contract End Date must be on or after 1 September of the
previous year.

If you believe that this contract should not be showing in the return, please contact your Local Support Unit.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable contract (Employment Details panel) to display the Edit Contract dialog. Check the
Contract End Date.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. Check the Contract End
Date. If the contract Employment Type is not a Fixed Term, then the end date must not be prior or equal to the
survey date and it must be at least 27 days after the Contract Start Date of the same contract or service.

Select Focus | Person | Staff, then the required employee. On the Employment Details tab, Open the applicable
contract (Employment Details panel) to display the Edit Contract dialog. Ensure that the correct Contract Start
Date and End Date are recorded.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. Edit the Contract End Date.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. For all fixed term contracts, a
Contract End Date must be supplied.

NOTE: Destination is not needed if contract is still open on reference date.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. Where a Contract End Date
(for teachers only) is supplied, you must also select a Contract Termination Reason from the drop-down list.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. If you have selected a value
from the Contract Termination Reason drop-down list, then you should also specify a Contract End Date.

This error should not occur as SIMS will not allow you to save a Contract End Date that precedes a Contract
Start Date. Select Focus | Person | Staff, then check the Contract End Date (Employment Details tab).
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4410

4413

4414

4415

4416

4417Q

4420

Post is missing or invalid.

Post shown as Executive Head. One of
the associated Roles must also be
Executive Head.

Post shown as Head Teacher. One of
the associated Roles must also be Head
Teacher.

Post shown as Deputy Head. One of the
associated Roles must also be Deputy
Head.

Post shown as Assistant Head Teacher.
One of the associated Roles must also
be Assistant Head.

If Role is HLTA, then HLTA Status is
expected to be true.

Date of Arrival in School is invalid.

Select Focus | Person | Staff, then select the required employee. Click the Employment Details tab, then Open
the applicable Contract to display the Edit Contract dialog. Check that a Post Reference has been selected from
the drop-down list. It may be necessary to add an applicable Service Term if it does not already exist.

Click the Save button, then re-open the contract again and check the read-only entry in the Post Category/SWR
Post/Payroll Post field. If the School Workforce Census Post needs changing:

Select Tools | Staff | Pay Related, then select the required Service Term. Navigate to the Posts panel, then
Open the applicable SWC Post to display the Edit Post dialog. Select the applicable value from the SWC Post
drop-down list. Click the Save button.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. Scroll down to the Role table
and ensure that one of the associated roles is Executive Head by clicking the Open button to amend an existing
role or clicking the New button to create a new role.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. Scroll down to the Role
table.

Ensure that one of the associated roles is Head Teacher by clicking the Open button to amend an existing role or
clicking the New button to create a new role.

Select Head Teacher from the Role drop-down list.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. Scroll down to the Role
table.

Ensure that one of the associated roles is Deputy Head by clicking the Open button to amend an existing role or
clicking the New button to create a new role.

Select Deputy Head from the Role drop-down list.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable contract (Employment Details panel) to display the Edit Contract dialog. Scroll down to the Role
table.

Ensure that one of the associated roles is Assistant Head by clicking the Open button to amend an existing role
or clicking the New button to create a new role.

Select Assistant Head from the Role drop-down list.

Select Focus | Person | Staff, then select the required employee. On the Professional Details tab, check the
staff member's HLTA Status (Professional tab) or their Contract Role (Employment Details tab).

Select Focus | Person | Staff then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract, then edit the Employment Start Date (Employment Details panel).
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4430Q

4440Q

4460

4470Q

4480Q

4490

4495Q

4505

4515

4516

Error Message

Please check: Date of Arrival in School
is more than 40 years ago. Please
confirm if this is correct.

Please check: Date of Arrival in School
has not been supplied. Please confirm if
this is correct.

Date of Arrival in School should not be
later than the start of the contract: If Date
of Arrival is later, please supply a reason
in a return level note.

Pay Range is invalid.

Please check: Qualified Status
inconsistent with Pay Range type.

Please check: The Pay Range supplied
is not valid for a support staff or teaching
assistant Post.

Pay Range is invalid for the given Post.
Head teachers, Deputy Heads and
Assistant Heads must be paid under the
‘Leadership Pay Range’ or an ‘Other Pay
Range’.

Please check: Daily Rate should not be
used except for agency or service
agreement teachers.

Pay Range is invalid for the given post.
Leading practitioners must be paid under
the “Leading Practitioners” pay Range.

No Payment information has been
provided.

Teacher should have had a pay review
since beginning of previous academic

year. If they have not, please supply a

reason in a return level note.

Comment/Resolution

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Employment Dates record to display the Edit Employment History dialog. Check, and if
necessary, edit the Employment Start Date.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Employment Dates record to display the Edit Employment History dialog. Check, and if
necessary, edit the Employment Start Date.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Employment Dates record to display the Edit Employment History dialog. Check, and if
necessary, edit the Employment Start Date.

Select Focus | Person | Staff then select the required employee. On the Employment Details tab, Open the
applicable Contract to display the Edit Contract dialog. Open the applicable entry in the Salary Records table to
display the Edit Contract Scale (or Salary) dialog. Ensure that the correct pay Scale (or Range Type) is selected
from the drop-down list.

Select Focus | Person | Staff, then select the name of the required staff member. On the Professional Details
tab, check that the applicable qualified teacher check box(es) have been selected.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable Contract to display the Edit Contract dialog. Open the applicable entry in the Salary Records table to
display the Edit Contract Scale (or Salary) dialog. Ensure that the correct pay Scale (or Range Type) is selected
from the drop-down list.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable Contract to display the Edit Contract dialog. Open the applicable entry in the Salary Records table to
display the Edit Contract Scale (or Salary) dialog. Ensure that the correct pay Scale (or Range Type) is selected
from the drop-down list.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, check the
Service Agreement record. The Daily Rate check box should not be selected (except for agency or service
agreement teachers).

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable Contract to display the Edit Contract dialog. Open the applicable entry in the Salary Records table to
display the Edit Contract Scale (or Salary) dialog. Ensure that the correct pay Scale (or Range Type) is selected
from the drop-down list.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract, then add payment information.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the required Contract and then enter the Latest Pay Review Date, if applicable.
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4540

4545Q

4550

Error Message

This return contains no Pay Review
dates; please ensure that this is correct.

Please supply the Framework under
which this leadership teacher is being
paid, i.e. ‘Pre 2014’ framework or ‘2014’
framework.

Teacher is being paid under 'Pre 2014
framework even though they arrived
after 31 August 2014: Please supply a
reason in a return level note.

Please supply the Pay Range Minimum
for this leadership teacher.

Please supply the Pay Range Maximum
for this leadership teacher.

Base Pay is in an invalid format. Format
must be 999999.99.

If staff member is not paid by a Daily
Rate, then Base Pay must be provided.

Staff member appears to be paid less
than the minimum wage for apprentices,
please supply a reason in a return level
note.

Base Pay must not be provided where
Daily Rate is Y.

Comment/Resolution

At least one pay review date should be included.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the required Contract and then enter the Latest Pay Review Date, if applicable. Click the Save button.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract, then check the contract details.

Alternatively, select Routines | Statutory Returns | School Workforce Census, then check the Base Pay in the
Pay Details panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract and then check the contract details.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract, then check the contract details.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract, then check the contract details.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Service Agreement to display the Edit Service Agreement dialog, then check the SWC
Base Pay (annual equivalent).

Select Tools | Staff | Pay Related then select the applicable service term. In the Pay Awards panel, Open the
applicable record in the Scales table to display the Edit Scale dialog. Ensure that the correct salary amount is
displayed adjacent to each scale point and is in the format 999999.99.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract, then correct the Pay Scale. Also, check the SWC Base Pay (annual
equivalent) via the Service Agreement table.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Service Agreement to display the Edit Service Agreement dialog, then check the value
in the SWC Base Pay (annual Equivalent) field.

Alternatively, select Routines | Statutory Returns | School Workforce Census, then check the Base Pay in the
Pay Details panel.

Where the contract end date has not been entered or is after the census date and the daily rate is recorded, then
the base pay must not be provided.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Service Agreement to display the Edit Service Agreement dialog, then remove the
value in the SWC Base Pay (annual Equivalent) field.
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4560

4565Q

4570

4575Q

4580

4585

4586

4587

Pay (i.e. Base Pay, Pay Range,
Regional Pay Range, Pay Framework,
Pay Range Minimum and Pay Range
Maximum) must not be provided for both
Post and Role for the same contract or
service agreement.

Safeguarded Salary is in an invalid
format. Format should be ‘1’ or ‘0‘ or
‘true’ or ‘false’.

Staff member appears to be paid more
than the maximum of the local
government pay scale, please supply a
reason in a return level note.

Daily Rate is invalid.

Staff member appears to be paid more
than the maximum of the local
government pay scale, please supply a
reason in a return level note.

Destination Code is invalid.

Leaving Reason is invalid.

If leaving reason is 'Left for other
teaching Post' or 'Still in Education' then
Destination must be employment in
education.

If leaving reason is 'Not Applicable-
Change of Contract' then Destination
must be the same.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Service Agreement to display the Edit Service Agreement dialog, then edit the value in
the SWC Base Pay (annual Equivalent) field.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Ensure that the Safeguarded Salary
check box is selected/deselected, as applicable.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Service Agreement to display the Edit Service Agreement dialog, then check the value
in the SWC Base Pay (annual Equivalent) field.

Alternatively, select Routines | Statutory Returns | School Workforce Census, then check the Base Pay in the
Pay Details panel.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable Contract to display the Edit Contract dialog then edit the details. Also check the Service Agreement
by opening the applicable record to display the Edit Service Agreement dialog. The Daily Rate check box should
not be selected (except for agency or service agreement teachers).

Select Focus | Person | Staff | Employment Details, then check Base Pay.

This error is unlikely because default values are supplied in SIMS.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog then select the correct value from the
Contract Termination Reason drop-down list.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the required Contract to display the Edit Contract dialog. Ensure that the correct Reason for Leaving
is selected from the drop-down list.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the required Contract to display the Edit Contract dialog. Ensure that the correct Destination and
Reason for Leaving are selected from the drop-down lists.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the required Contract to display the Edit Contract dialog.

If the Reason for Leaving is Not applicable - change of contract, ensure that the same value is selected from
the Destination drop-down list.
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4600

4610

4700

4710

4720

4722Q

4723Q

If leaving reason is 'Deceased' then
Destination must be 'Other".

Origin is invalid.

Origin must be provided for teachers
who joined after
2009-08-31.

No Role details have been supplied.

Role Identifier is missing or invalid.

Post is inconsistent with Role Identifier.

Post appears to be inconsistent with
Role Identifier.

Post appears to be inconsistent with
Role Identifier.

Select Focus | Person | Staff, then select the name of the required staff member.

On the Employment Details tab, Open the required Contract to display the Edit Contract dialog.

If the Reason for Leaving is Deceased, ensure that Other is selected from the Destination drop-down list.
This error is unlikely because default values are supplied in SIMS.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog, then select the correct value from the
Origin drop-down list.

Select Focus | Person | Staff, then select the required employee. On the Employment Details tab, Open the
applicable Contract to display the Edit Contract dialog, then select the correct value from the Origin drop-down
list.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Click the New button adjacent to the Role
table to display the Add Contract Role dialog, then add details.

If a role already exists, check the role End Date.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Click the New button adjacent to the Role
table to display the Add Contract Role dialog and then add details.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Click the New button adjacent to the Role
table to display the Add Contract Role dialog, then select the correct Role from the drop-down list.

Alternatively, the post details might be incorrect in the service term. To edit, open the required service term via
Tools | Staff | Pay Related, then edit the information in the Posts panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Click the New button adjacent to the Role
table to display the Add Contract Role dialog, then select the correct Role from the drop-down list.

Alternatively, the post details might be incorrect in the service term. To edit, open the required service term via
Tools | Staff | Pay Related, then edit the information in the Posts panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Click the New button adjacent to the Role
table to display the Add Contract Role dialog, then select the correct Role from the drop-down list.

Alternatively, the post details might be incorrect in the service term. To edit, open the required service term via
Tools | Staff | Pay Related, then edit the information in the Posts panel.
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4725Q

4730

4735

4740

4745Q

4746Q

4750

4760

4765Q

4770

Role of TASS (Teaching Assistant) or
HLTA (Higher Level Teaching Assistant)
should be linked to post of TAS
(Teaching Assistant).

Hours worked per week is in an invalid
format. Format must be 99.99.

Hours worked per week must not be
provided for both Post and Role for the
same Contract/Service Agreement.

Hours worked per week is missing.

Member of staff is working more than 48
hours a week. Please confirm if this is
true.

The open contract for this member of
staff is for less than 0.5 hours per week.
If this is a zero hours contract it should
be removed from the return. Please

confirm if the hours recorded are correct.

FTE Hours per week is invalid.

FTE Hours per week is missing.

FTE hours normally expected to be at
least 24 and no greater than 40.

Weeks per year is invalid.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Click the New button adjacent to the Role
table to display the Add Contract Role dialog, then select the correct Role from the drop-down list.

Alternatively, the post details might be incorrect in the service term. To edit, open the required service term via
Tools | Staff | Pay Related, then edit the information in the Posts panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Edit the value in the Hours/Week field.

It may also be necessary to edit the hours on the service term. Select Tools | Staff | Pay Related, then edit the
Hour Worked/Week field in the Service Term panel.

Please contact your Local Support Unit for assistance, quoting validation error code 4735.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Enter the hours worked per week in the
Hours/Week field.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Check the value in the Hours/Week field.
Edit the hours worked per week, if required.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Check the value in the Hours/Week field.
Edit the hours worked per week, if required.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog, then edit the FTE field.

It may also be necessary to edit the hours on the service term. Select Tools | Staff | Pay Related then select the
applicable service term. Edit the Hours Worked/Week field located in the Service Term panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog, then edit the FTE field.

It may also be necessary to edit the hours on the service term. Select Tools | Staff | Pay Related then select the
applicable service term. Edit the Hours Worked/Week field located in the Service Term panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog, then edit the FTE field.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog, then edit the Weeks/Year field.

It may also be necessary to edit the hours on the service term. Select Tools | Staff | Pay Related then select the
applicable service term. Edit the Weeks Worked/Week field located in the Service Term panel.
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4780

4800

4810

4820

4830

4832

4833

4834Q

4900

4910

4920

Weeks per year is missing.

Category of Additional Payment is
invalid.

Where Additional Payment Amount is
provided the Category of Additional
Payment must also be provided.

Additional Payment Amount is in an
invalid format. Format must be
999999.99.

Where Category of Additional Payment
is provided the Additional Payment
Amount must also be provided.

Pay End Date cannot be before Pay
Start Date.

Start and end dates of TLR3 payment
must be provided.

Additional payment start date is before
beginning of previous academic year:
please supply a reason in a return level
note.

First Day of absence must be in the
previous academic year (01/09/2015 to
01/08/2016).

First Day of absence is missing.

First Day of Absence must be in the
academic year before <ReferenceDate>.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog, then enter the Weeks/Year.

It may also be necessary to edit the hours on the service term. Select Tools | Staff | Pay Related then select the
applicable service term. Enter the Weeks Worked/Week in the Service Term panel.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Open the required Allowances, then enter
the correct Category of Additional Payment.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Open the required Allowances, then enter
the correct Category of Additional Payment.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Open the required Allowances, then enter
the correct Amount in the format 999999.99.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment tab, Open
a Service Agreement record to display the Edit Service Agreement dialog, then enter the SWC Additional
Payment amount.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Open the required Allowances, then enter
the correct Start Date and End Date for the additional payment.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog. Open the required Allowances, then enter
the correct Start Date and End Date for the additional payment.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Service Agreement to display the Edit Service Agreement dialog. Check that the SWC
Additional Payment Amount is correct. Open the applicable Role and then ensure that the Start Date is correct.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absences record to display the Edit Absence dialog, then select the Type/Reason from the
drop-down list. Also check that the Start Date is entered correctly.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absences record to display the Edit Absence dialog, then enter the Start Date. The Start
Date is mandatory if the absence End Date, Working Days Lost or Payroll Absence Category have been
entered.

The first day of absence must be before 1 September prior to the census date.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absences record to display the Edit Absence dialog, then edit the Start Date.
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4935Q

4936

4940

4945Q

4950Q

4960Q

4980

Last Day of absence is in an invalid
format. Format must be CCYY-MM-DD.

Last Day of absence is missing for a
non-maternity absence — please confirm
if absence is ongoing.

Last Day of absence must be in the
current or preceding academic year.

Last Day of absence cannot be before
First Day of absence.

Last Day of absence is not expected to
be after <ReferenceDate>, except in
cases of maternity or paternity leave.
Please confirm if last day of absence is
correct.

More than one absence record without
an end date, please confirm if this is
correct.

More than one absence record with
absence category of sickness or
pregnancy related absence covering the
same date(s): Please supply a reason in
a return level note.

Working Days Lost is in an invalid
format. Format must be 999.9 and
should be to the nearest half-day.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absences record to display the Edit Absence dialog, then ensure that the End Date is
entered in the correct format (CCYY-MM-DD).

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab —
Absences panel, Open the applicable Absences record to display the Edit Absence dialog. If the absence is not
on going, enter the End Date.

NOTE: Ensure that the Training check box is deselected in the Absences panel. When this check box is
deselected, training absences are removed from the list making it easier to locate the maternity/paternity leave
entries.

Where the last day of absence is provided, it must be on or after 1 September of the preceding calendar year.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absences record to display the Edit Absence dialog, then edit the End Date.

Where the last day of absence is provided, it must be later than or equal to the first day of absence.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absences record to display the Edit Absence dialog, then edit the End Date.

Where the last day of absence is provided and the Type/Reason not equal to Maternity/Paternity leave, the last
day of absence should not be after the census date.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absences record to display the Edit Absence dialog. Check that the Type/Reason and the
End Date are correct.

NOTE: Ensure that the Training check box is deselected in the Absences panel. When this check box is
deselected, training absences are removed from the list making it easier to locate the maternity/paternity leave
entries.

There should not be more than one absence record where the End Date is missing.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab -
Absences panel, Open any past absence to display the Edit Absence dialog. Ensure that the End Date is
entered.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the required sickness Absences record to display the Edit Absence dialog. Check that the Type/Reason,
Start Date and End Date are correct.

NOTE: Ensure that the Training check box is deselected in the Absences panel. When this check box is
deselected, training absences are removed from the list making it easier to locate the sickness entries.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absences record to display the Edit Absence dialog, then edit the Working Days Lost. The
entry must be in the format 999.9.
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4922

5000

5010

6000

6100

6110

6120

6130

6140

Where Last Day of a sickness absence
is provided, then the number of Working
Days Lost must be greater than zero.

Where Last Day of a pregnancy related
absence is provided then the number of
Working Days Lost must be greater than
zero.

Absence Category is invalid.

Absence Category is missing.

Subject Code is invalid.

Subject Code is missing.

Subject Hours is invalid. Subject hours
should be in the format 99.99 and should
be less than or equal to 40.00.

Subject Hours is missing

Year Group (NC Year Group) is invalid.

Year Group is missing.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absence record to display the Edit Absence dialog, then edit the value in the Working Days
Lost field.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absence record to display the Edit Absence dialog, then edit the value in the Working Days
Lost field.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absence record to display the Edit Absence dialog. Select the correct Absence Category
from the drop-down list.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab,
Open the applicable Absence record to display the Edit Absence dialog. Select the Absence Category from the
drop-down list.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Curriculum for Teachers and Teaching Assistants panel, select the correct code from the General Subject
drop-down list.

Alternatively, select Tools | Setups | Subjects, then select the required subject. In the Basic Details panel, map
the DfE subject code to the subject.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Curriculum for Teachers and Teaching Assistants panel, select the required code from the General Subject
drop-down list.

Alternatively, select Tools | Setups | Subjects, then select the required subject. In the Basic Details panel, map
the DfE subject code to the subject.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Curriculum for Teachers and Teaching Assistants panel, edit the Hours Taught ensuring that the format is
99.99 and that the number of hours is less than or equal to 40.00.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Curriculum for Teachers and Teaching Assistants panel, add the Hours Taught ensuring that the format is
99.99 and that the number of hours is less than or equal to 40.00.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Curriculum for Teachers and Teaching Assistants panel, select the correct curriculum year from the Year
Groups Taught column drop-down list.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Curriculum for Teachers and Teaching Assistants panel, select the required curriculum year from the Year
Groups Taught column drop-down list.
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6145

6200

6205

6210

6220

6245

6250

6260Q

6500

6510

Two or more curriculum records with the
same Subject/Year Group combination.

Qualification Code is invalid.

Class of Degree must be provided for
teachers with a degree arriving in the
school from 1 August 2013.

Qualification Code is missing.

Subject Code is invalid Change to
"Subject Code is invalid".

Qualification Subject Codes cannot be
the same.

Too many Subjects have been recorded
for this Qualification. There must be no
more than two.

SENCOs should have a NASENCO
qualification unless they had been
practicing in that role for a year or more
prior to 1 September 2009.

There is more than one record with the
same Teacher Number.

There is more than one record with the
same NI Number.

There should be no two curriculum records (within the same staff details record) that share both subject and year
group.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Curriculum for Teachers and Teaching Assistants panel, edit the General Subject and the Year Groups
Taught, so that no record has the same subject/year group combination.

Select Focus | Person | Staff then select the name of the required staff member. On the Professional Details
tab, Open the applicable Qualification record to display the Edit Qualification dialog Select the correct
Qualification Level from the drop-down list.

Select Focus | Person | Staff, then search for and select the required person.

Select the Professional Details tab, then Open an existing Qualification or click the New button to display the
Edit (or Add a New) Qualification dialog.

Ensure that the Class of Degree is selected from the drop-down list.

Select Focus | Person | Staff, then select the name of the required staff member. On the Professional Details
tab, Open the applicable Qualification record to display the Edit Qualification dialog, then select the required
Qualification Level from the drop-down list.

Select Focus | Person | Staff, then select the name of the required staff member. On the Professional Details
tab, Open the applicable Qualification record to display the Edit Qualification dialog, then select the correct
First Subject, Qualified from the drop-down list.

Select Focus | Person | Staff, then select the name of the required staff member. On the Professional Details
tab, Open the applicable Qualification record to display the Edit Qualification dialog. Ensure that different
subject codes are selected from the First Subject, Qualified and Second Subject, Qualified drop-down lists.

Select Focus | Person | Staff, then select the name of the required staff member. On the Professional Details
tab, Open the applicable Qualification record to display the Edit Qualification dialog. Ensure that the correct
subject codes are selected from the First Subject, Qualified and Second Subject, Qualified drop-down lists.

Select Focus | Person | Staff | Professional Details, then correct Qualification Subject.

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, ensure that the correct teacher number is entered in the Teacher Number field. This should have the format
NN/NNNNN.

Select Focus | Person | Staff, then select the name of the required staff member. On the Personal Details tab -
Personal Information panel, ensure that the NI Number is correct.
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7000

7005

7010

7020

7030

7040

7050

7060

Error Message

Please Check: The same person has a
total Full Time Equivalent ratio greater
than 1.5.

At least one staff record in this school’s
return should show a role of Head
Teacher or Executive Head Teacher.

At least one staff record in this school’s
return should show a role of SENC (SEN
Co-ordinator) under a current contract.

Where SENCO is missing please add it
to the appropriate staff record.
Vacancy Post is invalid.

Vacancy Post is missing.

Vacancy Subject not required for this

Vacancy Post.

Vacancy Subject required for this

Vacancy Post.

Vacancy Subject is invalid.

Vacancy Tenure is invalid.

Vacancy Temporarily Filled is invalid.

Vacancy Advertised is invalid.

Comment/Resolution

Select Focus | Person | Staff, then select the name of the required staff member. On the Employment Details
tab, Open the applicable Contract to display the Edit Contract dialog, then edit the value in the FTE field.

Where a person has a single role, the FTE ratio for the role (where the FTE ratio is calculated by dividing the
Hours Per Week by FTE Hours) should not be greater than 1.5.

Where the same person has more than one role, either because there is more than one concurrent Contract, or
because one or more concurrent contract contains multiple roles, then the total FTE ratio for all roles (where total
FTE ratio for all roles is calculated by accumulating the FTE ratio for each role, and the FTE ratio for each role is
calculated by dividing the Hours Per Week by FTE Hours) should not be greater than 1.5.

Select Focus | Person | Staff, then select the name of the staff member who has the role of Head Teacher or
Executive Head Teacher. On the Employment Details tab, Open the required Contract, then add a new Role of
Head Teacher.

Select Focus | Person | Staff, then select the name of the staff member who has the role of SEN Co-ordinator.
On the Employment Details tab, Open the required Contract, then add a new Role of SEN Co-ordinator.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Vacancies on Census Day panel, select the required Post Name from the drop-down list.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Vacancies on Census Day panel, select the required Post Name from the drop-down list.

Subjects are not required for some vacancies, i.e. Head Teacher, Deputy Head, Executive Head and Assistant
Head.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Vacancies on Census Day panel, then select (NAP) - Not Applicable from the General Subject drop-down list.

Subjects are required for some vacancies, i.e. Head Teacher, Deputy Head, Executive Head and Assistant Head.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Vacancies on Census Day panel, select the required vacancy, then select the applicable General Subject from
the drop-down list.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Vacancies on Census Day panel, then amend the subject.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Vacancies on Census Day panel, then amend the vacancy tenure.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Vacancies on Census Day panel, then amend the vacancy temporarily filled details.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Vacancies on Census Day panel, the amend the vacancy advertised details.
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Type BNOLLEMM Error Message Comment/Resolution

g 7070 Vacancy Tenure, Vacancy Temporarily Select Routine | Statutory Returns | School Workforce Census, then select the current return. In the
Filled and/or Vacancy Advertised is Vacancies on Census Day panel, then add vacancy tenure, vacancy temporarily filled and/or vacancy advertised
missing. details.

a 7100 One figure must be returned for each of Select Routine | Statutory Returns | School Workforce Census, then select the current return.
?ggﬁﬁgnsgf:, cgecgzggzaﬁ) #aelg;ders (E:nsure trlm:?t the Colunt and Number of Occasional Teachers (Total) are correct in the Occasional Teachers on
without Qualified Teacher Status and ensus Lay panel.

Occasional Teachers with unknown
Qualified Teacher Status. Where more
than one record has been provided for
any of these please combine them,
where no record has been provided for
one of these categories please provide.
Please note: Qualified Teacher means a
teacher with QTS or QTLS or EYTS.

g 7110 Number of Qualified Occasional Select Routine | Statutory Returns | School Workforce Census, then select the current return.

Teac.hers present on Census Reference Amend the Number of Occasional Teachers With QTS in the Occasional Teachers on Census Day panel.
Date: value must be a non-negative Thi tb i hol b b
whole number is must be a non-negative whole number (can be zero).
Please note: Qualified Teacher means a
teacher with QTS or QTLS or EYTS.
a 7111 Number of Unqualified Occasional Select Routine | Statutory Returns | School Workforce Census, then select the current return.
Teach Ref . .
eac. ers present on Census ererence Check the Number of Occasional Teachers Without QTS in the Occasional Teachers on Census Day panel.
Date: value must be a non-negative Thi tb ti hol b b
whole number. is must be a non-negative whole number (can be zero).
Please note: Qualified Teacher means a
teacher with QTS or QTLS or EYTS.

a 7112 Number of Occasional Teachers where Select Routine | Statutory Returns | School Workforce Census, then select the current return. Check the
not known if qualified or not and who are | Number of Occasional Teachers Where QTS Not Known in the Occasional Teachers on Census Day panel.
present on Census Reference Date: This must be a non-negative whole number (can be zero).
value must be a non-negative whole
number.

& 7120Q | Number of Qualified Occasional Select Routine | Statutory Returns | School Workforce Census, then select the current return.

Teachers present on Census Reference
Date is unexpectedly high (40 or more):
Please supply a reason in a return level
note.

Check the Number of Occasional Teachers (Total) in the Occasional Teachers on Census Day panel. If the
total is higher than 40, ensure that the values in the Occasional Teachers on Census Day table are correct.
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&

7121Q

7122Q

7210

7220Q

7230

7240Q

8000

Number of Unqualified Occasional
Teachers present on Census Reference
Date is unexpectedly high (10 or more):
Please supply a reason in a return level
note.

Number of Teachers where not known if
qualified or not and who are present on
Census Reference Date is unexpectedly
high (10 or more): Please supply a
reason in a return level note.

Number of Agency/Third Party support

staff present on Census Reference Date:

value must be a non-negative whole
number.

Number of Agency / Third Party support
staff present on Census Reference Date
is unexpectedly high (50 or more):
Please supply a reason in a return level
note.

Count of Agency/Third Party support
staff must not include any Teaching
Roles.

Please note that this return contains no
vacancy records. Please ensure that is
correct, in which case a note of
confirmation must be provided in
COLLECT. Please check the 'School
Workforce Census: Minimum notepad
entries’ guidance document for the
accepted wording.

It is expected that part time headcount
would be greater than FTE.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. Check the
Number of Occasional Teachers Without QTS and Number of Occasional Teachers Where QTS Not Known
in the Occasional Teachers on Census Day panel. The number should be 10 or more.

Select Routine | Statutory Returns | School Workforce Census, then select the current return. Check the
Number of Occasional Teachers Where QTS Not Known in the Occasional Teachers on Census Day panel.
The number should be less than 10.

Please contact your Local Support Unit for assistance, quoting validation error code 7210.

Ignore this validation query if there are no Third Party service providers, otherwise:

Select Routines | Statutory Returns | School Workforce Census, then select the current return. On the School
Workforce Census Return Details page, edit the Count in the Third Party Staff on Census Day panel.

Select Routines | Statutory Returns | School Workforce Census, then select the current return. On the School
Workforce Census Return Details page, check the Role(s) in the Third Party Staff on Census Day panel.

Agency/Third Party support staff must not include:

ASHT DPHT EXHT HDTR MISC
MUSC PERI SENC SPLY TCHR
TMIS TNON TPRU

Select Routines | Statutory Returns | School Workforce Census, then select the applicable return.
In the Vacancies on Census Day panel, ensure that any vacancies on census day are recorded.

If there are no vacancies on census day, ensure that confirmation note is provided in COLLECT.

Select Focus | Person | Staff, then check the details.

The number of full-time Educational Psychologists should be less than the number of part-time Educational
Psychologists.
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Error Message Comment/Resolution

g 8010 Part time headcount, full time headcount = Select Focus | Person | Staff, then check the details.
and full time equivalent must be present.

Capita SIMS, Franklin Court, Priory Business Park, Cardington, Bedfordshire MK44 3JZ
Tel: 01234 838080 Fax: 01234 832036 Email: info@capita-sims.co.uk Web: www.capita-sims.co.uk
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Resources Directorate

The following guidance may be used for the Dry Run Process

on COLLECT
REMINDER!

As 2"9 November is during October half term holiday the
actual return may be uploaded on the first day back in
School. For example 6" however if the 6" is a Teacher
Training Day then the return may be completed on the 7t
November.

The return reference date, however will be the 2" November
2023

Bl W

County Council





Resources Directorate

During the Dry Run Process on COLLECT make a note of, if
any, errors/queries. Remember the following errors can be
ignored during the COLLECT Dry Run Process, however must
be dealt with in SIMS when you make your final upload to
COLLECT

+ Vacancies on Census Day
+ Occasional Teachers in school on Census Day
+ Third Party Staff in school on Census Day

e Go back to SIMS, amend the records as detailed in the
error

Go back to the copy of the census, open the copy of the
return you made in your SIMS Dry Run eg Version **
Create and Validate

Make another copy and rename to Version 02 for example
Authorise and try uploading to COLLECT again

Have the errors disappeared?

Bluue it
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Resources Directorate

Like the SIMS Dry Run, you can upload your amended return to
COLLECT as many times as you wish, until COLLECTSs’ validation
errors disappear.

If you have tried and are unable to eradicate the errors on
COLLECT, please log a call with the Service Desk on telephone:
01926 414100 or email ictdsservicedesk@warwickshire.gov.uk
Stating where the error is and the error number

Dry Run Process you will get the following errors which can be
ignored during the COLLECT Dry Run Process

During the Dry Run Process, you do not have to complete any
Return Level Notes for queries or Submit your Return. However,
these must be actioned when uploading your final return to
COLLECT on the 2" November 2023 or when you are back in
school after the October Half Term.

Bl W
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DIE COLLECT Portal

Sign in to the “COLLECT Portal”
Upload the XML data file

. ldentify and Resolve Validation
Errors & Queries

. Run a Missing Contracts Report

. Submit your Return

Bl W
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Accessing the "COLLECT Portal”

Log on to DfE Sign-in page
https://sa.education.gov.uk/idp/Authn/UserPassword

https://sa.education.gov.uk

% GOV.UK  DfE Sign-in

:137.Y This is a new service - your feedback will help us to improve it.

DfE Sign-in

DfE Sign-in is the new way to sign-in to access some
specific education sector services.

Sign-in

Bl W
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Select “Collect” and then “Continue”.

Services

A list of services you have access to is displayed below. To access a service,
please select the required link.

I Collect

I School to School

COLLECT Portal

Collect Welcome

Welcome to COLLECT (Collections On-Line for Learning, Education,
Children, and Teachers).

COLLECT is the DfE Centralised Data Collection and Management System for
Education

PROCEED INTO COLLECT

Warwickshire NWWMM{/
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County Council W'





Resources Directorate

Schools first data return will be called
SchoolWorkforceCensus2023

Select this. The Status will show as either “Open” or the

EEMIlISHSAton (Dry Run)’

Click on “Select Data Collection”.

MY DATA COLLECTIONS
Data Collection User Role Organisation Status Due Date Days Due
SchoolWorkforceCensus2016 Agent Warwickshire Open 02/12/2016 00:00:00 7

{%mmkm ﬁﬁ%ﬁe/
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Schools can, select this status, if they wish, use the

FamiliafiSation option that will be available on

COLLECT as a Dry Run, up until the end of
October 2023

This Is a test version that enables schools to deal with
any COLLECT Validation Errors & Queries that may
appear prior to Census date. Schools can carry out a
“dry run” on COLLECT as many times as they wish.

Bl W
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NB: There are 3 Queries that can be ignored as they
can only be dealt with on Census day (2"
November), which are;

= Vacancies on Census Day,
» Qccasional Teachers on Census Day
= Agency/Third Party Staff in school on Census Day

Bl W
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Uploading the XML data file

Click on “Upload Return from file...”

Source Page SchoolWorkforceCensus2015

The status of your data return :

Ermors : |0 Queries : |0 OK Enrors : |2

What can I do with My Data Return?

Upload Return from file... Press this button to Import a file into your data retum
Add Return on screen... Press this button to Add a new retum using a web form
Open Return... Press this button to Open your data retum
Submit Return... Press this button to Submit your completed data retum
Export to file... Press this button to Export your data retum to a file
Launch Reports... Press this button to Report on your data retum
Delete Return... | Press this button to Delete your data retum

What is happening to My Data Return?

T
Warwickshire ﬂ%ﬂw

County Council





Resources Directorate

Navigate to where the XML file is saved by clicking on
“Browse” Once located, highlight, select ‘Upload’.

UPLOAD FILE SELECTION

This both uploads and validates your data and may take several minutes. Please/allow sufficient time to complete,

Browse...

Your School Workforce Census Folder should be:

Admin Server : Z:\SIMS\IMSFTP\SWC Return

Virtual Server : H:\SIMS Shortcuts\ IMSFTP\SWC Return or Z:\SIMS\IMSFTP\SWC Return
Prime Server : Y:\\MIS\SWCensus\ Data

Bl W

County Council






Resources Directorate

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

Uploading School1.xml

FILE UPLOAD PROGRESS ...

Once the data return has been loaded, the following
validation message will be displayed on screen.

|@SourceUpLoadInProgress |_| ﬁ - > 3 EQA v Page~ Safety> Toolsw @V =

| @ Department for Education B Efc"mﬁﬁﬁﬁJ

Source UpLoad In Progress

Your data return has been successfully loaded and is queued for validation. Please return
later to view any validation errors identified and Submit your Return.

. -
éﬁﬂ_} Warwickshire % %/ﬁb/‘{/
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|dentify and Resolve Validation
Errors & Queries

Once validated, check the return.
An Error Is generated when data rules are broken.
A Query Is when data Is unusual or unexpected.
Click on “Open Return”.

The status of your data returry : )

1 1°3 -~
Errors - Quenes

vwhat can I do withh My Daty/ Return?

Upload Return from file... Press this button to Import a file into your data retum
o B /l % this button to Add a4 new return uzing & web form
Open Return... > | Press this button 1o Open your data return
Submit Return... | Press this button to Submit yvour completed data retum
Export to file... l Pres= this button 10 Export your data return to a fhle
Launch Reports... | Prass this button to Report on your data return
Delete Return... ] Pres

=% this button to Delete your data return

Bl W
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ldentify/Resolve Validation Errors
& Queries

Although the return that has been uploaded to COLLECT, did
not contain any SIMS errors or queries, COLLECT has its own

set of validation rules, therefore schools may find that
COLLECT will highlight these.

Appendix 6 — Minimum Notepad Entries will be included
with the SWC documents that explains what notes to type
against each error or query COLLECT highlights

{?ﬁ Warwickshire
County Council






Resources Directorate

The number of all Errors & Queries is shown In
the boxes below. Click on ‘All Errors’ Button to
see detalls regarding any Errors & Queries.

School Workforce Annual Collection

All Errors | All Notes | Add || View Edit | Delezel Statug

0
i=~School Workforce Annual Collection {school Workforce Annual Collection - School

=-Source LEVEL ERRORS (Errors and queries associated with this full return, not individual Errors | Queries |  OK | Return Level Notes

-CBDS Levels ) |

-~SchoolWorkforceModules

[¥)
iz~School Workforce Member Errors
~Given Name Dess tam Valus Errors | Queries | OK
0
0
0

History

Former Family Name HEADER INFORMATION
~-Contract or Service Collection School Workforce Census

}-Addmofm Payment \Year 2016

-;'l+‘.:~Role Reference Date 2016-11-03
L. Additional Payment \View Source Details M

~Absence [1]

~Curriculum

=-Qualification

I-Stbjecs

L[—j-‘Sd‘Dd

-Vacancy

--Occasionals

--Agency TP Support Count

~LA

Bl W
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Resources Directorate

Click on the ‘Details’ button to identify

which employee the Error / Query relates to.

Blade Error Report - SchoolWorkforceCensus2016

School Error report on 25/11/2016 at 09:31 Return

49350 ast Day of absence is missing for 2 non-matemity absence - please check QueriesOK  [Detais

absence is ongoing bnods X
'Please check: The headcount number of school support staff (including
YonY2 Y feaching assistants)is significantly different than last year (This collection ~ Queries X

99, Last collection 83).
72400 lease note that this retum contains no vacancy records. Please ensure that

o QuenesOK
his is correct J

| X
Pagetolt

b 7
et il





Resources Directorate

Click on any blue field value on the right hand list

to access further detail.
Blade Error Report - SchoolWorkforceCensus2016

School Error report on 25/11/2016 at 09:32
Count 3

Velve
AbsenceCategory Sickness
|| LastDayOfAbsence null

Last Day of absence is missing for a non-maternity absence - please  Detail|

check absence is ongoing I —

Please check: The headcount number of school support staff (including |

YonY2 Y  feaching assistants)is significantly different than last year (This collection Queries

99, Last collection 83). '

7240 Y Please note that this retum contains no vacancy records. Please ensure thafou i
this is correct. i I

b 7
et il
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In this example the employee has a “Last Day” of
Absence missing. Please check items highlighted in rec
shading.

Absence

All'Errore I All Notes Add ” View Edit I Deletel Status |

Dilup] | Emor |
Absence - School :
Al otes
201602 120160301 Sickness 0
2016-06-09 2016-06-09 Sickness 0
12015-12-10 2015-12-11 Sickness |
2016-06-10 \ 12016-06-10 Sickness 0
2016-06-15 | Sickness 1
2015-10-22 2015-11-17 Sickness 0
: ' Errors :
- Data Item Value E T Queries | | OK History
BSENCE
~Curriculum Jrirst Day 2016-06-15 0 0 |wo |
‘i‘f*ﬂ'mﬁm fLast Day 0 0
e IV\'orkmg Days Lost 0 0 | 0 I
’ f~Vacancy IlAbsence Category Sickness 0 0 n
L

Bl W
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Validation Errors & Queries

Correction of Errors & Queries : These must be
changed in SIMS. However, minimal queries can
also be manually corrected on CENSUS Day
direct within the COLLECT Portal.

Bl W
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Common COLLECT Validation Errors &
Queries

« 4100Q - Please check: Teacher with Teacher Number missing.
« 4160Q - Member of workforce with missing NI Number.

« 4235Q - Person is not expected to have QT status and be under 21 years of age on
census reference date.

« 4417Q — If role is HLTA then HLTA Status is expected to be true.
« 4425Q - Please check: Date of Arrival in School is more than 50 yearsago.
« 4430Q - Please Check: Date of Arrival in School has not been supplied.

» 4440Q - Please check: Date of Arrival in School should not be later than the start of the
contract.

« 4470Q — Qualified Teacher Status inconsistent with Pay Range Type.

Bl W
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Common Validation Errors & Queries

«  4745Q — Member of staff is working more than 48 hours a week.
« 4765Q — FTE hours normally expected to be at least 24 and no greater than 40.
+ 6530Q - The same person has a total Full Time Equivalent ratio greater than 1.5.

« 65400 -At least one staff record in this school’s return should show a role of Head
Teacher or Executive Head Teacher.

« 7240Q - Please note that this return contains no vacancy records. Please ensurethat
IS correct, in which case a note of confirmation must be provided in COLLECT.

* YonY1l - Please check: the headcount number of teachers is significantly different
than last year (this collection x, last collection y).

Bl W
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Run a "Missing Contracts” Report

* This must be run the day after the Census file has
been uploaded to COLLECT, and can be run during
the Dry Run process using the Familiarisation
Blade, the XML file as loaded data is processed
overnight.

* Click on “Launch Reports” from the main menu
scre

The status of your data return :
Ermors : |0

What can I do with My Data Return?

Queries 0

Upload Return from file... Press this button to Import a file into your data retum
Add Return on screen... Press this button to Add a new retum using a web form
Open Return... Press this button to Open your data retum
Submit Return... Press this button to Submit your completed data retum
Export to file... Press this button to Export your data retum to a file
Launch Reports... Press this button to Report on your data retum
Delete Return... Press this button to Delete your data retum





Resources Directorate

« Select “Missing Contracts” and then “Launch
Report” to see results.

éﬁ.i‘ S sl il i il - smcali i = = [Back to Myagent page HelpJ
Amended Data - You are y A n as rukumynu | Log out

A LA All Schools Credibility Summary Report

Fod LA Credibility Check /

Bl M & R Matching Required but Not Yet Started

M & R Matching Started but Not Yet Complete
e M & R Number of Returns by M&R Status

M & R Reconciliation - Data Issues
mmm M & R Reconciliation Not Yet Complete
pe M & R Reconciliation required but Not Yet Started v /

[~ | Matching and Reconciliation Status / Submitted
7 =
L Missing Payment Details for Contracts -
Notes Report /
Pe| Post Reconciliation
Pre Reconciliation Submitted
[~ | Reconciliation Queue 0.0%
—1 Return Credibility Check
School Error
School Error Breakdown Report
Teacher Data Consistency -~
Amended Data v J To gisplay any changes made to onginally subrr

b £
Warwickshire 10 A‘f{/
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* In this example the report indicates that there is a
Missing Contract / Service Agreement for staff
member Joe Bloggs.

* In this case, add the missing details in SIMS

) Missing Contracts/Service Agreements Report
3
! Local Authority:  Warwickshire Report Date: 12/11/2015
5
5
School Estab No |Source Serial Staff Member Date of Birth |NI Number
Number
f
3 Highland CofE Infant School 9373876
) CCS-SIMS 1
0 Bloggs, Joe 18/04/1982 JG123456B

* If the report is blank there are no Missing Contracts.

Bl W
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Dealing with Missing Contracts in SIMS
Check carefully for anyone who has a missing
contract. See...

Appendix 5 - Dealing with Missing Contracts

ldentify who Is on the Basic Detail report but not
appearing on the contracts report.

If the staff member is in the census file correctly then
they need a contract. If for any reason they should
not have a contract e.g. Governor — then take the tick
out of SWR on Basic Detalls panel.

Bluue it
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Checklist

All Corrections (including Missing Contracts) must
be entered into SIMS?

Create and Validate,

Create another Copy of the CENSUS
Authorise and upload to COLLECT

Bl W
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Appendix 5 — Dealing with Missing Contracts errors on COLLECT

Running the Missing Contracts Report on COLLECT may display errors, even though in
SIMS the validation process does not highlight any missing contracts in SIMS. This is
because COLLECT has its own set of validation rules. These can easily be checked and
resolved.

When the missing contracts report is run on COLLECT, it will identify the staff member that
has a ‘Missing Contract’

Open SIMS

More often than not, its usually a date that is missing from one or more of the following
elements

e Contract End Date
e Salary Records
e Role

Open the staff record, go to Employment Details, open up the Contract,

NB: If the staff member highlighted as having a missing contract have more than one

contract listed in their Employment Details panel, you will have to check each
contract.

Contract Status  Start Date Post Service Tem Point/Salary [ New
= 01/09/2016  TEACHER Teachers Upper 10 [ Open
X 01/09/2009  Teacher Teachers 6.0 9 Delete
@ Clone
Undo @Help % Close

1 Contract Details 2 Pay Pattern

Check if a Fixed Term Contract that end dates

>

1 Contract Details

Service Tem [ Teachiess Upoei] Emula-/memTy‘pe are present in

pos Fetrnce Fo ooy

Pt Fer Pl Contract End Date

Contract Start Date B Financial Subgroup

— ot oo Salary Records End Date
Increment Uale Ui N o

Role End date:

Contract lssued Date

Potpceedlee [ I8

STttt 00 T ) — Check- Has the end dates of the Fixed Term

Contract expired. Are they a Leaver? or does

Safeguarded Salary [m] Pay Facter

R B the staff member need a new contract?

Destination e

Is an Apprentice o .

[m L T Check if a Permanent Contract has an end
SR e date has been entered into any of those fields

highlighted in red.

Allowances Alowance Start Date End Date Type [E New

Role Role Start Date End Date B New (
Classroom Teacher 01/09/2016 I Open

Once the contracts have been tidied up and are correct, you will have to repeat
the process of creating and validating, making a copy of your census,
authorising and uploading to COLLECT. Again, you will have to leave it 24





Appendix 5 — Dealing with Missing Contracts errors on COLLECT

hours to run the Missing Contracts Report on COLLECT. Has the error
disappeared?
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Background

This document provides local authorities, maintained schools and academies with the
minimum notepad entries expected for validation queries that may occur on their return.
The Department will not be able to authorise a return if there has been insufficient
information supplied within the return level note.

Further guidance can be found in the collect quides.

Validation queries

Validation rules are used in COLLECT and in many school software systems to improve
data quality. These are explained in section 5.4 in the collection guide for school
employed staff and section 5.3 of collection guide for centrally employed staff. The
guides can be found here.

A query is reported in COLLECT where the data is unusual or unexpected, reflecting a
potential inaccuracy or omission in the underlying data. For example, where a destination
code has been provided for a member of staff but no end date for their contract, or no
head teacher post is returned. All outstanding queries should have an explanatory note.

Rule numbers should be used when entering a return level note.

Notes deemed to be acceptable in order for some queries to be cleared are published in
this document. For any other query, free text should be entered to explain the reason for
the query.

By entering a note, you are agreeing that the queries have been checked and that the
information provided is correct or there is a valid reason why it is not available.

You should read the collect guides to find out how to identify any queries and write a
notepad entry.

You must explain all queries or we will not be able to authorise your return.



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

https://www.gov.uk/government/publications/school-workforce-census-guide

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



Query Error Message Minimum notepad entry
Number

4095Q Please note that this return contains | This return contains no absence
no absence records. Please ensure records. Please ensure that

that this is correct and that absence absence records are added to
data is being completed. COLLECT in a separate return
and complete matching and
reconciliation or add a note as
follows —

(1) New school/academy or
converted academy.

(2) Checked and no absences in
previous academic year

Where multiple options are
provided, only one should be
chosen.






Query
Number

Error Message

Minimum notepad entry

4100Q

Please check: Teacher with Teacher
Number missing. Please supply a
reason in a return level note.

(1) Awaiting teacher number.

(2) Checked with Teacher unable to
locate teacher number

(3) Member of staff does not have a
teacher number.

(4) The teacher is unqualified
(5) The teacher qualified via QTS.

Please ensure that the return
includes at least one reference
number to provide a means of
identifying a teacher with no
teacher reference number (e.g.
Nat Insurance number, QTLS
number).

If an overseas teacher, please
add areturn level note, which
gives the teacher number and
country of qualification.

4160Q Member of workforce with missing NI | Agency Staff - Not available.
Number.

4195Q Two other members of staff also have | Checked and correct.
a date of birth of 1 January, please
confirm if this is correct.

4229Q Qualified Status is missing for a Please supply a reason.

SENCO. Under the Special
Educational Needs and Disability
Regulations 2014 schools are
obliged to employ a qualified teacher
as a SENCO.

Please note, a SENCO should be
either a qualified teacher, head
teacher/appointed acting head
teacher, or taking steps to become
a qualified teacher.






Query Error Message Minimum notepad entry
Number
4233Q Please check: fewer than 60% of (1) Checked and confirmed as
teachers appear to have Qualified correct
Teacher Status.
(2) Academy School
Where multiple options are
provided, only one should be
chosen.
4235Q Person is not expected to have QTS | Checked and correct.
and be under 21 years of age on
census reference date.
4236Q Person is not expected to have EYTS | Checked and correct.
and be under 21 years of age on
<ReferenceDate>.
4237Q Person is not expected to have QTLS | Checked and correct.
and be under 21 years of age on
<ReferenceDate>.
4238Q HLTA Status is missing for a No minimum notepad entry.
Teaching Assistant. HLTA status (‘yes’ or ‘no’) must be
added to the return.
4265Q Teacher appears to be in second Checked and correct.
year of induction after more than 4
years in post. Please check
4270Q Teacher appears to be in first year of | Checked and correct.
induction after more than 2 years in
post. Please check
4357Q Contract/Service Agreement Start Checked and correct.
Date more than 30 years ago.
4377Q Contract/Service Agreement end date | Contract end date has been

should be on or prior to Census
Reference Date for this type of
contract or agreement.

agreed.






Query Error Message Minimum notepad entry
Number
4390Q Destination code has been provided | Staff member is leaving but end
therefore contract End Date should date not yet agreed.
be specified. If it cannot be supplied,
please give a reason in a return level
note.
4417Q If role is HLTA then HLTA Status is (1) Checked and paid at HLTA but
expected to be true. not qualified.
(2) Checked, currently working
toward HLTA.
Where multiple options are
provided, only one should be
chosen.
4425Q Date of Arrival in School is more than | Checked and correct.
40 years ago. Please confirm if this is
correct.
4430Q Date of Arrival in School has not Record not available.
been supplied. Please confirm if this
is correct.
4440Q Date of Arrival in School should not Checked and this is correct.
be later than the start of the contract: | Contract started on non-working
If Date of Arrival is later, please day.
supply a reason in a return level note.
4470Q Qualified Status inconsistent with Pay | Confirmed that pay range and
Range type. qualified status are correct.
4480Q The Pay Range supplied is not valid | Checked and correct.
for a support staff or teaching
assistant Post.
4495Q Daily Rate should not be used except | Teacher not directly paid by school.

for agency or service agreement
teachers.






Query Error Message Minimum notepad entry
Number
4517Q This return contains no Pay Review The latest pay review date must
Dates, please ensure that this is be provided even if the review
correct. was conducted prior to the
current school year
If a new school please add a return
level note - New school, pay
reviews have not yet taken place.
45210Q Please supply the Framework under | Academy school - teacher not paid
which this leadership teacher is being | under leadership framework.
paid, ie ‘Pre 2014’ framework or
‘2014’ framework.
45220 Teacher is being paid under 'Pre This is the agreement with teacher.
2014' framework even though they
arrived after 31 August 2014: Please
supply a reason in a return level note.
45230 Please supply the Pay Range Academy school - teacher not paid
Minimum for this leadership teacher. | under leadership framework.
4524Q Please supply the Pay Range Academy school - teacher not paid
Maximum for this leadership teacher. | under leadership framework.
4545Q Staff member appears to be paid less | Please supply reason.
than the minimum wage for .
apprentices, please supply a reason | here Base Pay is present then
in a return level note. BasePay should be greater than or
equal to Hours Per Week multiplied
by Weeks Per Year multiplied by
4.81.
Please note: The apprentice
National Minimum Wage rose from
£4.30 to £4.81 in April 2022.
4565Q Staff member appears to be paid Checked and correct.

more than the maximum of the local
government pay scale, please supply
areason in a return level note.






Query
Number

Error Message

Minimum notepad entry

4575Q

Staff member appears to be paid
more than the maximum of the local
government pay scale, please supply
a reason in a return level note.

Checked and correct.

4711Q

Staff member with Role of Head
Teacher should have post of Head
Teacher or Executive Head

Please supply reason.

4712Q

Staff member with Role of Deputy
Head Teacher should have post of
Deputy Head Teacher

Please supply reason.

4722Q

Post appears to be inconsistent with
Role Identifier.

Please supply reason.

4723Q

Post appears to be inconsistent with
Role Identifier.

Please supply reason.

4725Q

Role of TASS (Teaching Assistant) or
HLTA (Higher Level Teaching
Assistant) should normally be linked
to post of TAS (Teaching Assistant).

Multiple job roles.

4745Q

Member of staff is working more than
48 hours a week. Please confirm if
this is true.

Confirmed as Correct

4746Q

The open contract for this member of
staff is for less than 0.5 hours per
week. If this is a zero hours contract it
should be removed from the return.
Please confirm if the hours recorded
are correct.

Please supply reason.

If Adhoc employment — please
remove this contract.






Query
Number

Error Message

Minimum notepad entry

4765Q

FTE hours normally expected to be at
least 24 and no greater than 40.

(1) MFL Assistant (less than 24)

OR

(2) Midday supervisor (less than 24)

OR

(3) Multiple Job roles (greater than
40)

Where multiple options are
provided, only one should be
chosen

4825Q

Additional Payment Amount appears
to be high. Please check and confirm
value

Please supply reason.

4834Q

Additional payment start date is
before beginning of previous
academic year: please supply a
reason in a return level note.

Checked and correct payment is
continuing.

4935Q

Last Day of absence is missing for a
non-maternity absence — please
confirm if absence is ongoing.

Absence ongoing.

4945Q

Last Day of absence is not expected
to be after <ReferenceDate>, except
in cases of maternity or paternity
leave. Please confirm if last day of
absence is correct.

Return date has been agreed.

4950Q

More than one absence record
without an end date, please confirm if
this is correct.

Please amend these where
possible or supply reason, e.g.
these are 2 different absence
codes.

10






Query Error Message Minimum notepad entry
Number
4960Q More than one absence record with No minimum notepad entry —
absence category of sickness or please amend these where
pregnancy related absence covering possible or supply reason.
the same date(s): Please supply a Duplication may cause double
reason in a return level note. counting of days sickness or
pregnancy in the schools
published records.
6260Q SENCOs should have a NASENCO Please supply areason. If
qualification unless they had been SENCO is qualified then this
practicing in that role since before 1 must be included in the staff
September 2008. record with qualification subject
Z201.
(1) SENCO is working towards
the qualification
(2) This is a special school.
6150Q Normally ‘Computer Science' should | Please supply areason.
be taught at KS4, rather than 'ICT". )
ICT should onlv b qf If required, please remember to
S_ ould only be used for amend both years 10 and 11
vocational awards, as the ICT GCSE
was withdrawn in 2015. Please
check that this subject is not actually
‘Computer Science'
6530Q The same person has a total Full Multiple job roles.
Time Equivalent ratio greater than
1.5.
6540Q At least one staff record in this (1) Executive head shared with (list

school’s return should show a role of
Head Teacher or Executive Head
Teacher.

DfE number of schools).

(2) Non teacher head teacher or
CEO support staff role.

(3) Other reason (please specify)

Where multiple options are
provided, only one should be
chosen.

11






Query Error Message Minimum notepad entry
Number
6550Q At least one staff record in this (1) If SENCO shared across more
school’s return should show a role of | than one establishment, please
SENCO (SEN Co-ordinator) under a | provide note recording DfE number
current contract. of school where SENCO has
reported.
OR
(2) Please add the role of SENCO
to the appropriate open teacher
contract. (Please note, you may
need to add an additional role to do
this.)
OR
(3) Special schools should add a
note to advise they are a special
school (and a single post of SENCO
is therefore inappropriate).
7120Q Number of Qualified Occasional Please supply a reason.
Teachers present on Census
Reference Date is unexpectedly high
(40 or more): Please supply a reason
in a return level note.
7121Q Number of Unqualified Occasional Please supply areason.
Teachers present on Census
Reference Date is unexpectedly high
(10 or more): Please supply a reason
in a return level note.
7122Q Number of Teachers where not Please supply a reason.

known if qualified or not and who are
present on Census Reference Date is
unexpectedly high (10 or more):
Please supply a reason in a return
level note.

12






Query Error Message Minimum notepad entry
Number
7240Q Please note that this return contains | We confirm there are no teacher

no vacancy records. Please ensure
that is correct, in which case a note of
confirmation must be provided in
COLLECT.

vacancies in this school (please
use exact wording in order for
this query to be auto-OKed).

13






Return level queries

Query Error Message Minimum Notepad entry

Number

ANS1 Please check: the base pay amounts The base pay data provided
provided for part time teachers appears has been checked and reflects
to be the full time equivalent salary rather | the actual annual salaries in
than the pre-tax annual salary. payment. The hours worked

per week are also correct.

BASE1Q | Please check: teacher's salary is more All teacher salaries have been
than 10% below the bottom of the checked and are correct
classroom teacher pay range

FTE1 The FTE number of Support Staff (incl The support staff hours worked
Teaching Assistants) is greater than the per week in all open contracts
overall Support Staff (incl Teaching have been checked and are
Assistants) headcount: Please supply a | correct.
reason.

TMC1Q Please Check: This return contains (XX) | We have run the ‘Teachers

teacher records with more than one open
contract with a combined FTE greater
than 1.2. A list of these teachers can be
found in the report “Teachers with
Multiple Contracts”.

with Multiple Contracts Report’
and confirm that this/these
teacher(s) have multiple open
contracts with a FTE greater
than 1.2,

14






Year on year checks

Query Error Message Minimum Notepad entry
Number
YonY1l The headcount number of For local authorities:
teachers (including advisory
teachers) is significantly different We.have run the "Teacher Headcount
from last year (this collection x, Variance Report’ and we agree that the
last collection y: Please supply a teacher figure in service for this year
reason. shown has been checked and is correct
- Please supply reason for the
change.
For Academies/Free Schools:
The headcount number of teachers has
been checked and is correct. Please
supply reason for the change.
YonY2 The headcount number of school | The support staff headcount figure

support staff (including teaching
assistants) is significantly
different from last year (this
collection x, last collection y:
Please supply a reason

provided has been checked and is
correct - Please supply reason for the
change.
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