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Introduction

SIMS Data Cleansing and GDPR Housekeeping routines should be an ongoing process. It is a good idea to
check your SIMS database after major changes, such as a new intake at the beginning of term or at the end
of the year. By regularly running these routines, it should not become such a time consuming activity.

The latest Data Cleansing reports are available to download from SchoolsWeb and these will be updated as
appropriate. The reports are created in Excel to assist with easy filtering.

https://schoolsweb.buckscc.gov.uk/ict-zone/schools-mis-team/sims-downloads/

There is a checklist of reports and data cleansing routines in Chapter 5. This is a useful guide to work through
to ensure all the data cleansing and housekeeping routines are followed.

Key Problem Areas

Parental Responsibility

This explores contacts incorrectly identified as having parental responsibility and parents who should have
parental responsibility who do not.

Duplicate Contacts

Looking for students who have too many contacts with parental responsibility indicating a possible
duplication of contact details or mis-application of the parental responsibility flag.

Duplicate Addresses

Looking primarily for “missing houses” and broken sibling links.

Duplicate Personnel Records

Looking for duplicate staff records.

SIMS Permissions

To run some of the reports and routines, relevant SIMS permissions are required. Please discuss with the
school’s Systems Manager if there are any issues.

Record Management in Schools
School’s data should be regularly checked and maintained to ensure they are compliant with current GDPR

regulations.

The Information Management Toolkit for Schools, published by the Information and Records Management
Society (IRMS), has been created to assist schools to manage their information in line with the current
legislative frameworks https://irms.org.uk/page/schoolstoolkit . Refer to Chapters 7, 8 and 9.



https://schoolsweb.buckscc.gov.uk/ict-zone/schools-mis-team/sims-downloads/
https://irms.org.uk/page/schoolstoolkit
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Chapter1 Getting Started

Introduction

Before staring the process of Data Cleansing and Housekeeping, please read the guidance notes and work

through them.

Back Up

Check with your IT Manager that a backup was run overnight.

Data Cleansing Reports

Check whether the Data Cleansing reports have already been imported into SIMS.

Reports | Run. Under + Focus — select Student.

Check if they are already there - all reports start with DC...

=1-f=] Focus

..... E
..... Staff

----- ] Class

..... Category

----- ] Template

----- | Gradesat

----- =] Resultsat

----- =] OMR Template
----- =] Resutt

~

Name

DC - Duplicate School histary
DC - Reason for Leaving

DC - School history

DC - Student adds to validate
DCO1 - Missing Contacts

DC04 - Too many contacts
DCO7 - Missing Addresses
DCO8 - Sibling address different

DCO9 - Mailing Point/Sibling link check

DC11 - Student Behaviour
DC12 - Achievements Report

Focus

Student
Student
Student
Student
Student
Student
Student
Student
Student
Student
Student

Owner

Imported
Imported
Imported
Imported
Imported
Imported
Imported
Imported
Imported
Imported
Imported

Import Data Cleansing Reports

These are available to download from:

https://schoolsweb.buckscc.gov.uk/ict-zone/schools-mis-team/sims-downloads/

To download and import the reports — refer to Chapter 2

Create a New Data Cleansing Folder

Create a new folder for the reports on: S:| SIMS | Data Cleansing

Run the Data Cleansing Reports

Run the reports in the order identified.

Using the Checklist

Use the checklist on Chapter 4 to keep a running tally of where you are.

Once data has been corrected, move onto the next report.

Save each report into the Data Cleansing Folder for an easy reference point.

Rerun reports once SIMS has been updated. There may be some anomalies as you work through the data.



https://schoolsweb.buckscc.gov.uk/ict-zone/schools-mis-team/sims-downloads/
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Chapter 2 Importing and Running the Data
Cleansing Reports in SIMS

Downloading the Reports

Download reports (Data Cleansing Reports V3.zip) from:
https://schoolsweb.buckscc.gov.uk/ict-zone/schools-mis-team/sims-downloads/

Save the file to a destination on your computer ie. My Documents or the Desktop

=l & k=
@’ MIS Support A @
The Schools MIS Support Team ._ oy o 0 : ” =
enable them to get the most of M s ﬂ ~ S 0 et ﬂ
Arbor : = == =
s A ') ")
& SIMS Guidance Notes .'".'..
¢ SIMS Downloads -.-
@ Contact us
& Meet the Team
Extracting Reports - Zipped file
e Right click on the file
o Click on ‘Extract All’ (either located on the side or top of the window)
e Follow the wizard and save the folder
Importing the Reports into SIMS I it eport W s
Import reports and associated templates from an archive
e In SIMS, select Reports | Import | schvetle [\ s e Gt G e O cos] (85,0 |
Descrption Status A Check All
e Navigate to where the Report file was saved || e s ey s | (o
|™ oc «Reseon foe Leaving pendng 3
e Select Open v Eg;w:wm s ]
v udent adds 1o vi o pery
. ) | DC::-Msww;Cma\:“ w::
e Highlight the Report and Select Import B0 Nacigod s pesds i
(this may need to be repeated several times where ;"C”"‘””‘“”’ ot |
Import associated templates
several Report files need Importing) L q
Close |
e Click Close when all Reports have been imported.

Running the Report from SIMS

e Select Reports | Run

e Expand Focus

e Select required folder (Staff, Contacts or Student etc.)

e Run Report


https://schoolsweb.buckscc.gov.uk/ict-zone/schools-mis-team/sims-downloads/
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Chapter 3 Key Problem Areas

Why Parental Responsibility is Important

The parental responsibility flag held against each contact is the key to family links and the fa ‘house’
icon on Contacts and reporting ability for Parental Responsibility. Only those individuals who have parental
responsibility must be ‘ticked’.

8 Edit Contact for Jessica Abbott - [m|
Contact details - Mr Kevin Abbott
Save Undo (= Print
1 Basic Details 2 Relationship Details 3 Teleph: and Email Add 4 Add 51 6Job Dgtails 7 Documents
1 Basic Details
Title [m | Photograph [
Forename Kevin
| | <
Middle Name(s) [ |
Surname Abbott )
lick for photographers
Gender Male w
Honours | |
Sl
Addressee Mr K Abbott
Parental Ballot O
2 Relationship Details
Pupil |Jessica Abbott | Contact Type |Father w |
Correspondence [} Parental Responsibility el Priority |‘I |
Pupil Report O Court Order O Contact Priority Source |Pr0vided by the parent ~ |

It is paramount that this flag is correctly set, otherwise:

. Missing houses on contact / Family Link
. Family links won’t populate correctly
. Incorrect reporting

Problems Created by Duplicate Contacts

Over time duplicate contacts have been created on the SIMS databases. This reduces the effectiveness of the
system and makes administration more burdensome. Specifically it causes a number of problems:

. Sibling links may not be created correctly by the system.
. If using mail merge then duplicate letters may be created.
. When updating contact details, these may be updated on one record only, leaving a data mis-match.

Address Problems

One of the most troublesome problems on SIMS is duplicate addresses. These can usually be identified by
“missing houses” against the parent contact record held on the student.

5 Family/Home:
Contacts Priofity ~ Name Relationship Court Order  Telephone |:| MNew
fat1  MrKevin Abbott Father 07333300122 | [ Open
I— 2 Marion Abbott Mather 0113 333444 % Delete
3 Mrs Elaine Abbott Cther Family Member
[ Copy
< > @ Clone
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In the example, it can be seen that Mr Abbott has a faf symbol against his details, whereas the mother does
not. Here the system is indicating that the father is living at the same address as the pupil whereas the
mother is not. This may be correct. However, in some instances this will be incorrect and will need to be
changed.

It is important that the correct address is associated with all members of the same family living at the same
address. Failure to do this can cause the following problems:

. The addresses may show slightly differently on each contact and may be wrong. If updated then they
may not necessarily be corrected on all records.

. Mailing point and sibling links may not work correctly causing duplicate letters to be produced for
the same address.

. If the family move house, some of the family may be left behind on the duplicate address. This may
not be picked up when the record is updated.

. Address information is stored at County in the ONE system and this can cause anomalies.

Personnel Record Problems

It is not unusual for more than one personnel record to exist on SIMS for a member of staff. This causes the
following problems with the SIMS system:

e Staff can be incorrectly counted on the School Workforce return.

e Staff can be incorrectly assigned to the pastoral structure at end of year. This will ripple through the
system in the next academic year and will affect attendance registers, reporting, assessment, timetabling
etc.

NOTE:
Access to Personnel records will be subject to relevant permissions.

Any work on Personnel must be undertaken in conjunction with the school Bursar, or the person who is
responsible for staff records and contracts.

Special consideration MUST be given to the changes made, if FMS is used within your school.
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Chapter 4 Data Cleansing Reports & Checklist

Data Cleansing Reports Report Checks For? Numbers
Focus reported

DCO1 — Missing Contacts Student No Parental Responsibility

DCO02 — Missing Parental Responsibility Contacts No Parental Responsibility

P tal R ibilit
DCO3 — Parental Responsibility Non-Parents | Contacts arental Responsibility

Incorrect?
P talR ibilit

DC04 — Too Many Contacts Student arental Responsibility
Incorrect?

DCO5 — Duplicate Contacts Contacts Duplicate Contacts

DCO6 — Address Disclosure Contacts Other

DCO7 — Missing Addresses Student Parental Responsibility

DCO08 — Sibling Address Different Student Duplicate Addresses

DCO09 — Mailing Point/Sibling Links Check Student Duplicate Contacts and/or
Addresses

DC10 — Parental Responsibility List Contacts Parental Responsibility

Other Useful Reports:

DC — Duplicate School History Student School History

DC — Reason for Leaving Student Reason for Leaving

DC — Student Address to Validate Student Sthjent Addresses not
Validated

DC — Contacts Address to Validate Contacts Corlmtacts Addresses not
Validated

DC11 - Student Behaviour List Student Behaviour Details

DC12 — Achievements Report Student Achievements

Staff Reports:

DC — Missing Scale/Range End Date Staff Check for Missing End Dates

DC13 — Duplicate Personnel Records Staff Duplicate Personnel records

DC — Staff Address to Validate Staff Staff Addresses not Validated
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Maintaining SIMS Data Checklist

Check/Run:

Actioned:

Tidy and Merge Addresses

Unmatchable Address Report

Resolve Duplicate Addresses

Setup Addressee Format

Update Parental Salutation

Update Parental Addressee

Housekeeping General:

Name Format
Reset Parental Ballot Flags
Update Mailing Point

Merge Agencies

Run:
Tools | Validate Memberships

Tools | System Diagnostics | Database Diagnostics

Admission Records:
Tidying admission records and groups

Bulk delete application data

Web Address Validation (WAV)

GDPR Housekeeping Routines:

Delete Unlinked Contacts

Delete Unlinked Persons

Delete Pupil/Student

Permanently delete pupil/student data
Protect pupil/student bulk deletion process
Bulk delete pupil/student data

Document Management Server

GDPR Requests

Delete Staff Records
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Chapter 5 Running Data Cleansing Reports

DCO1 — Missing Contacts

Report | Focus | Student

Purpose:

Identify any students that do not have a contact shown with parental responsibility.

Selection by:

All children where the parent count is zero.

How: Lists student names.
IE_’] File Edit View Insert Format Tools Data  Window  Held
IEHS SAIVEIS R F[9- -
Arial - 10 = I U g = @
A1 - #& Surmname
A B lc|] D | E |
1 |Surname IForename Reg Year | Count
2 |Adams Tlames 104 Year 100
3 |Ballinger Eden 7C Year 7 0
4 |Banner Charlotte 7B |Year 7 0
5 |Barnetti Alexia TA [Year 7 0
6 |Bell Leonis 0 Year 7 0
T |Blackmore Frances 0 Year 7 0
8 |Cruise Harry 98 Year 9 0
8 |Evans Aaron 70 Year 7 |0
10 |Faloon Aaron g0 Year § |0
11 [Fuller Marissa TF Year 7 0
12 |Gatehead Micheal TE |Year 7 0
13 | Gill Andrew 7B |Year 7 0
14 | Gray Wicheal 70 Year 7 0
15 |Grazer Alex TE [Year 7 0

This simple report shows any students that do not have anybody as listed as having parental responsibility.

Action: Check pupil records and assign parental responsibility to contacts as appropriate. If contacts are
missing enter them on the pupil record.
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DC02 - Missing Parental Responsibility

Focus | Contacts

Purpose: To identify any mother or father contacts that do not have parental
responsibility ticked. Should assist with tidy up of missing houses.
Selection by: Type of contact, defaults to mother and father
How: Lists mothers and fathers where parental responsibility is not true.
IZI_] File Edit View Insert Format Tools Data Window Help
NEEHSSATHI SRR T 90 B Ui Do -0f)
arial o LBl uEEEE @y 0 @B EE -o-A-B
Al - % Title
Al B [ ¢ | D [ E | F | 6 H [ 1 [
1 |TitlelForename Surname  AddressLine Relationshij Parental responsibility Surname {Forename Year Reg
2 |Mrs [Joanne  |Archer Mother F Archer Glen Year 13 G
3 |Lord Lord Asriel Jordan College High Street. Oxford Father F Belacqua ilyra Year 7 7D
4 |[Ms |Mary Ballinger Mother F Ballinger  iEden Year 7 7C
5 |Dr_ | David Banner Father F Banner Charlotte Year 7 7B
6 |Mrs |Janet Banner Mother F Banner Charlotte Year 7 7B

This report shows any mothers or fathers who do not have parental responsibility indicated on the system.
Most natural parents would be expected to have parental responsibility unless there is a court order.

Action: Check pupil records and assign parental responsibility to contacts as appropriate.

DCO03 — Parental Responsibility Non-Parent

Focus | Contacts

Purpose: To identify any other contacts that have parental responsibility ticked, who perhaps
should not have.

Selection by: By contact type excluding mother and father where parental responsibility is ticked.

How: Lists contact details

@4] Ele Edit View [nsert Format Tools Data  Window Help T
AEESSRVEISRR-F|9-0- /82 -3EUWS 0 -Of
s -u By EE=EHB% o BBEEE-H-AJ

A20 - A Mr

Al B ] E [ D [ E E I G |
1 |Title Forename Surname AddressLine Relationship Parental responsibilit Surname Forename Ye
2 [Mr_ [ Chris Adey 6 Chirk Way, Wirral, CH46 0PT Step Father T Adey Ilarc Ye
3 [Miss Leona Adey 6 Chirk Way, Wirral. CH46 OPT Step Mother T Adey Ilarc Ye
4 [Mr_ Andre Agassi Step Father T McEnroe Jonny Ye
5 [Mrs |Stephanie |Agassi Step Mother T McEnroe Jonny Ye
6 |Mr Markus Ahlman 45 Adelaide Square. Bedford. Bedfordshire, MK40 2RN Carer T Ahlman Victor Ye
7 [Mrs ALLCROFT |8 Ventnor Road, Cwmbran, Wales. NP44 3JY Step Mother T Allcroft Catherine |Ye
8 [Mrs |Chystal Amis 78 Iddesleigh Road. Bedford, MK40 4LL Grandparent T Amis Joshua  Ye
9 |Mrs B AMRAN Neight Other Contact T Amran Cera Ye
10 |Mr_ | John Anderson 23 Delaunays Road. Hunstanton. Kings Lynn, Norfolk, PE30 6HG Step Father T Andersan Jacob Ye
11 [Mrs_|Julie Anderson 9 Torridge Rise, Bedford, Bedfordshire, MK41 7AL Other Relative T Anderson Dylan Ye
12 Annis 24 Norfolk Road. Market Blandings. Barset, MK42 5FG Other Contact T Gill Ben Ye

This report shows those contacts in the system that is showing as having parental responsibility for the child.
The system is indicating that these individuals are entitled to full access to the pupils and their records and
would be eligible if “parental responsibility” is true.

These need to be checked and, as you can see from the example, there are a number of individuals you would
not expect to have parental responsibility.

Action: Check pupil records and remove parental responsibility from contacts as appropriate.
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Duplicate Contact Reports:

DC04 - Too Many Contacts

Focus | Student

Purpose: To identify any pupils that have more than two people identified as having parental
responsibility.

Selection by: All pupils where the parent count is greater than 2.

How: Lists pupil’s names.

Eﬂ File Edit View Insert Format Tools Data  Window Help
NEHS GRIVE & R-FI9-0-18 3 -
|F-.|'ia| | |v|1'II - I u E = & 5@ % v %l
E;ET—I - B Surmame
A B l¢c| D | E|] F | G
1 |Surname JForename Reg Year Count
2 [Amran TCera 9F Year 9 3
3 |Coy Wil L Year 13 13
4 |Foxcroft Mick 9F Year 9 3
5 |Lewton K.atherine aC  Year § 4
6 |Lucas Danigl 8E  Year § 3
7 |Massey Fyan 8C  Year 8 |3
8 |McCulloch  |Hannah aF Year § 3
8 [Moore Steven 84 Year 3 3
10 |Pacci Antonio H Year 12 |3

This simple report shows those students that have more than 2 people identified as having parental
responsibility. This may be correct but needs to be checked. Where there are 4 contacts showing, this is
usually a good indication of duplicate contacts, often both parents will be repeated.

Action: Remove any duplicate contacts from pupil records, and then delete the unlinked contact.
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DCO05 — Duplicate Contacts

Focus | Contacts

Purpose: To allow a manual check of contacts on your system.
Selection by: Parental responsibility is Yes.
Sorts into address line order.

This will be a large report.
You may also wish to run this in conjunction with CES Reporting Services Duplicate
Contact Check Report which sorts by Surname and Forename.

How: A manual check, line by line looking for duplicate mothers and fathers.

This is a big report and a long process.

[ Microsoft Excel - Book1

E‘_’] File Edit View Insert Format Tools Data Window Help ype

NEHSISRITE &R F9-0-/8 = -5 5lMsw: -0f

Arial -u -[Blz uElE=EH 2% 0 @S S-A-4
Al - £ Surname
A | B C D [T ET F | G

| 1 |Surname IForename AddressLine Main Home TelephonInitials Gender Relationship
2 |Agassi Andre Al il Step Father
3 |Agassi Stephanie SA F Step Mother
4 |Banks Edwina EB F Other Family IV}
5 |Bateman Jenny JB F Mother

6 |Bennet Susan SB F Grandparent
T |Birch Lisa LB F Mather

& |Breslin Andre AB M Father

91 |PEACOCK R 11 Tatwin Drive, Crowland, Peterborough. Lincolnshire, PEG 0AE 01234 230210 RP M Other Relative
92 [Massey Rebecca 11 Twickenham Drive, Wirral, Merseyside, CH46 1RJ RM F Maother

93 |Anderson Carmela 11 Woburn Road. Wallasey. CH45 50U cA F Mother

94 |Anderson Pater 11 Wobumn Road, Wallasey. CH45 50U PA 1] Father

95 [Meredith Jenny 112 Chesterbrook Crescent. Newtownards, BT23 807 JM F Maother

96 [Meredith Peter 112 Chesterbrook Crescent. Newtownards, BT23 6Q7 P M Father

97 | Oliver Jamie 112 Chesterbrook Crescent, Newtownards, BT23 8QZ Jo il Step Father
98 |Moore Barhara 112 Shakespeare Road, Bedford. Bedfordshire, MK40 2DJ 01234 267583 BM F Mather

99 [Moore Henry 112 Shakespeare Road. Bedford. Bedfordshire, M40 2DJ 01234 267583 HWM M Father
100[VINCENT Caroline 113 Noon Layer Drive. Middleton. Milton Keynes, MK10 98T 265541 cv F Mother
101[VINCENT Robert 113 Noon Layer Drive. Middleton. Milton Keynes, MK10 98T 265541 RV ] Father

102| SHARMAN K 114 Castlesteads. Bancroft. Milton Keynes. MK13 0PT 842337 KS 1] Father
103|Blundell Dominigue 115 Wilstead Road. Elstow, Bedford, Bedfordshire, MIK42 9YF 01234 32378 DB F Mather

104 Citrine Angela 117 Eleanor Road, Bidston, Birkenhead, Merseyside, CH43 7TQP AC Mather
105|Citrine Tom 117 Eleanor Road, Bidston, Birkenhead, Merseyside, CH43 7QP TC M Father
106|Critine Angela 117 Eleanor Road, Bidston. Birkenhead, Merseyside, CH43 7QP AC F Mother
107|McDougall Jenny 117 Millhouse Lane. Moreton. Wirral. CH46 GEF JM F Mather
108|McDougall Peter 117 Millhouse Lane, Moreton, Wirral. CH46 GEF PM W Father

This is a very large report which will require manual checking. There is no easy way to look for duplicate
contacts except to scan the list.

Action: Manually check for duplicate contacts and delete as necessary.

11
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Address Correction Reports:

DCO06 — Address disclosure

Focus | Contacts

To allow a manual check of Home address can be transferred and Home address can
be disclosed transfer flags. Note: these are ticked by default in a pupil’s record.
Type of contact, defaults to mother and father.

Checks for any contact where parental responsibility is ticked but where address

Purpose:

Selection by:

disclosure or address transfer boxes are not ticked.

How: Lists contact details.

Home address can be transferred should be unticked if concerns regarding the validity of the address and
not to be transferred via a CTF or other related individuals.

Home address can be disclosed should be unticked if home address cannot be disclosed to ex-marital
partners. When unticked, reports do not produce details of the address.

[ Print_Titles = e Title
| Al B [ © | D | E | F | G [ = | | [0 | vk [ L] m
Title Forename Surname address disclosure address transfer AddressLine Relationshif PR Surname Forename Year Req
2 [Mr [Mike coy F F Father T Coy Wil Year 13 L
3 |Mrs Corrinne  Masters F F Mather T Masters Mike Year §
4 |Mr_John Masters F F Father T Masters Mike Year 8

On this report you can see that there are 3 contacts that have the address disclosure or address transfer
fields showing as “F”. This indicates that these fields are not ticked on the contact’s record, and as a result
their address details will not show on any report or in third party software eg. Parent App, Parent App Lite.

Action: Tick the address disclosure and address transfer boxes on contact records where appropriate.

DCO07 — Missing addresses

Focus | Student
Purpose: To identify any contacts with parental responsibility that does not have a home
address. This will help identify missing houses.
Selection by: Parental responsibility is ticked and street and town of home address is blank.
How: Lists contact details.
Al - A Surname -
A | B |c|] D |E]|] F G H | I [ J
1 |Surname IForenameReq Year  Title Forename Surname Relationship Parental responsibility |AddressLine
2 |Bartham  |Melissa 8B Year & Mr  Matt Hammersmith | Step Father T
3 |Bateman David 8C Year 8 Mrs Jenny Baterman Mother T
4 |Becker Baorris 88 |Year & Mr  Becker | Jimmy Other Family Member | T
5 |Belacqua Lyra 7D Year 7 Lady Marisa Coulter Iother T
6 |Bennet Michael |8C Year & Mrs Susan Bennet Grandparent T
¥ |Birch Sam 68 |Year & Mrs Lisa Birch Iother T
8 |Breslin Rachel 88 Year 8 Mr | Andre Breslin Father T

This report shows all contacts on the system with parental responsibility that does not have any address
details showing.

Some of these will be listed here because the Address Disclosed and Address Transfer flags are not set
correctly on the system.

Action: Enter the address for contacts if known.

12
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DCO08 — Sibling Address Different

Focus | Student

Purpose:

To identify duplicate addresses and incorrect addresses/sibling links.

Selection by:

Uses Same Address flag held on family links.

How:

Shows both sets of pupils and their respective addresses.

Note: where the address is showing as the same for both pupils this indicates a
duplicate address on the system. One of the pupils will almost certainly have a
missing house in this instance.

£1 Microsoft Excel - Book1

P__‘_I] Ele Edit View Insert Format Tools Data  Window Help Type a question for hel

JGHSSRIVEI S RB-F/9-0- &= -3lilllax -©f

A -0 -y [EEEHE 0 @Y i-a-A-1
A2 - fie Abhat
[ a 1T 8 | C [ o JE] F G | H
1 |Surname Forename Addressline Year __|Req Sibling name Same address’ AddressLine
Ben 38 Cambridge Street, Walverton, Milton Keynes, MK12 5AB Year 11 11A Clarissa Abbot 9A F 38 Cambridge Street Walverton, Milton Keynes MK12 &
James Abbot 8F F 36 Cambridge Street Walverton, Milton Keynes MK12 5¢
Claire Abbot 7A F 36 Cambridge Street Walverton, Milton Keynes MK12 5¢
Claire 38 Cambridge Street, Waolverton, Milton Keynes, MK12 5AB Year 7 7A BenAbbot 114 F 36 Cambridge Street Walverton, Milton Keynes MK12 5¢
Clarissa 38 Cambridge Street, Wolverton, Milton Keynes, MK12 5AB Year 9 94 BenAbbot 114 F 36 Cambridge Street Walverton, Milton Keynes MK12 5¢
James 38 Cambridae Street Wolverton. Milton Keynes. MK12 5AB Year 8 BF BenAbbot 114 F 38 Cambridge Street Wolverton. Milton Kevnes. MK12 54
Amanat 09 Waen Lane, StJanes, Parkshire, SL17 5BH Year 9 90 Minag Akhtar 8C F 22 Brushwood Road, Chesham, Bucks, HPS 3DW
Rahana 09 Waen Lane, StJanes, Parkshire, SL17 5BH Year 9 9B Mina Akhtar 8C F 22 Brushwood Road, Chesham, Bucks, HPS 3DW
Mina 22 Brushwood Road, Chesham, Bucks, HPS 30W Year 9 9C  Amanat Akhtar 90 F Waen Lane, StJanes, Parkshire, SL17 5BH
Rahana Akhtar 9B F 08 Waen Lane, StJanes, Parkshire, SL17 5BH

This is the most useful report in identifying duplicate addresses on the system.

It is possible from the example above to see that Ben Abbot has the same address as that of his siblings,
Clarissa, James and Claire. However, the system does not recognise them as living at the same address
though it knows that they are related.

In this example there is no other explanation than there must be a duplicate address.

Action: Ensure that all family members are linked to the same record of the address (see Identifying
Missing House Icons).

13
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Other Data Checking Reports:

DC09 — Mailing Point | Sibling Links Check

Focus | Student

Pre-requisite Must run Set Mailing point routine from:
Tools | Housekeeping | General

Purpose: To identify sibling links not correct within SIMS and to help identify missing houses.
To update the Mailing Point in SIMS.
This report may not be relevant in your school.

Selection by: All children where mailing point is ticked.

How: The report is sorted by surname and address.
If the sibling relationship is correctly defined only one child per address will be shown.
Multiple children per address indicate a problem with the SIMS data.

Note: any twins will both show with mailing point set but may not be an error.

£1 Microsoft Excel - Book1

IE_] Fle Edit WView Insert Format Tools Data Window Help

NEHSISRIVEI&LBR-F/9-0- -3 E W4 w: -@f
Arial -0 -|B 7 U|EEEEIE % 0 W8 E ~Hh-A-H
A3 - /& Abbot
A | E] [c] b [E] F G

1 |Surname Forename |Age Year  Reg AddressLine Mailing point
2 |Abbey David 13 Year § |8F 17 Paulsfield Drive. Wirral, CH46 0UA T

Abbot Ben 15 Year 11 11A 29 Featherstone Road, Wolverton Mill, Milton Keynes, MK12 5ER i
4 L'\bbolt Mark 14 Year 9 9A 29 Featherstone Road. Waolverton Mill. Milton Keynes. MK12 S5ER. il
5 |Able Benjamin 14 Year 9 9A 45 Willow WayYES, Port Talbot, SA12 8TP T
6 |Ablett Michag! 17 Year 12 G 31 Castle Gardens. Kimbolton, Huntingdon, Cambridgeshire, PE28 0JE T
7 |Abu-Koash Frederik 13 Year 9 9C 4Ba Pridmore Close Woodnewton. Peterborough. Morthamptonshire. PES 5EY T
8 |Abulayvichitr Mark 18 |Year 13 Q& Port Lane. Castor. Peterborough, PES TAP T
9 |Ackroyd Mary 13 Year 8 8B 27 Springfield Avenue, Kemnpston. Bedford. Bedfordshire, Mk42 8HU T
10 | Adair Geoffrey 14 |Year 9 9B 14 Coleham Head, East Town. Eastshire, SL3 7TBW T
11 |Adam Briony 15 |Year 11 11C 45 Nagshead Lane. Wyhoston, Bedford, Bedfordshire, MK44 3AN T
12 |Adams James 15 Year 10 10A 133 Ammstrong Drive. Bedford, Beds, MK42 9JW T
13 |Adams Louise 14 Year 9 9C 2 Church Close. Maids Moreton, Buckingham, Buckinghamshire, MK18 1QG T
14 |Adams Kathryn 12 Year 7 7B 25 Denton Drive. Bedford, MK44 5HT T
15 |Adams Qwen 15 |Year 10 10C 84 Elder Gate, Great Barford, Milton Keynes. MK3 1BS T

This report should be run in conjunction with the Set Mailing Point Housekeeping option. If data is held
correctly on the system, only one child from each family will appear on this report as the mailing point. This
is either the oldest or the youngest, dependant on how you ran your Mailing point routine. Where the 2
children are showing on this report who belong to the same family, as for the Abbott family above, then this
indicates a duplicate contact. The system is not recognising them correctly as being siblings.

Action: Manually check that only one child per family is showing. For any families where this is not the
case checks parental responsibility and check for duplicate contacts.
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DC10 - Parental Responsibility List

Focus | Contact

Purpose:

To list all contacts with parental responsibility.

Selection by:

All contacts with parental responsibility.
Additional filter by year group if required.

How:

Shows contact name, relationship and address, student name.

This report lists all contacts with parental responsibility that have at least one child
on roll. This can be used to determine which parents receive contact via third party
software. It permits filtering by Year Group, if you wish to work with one Year Group

atatime.
= g
Home | Insert Page Layout Formulas Data Review  View  AddIns o @@
# cut " . . =] = 1 o T Tk R T Autosum v %
Calibri 1l v A A === ¥ =1 Wrap Text Text ! p L 2
53 Copy ~ p— p— = fEd —1 @ i 3] Fin - Z l;a
Bl7U- - &-A-EH== B Merge & Center » | B@ » o 3 | <0 .00 Conditional Format Cell | Insert Delete Format Sort & Find &
 Format Painter = = Lo — R B merge & Center - | - % >0 eormatting * as Table - Styles+ | - - <2 Clear~  Fiter~ Selact+
Clipboard Font Alignment Number Styles Cells Editing
Al - Jx | Fullname
A B ( D E |[F|la H 1 J n
1 Full name AddressLine Main Tel. No. {Relationship Priority PR OR Student NoC N
2 Mrs Alicia Akeman 239 The Sycamores, Milton, Cambridge, CB24 6ZD 01632440297 iMother '1 T ¥ Richard Akeman ’3
3 DrSimon Akeman 233 The Sycamores, Milton, Cambridge, CB24 6ZD 01632440297 iFather '2 T ¥ Richard Akeman '3
4 Mrs Aitana Alamilla 14 Dudley Street, Bedford, MK40 3TB 01632 393811 iMother 1 T Y Sofia Alamilla 1
5 Mr Manuel Alamilla 14 Dudley Street, Bedford, MK40 3TB 01632 393811 |Father '2 T ¥ Sofia Alamilla ’1

PR = Parental Responsibility. Value T = True

OR = On Roll. At least one of their children is on roll.

NoC | = Number of children for which they are a contact including those for which they do not have
parental responsibility.

Personnel Reports:

DC — Missing Scale/Range End Date

Focus | Staff

Purpose:

To identify missing end dates for current and leavers. Also enables checking of scale
or range for staff — making sure that they have a current record.

Selection by:

All Staff with eligible for SWR is ticked.

How:

The report is sorted by surname and address and presented in Excel for easy sorting.

g Home | Inset  Page layout  Formulas  Data  Review  View  AddIns > @ = @ &
PAS m ek Eemv Seen w3 I3 E I M
"5 | 3 comtrorer B U 0| 0 A e scor~ | 0= % » |68 oo Fowr g | men ok ot | 5, S THOS

Clipboard Font Alignment MNumber Styles Cells Editing
Al - J« | Full Name M
A B I c D E F G H e

1 |Full Name Date of Leaving Employment Start Date Date of Leaving Contract End Date {Service Term Current Scale/Range Start Date Current Scale/Range End Date HistoricaIScaIeIRang%
2 |Ms C Connelly 06 April 1991 NJC- APT & CStaff 01 April 2011 01 April 2010
3 01 April 2009
4 |MrsR Lorrin 01 April 1988 NJC- APT & C Staff 01 April 2010 01 April 2009
5 |MrR Wilton 01 September 1991 NJC- APT & C Staff 01 April 2000
6 |Mrs T Finch 29 May 1986 NJC- APT & C Staff 01September 2011
7 |Ms M Gascoigne 30January 1992 NJC- APT & Cstaff 01September 2011
2 _Mr(Q lovner 01 lanuarn: 1997 1 d i 01 Augnst 2016 01 her 2008
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Chapter 6 Maintaining School Data

Introduction

It is advisable to carry out the following routines on a termly basis. This will keep the SIMS data up to date.

Tidy and Merge Addresses

Route Tools | Housekeeping | Bulk Address Tools | Tidy and Merge Addresses
Purpose: To identify incorrectly formatted address.
How: Click Tidy Report to view addresses report.

The report will show address before and after rules have been applied.

Check the addresses list report to ensure you are happy with the changes.
Any changes made via Merge are irreversible.

Return to SIMS and select Skip to Merge.

Note: Address rules are pre-determined by ESS. Before you amend any, please
contact the ICT Schools Team for further advice.

Address Tidy and Merge Wizard ? X

Address Tidy Wizard

This wizard will give you the report for address tidy. This
processing may take some time.

Pleaseread the report carefully as this tool will change your
address data. Once acceplted this is imeversible and wall require
manual amendment.

Skip to Merge{| Tidy F{epnm Cancel

Address Tidy Report

Address .. House Street Post . .

Trpe Apartment House Name Namber | Description District Town County Code Country Residents
Before - - 10 Queen Street |- Wrexham |- H{},l Eﬁ‘;jom <none, ever>
Afierb0 | <<DELETE>>|- - - - - - - - as above
MK4S  |United
> :
Before 2 Catherine Road  |Flitwick Bedford Py Kingdom |"ome- ever
Afier b0 | <<DELETE=>|- - as above
Before - - 15 Wobuen Road |- Luton Bedfordshire|LUS 3pp |Uted <none, ever=>
Kingdom
Afier b0 |<<DELETE>>|- - - as above
Before - - Ruffs Fuze |- Oakley Bedford ;’llé‘“ Eﬁ‘;om <none, ever
Afierb0 | <<DELETE>>|- - - as above
Hawthome MK40  |United

Before - - 3 et - Bedford |- s Kingdom |"ome- ever
Afier b0 | <<DELETE=>|- B , - - - - - as above
Before - - 17 The Furlong | Oakley Bedford |- ;"Rl‘g LA <none, ever>
Afier b0 |<<DELETE>>|- - - - - - - - as above
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Address Tidy and Merge Wizard

Address Merge Wizard

This wizard will give you the report for address merge. This
processing may take some time.

Please read the report carefully as this tool will change your
address data. Once accepted this is ireversible and wall require

manual amendment.
Merge Report ) | Cancel |

Adidyess Mewge Bepani
P [T — ;;'; n-::_ Dmin | Tosm | Oty ::. Comary| skt
— 1 el | S ton o naa, e
= = B
Moot i '.._""‘: - femia .-',;' Cr ]
gl Rewiils: e :::'" :":“ — ‘I"__" [—
g - T :‘_'::"'" ":"':_‘ f— _.:"' 18] Lurwley, e
AT Rewlils: o f’;:"" :"‘;" S— ‘I"__': e
“mgmal X i ,t": L il 1 E::'i::*“‘"
— - ::‘:: — E-‘::‘T-:-r Far
Mot I - [P [
- s
= N SR T

Unmatchable Address Report

Route Tools | Housekeeping | Bulk Address Tools | Unmatchable Addresses Report

Purpose: | To identify unmatched Address held in the Database.

How: Report will show any address which are not validated or connected.

NOTE: This report can only be run once. Please print or save the report to check address.

Unmatchable Address Report

Usmatehable Addreis Beiadeali
13 Preak Derve 1Cni] Yo, Mlir Chanbe for Yoo, Akden
Lorwer Craeficl] Strnet Belfast Northam Eeland LNG 4] [ R
Sastion Road Letcherts Garden Uiy Hemtfondidare 5066 550 [App] DL ceero, Astosis Luca
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Identifying Missing House Icons in a Student’s Record

When checking pupil details, it is important in Panel 5: Family/Home the house icon is showing correctly as
seen below.

The only way to check for missing houses is to manually work through your pupil records.

5 FamilyHome
Contacts Priorty ~ Name Relationship  Court Order ~ Telephone Location | |1 New
b1 Mrs Nilesh Abhra Mother 01632 776110 H X Open
fal2  MrPai Abhra Father 01632 776110 H 9 Delete
& Copy
< > rj] Clone

As previously mentioned, the house icon indicates that the contact is living at the same address as that of
the child. This is usually the mother and father but also occasionally another relative.

If the house icon is missing, then the contact is not living at the same address. This may be because no
address details have been entered or that they have been entered incorrectly, resulting in a duplicate
address. It is imperative these details are recorded properly and this should be corrected when noticed.

Resolving Duplicate Addresses

One reason for having a missing house on the system is the presence of a duplicate address. The parent
without the house will be living at an address that looks similar or the same but which the SIMS believes to
be different.

In the image below, we can see that Mr and Mrs Aaron do not have houses attached to them, yet when
checking the records both the child Jason, and his parents, appear to be living at the same address, 24
Granwville Street, Aylesbury, HP20 2JR.

R Find Student
D Mew Search - Open Print mBrowse @Next ﬁPrevious View -

ﬁ Student Details: Jason Aaron

Save Undo =1 Print
1Basic Details 2 Registration 3 Addresses 4 Telephones and Email Addresses 5 Family/Home 6 Dietary 7 Medical 8 Ethnic/Cultural
12 Parental Consent 13 User Defined Fields

5 FamilyHome
Contacts Priority MName Relationship  Court Order  Telephone Locati |:| Mew
1 Mrs Judith Aaron Mother 073332929111 M [% Open
2 Mr Daniel Aaron Father 07333 181222 W % Delete
& Copy
< > f]] Clone
Parental Salutation | | Parental Addressee | |

Occasionally you may have lots of duplicate addresses and it can be difficult to determine which one is
associated with the student! It is essential that all contacts are linked to the same record if living at the same
address.

Here we will look at not only how to associate the contact with the correct address record, but also how to
flag the duplicate so that we don’t use it again.

From the Edit Contact Screen for Mrs Aaron we need to change her address to the same record as that of
Jason, but also to mark the duplicate address as a duplicate, so that we do not use it again.

1. Click Modify Address.

2. Click Yes to the message: “You are about to make a minor correction to the address........”
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3. The Address fields will be displayed in Edit Mode as shown in the next image.
4. Change the Postcode to XX9 9XX.

Current Home Address Detals (Mot validated)

pa— — T R — T
House No 2 [E Move House
Street [Gramale Strest & Validate
District ] Town/City [yesbuy |

County Post Code e |

Country United Kingdom - Address type Home -

Note ‘ ‘

Start date 171172007 B] End date B

5. Save the record.

6. Delete Mrs Aaron’s address.

7. Click Yes to the message “You are about to delete the selected address, do you wish to continue?”.
8

Save the change.

NOTE: The address has been removed from the record, but not deleted from the database.

Enter HP20 2JR into Postcode field and press Continue. It is now possible to only see one address.

B Find Matching Addresses E=NAC

Matched Addresses
The following addresses known to the SIMS database have similar details
To add a new address with the details entered above. select New.
To select an existing address, select Open.
To create an address similar to an existing aone, select Copy.
House Name HouseNo.  Apatmert  Street Town PostCode < [ Hew
7] 12 Granville Street Aylesbury HP20 2JR [ Open
@ 13 Granville Street Aylesbury HP20 2JR B Copy
@ 20 Granville Street HAylesbury HP20 2IR . /’
Q 2 Granville Street Aylesbury HP20 2IR -
@ 22 Granville Street Hylesbury HP20 2JR
7] 2 Granville Street Aylesbury HP20 2JR
| @ 25 Granville Street Aylesbury HP20 ZIR
@ 26 Granville Street Hylesbury HP20 2JR
I @ 27 Granville Street HAylesbury HP20 2IR
Q 27 Flat 1 Granville Street Aylesbury HP20 2IR
@ 27 Aat 2 Granville Street Aylesbury HP20 ZIR
7] 23 Granville Street Aylesbury HP20 2JR
il @Gmund A. 3 Granville Street HAylesbury HP20 2IR
I_(:) E ille Cincct deaks Lpan a0 Si
. . . ma
9. Highlight the correct address and click Open
B Addresses

10. Enter the Address type = Home

Current Home Address Details (Validated)

@ Address [24 Granville Street 9 Delete
. b
11. Click Save and OK. e 25 Mogy Address
United Kingdom [ Move House
UPRN: 766255862 Gy Validate
Nate

Repeat this process for the father’s record.

On selecting the father’s record, if only one duplicate address exists on the system, then his address will
already be showing with XX.

Now it is just necessary to delete this address and associate him with the correct address.
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B Edit Contact for Jason Aaron - [m] X

Contact details - Mr Daniel Aaron

Save Undo (=) Print
1 Basic Details 2 Rell hip Details 3 Teleph and Email Add: 4 Add 5Llanguage 6 Job Details 7 Documents
A

4 Addresses

Home address can be transferred [

Current Home Address Details (Mot validated)

@ Address [24 Granville Strest 3¢ Delete
(Aylesbury ’
DO GXK &) Modify Address
United Kingdom ) Move House
B Validate
Note | |
Start date 01/09/2018 [ End date [
Enter additional address
House o
Number/Name [ | [® advenced
‘Search Validation Sarvice ‘Search Existing Addresses

Cancel

If his address is not showing with XX, then you may have an additional duplicate record (check to see if the
postcode is slightly different), in which case you need to start the process again.

lﬁ Student Details: Jason Aaron

Save Undo = Print
1 Basic Details 2 Registration 2 Addresses 4 Telephones and Email Addresses 5 Family/Home 6 Dietary 7 Medical 8 Ethnic/Cultural
12 Parental Consent 13 User Defined Fields

5 Family/Home
Contacts Priority Mame Relationship  Court Order  Telephone Locati |:| Mew
fat1 Mrs Judith Aaron Mother 073332929711 M [ Open
T T R TR 5 oo
& Copy
< > @ Clone

Once you have made all the necessary changes it is important that you check any siblings to ensure that they
are still showing correctly. As a rule, the eldest child is normally the correct record; it is the younger sibling
records that are usually incorrect.

S Mame Date of Bith  “Year FReg  Gender Dateof Adm.. Dateof Lea..
Family Links
Aaron, Jason 08/03/2006 & 8B Male 01/08/2017
< >

NOTE: Web Address Validation will eradicate most duplicate address issues.

If you do not have WAV, (or are not sure), or are having difficulties resolving missing houses, please contact
the ICT Schools Team: 01296 383500 option 1, or email: ictschools@buckinghamshire.gov.uk for assistance.

Setup Addresses Format
1. Select Tools | Setups | Setup Addressee Format. [ Setup Addressee Format I (i e o]

2. Choose your preferences. B crit ek e3 e houmat
Default (Do not include Second Parent's initials) @)
3. Save. Include Second Parent’s Initizls F
Contact Addressee Format
Default (Include Contact’s initials) @

Do not include Contact’s initials

[ save |[ cCancel |
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Update Parental Salutation / Parental Addressee

1. Select Routines | Pupil | Update Parental Salutation/Addressee | Parental
2. Click Search to populate with all pupils.

3. Next to the Select folder, click the down arrow and choose All.

This moves all Pupils into the Generate Parental Salutation and Parental Addressee Information panel.

Generate Parental Salutation and Parental Addressee Information
Save % Generate
1 Options 2 Overwrite Options 3 Students
1 Options 2 Overwrite Oplions
Update Parental Salutation [ Update Parental Addresses [ Ovwerwrite any existing Information for the selected students O
3 Studenis
Name Current Salutation Generated Salutation Salutation Changed Current Addressee Generated Addressee Addressee Change == Remove
Aaron, Chris Mrand Mrs Aaron Mo Mrand Mrs J Aaron Mo
Aaron, Liz Mrand Mrs Aaron Mo Mrand Mrs J Aaron Mo
Aaron, Sophie Mrand Mrs Aaron Mo Mrand Mrs J Aaron Mo
Abdullah, Tamwar Mr and Mrs Abdullah Mo Mrand Mrs U Abdulah Mo
Abhra, Abiit Mrand Mrs Abhra Mo Mrand Mrs P Abhra Mo
Abhra, Alisha Mrand Mrs Abhra Mo Mrand Mrs P Abhra Mo
Abhra, Neel Mrand Mrs Abhra Mo Mrand Mrs P Abhra Mo
Abhra, Shaquib Mrand Mrs Abhra Mo Mrand Mrs P Abhra Mo
Ackton, Stan Mr and Mrs Ackton Mo Mrand Mrs R Ackton Mo
Ackton, Stephen Mr and Mrs Ackton Mo Mrand Mrs R Ackton Mo
Adams, Laura Mrand Mrs Adams Mo Mrand Mrs P Adams Mo
Adams, Mancy Mrand Mrs Adams Mo Mrand Mrs P Adams Mo
Adams, Sadie Ms Adams Mo Ms C Adams Mo
Adasheji, Mohammed Mrand Mrs Adasheiji Mo Mrand Mrs T Adasheji Mo
Akeman, Rebecca Drand Mrs Akeman Mo Drand Mrs S Akeman Mo
Akeman, Richard Drand Mrs Akeman Mo Drand Mrs S Akeman Mo
Akeman, Steven Drand Mrs Akeman Mo Drand Mrs S Akeman Mo
Alala, Candis Mrand Mrs Alala Mo Mrand Mrs J Alala Mo i
Rlmilie,_Cosie Mot M Al ne Pt B 1A Almiin ni
v

4. In the Options Panel, tick the Update Parental Salutation, Update Parental Addressee and Overwrite
any existing Information for the selected students checkboxes.

5. Click Generate @ Generate
6. The generated salutations and addressees will show in the Students panel.

7. Click Save to save the changes.

Name Format | Reset Parental Ballot Flags | Update Mailing Point

1. Select Tools | Housekeeping | General.

Housekeeping

Save Undo Print

1MName Format 2 Reset Parentzl Ballot Flags 3 Update Mailing Point

1 Name Format
. UPPERCASE  Title Case
Apply To
Students / Applicants [ Preferred Surname @
Staff O Legal Forename @
Contacts ] Middle Name(s) @
Agents O Preferred Forename @
Example: Peter  John 0'Malley-Smith Apply
2 Reset Parental Ballot Flags

This routine marks contacts as eligible for the parental ballot if they are mothers or fathers of on-roll students (or have parental responsibility) on
the effective date. All other contacts will be set as not eligible

Effective Date 15/01/2018 B Include accepted pre-admission students duetobeonrollon [ Apply

the effective date?
3 Update Mailing Point

This routine identifies one pupil at each address as the mailing point. Other children at the same address will be marked as NOT the mailing
point

Effective Date 15/01/2018 [ Mailing Point Oldest Child - Apply

2. Inthe Name Format panel place a tick in the data area for the person type to apply the changes to.
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3. Select the required radio button (the example will update to reflect your selection).
4. Click Apply.

5. Inthe Reset Parental Ballot Flags panel click Apply. This routine marks contacts that have parental
responsibility as eligible for parental ballot.

6. Inthe Update Mailing Point panel select Oldest or Youngest child in the family to be the Mailing Point.
7. Click Apply.

Merging Agencies

Over time, duplicate Agencies may find their way onto the system and cause confusion. They may have
been introduced by importing CTF files or users inadvertently replicating data that has previously been
entered in a slightly different format.

As there is information linked to the Agency, it is not recommended to delete them. A routine is available

to merge the information stored in duplicate agencies, producing one agency with a combination of data
from each.

1. Select Tools | Housekeeping | Merge Agencies to open the Merge Agencies page.

2. Inthe Options panel, tick Copy Agent Links and Copy Student Links as required.

Merge Agencies

(= Print B Merge
1 Options 2 Main Agency 3 Agency to be merged
10ptions
Copy Agentlinks A Copy Studentlinks 2]

[] 2 Main Agency || 3 Agency to be merged

Name [East Town Comm Giric =3} Name [ =3
[F Hide Detsils ¥ [E Show Details 0
[E] Basic Details ¥

Agency Type Medical

Address

Telephone 851399

¥ Linked Agents (2) v
Agent Name Job Tt
Bel, Dr Doctor
Bel, Or Dawn Decter

23 Linked Students (12) X
Name Relation

BECKFORD, Georgina Medical Centre
Cleaver. Julie Medical Centre
Fucilla, Mario Medical Centre
Gardener, Hamy Medical Centre

3. In the Main Agency panel on the left-hand side of the page, click on the Open folder adjacent to the
Name field to display the Select Agency browser.

4. Click Search to display a list of agencies.

5. Scroll through the list to search for duplicates, in this example East Town Comm. Clinic.

I Select Agency L‘:‘J { o= ﬁj
“ Browse Agency
H Search Links - @He\p
Agency Name | \ Town \ Fosicode: Agency Type:  cpny> -~
Agency Name Agency Address Contact Number Postcode o
Cr P Weston and Partners Mil Road, Cambridge 01632 332140 CB12AB
Dr Ross & Partners Woodland Avenue, Luton 01632 377431 LU3 1RW
Dr S Statem Rectory Gardens, Peterborough 01632 598432 PEZ BAY
East Town Comm Clinic: 851359
East Town Comm. Clinic 851359
East Town Social Services East Town EE123ZX -
(i) Records found: 81
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10.

11.

Select one of the versions of the agency to be the main receiving agency by double clicking it.

In the Agency to be merged
panel on the right-hand side of
the page, click on the Open

folder adjacent to the Name field

to display the Select Agency
browser.

Click Search to display a list of
agencies and select the other

version of the agency by double

clicking it.

If you are certain that t

he

information held for the agency

to be merged should

be

transferred over into the main
receiving agency, click Merge

ﬁ%a- Merge

screen.

at the top of t

he

Merge Agencies

= Print G Merge

10ptions 2 Main Agency 3 Agency to be merged

10ptions
Copy Agentlinks [ Copy Studentlinks [
[l 2 Main Agency [l 3 Agency to be merged
Name [East Town Gomm Clinic | Name [East Town Gomm Ciinic |
(& Hide Details ¥ (& Hide Details ¥
[F] Basic Details ¥ [7] Basic Details ¥
Agency Type | Vedical Agency Type | Vedical
Address Address
Telephone 351333 Telephone 351399
¥ Linked Agents (2) 5 ¥ Linked Agents (2) 5
Agent Name Job Tile Agent Name Job Title
Bel. Dr Doctor Shah. Dr Doctor
Bel, Dr Dawn Doctor Thempson, Dr Doctor
%5 Linked Studenis (12) ¥ 5 Linked Students (23) ¥
Name Relation B Name Relation B
BECKFORD, Georgna Medcal Certre Adedei, Payal Medcal Certre
Ceaver, Juie Medcal Certre Beckford, Mies Medcal Certre 3
Fuclla, Mario Medical Cerre BOWMAN, Rupert Medical Certre
Gardener, Hary Medical Cerire c Dadar, Lizwa Medcal Certre
Pandi, Gaendra Medical Cerire B Aswar, Jared Medical Certre
s[MS net | —

A message will be displayed asking you to

confirm the action.

Select Yes and Close.

SIMS Database Maintenance Checks

The following routines should be run regularly to check every record held in SIMS against its specific
validation checks.

Validate Memberships

' the main agency?
This cannot be undone,

@Y% Areyou sure you want to merge the details of the minor agency with

Go to: Tools | Validate Memberships and select OK.

Database Diagnostics

Go to: Tools | Systems Diagnostics | Database Diagnostics and select Run.

If you are unable to see these routines in SIMS, this will be due to restrictions to your permissions.

It is recommended that these routines are run when all users are logged out of SIMS as these can be long
processes.
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Chapter 7 GDPR Housekeeping Routines

Record Management in Schools

The Information Management Toolkit for Schools, published by the Information and Records Management
Society (IRMS), has been created to assist schools to manage their information in line with the current
legislative frameworks https://irms.org.uk/page/schoolstoolkit

The toolkit has been revised since the previous version (May 2012) and a number of additions and
amendments have been made. Note this new version refers to both “Records Management” and
“Information Management” interchangeably.

Schools must follow their own Records Management and retention policies before deleting data from SIMS.
Chapter 7, 8 and 9 covers how to run the housekeeping routines, not whether they should be.

Deleting unlinked contacts and unlined persons should be actioned on a regular basis and certainly at least
at the end of an academic year to tidy the SIMS database.

Check for Duplicate Contacts
1. Select Focus | Person | Contacts.
2. Either select Search to populate the browser window, or enter a name to reduce the list.

As you can see in the highlighted field two Mrs Bates are showing, one must be a duplicate. Where you
are not sure then the address and/or the telephone number will usually help.

W Find Contacts
D New B Search [ Open (= Print & Mext Previous
Surname |BATE Forenames | Posteode l:l
MName Title Home Addrgse Telephone
16b, Fothsay Place, Bedford, M40 3PX
Bateman, Letitia Mrs 16b, Rothsay Place, Bedford, MKAD 3PX 01632 782333
Bates, e 152, Cndord Road, Reading, RG30 1AA 01632 12555
Bates, &, Petts Close, Wisbech, PE13 3QE
BATES, 6, Petts Close, Wisbech, PE13 3QE
BATES. JULIE €, Petts Close, Wisbech, PE13 3QE
Bates, Thomas Mr 76, High Street, Hoddesdon, EN11 8ET 01632 771126

3. Open each of the Mrs Bates records in turn and decide which one is the one you wish to keep.

4. Click on Panel 4: Associated Pupils hyperlink on both records to see if Mrs Bates is associated twice with
the same pupil, or as is more likely, one record is associated with the older child and the second record
with a younger sibling.

Contact details - JULIE BATES

Save Undo = Print
1 Basic Details 2 Teleph and Email Add 3 Add 4 iated Pupils 51 6 Job Details 7 Documents
4 Associated Pupils
Pupils: Relationship  Priority ~ Forename Sumame Gender Class  Year Court Order D Mew

Mother 1 Sofia Phillips Female itTo 3 Mo Open
Delete

5. Having chosen the Mrs Bates record that you wish to keep, ensure all her children are showing in the
Associated Pupils panel once.

6. If a child is missing, use the New option to link the child to the mother record.
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7. Open the Mrs Bates record that you are discarding, enter ZZ by the Surname and Save. Highlight any
associated pupils and delete them. This does not delete the pupil record; it merely removes the

association with the mother record.

Unassign student

8. The system will prompt you, click Yes to continue.

9. Save.

Are you sure that you want to unassign this associated student?

10. Make a note of any details that you wish to keep in case you need
to re-enter these at some point.

Don’t forget CTRL & Print Screen pressed together will copy an image of your computer onto the

Clipboard. You can then paste this into Word to save the information quickly.

11. Select Close on the lower window.

Delete Unlinked Contacts

Unlinked contacts do not have any association with another record on SIMS and may be parents, staff,

doctors etc.

These are often duplicate contacts that have been corrected on the pupil record, or may be a contact that

has remained after a pupil record has been deleted.

Itis recommended to delete a maximum of 10 records at a time to ensure SIMS does not time out and ideally

run at a time where most users are logged out of SIMS.

1. Goto Tools | Housekeeping | Delete Unlinked Contacts.
2. Click Search to display list of contacts for deletion.

3. From here you can select one at a time by doubling clicking on the name.

"R Find Unlinked Contacts

#4 Search (= Print [ Select ~

Surname l:l Farename | | Town | | Post Code

MName Title Home Address Telephone

Ansell, Regina Mrs 25, Peake Close, Peterborough, PE2 SJE, United Kingdom 01632 654321

Bates, &, Petts Close, Wisbech, PE13 3QE, United Kingdom

BATES. 6, Petts Close, Wisbech, PE13 3QE, United Kingdom

BATES, JULIE &, Petts Close, Wisbech, PE13 3QE, United Kingdom

Bocching, Anna Mrs 14, Hall Close, Hamold, Bedford, MKA3 7DU, United Kingdom 01632 567109

Bocchina, Marcello Mr 14, Hall Close, Hamold, Bedford, MK43 70U, United Kingdom 01632 567109

Chang, Teng Mr 10, Queen Street, Wrexham, LL11 1AP, United Kingdom

Gilbey, Feame Mr 134, Honey Hill Road, Bedford, MK40 4PD, United Kingdom

Hamnet, Chares Mr The Driftway, Winsey Fam, Park Lane, Shambrook, Bedford, MK44 1NA, Unite... 01632 45577

. . . Select ) .
4. If you wish to Select All then click on the down arrow next to the Select icon which will
present All as a choice.
Select -
I Al
Selected
ik

The following screen is displayed, showing all the contacts that are selected for deletion.
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Unlinked Contacts fo be deleted

%€ Delete (= Print

1 Contacts to be deleted

1 Contacts to be deleted

Name Title Home Address Telephone # | 1 Remove
Bates, 6, Petts Close, Wisbech, PE13 3QE, United Kingdom
BATES, 6, Petts Close, Wisbech, PE13 3QE. United Kingdom
BATES, JULIE 6, Petts Close, Wisbech, PE13 3QE, United Kingdom
Bocchino, Anna Mrs 14, Hall Close, Hamold, Bedford, MK43 7DU, United Kingdom 01632 567105
Bocchino, Marcello Mr 14, Hall Close, Harold, Bedford, MK43 7DU, United Kingdom 01632 567109
Chang, Teng Mr 10, Queen Street, Wrexham, LL11 1AP, United Kingdom
Gilbey, Feame Mr 134, Honey Hill Road, Bedford, MK4D 4PD, United Kingdom
Hamnet, Chares Mr The Driftway, Winsey Farm, Park Lane, Shambrook, Bedfo... 01632 45577
Phillips, Mary Mrs 15, Wobum Road, Luton, Bedfordshire, LIUS 3PP, United K... 07333 543210
Smith, Diane Mrs 11, Conway Drive, Flitwick, Bedford, MK45 1DE, United Ki... 01632 400555
Walker, Jim Mr 01632 811902
Walker, Jim 1, Knights Way, Milton, Cambridge, CB24 6DE, United King... 01632 811502
Walker, John 01632 811902
Marcetic, Andrezj
Marsden, Alice Ms 4, Rose Close, Hartwell, Northampton, NN7 2PR, United Ki...
Phillips, Jason 15, Wobum Road, Luton, Bedfordshire, LIUS 3PP, United K...
Link, Chain
Ansell. Beaing Mrs 5. Peake Close. Peterborouah. PEZ SJE. United Kingdom 01632 654321 =

If you are unsure about some of the records and wish to keep them, highlight the records you wish to
keep then click the Remove icon on the right hand side of the screen. This removes those records from
the deletion list.

5. Once you are happy that you wish to delete all of the records, click Delete.
6. Reply Yes to the message, “Do you want to delete the unlinked contacts?”

7. All unlinked contacts will then be deleted.

Delete Unlinked Persons
Unlinked persons do not have any association with another record on SIMS and should be deleted.

1. Goto Tools | Housekeeping | Delete Unlinked Persons.

Delete Unlinked Persons

Delete

Number of unlinked persens: 12 Mumber selected: 0

O MName Title  Home Address Telephone
" Brtas, Sergei

01 | capiin, D. Mr |East Town Coundi 016325

[0 |Crane. s Mrs 6, Westem Drive, Wilverton, Rapshire 01632 1

[0 |Grimwald, Harold Mr

O Hard, Roger 102, Middlemiss View, Godmanchester, Huntingdon, Cambridgeshire, PE29 2... |01632 7

[0 |Johnson. T Mr C C Instruments, East Town, Eastshire 016320

[0 | Lelevre, Madame 20, rue des Pins, NANTES

[ |Rajaratnam, A Mr 63, Bellstone, East Town, Eastshire 016329

O Robinson, N Ms Johnson Bros Lid, Chumley, Parkshire 016322

O Smyth, Linda Mrs East Town Bus Depat, Eastshire 016326

[ | Tamer S. Mrs 1, Mount Pleasant Road, East Town, Eastshire 016327

O Urgquhart, Mrs 53. Trembarwy. Radclife-on-Trent 01632 135

2. From here, tick the records you wish to delete to highlight Delete.
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Delete Unlinked Persons
% Delete
Mumber of unlinked persons: 12 Number selected: 4
[m] Mame Title  Home Address Telephone
G0 ik EoaTomCona oieizs
[ |Crane.S Mrs &, Westem Drive, Wilverton, Rapshire 01632 1
Grimwald, Harold Mr
|:| Hard, Roger 102, Middlemiss View, Godmanchester, Huntingdon, Cambridgeshire, PE23 2... (016327
Johnson, T Mr C C Instruments, East Town, Eastshire 016320
- Lelevre, Madame - 20, rue des Pins, NANTES ]
O Rajaratnam, & 63, Bellstone, East Town, Eastshire 01632 5
[0 |Rebinson, N Ms Johnson Bros Ltd, Chumley, Parkshire 016322
[0 | Smyth, Linda Mrs East Town Bus Depot, Eastshire 016326
[0 |Tamer.5 Mrs 1. Mourt Pleasant Road, East Town, Eastshire 016327
O Urguhart, Mrs 53, Trembanwy, Radcliffe-on-Trent 01632 135
3. Click Delete. s et

Do you wish to proceed with the permanent deletion of the selected
unlinked persons?

4. The following warning message appears. Select Yes.
Note: The delete routine may be time-consuming and ence started,

5. Unlinked persons will then be deleted. connetbe stoppe

NOTE: When deleting unlinked contacts and unlinked persons, it is recommended deleting in small batches
to prevent SIMS from timing out (as it can be time consuming process).

Permanently Delete a Pupil/Student’s Record

The ability to permanently delete a pupil’s record is used when a duplicate record has been created in error
and where a school has wanted to delete records of former pupils/students.

The time period after leaving the school when this is done varies and should follow the guidance from the
Local Authority or other advice. To comply with the new GDPR legislation schools may now wish to delete
different data at different time.

Delete a Pupil/Student

\Note: This functionality is available to School Administrators onIy.|

1. Select Routines | Pupil/Student | Delete Pupil and the Locate Student browser is displayed.
2. Either use the Filter boxes to find the pupil to be deleted or type the details in the fields and Search.
3. Highlight the student and double-click or click Open.

Delete Student
b€ Delete (=) Print O™ Cancel

The Systemis gathering the information on the selected student
You will have the opportunity to review and print this information
to helpyoudecide ifthis is the student you wish to delete
please wait

NOTE: The operation of this routine is significantly different from other areas of the software.
This is to distinguish the permanent deletion routine from other operations.
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The pupil/student’s record appears. The hyperlinks across the top show what information is available to
enable you to check that you have the correct pupil/student and to present all the information held.

Delete Student - Emma Denton

Delete (= Print ™ Cancel
1 Current Details 2 Data Summary 3 Dinner Money Data (3 records) 4 AD Provisioning Data (1 records) 5 Attendance Data (877 records)
9 Curriculum Data (2 records)

1 Current Details

Name Emma Denton
Gender Female Date of Birth :  21/12/2012
Latest Admission 01/08/2017 -> Current
Year : 1
Class ASH
2 Data Summary

@ This student cannotbe deleted

This Student has Curriculum Data (2 records) This Student has Attendance Data (877 records

This Student has Perfformance Data (593 records) This Student has no EMA Data

This Student has Retumns and Transfers Data (3 records) This Student has no Alerts Data

This Student has no Concessions Data This Student has AD Provisioning Data (1 record
This Student has no Behaviour Data This Student has no Partnership Data

This Student has no Exclusions Data This Student has Dinner Money Data (3 records))|
This Student has no Fees Billing Data This Student has no Homework Data

This Student has no SEN Data This Student has no System Manager Data

Data available may include:

The data available can be used to determine whether the pupil’s details should be permanently deleted, for
example if the pupil had been included in a census return it may be worth reconsidering whether the deletion

curriculum data — class memberships

performance data — from Assessment

returns and transfers data — included on a census, PLASC or CTF
concessions data — related to admissions

behaviour data — behaviour and achievement records
exclusions data — exclusion information

fees billing data — from fees billing, if licensed

SEN data — SEN details

attendance data — from attendance

dinner money data — from Dinner Money.

is appropriate.

It is unlikely that there will be any data on SIMS for a pupil who has been incorrectly recorded. If a pupil has
been recorded twice and this has only just been detected, these display panels may be useful to ensure that
all the relevant data has been transferred to the correct pupil’s record. In this example Emma has Dinner
Money data that will need to be transferred to the correct record before the duplicate record can be deleted.

The View button on each panel will open the panel to display the details available.
4,
5.

SIMS reports that it is carrying out the request and then reports when the process is completed.

When the various panels of information have been viewed the decision to delete may be taken.

Click Delete at the top of the screen if the decision has been made to delete the pupil.

3% Delete | (= Print € Cancel |

A confirmation message is displayed. Click Yes to start the deletion process. There is no way to reverse
this decision, except by a full restoration of the SIMS database from the most recent backup.
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Protect Pupils/Student from the Bulk Deletion Process

Note: pupils who have ever been SEN are excluded from bulk deletion by default.

A school may feel that it wishes to exclude certain pupils from the bulk deletion process for other specific

pupils where the school wishes to retain their full record.

1. Select Focus | Pupil | Pupil Details.

2. Change the Status to Leavers and Search for and Open a pupil

record.

3. Panel 1: Basic Details panel tick the Protect from Bulk Data

Deletion checkbox.

4. Click Save.

5. Click Yes when prompted with the message below:

SIMS.Net

Would you like to continue?

The Date of Leaving you have entered is more than 14 days ago - all
dated records, including attendance data, since that date will be lost.

i Basic Details

Legal Forename
Middle Name(s)
Legal Surname
Preferred Surname
Preferred Forename
Date of birth

Age

Gender

Birth Certificate Seen

Protect from Bulk Data
Deletion

& Quick Note

[carLTON

|
|
[Aleroft |
|
|

[Alcroft
[cARLTON
11/04/1938 [B]

IZD years, 4 months I

| Male v |
O

Bulk Delete Pupil/Student Data

‘Note: This functionality is available to School Administrators onIy.‘

If the school wishes to delete all the conduct data for all the leavers. Only those who have left on or before
2014/15 can have data deleted as various aspects of SIMS require the more recent data, for example Discover

behaviour graphs would require the conduct data.

1. Select Routines | Pupil | Bulk Delete Pupil Data.

2. Inthe drop-down list, select the academic year to Delete data for pupils who left within or before the

academic year.

3. Tick the checkbox for the required data to be deleted eg. Conduct

Bulk Delete Pupil Data

1 Delete Status 2 Data to be Deleted 3 Pupils
1 Delete Staius
Start Delete Stop Delete
2 Data to be Deleted

Background Delete Status: Mo delete is running

Mote: To minimise potential disruption to other users, you may wish to run the bulk deletion routine outside school hours

Delete data for pupils whao left within or before the academic year: 2008/2009 ‘v
. 2000/2001
Delete All Pupil Data O 200172002
2002/2002
Conduct Data =] SEM Data 200372004 O Partnership Data O Interventions Data O
2004/2005 . _—
Attendance Data ] Homework Data 3005/2006 O Concessions Data [ Communication Data [
Exclusions Data m} Curriculum Data ZDD%,ZDD‘{ O Fees Billing Data m} AD Provisicning Data [J
2007/2008
() =i 20092010
2010/2011
3 Pupils 201172012
20122013
Number of matching pupils: 0 Number selected: 0 20132014
20142018
| O Academic Yearof Leaving  Curent Age 201512016 Sex Date of Bith  Protected Ever SEN

4. Click Search.
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3 Pupils
Mumber of matching pupils: 34 Number selected: 31
[m] Academic Year of Leaving  Cument Age  Name Sex Date of Bith  Protected Ever SEN
» 2008/2009 25 Allcroft, CARLTON Male 11/04/1998 | Yes

2008/2009 25 Balley, MENA Female 24/04/1998

2008,/2009 25 BEALE, Manjeev Male 21/04/1998

O 2008/2009 26 BECKFORD, Gumham Male 25/11/1957 Yes
2008/2009 26 Beckford, Miles Male 26/01/1998

2008/2009 26 Begum, BOB Male: 23/10/1997

[ MR/ 2005 patl BESTER 10 Female DRAN2/1958

5. Note: Carlton Allcroft is greyed out and cannot be selected, due to the Protect from Bulk Data Deletion

check box ticked.

6. Note: Gurnham Beckford is not selected. This is because he is Ever SEN. However, he could be selected

by ticking the Selection column headed with the following symbol.

[w]

7. Click Start Delete. The process may take some time and can run in the background whilst other SIMS

tasks are performed.

(1 Delete Status

Stop Delete

Background Delete Status: No delete is running

8. The following confirmation request message appears. Click Continue to proceed.

= Bulk Data Deletion Agreement

As the Data Controller, it is the responsibility of the School to demonstrate compliance with the
current Data Protection Legislation description of 'Lawful Basis for Processing'.

Capita ESS cannot be held responsible for the data you choose to delete.
Please note that where data is deleted, this may impact the accuracy of historic data reporting.

You are advised to take a backup of your data prior to deleting it from SIMS.

[l

website:

If you have any questions regarding your responsibilities in relation to the General Data
Protection Regulations (GDPR) then you are best advised to review the information on the ICO

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-

gdpr/lawful-basis-for-processing

[} Please read the above statement fully and tick to confirm you agree in order to continue.

Continue Cancel

9. Stop Delete can be selected at any time and a message will inform you how much data has been deleted.

Pupils

a

&

Number of matching pupils: 362

| 1641317 } Background Delete Status:  Stopped
Pata to be Deleted
Note: To minimise potential disruption to other users. you may wish to run the bulk deletion routine outside school hours
Delete data for pupils who left within or before the academic year 2014/2015
Conduct Data 2} SEN Data m Performance Data O Partnership Data O
Attendance Data a Homework Data = Alerts Dat: = = = =
SIMS .net -
Exclusions Data i Curriculum Data O EMA Data

v . The background delete task has been stopped.

164 / 317 pupils had data deleted successfully

10. Click OK.
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Chapter 8 Permanently Delete Documents from
the Document Management Server

Maintaining Orphaned Documents

NOTE: This functionality is available to School Administrators only.

The Document Management Server has the capacity to contain a large number of diverse documents, from
individual profiles and assessment reports, through to general letters to parents. It is also possible
documents may become detached from their link to a person or organisation, making it impossible to trace
documents back to their original source. This may occur because:

» The DMS was down when the document was selected for deletion such that only the link to the document
was removed.

» Profiles and individual assessment reports have been superseded by a later version, but earlier versions
still remain.

Such documents are referred to as orphaned documents. It is now possible to restore, recover (where
possible) or delete orphaned documents.

1. Select Tools | Housekeeping | Document Management Server | Maintain Orphaned Documents to
display the Maintain Orphaned Documents page.

in Orph D
Save Undo =) Print
1 Orphaned Document Links 2 Orphaned Documents
1 Orphaned Document Links
Summary Type “ | o Select Al
| Report Tracking Report with Graph for Balley Craig AM Individual Report % Select None
| Report Tracking Report with Graph for Bert Hal AM Individual Report Sg Delete
Report Tracking Report with Graph for Clayton Anna AM Individual Report
Report Tracking Report with Graph for Crompton Maowell AM Individual Report
Report Tracking Report with Graph for Flynn Damen AM Individual Report
Report Tracking Report with Graph for Foot Walter AM Individual Report
Report Tracking Report with Graph for Gray Bridgette AM Individual Report
Report Tracking Report with Graph for Hard Roger AM Individual Report
Report Tracking Report with Graph for Hardy Sandra AM Individual Report
| Report Tracking Report with Graph for Hartley Erian AM Individual Report
Report Tracking Report with Graph for Healey Cara AM Individual Report
Report Tracking Report with Graph for Hobbs Amanda AM Individual Report
Report Tracking Report with Graph for Kaur Wasim AM Individual Report -
4 m 3
2 Orphaned Documenis
Type FigName  Created Last Modiied o Select Al
{Recovered Document  schools pdf 07 October 2014 16:20 9% Select None
B4 view
[ Attach =
%@ Delete
4 m 3

The Orphaned Document Links panel displays a list of any links that no longer have documents attached to
them.
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1 Orphaned Document Links
Summary Type )+ o Select All
Report Tracking Report with Graph for Balley Craig AM Individual Report [ 32 Select Mone
Report Tracking Report with Graph for Bert Hal AM Individual Report % Delete
[] Report Tracking Report with Graph for Clayton Anna AM Individual Report
[ Report Tracking Report with Graph for Crompton Maxwell AM Individual Report
[] Report Tracking Report with Graph for Fiynn Damen AM Individual Report
[ Report Tracking Report with Graph for Foot Walter AM Individual Report
[] Report Tracking Report with Graph for Gray Bridgette AM Individual Report
[ Report Tracking Report with Graph for Hard Roger AM Individual Report
[] Report Tracking Report with Graph for Hardy Sandra AM Individual Report
Report Tracking Report with Graph for Hartley Brian AM Individual Report
[] Report Tracking Report with Graph for Healey Carla AM Individual Report
|| Report Tracking Report with Graph for Hobbs Amanda AM Individual Report
[] Report Tracking Report with Graph for Kaur Wasim AM Individual Report -
4 1 | +

2. Because the documents are no longer stored on the DMS, the links cannot be restored and
therefore need to be removed. This is achieved by clicking Select All, then clicking Delete.
Alternatively, individual links can be removed by selecting the adjacent check box, then clicking
Delete.

3. The Orphaned Documents panel displays any orphaned documents that are no longer linked to
their original source. These documents are still stored on the DMS and as such, can often be re-
attached to their original source if sufficient information is available.

2 Orphaned Documents

Type FileMame Created Last Modified Select All
Recovered Document  schools pdf 07 October 2014 16:20 32 Select None
H View

[ Attach ~
% Delete

Il 1 ] »

4. Select the check box adjacent to an individual orphaned document and click View to display the
document contents. From the information contained in the document, it may be possible to
determine the record the document was originally attached to.

5. If sufficient information has been found to enable the document to be re-attached to its original
source, click Attach and select the appropriate option from the drop-down list, eg. Person |

Pupil/Student.

o Select All

32 Select None

B8 view

[ Attach ~

| Person L4 | Student

Crganisation » Staff

Contact
Agent

6. The applicable browser is displayed enabling you to select the required person or organisation. For
example, selecting Person | Student displays the Find Pupil (or Student) browser.
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7.

10.

&= Find Pugil = EER
" Find Student
B4 Search ~ [ Open (=3 Print MNext @Pre\.'icus [E] view = @ Links - @Help 9% Close
Tier <Any> - Year Group  <Any> - Class <Any> v House ANy -
Name ‘Year Group Class House Gender Admission Number
ACKTON, Stan R 0AK Male 001339
ACKTON, Stephen 4 4ES Male 001175
ACTON, Jordan & BVC Male 000381
(1) 3matches found

Search for and select the required person or organisation then

display the Attach Orphaned Document dialog.

click OK to select them/it and

m Attach Orphaned Document

=N = D)

i
i
@

Undo =3 Print

@ Help ﬂUnpin % Close

Attach To [Jordan ACTON

Filename Mew FileName Document Type
schools

Summary
General Document

E}-‘Open

mn

0K Cancel

Highlight the filename of the orphaned document then click Open

Note/Document dialog.

to display the Add

m Add Note/Document

Add note/document

Type General Document - Status Fublic

Summary Jordan Acton Asthma Attach Report

Note

Attachment

Attachment |

=)

New Name |Jordan Acton Asthma Attach Report

Last uploaded |

| (@

Vi) (B0

[

ok | [ Concel |

Ensure the Type is selected from the drop-down list and a clear and concise Summary is entered.

Select the Status of the document from the drop-down list as per the following options:
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11.

12.
13.
14.

15.

Public — the document is available to all users with sufficient add/view/edit document permissions.
Private — the document is available only to you.

Confidential — the document is available to SIMS users with School Administrator or Senior
Management Team permissions.

Enter a Note that clearly describes the contents of the document. This may help in future if the
document subsequently becomes orphaned.

Enter a New Name for the document and click OK to return to the Attach Orphaned Document dialog.
Click Save on the Attach Orphaned Document dialog to re-attach the document.

Click OK to return to the Maintain Orphaned Documents page and repeat for any remaining orphaned
documents.

Click Save on toolbar to complete the process.

Maintaining Staff Leavers Private Documents on SIMS

When staff leave your school, they may have attached documents within SIMS that have been marked as
Private. As a consequence, no one else is able to access these documents.

This function enables School Administrators to identify such documents, view their content if required, then
either delete the documents or amend the status to Public or Confidential.

1.

Select Tools | Housekeeping | Document Management Server | Maintain Private Documents of Staff
Leavers to display the Maintain Staff Leavers Private Documents page.

Manage Staff Leavers Private Documents
Save Undo = Print
1 Range for Staff Leaving date: 2 Private Documents

1 Range for Staff Leaving date:

702014 [ EA72014 [
2 Private Documents
Cwner Type Summary Status Last Modified Open

The Start Date and End Date default to dates to cover the last rolling month. These dates can be
manually edited by entering required dates in dd/mm/yyyy format or by clicking the Calendar button
and selecting the required date.
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2.  Click Search to display any documents marked as private for staff who have left in the Private
Documents panel.
2 Private Documents .
Chwner Type Summary Status Last Modified [Z5 Open
Grosvenor Gillian Not Spectfied Canrl Brooks CV Private 17112014 9‘@ Delete
Grosvenor Gillian Mot Specified My Statement for Disciplinary Hearing Aug 07 Frivate 171172014
Grosvenor Gillian Letter Fesignation Letter Private 171112014
Grosvenor Gillian Student Medical Note  Counselling Session re: Bullying Incident Frivate 171112014
3. Ifyou are sure that the document is no longer required, highlight the document name and click
Delete to remove it.
4.

To view more detail of the document, select the document name then click Open to display the
Edit Note/Document dialog.

m Edit Note/Document: Carl Brooks CV @
Edit note/document
Type Mot Specified - Status Private -
Summary Carl Brooks CV |
Note
Attachment |Car|_brook5_CV.doc:x |
Last uploaded | Grosvenor Gilian 17/11/2014 11:58:00 | [|__"'| Vlew] [_’ ~  Open ]
Document Log
Date Ohwiner Author of change =1 Print

1172014 11:56:00 Groswvenor Gilian Grosvenor Gillian

1711172014 11:58:00 Groswvenor Gilian Grosvenor Gillian

oK | [ Cancel

If you wish to retain the document and make it available to other users, you must select a different
value from the Status drop-down list.

The alternative values are either Public (available to all SIMS users who have permissions to access

the areas where the document is stored) or Confidential (available to users with School
Administrator or Senior Management Team permissions only).

6. If you want to check the content, the document can be viewed by clicking View.
A copy of the document log can be printed by clicking Print in the Document Log panel.

The log includes the date and time the document was uploaded, the owner of the document and
the name of any user who edited the document.

8. Click OK to save any Status change and return to the Manage Staff Leavers Private Documents
page.
2 Private Documents X
Chwner Type Summary Status Last Modified [ Open
Grasvenor Gillian Mot Specified Car Brooks CV Confidential 171172014 % Delete
Grasvenor Gillian Mot Specified My Statement for Disciplinary Hearing Aug 07 Frivate 171172014
Grasvenor Gillian Letter Resignation Letter Private 171172014
Grosvenor Gillian Student Medical Mote  Counseling Session re: Bullying Incidert Private 171172014
9.

Any change in status is reflected in the Status column. Click Save on the toolbar to save any
changes.
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Chapter 9 Managing GDPR Requests

Introduction

In order to comply with GDPR requests, SIMS now includes the ability to run a report to provide the
information held within the system on students/pupils and more recently also includes the ability to report
on Staff/Contact/Person data.

Running the report leaves an audit trail which cannot be deleted and therefore should not be used to run
a random report to see what it looks like.

Only SIMS Users with the Data Protection Officer permission can generate the Person Data Output report,
which provides an output of specified data for a pupil/student, contact or member of staff recorded in SIMS.
This can be used in conjunction with other reports and outputs to assist the user with the completion of
Subject Access Requests.

The report contains a large amount of sensitive information held on the subject. As the Data Controller, it
is the responsibility of the school’s Data Protection Officer to thoroughly review the report output for
accuracy and to redact any information they feel could cause data protection issues.

Information on redaction can be found on the ICO website https://ico.org.uk/

If requested as part of the Subject Access Request, additional information (eg. on attendance, fees, dinner
money, etc.) can be obtained by running pre-defined reports via Report | Run Report.

IMPORTANT NOTES: The content of the report contains sensitive information that will no longer be
protected by SIMS permissions. It is the school's responsibility to ensure its security.

As part of your housekeeping routines and to reduce the impact of a data breach on the DMS, it is
recommended that you delete all orphaned documents via Tools | Housekeeping | Document
Management Server | Maintain Orphaned Documents on a regular basis.

Run a Person Data Report
1. Routines | Data Out | Person Data Output.

2. Select New.

== Person Data Qutput ? X

Folder Location for Generated File

Location [C\Users\manager Documents\GDPR Person Data Outpit Requests |ar.me Q

AuditLog Note
[etter of request received 15.02.2024

Basic Details
N — N —

Matched People
Fullname: Sex Datsof Bith  Role Address ~
Adashei, Mohammed Amin  Male 02/02/2006  Student 205, Chingford Mount Road, Lendon, E4 8LP, United Kingdam
Alala, Michael Male 12/04/20014  Student 17, Wentworth Drive, Becford, MK41 8BB, United Kingdom

Andrews, Meii Female 19/05/2017  Student 27, Rosamond Road, Bedford, MK40 35T, United Kingdom
07/10/2016 14, Bur Close, Kempston, Bedford, MK42 7FF, United Kingdom
Astwick, Gwenneth Matha  Female 21/02/2007  Student 233, The Rowans, Miton, Cambridge, CB24 6ZA, United Kingdom

Aaron, Mrs Tia Female Cortact 1, Bly Road, Mitton, Cambridge, CB24 6DD, United Kingdom

Adams, Mrs M Female Corttact 10, Knightrider Road, Cardiff, LM35 9KM, United Kingdom

Aditya, Mrs Mina Female Contact 110, Lincroft, Oakley, Bedford, MK43 755, United Kingdom

Ahmed, Mrs Meena Female Corttact

Alamila, Mr Manuel Male Contact 14, Dudley Street, Bedford, MK40 3TB, United Kingdom

ALTIERI, Mrs MARELLA Female Cortact

Amoso, Mrs Maria Female Contact 45, Stanley Street, Northamptan, NN2 60D, United Kingdom v

< >

Generate Word Output Close
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In the Person Data Output screen, browse to the correct folder.
Add an Audit Log Note if required eg. enter requested date.
Select and highlight the relevant person.

Select Generate Word Output.

N o v &~ W

Read the Person Data Output Agreement and tick the box to confirm. Select Continue.

Whilst every effort has been taken to provide you with all the information held on the subject, A
it will be necessary to run additional reports in certain areas to fulfil your Subject Access

Request. Examples of these can be found in SIMS 'Setting Up and Administering SIMS'
documentation.

As the Data Controller, it is the responsibility of the School's Data Protection Officer to
thoroughly review the report output for accuracy and to redact any information they feel could
cause Data Protection issues. Useful information on redaction can be found on Page 20 of the
following document
https://ico.org.uk/media/for-organisations/documents/how-to-disclose-information-safely-remaoving-
personal-data-from-information-requests-and-datasets/2013958/how-to-disclose-information-
safely.pdf

ESS cannot be held responsible for the information you choose to provide in response to a
Subject Access Request, nor for which method the Data Protection Officer chooses to respond
to the Subject.

The contents of this report will contain sensitive information which is no longer protected by
SIMS permissions. It is your responsibility to ensure its security.

If you have any questions regarding your responsibilities in relation to Subject Access Requests
then you are best advised to review the information on the ICO website.

https://ico.ore.uk/for-organisations/guide-to-the-general-data-protection-regulation-
gdpr/individual-rights/right-of-access/

Both parties will act in accordance to the terms of the GDPR Data Protection Act 2018. v

[0 Please read the above statement fully and tick to confirm you agree in order to continue.

Continue Cancel

8. The report will open in Word, see the following examples.
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Student Output Report Example

Melissa Andrews - Student

Report Date: 19/02/2024 15:17

Basic Details

Legal Forename Melissa

Legal Surname Andrews
Preferred Forename Melissa
Preferred Surname Andrews

Date of Birth 07/10/2016
Role(s) Pupil, Applicant
Sex Female
Pronoun(s) She / Her / Her / Hers / Herself
Pronouns: Only Use in Schoal Yes

Birth Certificate Seen ves

Photograph on Record ves
Registration Details

Admission Number 001782
Admission Date 03/09/2020

UPN 0823289520003
Class 26H

Year Group Year 2

Year Taught In Curriculum Year 2
Student Status On roll

Enrolment Status Single Registration
Boarder Status Not 2 Boarder

Attendance Mode

|All Day

Enrolment Status History

Changed To Student Date of Change _|Notes

single 03/08/2020 Date of Admission

Part Time Details

[start Date [End Date [Deseription |
|03s09/2020 |31/08/2021 |Part Time |
Addresses
Addresses

Address |Address Country UPRN Start Date
Type

Home |14 Burr Close, Kempston, Bedford, MKA42 7FF United Kingdom _|10024231429 [05/05/2020

Telephone f Fax Numbers

Device Telephone Number Location Primary Telephone
Telephone 01632 423470 Home [Yes
Telephone 07333 355022 Mobile No

Parental Consent

[consent Type

|Copyright Permission, Internet Access, Photograph Student, Sex Education, Data Exchange, School Visit

Group Memberships

Group Type Group Name Start Date End Da
Boarder Status Not a Boarder 03/08/2020

Class 2GH |o1/0s/2025 |30/08/2024
Class PINE |os/osf2022 |31/08/2023
Class ASH 01/03/2022  |04/09/2022
Class ASH 02/09/2021  |31/08/2022
Class PM 03/09/2020 _ |01/08/2021
Ethnic Data Source Provided by the parent 03/03/2020

Ethnicity White - English 03/09/2020

First Language English 03/03/2020

First Language Source Provided by the parent 21/08/2020

Home Language English 03/03/2020

ur Details
Comments \

25/09/2023 |Homework |Spellings had clearly not been taken home all week. This isa year 21 |
Assessment (CES defined): Academic Year 2022/2023

Aspect Name Result Date | Result Set. [Type Result
Phonics Screening Check Grade 15/06/2023  |Phonics Check Year 1 Grade Wa,
Phonics Screening Check Mark 15/06/2023 _|Phonics Check Year 1 Marks-Integer 36
Phonics Screening Threshold Year 1 15/06/2023  |Phonics Check Year 1 Grade 32
Assessment (CES defined): Academic Year 2021/2022

Aspect Name esult Date |Result Set Type Result
EYF Expected in all 17 ELGs 1/05/2022 |Early Years Foundation Stage | Grade N

EYF GLD Achieved 11/05/2022 |Early Years F Stage |Grade |n

EYF GLD Com & Lang Achieved 11/05/2022 |Early Years Foundation Stage | Grade N

EYF GLD Com & Lang Pts 11/05/2022 |Early Years Foundation Stage | Marks-Integer |2

EYF GLD LIT Achieved 11/05/2022 |Early Years F Stage Grade N

EYF GLD LT Pts 11/05/2022 |Early Years Foundation Stage | Marks-Integer |3

EYF GLD MAT Achieved 11/05/2022 |Early Years Foundation Stage | Grade N

EYF GLD MAT Pts 11/05/2022 |Early Years F Stage Marks-l 2

EYF GLD PHY Achisved 11/05/2022 |Early Years Foundation Stage | Grade N

EYF GLD PHY Pis 11/05/2022 |Early Years Foundation Stage | Marks-Integer |2

EYF GLD PSE Achieved 11/05/2022 |Early Years Foundation Stage | Grade N

EYF GLD PSE Pts 11/05/2022 |Early Years F ion Stag: Marks-1 3

EYF GLD Pis 11/05/2022 |Early Years Foundation Stage | Marks-Integer [12
EYF Total Pis 11/05/2022 |Early Years Foundation Stage | Marks-Integer [17

38

Email Addresses

Email Address |Locatiur| Main \Primar\l Email
Andrews@example.com [Home es [ves
“1" Parent / Contact Information

Mame Relationship Priority Parental Responsibility |Court
Order

Mr Robin Andrews Father 1 Ves N

Ms Beatrice Andrews Mother 1 Yes N

Meal Patterns

[start Date [Mon [Tue [Wed | [Fri |

06/09/2021 School Meal School Meal \Schua\ Meal School Meal \Schua\ Meal

Medical Details

Emergency Consent Given |

No |

Medical Practice

[Medical Practice [Address |

| e Parys Medgical Centre

[54 De Parys Avenue, Bedford, United Kingdom, MK40 27X

Ethnic / Cultural Details

Ethi

ity Ethnic Data Source

First Language

Religion
Identity |L

Mational Home

[country of

th

'White -

English parent

Provided by the

English

parent

Providedbythe  |No

English
Religion

English

United
kingdom

Nationality and Passport Details

Nation
United Kingdom

Proficiency in English

[pate of

[Lever

|21/09/2020

|Fiuent

Additional Infoermation

[Modes

of Travel

[Lap

Meals
School Meal

[walk

[no!

rovided Transport Uniform Allowance
No

Linked Agencies

[Type

[start Date

Agency Name:
De Parys Medical Centre

[Medical Centre

|27/11/2019

Achievement Details

Page 2

Date Type Activity Type| Points  |Award Given |Date of Parents/Carers
(ingl Add| Award Informed
Types)*
18/10/2023 |Academic Achievement  |Numeracy |1 Certificate  |18/10/2023 |No
09/10/2023 _[Star of the Week [numeracy |5 Certificate|09/10/2023 |No
28/09/2023 |Star of the Week Numeracy |5 Certificate  |28/09/2023 |No
25/09/2023 [Star of the Week Numeracy |5 Certificate  |25/09/2023 |No
19/10/2022 |Excellent Effort Technology |1 Commended |19/10/2022 |No
21/09/2022 |Star of the Week Art 5 Certificate 21/09/2022 |No
10/09/2021  |Excellent Effort Art 1 No
16/10/2020 |5tar of the Week 5 No

Additional Achievement Details

Comments

Date Type
18/10/2023| Academic
Achievement

ou linked all the right numbers to how many objects there were in your Worksheet

images. 10/10 correct answers. Well done

05/10/2023]5tar of the
i

aak

Using the 2 times table you recently learnt you completed 12/12 correct answers in

tadaus tart Kasn n tha mond winrk

Aspect Name Result Date |Result Set Type Result
EYF: Past and Present 11/05/2022 |Early Years F Stage |Grade 1
EYF: Past and Present 11/05/2022 |School Assessment - EYFS Grade 1
EYF: People, Culture and Communities 11/05/2022 |Early Vears F Stage |Grade 1
EYF: People, Culture and Communities 11/05/2022 |Scheol Assessment - EYFS Grade 1
EYF: Sel-Regulation 11/05/2022 |Early Vears Foundation Stage | Grade 1
EYF: Self-Regulation 11/05/2022 |School Assessment - EYFS Grade 1
EYF: Speaking 11/05/2022 |Early Years Foundation Stage | Grade 1
EYF: Speaking 11/05/2022 |School Assessment - EYFS. Grade 1
EYF: The Natural World 11/05/2022 |Early Vears F Stage |Grade 1
EYF: The Natural World 11/05/2022 |School Assessment - EYFS Grade 1
EYF- Word Reading 11/05/20232 |Early Years Foundation Stage | Grade 1
EYF- Word Reading 11/05/2022 |School Assessment - EYFS Grade 1
EYF: Writing 11/05/2022 |Early Years Foundation Stage |Grade 1
EYF: Writing 11/05/2022 |Scheol Assessment - EYFS. Grade 1
CL Reception Statement 1 13/09/2021 |Year R Autumn Baseline Grade o
CL Reception Statement 10 13/09/2021 |Year R Autumn Baseline Grade E
CL Reception Statement 11 13/09/2021 |Year R Autumn Baseline Grade E
CL Reception Statement 12 13/09/2021 |Year R Autumn Baseline Grade D
CL Reception Statement 13 13/09/2021 |Year R Autumn Baseline Grade E
CL Reception Statement 14 13/09/2021 |Year R Autumn Baseline Grade E
€L Reception Statement 15 13/09/2021 |Year R Autumn Baseline Grade E
CL Reception Statement 16 13/09/2021 |Year R Autumn Baseline Grade E
CL Reception Statement 17 13/09/2021 |Year R Autumn Baseline Grade E
CL Reception Statement 2 13/09/2021 |Year R Autumn Baseline Grade E
CL Reception Statement 3 13/09/2021 |Year R Autumn Baseline Grade E
CL Reception Statement 4 13/09/2021 |Year R Autumn Baseline Grade E
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Person Output Report Example

Iﬂlisa Abbas - Staff
Report Date: 28/03/2018 12:48
Basic Details [Post Referance Midday Supsryisor
= i [Post Category Not required for Statutory Return
lTore ) Contract start Date lo8/05/2017
Logal Sarmame P [Financial su Bglblup Wigidzy Supervisors
Freferred Forename s f:’;:f::'n‘x’ Humeer :i?::s“
Preferred Sumame 2bbas . ]
Gender Female ¥ Contracte: :“
Lezve D000
[Fhotegraph on Record We
e Fours/wesk [2.0000
. [Weekz/vear a2 6000
Personal Details _ e 51081
[Date of Birth it Humber [Ethnicity e T 58088
0a/03/1975 |we-gs-za-15-0 |asian or asian svitish, Bangladeshi Sefeguared sy e
[Pay Factor 0.0871
Addresses origin Not known
|Mdrm ress [country s an Apgrantice No
Type
Home L0 Mount View, Fail United Kingdom Salary records for Contract Id 56 - MIC - APT & C Staff - Start Date: 08/05/2017
E= [seale s
start date o8/05/2017
[pevice JLocation [rumber Im I,-,ﬂ—
[Telephona [orze arzssz [annualsalary 15014.00
GO EECE
Professional [actual salary (annual salary*FIE) 1307.a0
[FTaSEtus [T starus Superannuation ves
[ [na N status =
[Regional Pay Sping Rest of England
Details
[reaching staff Roles for Contract Id 56 - NIC - APT & C Staff - Start Date: 08/05/2017
[nia [Rele [start Date
[Msaday Assistant |oesos/2017
Dates
[ At Ke Contract Id 57 - NIC - APT & C Staff - Start Date: 08/05/2017
oa/as/zo7 Servics term NIC - APT & € Staff
[Employment Typa Permanant
Checks [Fost Referance |Clzanar
[check [clearance Date [Past Category Not required for Statutory Return
[D8s check 08/05/2037 [Cantract Start Date [0B/05/2017
[Financial subgroup Cleaners
Contract Id 56 - NIC - APT & C Staff - Start Date: 08/05/2017 [Cantrace/Fayral Humbsr FRE2ESEE
[ervice tarm [NIC - APT &€ Stalt Increment Date Joz/0a
[Employment Type |permanant M Contracted ot
L==ve l0.0000
[Raurs/week 5.0000
wesks/vear a2 0000




Data Cleansing and GDPR Housekeeping Routines in SIMS

Chapter 10 Delete Staff Records

Introduction

Deleting any staff records should be carried out using extreme caution because the audit trail of data
amended in SIMS will be lost.

Where a duplicate staff record has been created, all the data must be transferred to one record and the other
record deleted, however, this may not always be possible.

A typical scenario maybe where a SIMS User has been created on Systems Manager but the user details were
not linked to the staff record from the matched records.

Delete a Staff Record
1. After removing as much information as possible from the unwanted staff record ensure the:
e SWR flag is not ticked.
e Allinformation relating to contracts is deleted, (ensure that these are properly recorded elsewhere).
o All Employment check information is removed.
e Employment start date is cleared.
e Address and next of kin information is removed.
2. Once information has been removed as possible, go to: Routines | Staff | Delete staff

3. Search for member of staff. On double clicking on staff name, SIMS will locate all records relating to this
staff member. This will take a few moments whilst SIMS checks whether you can delete this person’s
record.

I“ Locate Staff
88 Search [ Open = Print Mesct Previous

Surname |"°':'ke | Forename
Sex | ~ |
MName Sex Dob
Rooke, Peter Male 7011967

4. |If the staff record can be deleted, then SIMS will display the following message in the Data Summary
panel “This staff can be deleted”.

Delete Staff-

1 Current Details

1 Current Details

Name
Gender
Date of Birth
NI Number

Teacher Number:

2 Data Summary.

K Delete 2 Print € Cancel
2 Data Summary 3 Employment History Data (1 record) 4 Siaff Defails Data (3 records)

Angela Warvick
Female
101061965

YB455321A

© This staffcan be deleted

This Staif has no Curi
This Stalf has no Cover Data
This St Dai

culum Data

This Staif has no Cumiculum & Lesson Planner Data
This Staff has no Document Management Data
This Staif has no Performance Data

This Staif has no SIMS Leaming Gateway Data
This Staff has no Special Educational Needs Data
This Staif has Staff Details Data (3 records)

Click for photographers

This Staff has no Behaviour Management Data
This Staff has no Alerts Data

This Staff has no Attendance Data

This Staif has no B2B:Personnel Data

This Staff has no Employee Data

This Staff has Employment History Data (1 record)
This Staff has no Dinner Money Data

This Staff has no Intervention Data

3 Employment Histoey Do (1 record)

4 Staff Detais Dota (3 rocorc)

5. Use Delete to delete this staff record.

40



Data Cleansing and GDPR Housekeeping Routines in SIMS

Unable to Delete a Staff Record

If you are unable to delete the staff record, the Data Summary will display the message “This staff record
cannot be deleted”.

Itis necessary to work through each set of records and delete these from the staff member, if possible, before
trying to delete the record again.

In some instances it will not be possible to delete all of the records. If these records cannot be deleted, it
will not be possible to delete the member of staff.

In this instance it will be necessary to flag the record so that it will not be selected in future.
To flag a record to be avoided in future, then:

e Put Z2ZZ in front of the surname of the individual.

e Set the date of birth to 01/01/1900, if you haven’t already done so.

e Ensure that the SWR flag is not ticked.

e Delete any remaining data on the record.

Where Both a Contact and a Staff Record Exists

Where both a contact and a staff record exist separately for an individual, it is important that only one record
remains on the SIMS system. It is recommended that the staff record is retained and the contact record
deleted. Don’t forget to transfer any information you wish to retain to the staff record.

Unfortunately there is no simple way of identifying duplicated records within SIMS in this instance.
Therefore if you have a member of staff who is also a contact or a contact of other children at the school,
you must check to see if their record is duplicated by looking at the contacts within SIMS:

Focus | Person | Contacts

To remove the contact record, follow the procedures for deleting a duplicate contact as described in this
document.

Once the contact record has been deleted then it is important that the staff record is associated with the
child. Use the Panel 5: Family/links hyperlink from the student record to associate the child with their
parent/contact.

Make Staff Leavers Inactive Users in Systems Manager
Once staff leave, their account must be made inactive in Systems Manager.
1. Focus | Systems Manager | Manage Users

Search and Open the Users Record

2
3. Panel 2: Login Details Untick the Active box.
4

Save the changes.

41



Data Cleansing and GDPR Housekeeping Routines in SIMS

Chapter 11 The Admissions Module

Enable Multiple Admission Groups

1. Select Tools | Admission | Defaults.

2. Tick Multiple Admission Group and Save settings.

3. Close SIMS and log in to active Multiple Admission Groups

Setup Details

E Save a Undo = Print
1 Setup Details 2 Communications 3 Fees

1 Setup Details

Admission Mo. Prefix I:I Admission No. Suffix 01779
Multiple Admission Group Tl Mext Enquiry Reference |:|

Record \withdrawal Information O Enter Defaults On Admit [l

Once Applicants have been admitted on roll from admission, the Admission records and Admission groups
can be tidied.

Admission records for applicants not admitted on roll, and who the school have no need to keep the data
for, can be deleted.

Historical Admission Groups can also be deleted.

Add Multiple Admission Groups

Routines | Admissions | Admissions Group | Set Up

1. Search for the Intake Group you wish to add another admission group to.

2. Open the Intake Group

Intake Group Detailz
Save Undo = Print
1 Intake Group 2 Admission Groups

1 Intake Group
Admission Year | MName
Admission Season |_,'-‘c'|_|'[u|'|'||'| w | Active [l
Year Group |Year R v|

Flanned Admission  [30 |

2 Admizsion Groups
Name Date Cf Admission 5] New
202042021 - Autumn Year R (A) 07/09/2020 [ Open
202042021 - Autumn Year R (B) 08/09/2020 % Delete
2020/2021 - Autumn Year R (C)

3. From Panel 2: Admission Groups, click New to display the Add Admission Group dialog.

4. Enter a Name (this must be different to the Intake).
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5. Group name, even if just by character spacing) for the admission group, together with the Date of
Admission. Alternatively, click the Calendar and select the required date.

6. Click OK to add the admission group and return to the Intake Group Details page.

If any further admission groups are required, click New and repeat steps 1 and 2.

NOTE: Even if you are set up to allow multiple admission groups you may find it easier just to assign
one admission group to each intake group.

7. Click Save to create the intake and admission groups.

8. Once admission groups have been created, you can add any applicants to SIMS and assign them to the
required admission group.

Tidy Admission Records

Focus | Admission | Application

W Find Application
D New [ Search Open Delete Print Next Previous
Surname | Forename | | Application Status
<Ay - A <Ay - <Any>
Intake Group ‘ ¥ |:| LAdmission Gruup| ¥ |:| “Current>
Tier <Any= hl | House <Ay bl | Applied
Offered
Mame Date Of Bith  Gender  Application Status  Intake Admission Group House |Accepted
Admitted
Rejected
Reserved
‘withdrawal

1. Click the Application Status dropdown, scroll right to the top and select <Any>.
Click Search to populate the window with all existing pre-admission records.
3. The records appear in alphabetical order, click the heading Application Status to sort by this column.

[ Find Application
[ New M Search [ Open 9 Delete 3 Print [l Browse| B Next  Previous Links ~ @Help 3¢ Close
B [ — T
Intake Group  <Any> ~[]  Acmission Group <Any> -]
Tier <Any> - House <Ay -
Name Date Of Bith Gender Applcation Status  Intake Admission Group House -
Raron, Chiis 01/09/2005 Male Admited 2009/2010 - Autumn Year N2 2003/2010 - Autumn Year N2 (A)
Raron, Liz 01/08/2005  Female  Admited 2009/2010 - Actumn Year N2 2009/2010 - Autumn Year N2 (A)
Raron, Saphie 01/09/2005  Female  Admited 2009/2010 - Autumn Year N2 2009/2010 - Autumn Year N2 (A)
Podulch, Tamwar  12/01/2008 Male  Admited 2012/2013 - Autumn Year N2 Norsery Autumn 2011 [1]
Pbhra, Abjt 201172009 Male  Admited 2013/2014 - Autumn Year N2 Nursery Admissions 2013
Rbhra, Alsha 201172009 Female Admited 2013/2014 - Autumn Year N2 Nursery Admissions 2013
Pbhra, Nesl 201172009 Male  Admited 2013/2014 - Autumn Year N2 Nursery Admissions 2013
Ackdon, Stan 2032010 Male  Admited 2013/2014 - Autumn Year N2 Nursery Admissions 2013
Acidon, Stephen  12/03/2006 Male  Admited 2010/2011 - Autumn Year R 2010/2011 - Autumn Year R(A)
Acton, Jordan 11/02/2006  Male  Admited 2007/2008 - Autumn Year N2 CCS New Intake 2007 Nursery
Acton, Sam 25/03/2003 Female Admited 2007/2008 - Integrated Year R CES New Intake 2007
Adams. Adam 31/08/2005  Male Admited 2009/2010 - Autumn Year R 2009/2010 - Autun Year R (A

NOTES:
Records with a status of Admitted must be retained.

Applicant Records with future admission dates with a status of Applied, Offered or Accepted must be
retained.

All other records can be deleted.
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[ Find Application
[ New My Search [ Open 3¢ Delete (S Print [ Browse | B Next 43 Previous

1 1
(L]  admission Group <hry> -]

Sumame Forename Application Status  <hny>

-]

Intake Group ~ <Any>

4. Highlight the record(s) to

Tier <Any> - House <Any= -
delete. Harms Date Of Bith  Gender  Applcation Status  Intake ‘Admission Group Houss
Pbduleh, Tamwar  12/01/2008 Male  Admited 2012/2013 - Atumn Year N2 Nursery Adtumn 2011 [1]
Abhra, Abjt 20112003 Mae  Admited 2013/2014 - Autun Year N2 Nursery Adrissions 2013
. Abhra, Alshs 2041172009 Femals  Admitied ID13/2014 - Autumn Year N2 Nursery Admissions 2013
5. CIICk DEIEte at the tOp Of the fbhra, Neel 20/11/2009 Male  Admited 2013/2014 - Autumn Year N2 Nursery Admissions 2013
Ackton, Stan 22032010 Male  Admited 2D13/2014 - Autun Year N2 Nursery Adrmissions 2013
screen Ackion, Stephen  12/03/2006 Male  Admited 2010/2011 - Autumn Year R 2010/2011 - Autumn Year R (A)
. Acton, Jordan 11/02/2004  Mele  Admited 2D07/2008 - Autumn Year N2 CCS New Intake 2007 Nursery
Acton, Sam 25/03/2003  Female  Admitied 2D07/2008 - Intsqrated Year R CES Hew Intake 2007
Adams, Adam 082005 Male  Admitied 2009/2010 - Autumn Year R 2009/2010 - Autumn Year R (A)
Adams, Laurm D3/03/2007  Female  Admited 2011/2012 - Autun Year R Reception Autumn 2011

Adams. Nancy 18/12/2011  Female  Admitted 2015/2016 - Autumn Year N2
2016/2017 - Autumn Year N2
2010/2011 - Autumn Year R

2012/2013 - Autumn Year R

Nursery Admissions 2015
2016/2017 - Autumn Year N2 (8)
2010/2011 - Autumn Year R (4)
Reception Autumn 2012

Adams, Sadie
Adasheji, Mohammed 02/02/2006  Male

Admitted

Akeman, Rebecca 18/09/2007  Female Admitted

SIMS .net

6. Click Yes in the pop up window.

Deleting Applications will affect your annual statistics and is irreversible.

7. Repeat this process until all unwanted records

Are you sure you wish to continue?

are removed from the system.

Yes No
Tidy Admission Groups
Once the Admission Records are tidied, you can tidy the Admission Groups.
Routines | Admission | Admission Groups | Setup
1. Click the Status dropdown and select <Any>.
"W Find Intake Group
B New [ Search Open Delete Print Next Previous
MName | | Admission Season |<Anmy> \,| Status |<Any>
Admission Year  [zanys V| Year Group <Anys Vl:l e
- o |Active
MName Admission Year Admission Season Year Group TTEMTEY s
2. Click Search to populate the window with all existing Admission groups.
3. Historic Admission groups can be deleted.
4. Highlight the Group to delete. Click Delete at the top of the screen.
W FindIntake Group A
B Mew HSearch E}'Dpen %Dele{e =3 Print @Next Previous
Mame | | Admission Season | <Any> V| Status |||'|ac1i\_re -
Admission Year  [<fny> v| Year Group <Any> Vl:l
MName Admission Year Admission Season Year Group Planned Admission Status
2006 - Autumn - R Inactive
2006 - Autumn - N Autumn Year N2 3 Inactive
2007/2008 - Autumn Year N2 Autumn Year N2 40 Inactive
2007/2008 - Integrated Year R 2007/2008 Autumn Year R 40 Inactive
6. Click OKin the pop up window. -~ >

Deleting an intake group will delete all applications for this intake. If you ]
wish to maintain a history of applications that have been admitted,
withdrawn or rejected then the group should be made inactive rather
than deleted.

Cancel
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NOTE:

Admission Groups cannot be deleted if there are current applications associated with it. This should be
resolved by tidying Admission records.

If you are still unable to delete an historic Admission Group you will need to make it Inactive.

Make Admission Groups Inactive

Intake Group Details: 20182013 - Autumn Year R

1. Double click the Save ndo (= Print
.. 1 Intake Group 2 Admission Groups
Admission Group to :
open the record. 1 Intake Group
2. Remove the Active Admission Year | EERENIE v|  Name 201872019 - Atumn Year R

tick. Admission Season [ futumn o] Active ®
3. Save the record. Year Group [Year R v
Planned Admission Ig.:- ]

2 Admission Groups

MName Diate CF Admission :' Mewr

201872019 - Autumn Year R (A) 01/08/2018

Transfer Applications between Intake Groups

Routines | Admission | Admission Groups | Transfer Applications

This will open a page which is split into two panels.

1. Inthe left hand panel select the Intake Group, and associated Admission Group, that the pupil
application is currently in. The left hand panel will then populate with all the applications in this
Admission Group.

2. Inthe right hand panel select the Intake Group, and associated Admission Group, that the pupil
application is transferring to. The right hand panel will then populate with all the qpplications already in
this Admission Group.

3. Inthe left hand panel highlight the name of the pupil who is transferring to the new
Admission Group and click on the arrow pointing to the right (between the two
panels).

4. This will transfer the application into the new Admission Group. Save the change.

NOTE: Pupils can be moved in either direction using the up and down arrow.
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Bulk Delete Application Data

Itis possible to perform a bulk deletion of application records. All data (except where fees, deposits or dinner
money exists) will be available for deletion.

Tools | Housekeeping | Delete Admission Applications

Tools |ﬂind-:-w Help
Admissicns " E ﬁ [|B= I: ¢ @ (_ i
Lookups " i L“ Z_zz CEB @ 2
Cther Schools "\ Selected Academic Year 20232024
Setups "
Setup Message Cpticns
Housekeeping * General
Academic Management " Delete Unlinked Persons
Maintain Medical Event Delete Unlinked Contacts
Statutery Return Tools " Delete Admission Applications

1. Select the criteria for deletion eg. Admission Year, Application Status etc and select Search.

Wo Find Appiicaion
B search |Gl Browse
Surname | Forename | | Application Status Withdrawal lv

Admission Year |r_ﬂny> [v D Intake Group |f}-\n)'= w D Tier <Ay Inactives
Adrmatied
Rejected

- 202472035
Delete Application .

Delete 202672027
20272028

202872029

Background Del! 20297200
| 20302031

203172032

Deleting multiple

Murnber of Applications available: 0 Mumber of Applications selecied 0
OO  Hame Date of Bith ~ Cumert Age  Sex Applcation Status Intake Group Admission Year Pupd Admitted

You may wizh to nm this routine outside school hours.

2. From the Delete Application Details screen, highlight and tick the students to be deleted.
3. Select Delete.

Delete Application Details
% Delete

Background Delele Status: Mot Started

Deleting multiple Admissi lications may be i ing. You may wish to run this routine outside school hours.
Number of Applications available: 170 Number of Applications selected: 12
= Name Date of Bith ~ Cumert Age  Sex Application Status Intake Group Admission Year Pupil Admitted
Abdelkoder, Mohamed 15/03/2012 12| Male Admitted 202372024 - Autumn Year 7 2023/2024 Yes
Ackroyd, Marcus 21/08/2012 11| Male: Admitted 202372024 - Autumn Year 7 2023/2024 Yes
Adams. James 1341272011 12 Male Admitted 2023/2024 - Autumn Year 7 202372024 Yes
Adams, Owen 15/03/2012 12 Male Admitted 2023/2024 - Autumn Year 7 2023/2024 Yes
Albanie, David 29/04/2012 12| Male Admitted 202372024 - Autumn Year 7 2023/2024 Yes
Albright, Franchester 27/06/2012 12 Female Admitted 2023/2024 - Autumn Year 7 202372024 Yes

4. A warning message will be displayed, click OK.

You are about to permanently delete 1 application record(s).
WARNING: This includes:

1 application(s) for admitted pupils.
Mote: Their student data will NOT be deleted.

All data will be removed for Enquirers, Prospective Pupils,
Contacts and Applicants who do not hold additional roles.

The Bulk Deletion process will run in the background and you
can continue to use other areas of SIMS,

oK Cancel
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5. The bulk data deletion agreement notice will appear. Tick to state agreement and click OK.

As the Data Controller, it is the responsibility of the School to demonstrate compliance with the
current Data Protection Legislation description of 'Lawful Basis for Processing',

ESS cannot be held responsible for the data you choose to delete.
Please note that where data is deleted, this may impact the accuracy of historic data reporting.

You are advised to take a backup of your data prior to deleting it from SIMS.

If you have any questions regarding your responsibilities in relation to the General Data
Protection Regulations (GDPR) then you are best advised to review the information on the ICO
website:

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-
gdpr/lawful-basis-for-processing

[¥l Flease read the above statement fully and tick to confirm you agree in order to continue

Continue Cancel
6. The deletion will start.
Delete Application Detailz
Delete
| 0/1 Background Delete Status: Started

Deleting multiple Admission Applications may be time-consuming. You may wish to run this routine outside school hours.
Mumber of Applications available: 170 Number of Applications selected: 1

7. Notification will show when the task has been
com pleted Select OK. o The background delete task has been completed.

1 Application record(s) have been successfully deleted,

Mote: Personal data will be retained where Applications hold
additional roles, e.g. Student,

OK

Note: Deleting multiple admission applications may be time-consuming. It is recommended to run
outside of school hours or when all users are logged out of SIMS.

Application Bulk Delete Audit Report

The application bulk delete data audit option is available for schools to generate a bulk application delete
report.

Reports | Admission | Application Bulk Delete Data Audit
Select the Start Date and End Date. Select OK.

Choose the required output and select OK.

Application Bulk Delete Data Audit

Records
User ID Username Date Deleted Updated/Deleted Job Status
2 BlackA 13/02/2024 15:17:00 1 Finished

Wed 14 Feb 2024, 10:29
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Chapter 12 Web Address Validation (WAV)

As your school should have Web Address Validation (WAV), then addresses would expect to be ‘Validated’
for all Pupils, Personnel and Contacts records.

Current Home Address Details (Mot validated)

Add 20 Radclife Road € Delete
@ address Milnsbridge e
Huddersfield &3 Modify Aliress
A
EEtgedLPéngdom D Move House
B Validate

1. Highlight the address and double click or select Open.

B Find Matching Addresses - - O X

Matched Addresses
The following addresses known to the SIMS database have similar details.
Toadd a new address with the details entered above, select New.
Tao select an existing address, select Open.
To create an address similar to an existing one, select Copy.

House Name  House No. Apartment Street Town PostCode A1 [ New
2] Fadciffe Road Huddersfield [ Open
@Blakes B. Diamond Te... Radclffe Road Huddersfield HD3 41X 15 Copy
@Blakes B. Gas Auto C...  Radcliffe Road Huddersfield HD3 41X N
@Blakes B. Sniffers Pet ... Radcliffe Road Huddersfield HD3 41X
@Blakes E. Blake Engin... Radclffe Road Huddersfield HD3 41¢
b Radcliffe Road Huddersfield HD3 41X
@Blakes EB.. Adg Engine...  Radcliffe Road Huddersfield HD3 40X
2. Highlight the address and double click or select Open.
Current Home Address Details (Validated)
@ Address 20 Radcliffe Road 3 Delete
Milnsbridge . .
Huddersfield %) Modify Address
HD3 41X
United Kingdom D Move House
Validate
UPRN: 83015104
Note
Start date 16/05/2019 2] End date |:| 2]

3. Save the record.
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Chapter 13 Useful Contacts

Name

Can provide help on / and

any other related issues

Telephone / Email

MIS Support
Financial Support

ICT Schools Team Technical Support

Support and Training

01296 383500 # 1
ictschools@buckinghamshire.gov.uk

01296 383500 # 3
SchoolTST@buckinghamshire.gov.uk

School Management Support Team

School Workforce Census
School Census
School & Pupil Data

Free School Meals
Checking Service

AnyComms account
queries

schoolcensus@buckinghamshire.gov.uk

SMST@buckinghamshire.gov.uk

49



mailto:ictschools@buckscc.gov.uk
mailto:SchoolTST@buckinghamshire.gov.uk
mailto:schoolcensus@buckinghamshire.gov.uk
mailto:SMST@buckinghamshire.gov.uk

Data Cleansing and GDPR Housekeeping Routines in SIMS

50



