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Introduction

The submission of data to the Department for Education (DfE), including a set of named pupil records, is a
statutory requirement on schools under Section 537A of the Education Act 1996. This takes the form of a
Statutory Return (census) for all Local Authority Maintained Nursery, Primary, Secondary, Special Schools
and Academies.

The information collected is used by the Department for Education (DfE) in the calculation of the Dedicated
Schools Grant and the Pupil Premium funding allocations and, for schools with a Sixth form, the Post 16
Funding as specified by the ESFA. Each Census has funding implications and questions regarding which
census collects funding data should be referred to your Local Authority (Buckinghamshire Schools should
contact the Schools Management Support Team).

Data collected includes general pupil characteristic information such as sex, free school meal eligibility,
Special Needs ethnicity, and language. Termly absence and attendance data are also collected, and this
contributes to the published School Performance tables. Data differs for phase and type of school for each
census.

Data is collected three times a year:

Autumn (October), Spring (January), and Summer (May).

Autumn Census - Thursday 2 October 2025

Spring Census - Thursday 15 January 2026

Summer Census - Thursday 21 May 2026

All Management Information Systems collect the same data items, but naming may differ between
software.

Once completed the Census is uploaded to the DfE via Secure Access portal (COLLECT).

Collect has reports available that should also be ‘run’ to ensure correct data. Further details of these reports
can be found at the following website:

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

MIS software has validation errors ‘built in” which identifies any errors or unusual data. All errors should
be corrected. Any errors or queries that cannot be rectified should then be noted on Collect upon upload.
The link above also contains information on the acceptable ‘notes’ for each error.



http://www.legislation.gov.uk/ukpga/1996/56/section/537A
https://www.gov.uk/guidance/complete-the-school-census/check-your-data
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Panels Available in Each Termly Census Return

Each of the following panels in the SIMS School Census area addresses specific data collected in each census
return. Other information is collected directly from within the return data and can be viewed via a number

of inbuilt reports.

Autumn Spring

Summer

. Census details
Census details

Selected Period on Census Day ¢

Census details

School Information

School Information Childcare

School Information

Top-up Funding Top-up Funding

Top-up Funding

Pupil Reconciliation

AL A Post Looked After Arrangements | Post Looked After Arrangements
Arrangements
Attendance Attendance Attendance
School Dinner Taken A School Dinner Taken A School Dinner Taken A
Early Years details * Early Years details A Early Years details #
Funding & Monitoring Funding & Monitoring Funding & Monitoring
Class Type (Infant/Primary)
Post-16 Learning Aims® Classes Class Type?

Free School Meals

Admissions Appeals

(Infant, Primary and Secondary)

PRU’s only:
Time in Unit
Teenage Mothers

AApplicable to pupils in Reception & Key Stage 1 (Y1 and Y2) only.
B Applicable to schools with Post 16 Learners
¢ Applicable to Secondary Schools only

DfE Collect - Deadline Upload and Submission Dates

It is recommended to upload a file on DfE Collect as soon as possible after census date, even if it is not
complete, to check for additional DfE validation errors and queries not evident in SIMS.

Checking by Children's and Traded Services (formerly Schools Management Support Team)

LA Maintained Schools — All

Friday 3™ October 2025 @ 5:00pm

Primary Academies

Friday 10t October 2025

Post 16 Schools

Monday 3¢ November 2025

DfE Collect

Academies — All — 15t Submission to DfE Collect Direct

Wednesday 29%" October 2025

All Schools & Academies — DfE Final Submission

Wednesday 26" November 2025
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Children's and Traded Services (formerly Schools Management Support Team)
and Guidance

Contact Children's and Traded Services (formerly Schools Management Support Team) for advice or
queries regarding the funding implications of each termly census.

Email: schoolcensus@buckinghamshire.gov.uk

SchoolsWeb: https://schoolsweb.buckinghamshire.gov.uk/school-management-support/school-census

Refer to SMST guidance for:

e School census process for Schools and Academies.
e Data checking issues to look out for.

e DfE Collect guidance for schools.

e Alternative Provision Placements codes.

ICT Schools Team

Contact the ICT Schools Team for assistance with:
e Entering data into SIMS.

e Correcting validation errors in SIMS.

Tel: 01296 383500 option 1 or email: ictschools@buckinghamshire.gov.uk

Note: we are unable to provide specific statutory guidance or support with issues relating to funding
implications or the use of DfE Collect.

Changes to the School Census Autumn Return

Autumn 2025 Census Return Key Dates

Census Date 02/10/2025

Attendance collected from 21/04/2025 to 31/07/2025
Suspensions and Permanent

Exclusions collected from 01/01/2025 to 31/07/2025
AP Placements collected from 15/05/2025 to 02/10/2025
Free School Meal Eligibility from 16/05/2025 to 02/10/2025

Funding & Monitoring collected from 01/08/2025 to 02/10/2025

Funding and Monitoring

National Tutoring Programme finished 2023/24 academic year.
Only record pupils for 2025/2026 academic year where either:

e Tutoring is funded by the school (Tutoring) for Years 1 to 14

e Post 16 pupils repeating up to one year of 16-19 funded provision.



mailto:schoolcensus@buckinghamshire.gov.uk
https://schoolsweb.buckinghamshire.gov.uk/school-management-support/school-census
mailto:ictschools@buckinghamshire.gov.uk
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Nursery Funding

The following extended to starting at 9 months:
e Expanded Hours

e Early Years Pupil Premium

e Disability Access Funding

Setting SIMS Permissions

The following permissions are applicable to users who deal with returns.

Running the Return

To run the return, you must be a member of one of the following user groups in System Manager:

e Returns Manager

e Returns Operator

Editing and Preparing Data

Users who edit and prepare data must have permissions to access additional areas of SIMS, eg. Pupil details,
school details, etc. Users must be a member of the user groups applicable to the areas they are editing.
Permissions Required to Import a Revised Fileset

The Import Fileset functionality enables updates to the Validation Errors Summary and the Summary report
(derived from files supplied by the Statutory Body), and detail reports (provided by SIMS) to be imported
into SIMS between SIMS releases.

To Import Filesets, you must be a member of one of the following user groups in System Manager:
Returns Manager or Systems Manager
For more information regarding the Import Fileset functionality, refer to the applicable preparation guide.

Contact your System Administrator/Manager for queries regarding the required permissions.

Version of SIMS Required
To run the return, you must have the SIMS 2025 Summer Release (7.224) or later installed.
To check which version of SIMS is installed, open SIMS and select Help | About SIMS.

A dialog like the one shown in the following graphic is displayed. The version should read 7.224 or later.

=

Thousands love
SIMS Next Gen

94% rate it as 'easy’ or
‘super easy’ to use.

Build 27 Database build 3.65.290 England Public-UK Primary
Version 7.224 © Education Software Solutions Limited (ESS). 1984-2025

Contains iTextSharp © 2008 Bruno Lowgie
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Steps to Producing the School Census Return

The following provides a brief outline of the steps involved in producing the School Census Autumn 2024
Return. If data has been regularly and accurately maintained, many of the activities in this document are
unnecessary. However, it is advisable to check to ensure the information is up-to-date.

1.
2.

N oo v s

10.
11.

12.

Upgrade to the SIMS 2025 Summer Release (7.224) or later.
Carry out one or more dry runs to identify any errors that may exist in your data.

Ensure relevant Pupil and school data exists in SIMS and it is complete and correct. Use the Bulk
Update routine (Routines | Pupil | Bulk Update) to add missing or correct invalid data, if required.

Complete the information on the Census Return Details page.
Create and validate the return.
Resolve any validation errors/queries and then create and validate the return again.

Continue to resolve the validation failures then repeat the Create and Validate routine until you are
satisfied the content of the return is correct.

The Detail reports and Summary report can be generated to assess the accuracy and completeness
of the return.

Provide the Head Teacher with the latest copy of the Summary report to enable them to check that
all information is correct before they give approval for authorisation of the return.

The Summary report can be used in conjunction with the detail reports.
Once approval has been given, authorise the return:
Routines | Statutory Returns | School Census. Open the census file and select Authorise.

Upload and Submit the authorised census return to the DfE Collect data collection website.

Refer to Children’s and Traded Services Team detailed Collect Guidance for Schools to enable school
colleagues to upload their School Census to the DfE Collect system, check for any issues, add notes
to confirm where issues cannot be corrected, and submit the return to the DfE.

The ICT Schools Team are unable to provide any support for issues relating to DfE Collect.
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The process of producing the School Census can be separated into a number of steps, some of which might
have to be repeated in order to eliminate errors in the return.

Upgrade to the latest available
release of SIMS.

Configure the Census Folder and specify
the Security message for Reports.

v

Ensure that the school details and pupil/student details
are correct and up-to-date.

v

Start a new return.

v

Calculate All Details.

v

Check all information displayed on the
Census Return Details page and edit, if required.

v

P Create and validate the return.

Any errors or
queries?

A
Produce the Validation Errors Produce the Summary report then
Summary report to assist with the check the report content to ensure that
resolution of errors and queries. the return is acceptable before
+ authorising the return.
Produce the detail reports and the ‘
Summary report to assist with the
resolution of errors and queries. Authorise the return.
+ Confirm that the Head Teacher is satisfied

that the return file is ready for upload.
Enter additional text to be displayed on
the authorisation report, if required.

P Resolve errors and
check queries.

On authorisation, the Validation Errors
Summary report, Authorisation report
and Summary report are generated and
displayed in your web browser.

All reports (including the detail reports) can
be viewed via the Retrieve Authorised
Census Return Files routine.

Submit the return.

11
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Chapter 1 Preparing SIMS for the School Census

Introduction

The following chapter details all checks and preparation that should be carried out within SIMS prior to
creating the School Census Return. This will ensure smooth running of the return and therefore minimise
the numbers of errors/queries upon creating and validating the Census.

Tidying the School Census Folder

It is recommended schools set up a School Census Archive folder in S:\SIMS\School Census to store old
census files.

& v A > ThisPC » sdrive (\\PE3436) (S:) » SIMS » School Census Example
Mame Date mccl\i‘fiecl Type Size
# Quick access
B Desitop € 8252999 5C3_8251120_003_pupil_exclusio... 04/09/202015:37  Chrome HTML Do... 3KB
€ 825299952825l Qpen Chrome HTML Do... 3 KB
¥ Downloads € 8252999.5C2.825L0 @ Sare with Skype Ehrome HTML Do... 11KB
=| Documents € 3252999 5C2 82511 Scan with Sophos Anti-Virus Ehrome HTML Do... KB
=] Pictures € 8252999 5C2 82511 Fhrome HTML Do... 4KB
3 Recent folders € 2252999 52 82511 Szl > Bhrome HTML Do.. 3KB
Holtspur ¢ 8252999 5C2 82511 Cut Fhrome HTML Do... 124 KB
Intro Webinars € 8252999 5C2 82511 Copy Ehrome HTML Do... 209 KB
ousi € 8252999 5C2 82511 Crente oot Ehrome HTML Do... 20 KB
upl reate snorcu
p € 8252999 5C2 82511 o Fhrome HTML Do... 6 KB
i elete
W Videos € 2252999 5C2 82511 Fhrome HTML Do... IKB
R
[ This PC € 2252999_5C2_825L1 Ename Ehrome HTML Do... 3KB
I Deskiop G 8252999 5C2_825LL Properties LChrome HTML Do... 134 KB

1. To move all the old census files in the School Census folder, click the first one in the list, hold the Shift
key down and click the last one in the list (to highlight them all at once).

2. When all files are highlighted, left click the mouse and drag the files into the School Census Archive
Folder.

3. The School Census folder will look similar to this — there should only be the School Census Archive folder
in it. This will make it easier to pick up the Autumn Census file when it is created.

4] < | CENSUS Returns - O X
Home Share View e
< v 4 » ThisPC » sdrive (\localhost) (&) » SIMS » CENSUS Returns v O Search CENSUS Returns o
" MName Date modified Type
st Quick access
School Census Archive 07/08/2025 15:27 File folder
[ Desktop
& Downloads

Import Filesets

A Fileset contains the files used to determine the information to be collected in the return. It also enables
updates to the Validation Errors Summary and the Summary report (both derived from files supplied by the
Statutory Body) and detail reports (provided by SIMS) to be imported into SIMS between SIMS releases.
It is therefore essential the correct fileset is imported, which can be identified by its accompanying number.

12
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e At the time of printing, the fileset number is expected to be 3101 or higher.
e You will be informed of availability of Filesets via a School Bulletin and/or email.

e Ensure you have informed the ICT Schools Team with details of the person responsible for school
census and their contact email address.

To check which version of the fileset is currently in use:

Routines | Statutory Returns | School Census to display the Census Return browser.
The Validation Fileset ID is displayed in the header of the browser.

The Fileset may have already been imported during the upgrade to v7.224. Importing the fileset again
will not impair the School Census.

I“ Census Return for Autumn 2025 Term [Fileael@: 3101 imported on mm@ﬂ

[E Mew @& Search 5 Open $€ Delete %Hé’fif”’ﬂ:TE?TEE//@ Copy

Term |P~J_rtumn 2025 v| Census Folder |S:'-.SIMS'-.C ENSUS Retums

Security message for Reports
This report containg sensitive information.

If you do not have the current fileset shown at the top of your census, follow the instructions below to
import the correct one, which can be identified by its accompanying number.

Menu Route:

1. Tools | Setups | Import Fileset to display the Import Fileset.

Import Fileset

1 Fileset

1 Fileset

Current Fileset Number is 3101

Choose Fileset: | | =

2. Click Browse to display the Open dialog and navigate to the location of the fileset:
S: SIMS\ManifestFiles\3100-StatutoryReturns-Summer_fileset.mfs

Import the highest number fileset available. If the Fileset is missing, contact the ICT Schools Team.

3. Highlight the relevant file and click Open.
4. When the file has loaded, click Import Fileset.

Import Fileset

1 Fileset

1Fileset
Current Fileset Number is 3101
Choose Filesst | 5:\5IMS\ManfestFiles\Fieset_Latest_for_3100_Seres\3101 y _Fieset mfs |
Selected Fileset
Number: 3101 Release Date 2100772028 Title: Install files required for the Autumn 2025 Statutory Returns
Purpose:

Fileset containing all files required to produce the returns included in the Summer 2025 release.

Ready to import. Import Fileset

Close SIMS and log in again to activate the Fileset
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Import Report Definitions
As part of the upgrade, new reports are included and should be imported into SIMS.

Menu route in SIMS: Reports | Import

= |mport report(s) = — O >

Import reports and associated templates from an archive

Archive file g2 Open
Diescription Status Check All
Clear All

1. Click Open.

2. The ‘Look in’ panel should default to SIMS.net and the location for the Report Definitions of:
C:\PROGRAM FILES\SIMS\SIMS.net

3. The file to import is: Predefined_Reports_v7.224 RptDef
4. Highlight the file and click Open, or double click the file name.

s Select report file to import
T » ThisPC » Windows (C:) » Program Files (x86) » S5IMS > 5IMS .net v O Search 5IMS .net

Organise « Mew folder H==

" Mame Date modified Type Size
# Quick access

[] SIMS_ADP_Predefined_Reports_v7168.Rpt.. 11/ RPTDEF File 207 KB
I Desktop _ _ _

| | PreDefined_Reports_v7224.RptDef 14 RPTDEF File 10,194 KB
¥ Downloads [ PreDefined_Reports_v7218.RptDef 06/ RPTDEF File 10,116 KB
ES A wwnentc

5. Click Import.
6. The report definitions are imported once the status changes from pending to imported.

7. Close the Import Reports screen.

= |mport report(s) - O >

Import reports and azsociated templates from an archive
Archive file | C:\Program Files (xBE)\SIMS\SIMS net\PreDefined_Reports_v7224 RptDef

Description Status * [ | Check All
Achievement by Type Report pending...
Achievement Incident Report pending... Clear All
Achievement Insert pending...
Achievement Insert Report pending...
Achievement Listing Report pending...
Achievement Report by Award pending...
Achievement Report by Subject Outcome pending...
Achievement Report by Type pending...
Achievement Report Listing pending...
Address Labels - Cumrent Schools pending... v
W  Import associated templates

Import

Close
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Chapter 2  Preparing Data for the School Census
Return

Introduction

Before beginning the process of producing the return, it is advisable to spend time ensuring all school level
and pupil level information is present and up to date in SIMS. For example, ensure school details are
correct, all new pupils have been added to SIMS, all leavers have been recorded, all exclusions have been
recorded, etc.

Data Collected in Autumn Census 2025

The following information is collected from schools for the School Census Autumn 2024 Return.

School Level Data

School Characteristics: LA number, DfE establishment number, Unique Reference Number URN), school
name, school phase, school type, highest and lowest national curriculum year, intake type, governance,
school email address and telephone number.

Pupil Data Collected

Pupil Identifiers: unique pupil number (UPN), legal surname & forename, middle name, preferred surname,
former surname, sex, and date of birth.

Pupil Characteristics: first language, ethnicity, free school meal eligibility start date and end date,
UK country in which the eligibility applies, class type, Infant school lunches taken (UIFSM).

Service children in education indicator, top-up funding indicator, post looked after arrangements, Youth
Support Services Agreement (YSSA) indicator (for year 9 and above).

Nursery: Hours at setting, funded hours, disability access fund indicator, eligibility code, extended funded
hours, expanded funded hours.

Pupil Status: enrolment status, date of entry, date of leaving, part-time indicator, boarder indicator and
actual national curriculum year group.

Pupil Home Address: pupil's home address details, including post code and unique property reference
number (UPRN) where available.

Special Educational Needs: SEN provision (status), member of SEN Unit, member of Resourced Provision
indicator.

Alternative Provision Placement (15/05/2025 to 02/10/2025): AP unique reference number (URN), AP UK
provider register number (UKPRN), AP setting type, Companies House number, AP postcode, AP reason,
start date, SEN on start date, end date, SEN on end date, AP attendance pattern, AP sessions per week, on
roll status. ** Previous provision URN, for single registered pupils (PRU’s only)

Exclusion Information (01/01/2025 to 31/07/2025 exclusion category, reason(s), start date, number of
sessions, pupil SEN provision, on roll status.

Termly Attendance Information: 21/04/2025 to 31/07/2025
Funding and Monitoring: type code (Tutoring).
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Checking and Editing School Information

The School Information panel within the census displays details that have previously been recorded on the
School Details page in SIMS. The details displayed are read-only but can be amended, if necessary, via
School Detail within the Census or via Focus | School | School Details.

The information displayed may vary depending on your school and the details entered, e.g. Academy
specific information.

Ensure the School Type, Governance, and Intake Type are displayed correctly.

If any details are missing or incorrect, click School Detail to display the School Detail dialog, where
information applicable to your school is displayed.

2 School Information
School Name |WATER5 EDGE PRIMARY SCHOOL

LA 825 Establishment Number

Telephone 852015 URN

School E-mail Address |st:hool@'we_com

School Phase |PS | |Pn'man_.r

School Type [Infant and Junior School 5-11

Governance Intake Type Comprehensive
Lowest NC Year Highest NC Year

School Time 325 Schaol Detail

NOTE: The School Name, LA number, Establishment Number and School Phase were set up when SIMS
was installed. If these details are incorrect, please contact ICT Schools Team for assistance.

School Details - WATERS EDGE PRIMARY SCHOOL
Save Undo
1Establishment 2 Address 3 Contact Details 4 Sites 5 Documents 6 Childcare 7 Support Unit Details
1 Establishment
School Name [WATERS EDGE PRIMARY SCHOOL | N tel'S E Q
LA 825 Buckinghamshire a '80
x
Establishment Number |2‘399 |
Unigue Reference Number |1 23564 |
School Phase [Primary |
School Type infant and Junior School 5-11 v
School Governance .Community ] pl‘l
mary Schoo!
Intake Type Comprehensive ~
Previous School Name | | Date Name Changed I:l
e | e —
Previous URN Number | | Date Number Changed I:l
Boarding Pupils [0 Nursery Class ] Special Class or Unit ]
Head Teacher Mrs Gillian Grosvenor QR Main Contact Mrs G Grosvenor
Curriculum Years |N2 ‘ I6 ‘ School Time 325
Pupil Genders [Coeducational v|
E‘:e:::lf on entry to Coeducational v
NC Year Start Date
(gdimm) P_Jip ]

1. Add or amend the school details, selecting from the drop-down lists where applicable.
2. Click Save and OK to return to the Census Return Details page, where the updated details are
displayed.
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Information for Special Schools (collected Spring Census)
Within the Establishment panel, there are additional panels showing the following:

e Maximum Day Pupils

e  Maximum Boarding Pupils

e Minimum Age for Male Pupils

e  Minimum Age for Female Pupils

e Maximum Age for Male Pupils

e Maximum Age for Female Pupils

e SEN Provision (EHCP or SEN Support)

Information for Academies

2 School

School Name [Green Abbey Schocl | Frevious Name Dste Changed
LA Estahhshmemwumber Eﬁgfs Estab Earliest DOA
Telephone URN [ previessurn [ | DoteChonged ||
School E-mail Address [ofice@ga gk |

School Phase [ | [Becondary |

School Typs [Academies |

Govermarce Ik Type

Lowest NC Year Highest NC Year

School Detail

Academies should ensure the following information is recorded, if applicable:
School Type and School Governance.

e Select Academies from the applicable drop-down lists.

e The school’s Previous Name and Date Name Changed.

e The Previous Establishment Number and Date Number Changed.

This information is used by School Census. If the DfE number has changed for sponsor-led Academies,
historical information is not collected and the date of arrival is reported as the date the DfE number
changed.

e The Previous URN Number and Date Number Changed.

Note: The date the establishments URN changed is used by other census returns. This information is
used by the School Workforce Census. For all types of Academies opened in the collection period, the
date that the establishment’s URN changed is used to determine when the academy was formed.
Historical information is not collected from before the date the URN changed.

Checking and Editing Pupil Level Information

Checking Pupil Details

Before starting the School Census return, check all on-roll Pupils are recorded in SIMS and that as far as
possible, the information is up to date and accurate. For each area that follows we will identify the report
that will assist you to check your data. Ensure:

o New Pupils have been added.

e Leavers have been recorded.

e Any duplicate or unwanted Pupil records have been actioned.

e Pupil details have been updated where required.

e Part-time details have been checked/updated (applicable schools only).
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NOTE: Ensure a Pupil’s first language and ethnicity are entered before they are recorded as a leaver.

The following sections in this guide provide additional information and specific instructions on checking and
editing Pupil level data. Some of this data can be checked/updated using the Bulk Update routine.

Using the Bulk Update Routine to Update Pupil Data

Many items can be checked using the Bulk Update routine. This functionality enables you to search for
missing or invalid data then update in bulk. For example, it is possible to search for all Pupils who do not
have a First Language recorded against their name. From the Pupils found, a value can be assigned to all or
several Pupils. This prevents the need to enter/change values manually for individual Pupils.

If searching for missing information, select a data field from the Group Type drop-down list, such as First
Language, and then select a specific Group, such as <NONE>.

It is also possible to use this functionality to review the data entered for all the Pupils in the school.

Select Year Group from the Group Type drop-down list and <ANY> from the Group drop-down list and then
selecting the required Data Item.

IMPORTANT: Updating SEN Information from the Bulk Update area does not create the correct audit
history in the SEN module within SIMS.

Any amendments to SEN information must be carried out within the SEN module.

The following table provides some examples of the searches that can be carried out to identify missing data:

Group Type ‘ Group Data ltem Comment

First Language <ANY> |First Language | Identifies Pupils who do not have a First Language recorded.
Can also be used to change existing values as required.

Year Group Year 2 |Ethnicity Searches for all Pupils in Year Group 2 and then displays the
Ethnicity recorded against each Pupil's name.

1. Select Routines | Pupil | Bulk Update to display the Bulk update Pupil browser.

2. In the Bulk Update panel, select the required Group Type and Group from the drop-down lists.
W Bulk update Student
Bulk Update
Student Population Update Data Item
Group Type ‘zar Grou v Data ltem _First Language ~|
Group Registration Group
House
Effective Date School Tier Effective Date I I D
Clzss
Course
Jent Boarder Status
Bulk update 5 English Additional Language
Save Indo Prin| First Language
First Lenguage Source
Ethnic Data Source
Members Ethnicity
Home Language
Home Religion
SEN Status
Mode of Travel

The Group Type indicates the type of group to list while the Group enables the specific group of Pupils to
be listed. e.g. selecting a Group Type of Year Group enables a specific year to be selected from the Group
drop-down list, such as Year 2.

3. Select the required Data Item from the drop-down list, e.g. First Language, ethnicity etc.
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4. The Effective Date is the date on which the membership of the group is based and defaults to today’s
date. In most circumstances, it is advisable to change this date to the start of the academic year
because most data recorded is applicable from the start of the academic year.

W Bulk update Student
WS
Bulk Update
Student Population lpdate Datz Item
Group Type [Year Group v| Data ltem First Language v
Group .k.'.‘\NY‘—' v D
Effective Date I I [ Effective Date I B
5. Click Search to display the Members panel, which displays a list of Pupils matching the chosen criteria

and the choice of First Language types.

6. Click in the title box of the Assigned column twice to bring ‘unassigned’ pupils to the top of the list.

[ Bulk update Shudent
Search  [@ Browse Links ~ @Help 3¢ Close
Bulk Update First Language (as from 01/09/2023) - Year Group: <ANY> (as at 01/03/2023)
Save Undo &5 Print @ Help g Unpin 3¢ Close
1 Members
1 Members
MName Year Group | Assigned Adangme Afar-Saho Afrikaans | Akan/Twi-Fante | Abanian/Shaip Alur ’"‘""’"‘Dbj""‘“ Amharic Anyi-Baule Beal
Abbas. Latif 1 Panjabi
Abbot, Jessica 4 English
Abhra, Shaquib 4 Bengali
Abrams, Paul 3 English
Achmed, Dobir N2 English
Ackton, Charlotte 4 English
Ackion, Simon 1 English

TIP: Use the horizontal and vertical scroll bars to view additional columns or rows as required. To

increase the number of columns visible on the page, right-click any column heading then select
Narrow Columns from the pop-up menu.

Recording Leavers

The Leavers Basic Details report provides the following information about Pupils not on-roll on census day:

UPN, former UPN, legal surname, legal forename, middle names, former surname, date of birth, sex, date

of admission (DOA), date of leaving (DOL), language, part-time status, boarder status, attendance, and
exclusions.

Ensure all leavers are taken off-roll and any returning Pupils are re-admitted.

To ensure information required for the School Census is accurate and up to date, it is recommended that

you check all leavers have at least the minimum statutory information recorded before making them a
leaver, e.g. ethnicity, first language, etc.

The date of leaving should reflect the date the Pupil leaves the school. Leaving dates should not be back-
dated. If in doubt please contact the Local Authority.

@ Important note regarding leavers:

The DfE expect that students in Years Reception to Year 6, who leave at the end of the Academic year,

should be given a leaving date of the last day of term at your school. It MUST be a date on which the student
could have attended school (i.e. not INSET or holiday date).

Not applicable to Nursery schools
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Select Routines | Pupil | Leavers to display the Find Pupil(s) browser.

1. Ensure the Status of On Roll is selected and click Search to display a list of all on-roll pupils.
W Find Pupills)
B Search (= Print [ Select = Links = @Help 3% Close
Yoo Group Coss [P~ Efecivese [ ] Example
Name Year Group  Class Adm. No.  Date of Admission  Date of Leaving Reason for Leaving  Destination Expected Stat  Grounds forTemovar

Abbas, Avanni R 0AK 002044 02/09/2024
310 001780 03/09/2020
588 001651 01/09/2018
k] 001350 06/09/2021
ASH 001584 04/09/2023
AM) 001964 04/09/2003 hd

= w e w

2. Highlight the pupil(s) you wish to record as leavers then click Select. The selected pupils(s) are
displayed in the Pupils panel.

Enter the following information: Date of Leaving, Reason for Leaving, Destination after Leaving,
Destination Institution, Destination Expected Start Date** and Grounds for Removal**.

IMPORTANT: ** Destination Expected Start Date and Grounds for Removal is not applicable for
pupil’s leaving due to “End of Phase”.

The Date of Leaving should be the date the pupils actually leave the school.

For End of Phase pupils, it should be the last day of term (not 31/08/2025).

The date of leaving should be the date that the pupil is leaving the school, unless they are transferring from
Junior/Primary phase to Secondary phase because Local Authorities normally specify the dates to be used for
school transfers so that they match. If you are in any doubt, please contact your Local Authority for advice.

Re-admitting a Pupil

Any Pupil who leaves the school and subsequently returns, must be re admitted.

IMPORTANT: Do not remove the leaving date, as the Pupil’s period of absence from the school will not be
recorded and the system will expect attendance data to be entered for the period they were not at your
school.

However, if a Pupil was intending to leave but subsequently changed their mind and decided not to leave,
the date of leaving can be removed from Panel 11, as continuous attendance has been maintained.

If the Pupil’s registration status has changed from when they were previously on-roll, their enrolment status
should be changed via Routines | Pupil | Change Enrolment Status.

1.  Select Focus | Pupil | Pupil Details to display the Find Pupil browser.

Click New to display the Add Pupil page. It is necessary to enter limited information here as you know
the person already exists.

2. Click Continue to display a list of Matched People, based on the criteria entered on the Add Pupil
page.
3. Highlight the required pupil then click Open. The following warning message is displayed:

The selected Pupil is a leaver. Do you want to re-admit the Pupil?

4. Click Yes if you are certain that this is the pupil who should be re-admitted. Their details are displayed
on the Pupil Details page.

5. Complete the mandatory fields (Date of birth, Sex, Year Group, Enrolment Status, Year Taught In and
Admission Date) and check any other details that may have changed since they were last on-roll, such
as their address.
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Checking a Pupil’s Basic Details

The On-Roll Basic Details report provides the following information about Pupils on-roll on census day:

UPN, ULN, legal surname, legal forename, preferred surname, former surname, date of birth, sex, year
taught in (YTI), date of admission, enrolment status, ethnicity, language, class type, part-time status,
Youth Support Services Agreement (YSSA), part-time status, boarder status & young carer status.

Ensure basic details for all Pupils are up-to-date and correct. It may be necessary to make changes for
several reasons, e.g.to correct inaccurate entered information, legal adoption, change of surname, etc.

The following information is collected in the return:

o Legal Forename (mandatory information in SIMS)

e Middle Names

e Legal Surname (mandatory information in SIMS)

e Preferred Surname (mandatory information in SIMS)
e Former Surname

e Sex (mandatory information in SIMS)

o Date of Birth (mandatory information in SIMS)

Checking Registration Details

The following registration information is collected in the return and should therefore be checked and
corrected, if necessary:

e Enrolment Status (mandatory information in SIMS)

e Admission Date (mandatory information in SIMS)

e Year Taught In, ie. National Curriculum Year Group (mandatory information in SIMS)

e Boarder Status

e UPN

e Former UPN (this is a read-only field, which is populated automatically if the UPN is changed)

e Unique Learner Number (for Pupils aged over 14 years on Census Day)

e Part-Time Indicator (only applicable for Pupils aged 2, 3, or 4 and relevant Post 16 learners)

e School Arranged Alternative Provision Placement details

Checking National Curriculum Year Groups

Refer to Appendix A — Dates of Birth/Year Groups for Pupils in Academic Year2025-2026

The National Curriculum Year Group (Year Taught In) is the year group in which the Pupil is taught for most
of the time, regardless of their chronological age. In most cases, this will be the same as the Year Group.
However, some children are taught in the year above or below the expected year (based on their age).
It is important the correct Year Taught In has been recorded in SIMS.

1. Viaan individual Pupil records:

2 Registration
Class

Year Group
Enrolment Status

Admission Date

Former UPN
UPN

Example

NOTE: Any change made in the Registration panel is effective from today’s date.

If the Year Taught In change was applicable from an earlier date, click History and apply the change
from the actual date the change is required.
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Checking Enrolment Status, Admission Date and Boarder Status

SIMS uses the information in the enrolment status change log to determine enrolment on Census day,
Enrolment status, Admission Date and Boarder Status (where applicable) should therefore be checked and
corrected if necessary:

R — Example
Year Group |Year R v| Year Taught In |Cur|1'cu|um Year R v|
Enrclment Status |Si|'ISI|E Registration | Q Boarder Status |Nu:|t 3 Boarder e |
Admission Date |D5,-’DE-,-’2D23 | &= Admission Mumber ||3‘|3"I 922 |
Former UPN | | Attendance Mode |All day v|
UPN |‘(82325-Ei-5-22[:-31 | Local UPH | |

The edit of Enrolment Status must be carried out via Routines | Pupil | Change Enrolment Status. PRUs
can select FE College and Other Provider, in addition to the Enrolments Statuses available to non-PRU
establishments.

e Single Registration — indicates a full-time Pupil who is only registered as on-roll at your school.

e Guest Pupil — indicates a Pupil who is on-roll at another school but attends your school for certain
lessons. There is no need to register them as on-roll at your school.

e Main-Dual Registration - indicates the Pupil is registered at another school for some of their timetable.
This status carries legal and financial implications and should only be used after agreement with the
other school involved.

o Subsidiary-Dual Registration - indicates the Pupil is registered at another school for some of their
timetable. This status carries legal and financial implications and should only be used after agreement
with the other school involved.

e FE College (applicable to Pupil Referral Units only) - indicates the Pupil is registered at a Further
Education College and only a minority of their time is spent at your school.

e Other Provider (applicable to Pupil Referral Units only) - indicates the Pupil is registered at another
provider and only a minority of their time is spent at your school.

SIMS uses the information in the enrolment status change log to determine enrolment on census day.

WARNING: The details of the confirmation message is different depending on the change of
enrolment status. For example:

o If the enrolment status is changed to Guest Pupil, all previously recorded session attendance
marks are deleted.

e If the enrolment status change has taken place during the academic year, the applicable
attendance marks may need to be corrected.

Checking UPN Details

In the UPN field, ensure all pupils have a UPN recorded and they are in the correct format (the field will
turn red if invalid).

DfE guidance is available from https://www.gov.uk/government/publications/unigue-pupil-numbers

22


https://www.gov.uk/government/publications/unique-pupil-numbers

Preparing for and Producing the School Census Return in SIMS

Checking Pupil's Part-Time Details
Part-time details apply mostly to schools with Nursery age children.

Dual Registered Pupils should not be classified by either school as part-time.

Note: Statutory-aged pupils cannot be recorded as part-time. Any sessions the pupil does not attend
must have been agreed with the Head Teacher and the relevant attendance code recorded.

Refer to DfE guidance regarding the Pupil Part-Time Indicator:

“The part time indicator is not based on the number of funded hours; the part time indicator is based on
whether the pupil is attending education provision for 10 sessions a week.”

“If they [the pupils] are not receiving an education provision in the afternoon then they would be recorded
as part time; if they are receiving an education provision AM and PM then they would be full time.

The key is whether the provision is education or childcare.”

To record part-time details, a minimum of a Start Date must be entered in the Part Time Details section.

SR Example
Year Group |Year N2 v|  Year Taught In |Cumiculum Year N2 v
Enrolment Status |Single Registration |[Q0 ]  Boarder Status [Not 2 Boarder v
Admission Date ||}2»"|}5'f2[:'24 | B Admission Mumber |[:'|}2|}31 |
Former UPN | | Attendance Mode | Al day v |
UPN |E823299924008 | Local UPN | |

Part Time Details Star Date End Date &\D:&v/
=

Refer to Appendix B — Defining and Maintaining Early Year Provisions, which also includes setting up
Early Year Provision on a Pupil’s Record, for further details.

Checking Alternative Provision Placements

The Alternative Provision Details Report provides the following information about pupils on-roll on census
day:

AP URN, AP UKPRN, AP setting, Companies House number, AP postcode, AP reason, start date, SEN on
start date, end date, SEN on end date, AP attendance, AP sessions and on-roll status.

In most cases, placement information should be recorded by the school that arranged the placement.
The exception to this is where the alternative provision has been arranged by the Local Authority, but the
pupil remains dual registered with the mainstream school and the Pupil Referral Unit/Alternative Provision
school. In such cases, the mainstream school should record the required information.

NOTE: SEN information is collected automatically from the pupil's SEN History from the Basic SEN Details
panel (see Checking Special Educational Needs Information).

1. Select Focus | Pupil | Pupil Details to display the Find Pupil browser.
2. Search for the name of the required pupil to display the Pupil Details page.

Panel 2: Registration | School Arranged Alternative Provision Placements section.
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SartDale  EndDate  Descripion AP Seting  Companies HouseNo AP Postc| ] New
Schoal Arranged -
Aliemative Provision 03/02/2025 College Cneonone .. 11111111 MK4175| % Open

Placements v
Delete
< > X

NB: screenshot for illustrative purpose only
Check the school arranged alternative provision placement details.

To amend existing details, select an existing placement then click Open adjacent to the School Arranged
Alternative Provision Placements panel to display the Add/Edit Alternative Provision Placements dialog.

Alternatively, click New to add a new record.
Enter the Start Date and End Date (if known).
Record one of the following three options:
1. AP URN (Unique Reference Number)
2. AP UKPRN (United Kingdom Provider Reference Number)
3. AP Setting — select from drop-down options.
Enter Companies House Number.

Enter AP Postcode.

Select AP Reason from the dropdown list (ie. the reason for a pupil going into

the AP Placement and why the placement has been arranged) . g
End Date s
Select AP Attendance (ie.. the pupil’s planned attendance pattern at the AP o
provider) from the dropdown list: souReRN ::
AP Setting __Orvs on one tuition ~
i i H Companies House No
e Part Time - if selected, enter the number of AP Sessions per week. e —

e Full Time.

Part Ti

Enter Notes if applicable.

Medical condition (mer
0K

Click OK then click Save.

Specifying the Reason for Alternative Provision Admission_Pupil Referral Units only

This information is recorded for all pupils who are single registered at a PRU.

1. Select Focus | Pupil | Pupil Details to display the Find Pupil browser.

2 Search for, then double-click the name of the required pupil to display the Pupil Details page.
3 Click the Registration hyperlink to display the Registration panel.

4. Select the applicable option from the AP Admission Reason drop-down list.

5 Click Save.

Checking Home Address Information

The Address Details report displays a list of Pupils:

UPN, former UPN (if applicable), legal surname, legal forename, middle name(s), post code, Unique
Property Reference Number (UPRN), address details and the administrative area/county.

A Pupil’s current home address is required for the return (including boarding pupils). Where a Pupil has
multiple current addresses, details of all term-time addresses should be recorded. The school address will
be the term time address for boarders. If a child has multiple addresses (where the child lives with both
parents at different days of the school week) you should supply both addresses.
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IMPORTANT: The DfE State: Whilst every effort must be made to obtain these pupil details, if it is not
possible to get the address, you should leave these fields blank or add a partial address and ignore the
validation errors. Address fields should not be used to record notes such as ‘protected address’ or any other
personal details about the pupil.

NOTE: British Forces Post Office numbers can be added as post codes.

Unique Property Reference Number (UPRN) for Pupil's Address

A Unique Property Reference Number (UPRN) is a unique alphanumeric identifier for every spatial address
in Great Britain and can be found in OS's Address products. It provides a comprehensive, complete,
consistent identifier throughout a property's life cycle - from planning permission through to demolition.
The pupil's UPRN will be collected in addition to the pupil's full address to begin with, but we expect the
full address to be dropped for UK addresses at some point in future years.

Checking Free School Meals Eligibility

The Free School Meals Eligibility report provides information on free school meal eligibility for pupils who
match the report criteria: UPN, legal surname, legal forename, date of birth, sex, Year Taught In, on-roll
status and free school meal eligibility start date, end date & the UK country in which the eligibility applies.

NOTE: This report includes any free school meals recorded outside of England, e.g. Wales.

Only FSM records where the country recorded is England or <blank> attract the Pupil Premium.

On roll pupils on census day who were eligible for free school meals on or after 16/05/2024 and up to
census day 02/10/2025 check all eligible pupils are recorded.

The following free school meal eligibility related data is collected in for the return:
e Start Date

e End Date** (if applicable; see exception reasons)

e UK Country in which the eligibility applies.

** FSM End Date Exception Reasons

o If the pupil’s parents explicitly remove their claim for a free meal, having been made aware of their
entitlement to transitional protection.

e If the pupil is one of the small numbers eligible due to their parent/carer’s receipt of the guaranteed
element of pension credit, or support under Part VI of the Immigration and Asylum Act 1999, and the
parent/carer informs the school they no longer receive these benefits. As these benefits are not
affected by the introduction of universal credit, they are not covered by the transitional protection.

IMPORTANT: As FSM rules have changed, refer to DfE/SMST guidance on SchoolsWeb, which gives more
detailed information on checking eligibility.

https://schoolsweb.buckinghamshire.gov.uk/school-management-support/free-school-meals/free-school-
meal-eligibility-for-pupils-transferring-between-schools/

Universal Infant Free School Meals are not recorded in SIMS — unless the pupil meets the criteria for eligibility
for free school meals in their own right.
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NOTES: Nursery pupils should not be recorded as eligible for free school meals until they are in school for
at least one full day — even if older siblings are eligible.

Free School Meal eligibility should not be confused with the Universal Infant Free School Meals (UIFSM) for
Reception and Key Stage 1 pupils. These are recorded in a separate panel on the Census.

Service Children with parents with joint custody/access and equal residency — the MoD website states
that each parent can claim only one of the benefits (i.e.. FSM or Service child indicator) if they are not
living together but have joint access. Confirmation of entitlement is:

“If the personnel category is 1 or 2 for the service personnel and their child still resides with them (even
though it is part of the week) — they can be recorded as a service child. If they are also FSM, they will still
trigger Error 1741; however, this will be accepted if an appropriate notepad is e.g. pupil has FSME protection
and parent joins the forces or pupil’s parents have separated, one parent is in the Forces, the other is
receiving a qualifying benefit”.

Checking Ethnic and Cultural Information

The On-Roll Basic Details report provides the following information about Pupils who are on-roll on census
day:

UPN, ULN, legal surname, legal forename, preferred surname, former surname, date of birth, sex, year
taught in (YTI), date of admission, enrolment status, language, Youth Support Services Agreement (YSSA),
part-time status and boarder status.

The following First Language information should be recorded in preparation for the return:

e A First Language other than English should be recorded where a Pupil was exposed to the language
during early development and continues to be exposed to this language at home or in the community.

o If the child was exposed to more than one language (which may include English) during early
development, the language other than English should be recorded, irrespective of the Pupil’s proficiency
in English.

e Where a parent/guardian or pupil declines to provide a first language, it should record it as ‘REF
(refused).

Select Focus | Pupil | Pupil Details to display the Find Pupil browser.
Search for then double-click the required Pupil to display the Pupil Details page.
Click the Ethnic/Cultural hyperlink to display the Ethnic/Cultural panel.

i D

Select the Pupil’s First Language from the drop-down list.

8 Ethnic/Cultural
Ethnicity [white - English +|  Ethnic Dajz.Ser7ee [Provided by the child fe-pupil) -
First Language .English v| ligion | ]

First Language Source [Provided by the parent " English Additional Language [No v
Asylum Status v Traveller Status |

National Identity ~ Speaks \Welsh | w
Home Language :B1glish |

It is possible to bulk update Ethnicity and First Language for a selected group of Pupils by selecting the
relevant option from the Data Item drop-down list via Routines | Pupil | Bulk Update.
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Service Children in Education

1. Click the Additional Information hyperlink to display the Additional Information panel.
2. Ensure the Service Children in Education information is completed, if applicable.

o If the pupil is the child of a parent(s) in the armed forces, ensure the correct value is selected from
the Service Children in Education drop-down list.

Note: this field defaults to ‘No’ to reduce the burden on schools. Schools should only change
entries for children from service families.

e Select how the school was notified about the Service Children in Education information by
selecting from the Source of Service Children in Education drop-down list.

9 Additional Information
Megls 7] Free Mieal =] Becouwmen I (s ™
Home
Sandwiches -
Modes of travel Boarder - not applicable - Route East Town -
Bus ftype not known)
Car Shars (with child/childrer) ~ LA Provided Transport =}
Service Children in Education Yes - Source of Service Childrenin  Provided by the parent -
Education
Service Children Concerns Date Moving Schools  Deploymertt Separation Details DiEN [F Hew
01/10/2019 Concems relat... No concems No concems 82329 [ Open
9 Delete
« i v

Checking Special Educational Needs Information

The SEN Details report provides a list of pupils who have special educational needs.
On-roll pupil with SEN Status: E - Education, Health and Care Plan or K -SEN Support.

UPN, legal surname, legal forename, date of birth, sex, year taught in (YTI), SEN status (provision), SEN type
ranking, SEN type, member of SEN unit and member of resourced provision indicator, on-roll status.

The following Special Educational Needs (SEN) items are collected in the Autumn return:

SEN Status (SEN Provision)
E — Education, Health and Care Plan (EHCP) — the LA has reviewed the pupil and a plan has been issued.

K = SEN Support — actions have been put in place or will be put in place to support the pupil with their need
once a SEN need or potential SEN need has been identified.

N — No Special Educational Need - No special educational need has been identified.

N - No Special Educational Need should only be used if a SEN Status was previously assigned but K or E is
not currently relevant.

Contact the ICT Schools Team if you have pupils with a SEN Status of N but no history of having a previous
SEN status.

SEN Information in a Pupil’s Record

1. Select Focus | Student | Special Educational Needs to display the Find SEN Student browser.

W Find SEN Student

# Search ~ (% 0pen S Print [TilBrowse| Next | Frevious [ View ~
Sumame | | Forename | | statss  Current v SENStatus <Any SEN> -]
Tier <Hny> v [] YearGroup Year 8 v [] RegGroup <any> v [] House <Any> -]

Name Year Group Reg. Group House Gender SEN Status

ook K- SEN Support

Hooke  Male - SEN Support

8
8
Channing, Herbie 8 8E Curie Male K- SEN Support
Handerson, Fred 8 kD) Curie Male K - SEN Support
Hise, Catrina 8 oF Fleming Female K- SEN Suppott
Keston, Kai 8 8 Fleming Male E - Education, Heatth and Care Plan
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2. Select the required SEN Status from the drop-down list.
Additional search criteria can be selected, if required, e.g. Year Group.

3. Click Search to display a list of pupils who match the criteria.
4. Double-click the name of the required pupil to display the Student SEN details page.

3 Basic SEN Details

Status [K - SEN Support | StartDate [15/07/2019 B New
& Edit
Status History
Example
Current Needs
Rank  Start Date Need Type Description D Mew
17/09/2024 \Vision Impaiment [ Open
2 15/07/2019 Social, Emotional and Mental Health % Delete
= Report

Needs History Change Log ey Move Up @ Move Down

NOTE: At least one Special Educational Need type e.g. Vision Impairment and its Rank e.g. 1. must be
recorded for all pupils with a SEN Status of E - Education, Health and Care Plan or K — SEN Support.
The need and rank is only collected in the Spring Census.

For any pupil with an EHCP, the need(s) selected should match the coding information in the document
reference number at the top of page 1 of the EHCP.

SEN Provision Type (only for Schools with a Designated SEN Unit or ARP)

Not applicable to Special Schools or Pupil Referral Units.

¢ Time in SEN Unit - Member of SEN Unit

e Resourced Provision

= Add/Edit SEN Provision

Example

Aachmert  Summary Tiwe Owner Laat Modted On 5 New

Provision Type Start Date End Date Cost Frequency A B New
Time in SEN Unit 04/03/2024 1 hour session % Open
Time in SEN Unit 05/09/2023 Daily Englsh a. 9 Delete
Special Needs Support Assistant 19/09/2022 Everyday thro

L = Time in SEN Unit 12/09/2022 Daily supervisi.. v

SEN Units are special provisions within a mainstream school, where the students with SEN are taught within
separate classes for at least half of their time.

Resourced Provisions are places reserved at a mainstream school for students with a specific type of SEN,
taught for at least half of their time within mainstream classes, but requiring a base and some specialist
facilities around the school.

Most students placed in Units will have an EHCP.

It is unlikely a pupil would be placed in a Unit and also receive support from resourced provision;, however,
a school could have a resourced provision for one type of need and a unit for another.

28




Preparing for and Producing the School Census Return in SIMS

Preparing Exclusions Information

The Exclusions Details report provides the following details about pupils who match the report criteria:

UPN, legal surname, legal forename, date of birth, sex, date of admission, exclusion category, reason(s) for
exclusion, exclusion start date, number of sessions excluded from, SEN provision and on-roll status.

The Permanent Exclusions without Final Review report will list any pupil who has been permanently
excluded and for who no final review has been recorded.

Exclusions information is required for pupils who were subject to any exclusion or suspension.

Suspensions (excluding lunchtime suspensions) during the period 01/01/2025 to 31/07/2025
Permanent exclusions from 01/01/2025 to 01/10/2025
Note: Permanent exclusions are only collected if a Final Governor Review exists.

Exclusions should not be counted if they were withdrawn by the Head Teacher, or if the pupil was re-
instated by the Discipline Committee or an Independent Appeal Panel.

The following exclusion related data items are collected for the return:

e Exclusion Type (category, e.g. Suspension or Permanent Exclusion).

¢ Exclusion Reason(s) (select one code to provide the main reason and up to two further reasons).
e Exclusion Start Date.

e Actual number of sessions (Length).

¢ SEN Provision at the time of the exclusion.

The Final Governor Review Outcome Panels and Independent Review Panel (IRP) should be completed for
all Permanent exclusions. There is a Census Detail report that will identify any exclusions that do not have
a Final Governor Review outcome. Exclusions that do not contain this information will not be included in
the return.

Upheld exclusions with a final review dated after the collection period will only be included if the review
date is PRIOR to census day. Any review that takes place on or after October census day will be correctly
reported in January Census.

Note:

Permanently excluded pupils should be marked as leavers oo N
. . Exclusion Details i

once the exclusion has been confirmed by the Local | Pemaner ] Pl s

Authority. Possan3 >

Before making the pupil a leaver, ensure the following || .icee o oo e o
information is recorded: ommers
. . [ |
® SEN Status (if applicable)
e Ethnicity pEE B
. Exclusion Stands ~ bae [ |
e Ethnic Source Farerts Reresensin 0
. . . . . Independent Review Panel (IRF)
e Part-time indicator (if applicable) T e e
e Date of Admission. et e T
Final Govemor Review Ouicome:
]

Review Date [05/06/2025 B
upheld by goveming body after IRF

Review Result

Atachment  Summary Tyoe Onner Las Mmmeuci B New
) -

oK Cancel
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Preparing Termly Attendance Information (not applicable to Nursery Schools)

The Attendance First Half of Summer Term and Attendance Second Half of Summer Term reports display
the following information:

UPN, legal surname, legal forename, date-of-birth, sex, year taught in, number of termly sessions possible,
on-roll status, the number of sessions for; Present and Approved Educational Activity, Absence codes
(authorised and unauthorised sessions) and where attendance was not required.

The Absentees report displays the following information:

UPN, legal surname, legal forename, date of birth, sex, and year taught in, on-roll status, enrolment status,
number of sessions possible and the number of authorised plus unauthorised absences.

Termly attendance data (including attendance codes and the number of sessions missed) should be
provided for non-boarder pupils and leavers aged 4 - 15 inclusive on 31/08/2024, who were on-roll for at
least one session from:

21/04/2025 to 25/05/2025

and

26/05/2025 to 31/07/2025

The attendance data collected for each of the two halves of the summer term includes:

e All attendance codes

e Total sessions possible

e Total sessions missed due to authorised absence

e Total sessions missed due to unauthorised absence

e Total sessions attending an approved educational activity

e Total sessions unable to attend due to an exceptional circumstance.

IMPORTANT: If you use SIMS Attendance or SIMS Lesson Monitor, ensure all missing marks and
unexplained absences for the previous term have been dealt with before starting the School Census.
Attendance data is reported in the return automatically.

Checking for Missing Marks and Unexplained Absences

Missing Marks

1. Focus | Attendance | Deal with Missing Marks

2. Enter date ranges and change Group Type to Whole School
3. Click Search and Open

4. Resolve any missing marks.

Unexplained Absences (N Codes)

1. Focus | Attendance | Deal with Unexplained Absences
2. Enter date ranges and change select Group Type to Whole School
3. Click Search and Open

4. Resolve any Unexplained Absences
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Using Statutory Return Tools to Update Pupil Information

s SIMS .net: WATERS EDGE PRIMARY SCHOOL
Focus  Reports  Routines Window  SIMS NextGen  Help Exa m ple
Back Forward Admissions 4 Ei Hg I‘L:__ Eﬁ_ k.
. Lockups Lg
SIMS Shortcuts € Other Schools
Applications B - Setups 4
SEN - Setup Message Options
Special Educational .. Housekeeping
- Academic Management . r
R X , 105e... Thu, 11Se... Fri, 125ep... = 1
. Maintain Medical Event —
l‘| Statutory Return Tools * Update Class Type
Pupil Premium L4 Update Early Years
]_E Dinner Money L4 Update Top-up Funding
2 Checkfor Update Update Post Locked After Arrangements
14 System Diagnostics L4 Update Funding and Monitoring
Performance » Retrieve Authorised Census Return Files
l|: Validate Memberships School Workforce Census Settings
" Staff » ke
ESS
1E Customer Support Portal e
= SIMS Ideas Portal
]- 4 SIMS Satisfaction Survey

Class Types
It is necessary to indicate which classes a pupil is a member of — either:
Nursery (if the pupil is currently in a LA designated Nursery Class) or Other (any other class).

The values displayed on the Update Class Type page default to those of the previous return. Existing details
should be checked and edited, if necessary, and the details of any new pupils added.

1. Class Type panel is read-only. Click Edit to review, edit and save class types.
4 Class Type ( &) Recalculat
Name Date of Biri Gender AdNo YTI Reg Nursery Other =
1 v
Aaren, Liz 01/09/2005 Female 001103 6 Rowan
Abhra, Abjit 20/11/2009 Male 001336 3 310 v
Abhra, Alisha 20011/2009 Female 001337 3 3TO v
Abhra, Neel 20i11/2009 Male 001338 3 3CE v
Abhra, Shaguib 171272013 Male 001582 N2 PM v

2. To specify the class type for an individual pupil, click in the appropriate cell of the Nursery or Other
column to enter a tick. Clicking again removes the tick, if necessary.

3. If all or the majority of pupils need to be assigned the same class type, the following method can be
used to quickly populate the Nursery and Other columns:

a. Right click the Other column header. Select Check All from the pop-up menu.

b. Inthe View Pupils panel, select Year N2 from the Year Taught-In drop-down list. Year N2
pupils only are displayed in the Pupils panel.

c. Right-click the Nursery column header then select Check All from the pop-up menu.

d. Repeat steps b and c for any additional Nursery classes.

e. To ensure that your selection is correct, select ALL from the Year Taught In drop-down list.
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Pupils
Name Date of Birth (Gender |AdMo. |YTI Reg Mursery Othe= | 2
Sort By

Atkins. Eve 28/07/2019 Female 001840 N2 PM v Check Al

Abbott, Jessica 17022015 |Female  [001663 |3 310 Remove Al

Abhra, Shagquib 17122014 Male 001582 |3 aro Vv

Abrams, Paul 15122015 Male 001651 |2 2JB8 v

Ackton Charlots 1002018 Eemal onisan 11 AR v
4. Click Save.
5. If a message is displayed advising you that some pupils have not been assigned a class type, click No

then ensure a class type is allocated to every pupil before saving again.

Allocate Class Type

Some pupils have not been assigned to a class type. This will result in a
! wvalidation failure when the Census file is created. Do you wish to
continue?

Yes No

6. Click OK to return to the Census Return Details page, where the updated class types are displayed in
the Class Type panel.

Top-Up Funding

The Top-Up Funding Details Report provides the following information:

UPN, legal surname, legal forename, date of birth, sex, year taught in and SEN provision of pupils recorded
as being awarded Top-up Funding.

1. Select Tools | Statutory Return Tools | Update Top-Up Funding to display the Update Students with
Top-up Funding page.

Any pupils currently recorded as having top-up funding are displayed in the Top-up Funding list (located
in the bottom half of the page).

2. Use the Students On-Roll on Census Day search criteria to locate the additional pupils you wish to record
as having top-up funding then highlight their details.

3. Click Add to move the highlighted pupils to the Top-up Funding table.

4. To remove a pupil from the list, highlight the required pupil and click Remove.
5. The pupil's record is displayed in the first table, providing a chance to reselect the pupil, if required.

6. Click Update to save the data and arrange the list of pupils in Surname order.
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NOTE: pupils should only be recorded as receiving top-up funding if they meet the following criteria:

e Primary and Secondary Schools and Academies — pupil receives more than £6,000 (or 13.5 hours) of
funding (not including school budget share), or has applied for High Needs Block Funding

e Special, PRU and ARP pupils — pupil receives more than £10,000 (or 13.5 hours) extra funding (not
including school budget share).

e To confirm whether a pupil is receiving top-up funding, refer to the SSA List (usually issued twice a
year in April and October).

e Please refer any top-up funding queries to your School Bursar, SENCO, or the SEN Team.

e The ICT Schools Team are unable to provide specific advice as to whether a pupil should be included.

Post Looked After Arrangements

The Post Looked After Arrangements report provides the following information:

UPN, legal surname, legal forename, date of birth, sex, and year taught in and post looked after
arrangements for all pupils recorded

Post Looked After Arrangements (previously named Adopted from Care) is collected for pupils who are on-
roll on census day and the information is then used for funding purposes.

The values available for selection enable schools to indicate which pupils were looked after immediately
before adoption or prior to being the subject of a residence or special guardianship order. However, those
who have parental responsibility are not obliged to provide this information to the school.

1. Select Tools | Statutory Return Tools | Update Post Looked After Arrangements to display the Update
Students Post Looked After Arrangements page.

Any pupils currently recorded as having post looked after arrangements are displayed in the Post
Looked After Arrangements list (located in the bottom half of the page).

2. Use the Students On-Roll on Census Day search criteria to locate the pupils you want to record as having
PLAA.

Term  [Astumn oo - Students On-Roll on Census Day

Surane e ] m <

Preferred Everin Care S <

Simme || "= A v oo schodl 1 Qsearen
Surname Preferred Sumame | Forename YTl Reg Everin Care

¥ [Smith Smith Jenifer 6 BKH No
Smithe Smithe Alfic 1 PINE No

Post Looked After Arrangements o Add Remove

3. Highlight the required pupils, then click Add to move the selected pupils to the Post Looked After
Arrangements list.

Post Looked After Arrangements ! Add xr Remove
Surname |Preferred Surname |Forename (YTl |Reg |Ewverin Care |Ceased to be looked sfter through Evidence Obtained
Smith Smith Jennifer E EKH |Ne Adaption from England and \Wales
Abrams | Abrams Paul 4 4ES Mo Adaption from state care outside of England and WWales
Alyena Alyona Tatyana & EKH [Ne Special guardianship order (SGO) from England and Wales
# |Bordet Bordet Petra 2 |2GH |No =

Adoption from state care outside of England and Wales
Special guardianship order (SGO)from England and Wales
Residence order (RO) from England and Wales

Child arangement order {CAD) from England and Wales
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4. Ensure the correct post looked after arrangement is displayed for each pupil by clicking the applicable
PLAA cell, then selecting the applicable status from the drop-down list:

o Adoption from England and Wales

o Adoption from state care outside of England and Wales

e Special Guardianship Order (SGO) from England and Wales
o Residence Order (RO) from England and Wales

e Child Arrangement Order (CAO) from England and Wales.

5. Select the Evidence Obtained check box, if documents have been obtained that provide evidence of the
post looked after arrangements.

NOTE: Evidence Obtained is not collected in the School Census return but should be recorded as proof
of DfE/Ofsted compliance.

6. To remove a pupil from the Post Looked After Arrangements list, highlight the required pupil and click
Remove. The pupil's record is automatically moved to the Students On-Roll on Census Day list, from
where it can be reselected, if required.

7. Click Update to save the information and arrange the names in surname order.

If you have indicated that evidence has been obtained, you are reminded to ensure the necessary
documents are stored securely outside of SIMS or within the Document Management Server (DMS).

Funding and Monitoring (not applicable to Nursery Schools)

National Tutoring Programme finished 2023/24 academic year.

Only pupils recorded for 2025/2026 academic year where Tutoring is funded by the school either:
e Tutoring for Years 1 to 14
or

e Post 16 pupils repeating up to one year of 16-19 funded provision.

Editing Funding and Monitoring

1. Select Tools | Statutory Return Tools | Update Funding and Monitoring to display the Update Funding
and Monitoring page.

Pupil information is displayed in the [ir=roms==
columns on the left-hand side of the
panel. This information is displayed | “=

as at the system date. Cells with a e
white background are editable. P o

from 01/08/2025 to 31/07/2026

Age at |s\n v\ YT ‘_:.u | YearGroup [All v‘ Reg \s\n v\ SEN |m ~| Deprivation Pupil  [All -
31/08/2025 Premium

Pupils

e In the Pupil View panel, specify

of Enrolment

Reg |Sooe ' |DOL SEN |DepPP  |FSME |PPInd Tutoring | Notes

ox
£t

Date Age at
= Birth atoe2ozs |

the required filters. 7

11042020 5 OA.|Single R
370 |Single R..
6VC |Single R
588 | Single R
6KH |Single R..
3CB |Single R
ASH | Single R
Single R
450 |Single R..
0A.Single R

111172016 8

17722013 1 v
15122014 10
100212014 11

R
3
6
5
6
121212016 2|3
1
R
4
R

e Age as at 31/08/2025 can be

v

filtered for the appropriate

Adesina, Kyra 230372019

Aditya.Safia 221272019

funding selection (All or 5-15) pdvoZom _|20ma0ts

Afflick,Luke 14/06/2020

A EREEEREEE
HEBEEBEEBEE

a|ela|lo|e|o|o|e|e|la

o|w oo

e The contents of the Pupil panel changes to reflect the options selected.
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2. Tick the Tutoring box next to the applicable pupil(s).

3. Select Save.

Once completed this information will then be collated into the school census .xml file and the
information will be available via a detail report.

Early Years

Tools | Statutory Return Tools | Early Years

Update Early YearS o Eligibility Code values have been brought forward from

previous census,

The first time you go into the Update Early Years panel, a Please review, edit and save.

message may display. Select OK.
oK

The Update Early Years will be displayed and any previously

recorded, values will be displayed.
The following items are collected:

o Hours at Setting (ie. the total number of all hours at setting)

e Funded Hours (ie. the total number of universal funded hours at setting)

e Disability Access Fund (if applicable)

o Eligibility Code (where applicable)

e Expanded Funded Hours (9 months - 2-year-olds must have an eligibility code)
e Extended Funded Hours (3 & 4 year olds must have an eligibility code)

Update Early Years

Example

|Basic Zoya 002020  Joorees iz [em |3 3 3 15 15|
;Cmmﬂle 200222020 001967 N2 |AM 3 3 4

|Dawson Andrew 14112019 001968 N2 [AM 3 4

|Grifin Branwen 30062019 [oow970 [n2 [am e 0

|Hossain Arya 10012020 oo1s71 N2 [PM |3 3

|Howden Odette 22052020 ooroes 2 [Pm |3 3 3

|lman Asshi 030372020 001972 N2 |AM 3 3 4

|Keyvonis Anna 15122019 001973 N2 w3 A n

|Limani Stephen 2010172020 001974 N2 |PM 3 3 4

Adding/Editing Early Years Data
1. To add or edit the number of Hours at Setting, Funded Hours, Extended Funded Hours or
Expanded Funded Hours for an individual pupil, select the required criteria in the Pupils View

panel.

Highlight the required pupil, click the applicable cell and enter the number of hours.

Note: Values for Funded Hours, Hours at Setting, Extended Funded Hours or Expanded Funded
Hours should be entered using two decimal places.

Extended hours, eligibility code, Expanded Hours & DAF information must be left blank for pupils
not in receipt. Refer to the Decimal Conversion Table
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2. If most of the pupils are receiving the same number of hours, the following method can be used
to populate the column quickly:

a. In the Pupils View panel, select the required year group from the Year Taught In (YTI) drop-
down list. The selected pupils only are displayed in the Pupils panel.
Right-click in the Pupils panel, then select Select All from the drop-down list.

c. Click in one of the highlighted cells of the column you wish to populate, ie. Hours at Setting,
Funded Hours, Extended Funded Hours or Expanded Funded Hours then enter the number of
hours applicable to the majority of pupils.

To deselect all, click to the right of the grid.
Edit the entry for each pupil who is receiving a different number of hours. Highlight the
required pupil, click the associated Hours at Setting, Funded Hours, Extended Funded Hours
or Expanded Funded Hours cell (as applicable) and enter the required number.
3. Indicate whether the pupils are in receipt of the Disability Access Fund. Click the applicable cell
then select Yes or No from the drop-down list.
4. Enterthe 11 digit eligibility Code, e.g. 50000000000 in the applicable cell, if in receipt of extended
or expanded funded hours.
5. Click Save.

If there are any pupils where zero hours have been recorded, a message is displayed.
Click Yes to save the data or No to return to the Update Hours page, where the number of hours can
be entered.

6. Click OK to return to the Census Return Details page, where the updated hours are displayed.

Refer to Appendix B — Defining and Maintaining Early Years Provision, for guidance on setting up and
administering the Early Years provisions.

Identifying Pupils with no Hours Recorded
1. Click Edit (located in the Early Years panel) to display the Update Early Years page.

2. In the Pupils View panel, ensure the required Age at date, YTl and Reg group are selected and
then select No Hours at Setting (or No Funded Hours) from the Status drop-down list. Only pupils
who do not have an entry for Hours at Setting (or Funded Hours) are displayed.

3. Enter the required values for these pupils and Save.

Early Years Pupil Premium Receipt
1. Click the Basis for EYPP Eligibility panel and click the drop-down menu.

2. Select the applicable option and Save.

Census Return Details - Autumn 2024 Term : School Census Autumn 2024 v01

Example

of/Create & Validate [7] Summary & Authorise  £= DetailReport ~

1 Census Details 2 School Information 3 Early Years 4 Class Type 5 Top-up Funding 6 Post Looked After Arrangements 7 Funding and Mo

Early Years Pupil Premium Receipt

Name DateofBirth [AdNo.  |YT1 [Reg |35arme (351272008 |Core iy i
|Cardales Luke 17/08/2021  |002056 N2 |PM 3 3 No |NotEligible

Chatterjees Anisha 14/09/2020  |002058 N2 |AaM I3 No |Receipt-economic an
Ciobanus, Mitica 23102020 |002059 N2 |PM 3 4 No  |NotEligible

Cliftons Rhianna 251172020  |002060 N2 |AM 3 4 No [Receipt - unknown

Coles Jennifer 160172021  |002061 N2 |PM 3 3 No |Not Eligible
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2 Year Old Basis for Funding

1.
2.

Click the 2 Year Old Basis for Funding panel.
Click the drop-down menus in the panels for:
e Economic Criteria

e High level SEN or Disability

e Looked After or Adopted From Care

Select the applicable option(s) and Save.

Census Return Details - Autumn 2024 Term : School Census Autumn 2024 w01

Example

Pswve Sunde W Create & Validate [l Summary &2 Authorise  §= DetailReport ~
1 Census Details 2 School Information 3 Early Years 4 Class Type 5Top-up Funding 6 Post Looked After Arrangements 7 Funding
2Year Old Basis for Funding
- Dottt [ado. |11 [reg [[Ecomome  [Hishierason fiookedatrer
Kuznest Anouska 01092021 002024 N2 |PM Yu No No
Lag.Premna R | No Yes No
Laghar. Ankush 011072021 002025 N2 |PM | Yes Yes Yes
Lewison,Sara o202 [oo2027  [nz [am [Iwe No No
Lioydscn Deiniol Doz oooze (N2 [Pm | No No No
Loganson,Daniel 01022022 002029 N2 |AM | No Yes No
01/03/2022 002030 |l

Where a 2-year-old has:
Funded hours - the Economic Criteria must be YES.
Expanded hours & an Eligibility Code — Economic Criteria must be NO.

Hours/Decimal Conversion Chart

Min Dec Min Dec Min Dec Min Dec Min Dec Min Dec
1 02 11 QN8 21 O35 31 @52 41 @68 51 085S
2 BOR 12 99U 22 B5E 32 58 42 G896 252 BNy
3 GO 13 GU 23 BES 33 G5 2043 OGN 253 OIS
4 007 14 023 24 040 34 057 44 073 54 090
5 G088 15 95 25 04B 35 58 45 O 255 OS2
6 010 16 027 26 043 36 060 46 0.77 56 093
7 @1 17 @9 27 048 37 GHN 47 BNE 57 095
8 013 18 030 28 047 38 063 48 080 58 097
9 015 19 032 29 048 39 065 49 082 59 098
10 017 20 033 30 050 40 067 50 0.83
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Dry Run

Detailed information to how to produce a census file for a dry run is covered in: Chapter 3 — Producing the
Autumn 2025 Census Return in SIMS as this follows the identical process to producing a census.
The following information is for context.

Once upgraded to the SIMS 2025 Summer release v7.224, you are strongly advised to carry out a ‘dry run’
in order to identify any validation errors and queries that must be resolved before the return is finally
submitted.

Creating and validating a ‘dry run’ checks the data held in SIMS against the DfE validation requirements
and the validation errors summary details the errors and queries that do not meet these.

Note: until a valid fileset becomes available this function should be used for checking underlying data only.

An error is caused by either missing or inaccurate data.
A query highlights data that is unusual or not as expected e.g. no pupils showing as having SEN.
No errors or queries does not always mean you are returning accurate data.

The reports contained within Detail Reports should be used to identify any errors that may require
correcting using the information in this chapter.

The relevant reports to assist checking are indicated in the corresponding sections of this chapter and are
highlighted by means of a ‘tinted box’.

Detail Reports available will vary according to the school phase.

A list of Report Criteria for each Detailed Report is provided in Chapter 4: Completing the School Census
Autumn Return.

Once Calculate All Details has been run, you can Create and Validate as many times as is necessary to clear
the errors and queries.

If you carry out a dry run it is not advisable to make any manual changes directly within the Census panels
until you are satisfied the data recorded in SIMS is accurate.
Generating Detail Reports from the Dry Run

To select a single detail report, select the required report from the Detail Report drop-down list located at
the top of the Census Return Details page.

The selected report is generated automatically and displayed in your web browser, e.g. Microsoft Edge®.

To run several detail reports, select Multiple Reports... from the bottom of the Detail Report drop-down
list to display the Detail Reports dialog.
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£= DetailReport ~

Cn Roll Basic Details Report
Leavers Basic Details Report
Exclusions Report

Attendance Report(1st half term)
Attendance Report(2nd half term)
Absentees Report

SEM Report

Address Details Report

Schoel Dinner Taken Report

Free School Meal Eligibility Report
Tep-up Funding Report

Funding and Monitoring Report
Early Years Report

EYPPR Report

2 Year Old Basis for Funding Report
Post Locked After Arrangements Report
Alternative Provision Report

Permanent Exclusions without Final Review Report

Multiple Reports...
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By default, all detail reports are selected.

If any reports are not required, deselect the

associated check box.

Click Report to generate the selected reports,
which are displayed in your web browser from

where the data

can be transferred to a

spreadsheet, such as Microsoft® Excel, if required

=5 [etail Reports

[¥] On Roll Basic Details Report

[w] Leavers Basic Details Report

[l Exclusions Report

[ Attendance Report(1st half term)

[w] Attendance Report(Znd half term)

[w] Absentees Report

[l SEN Report

[ Address Details Report

[w] School Dinner Taken Report

[w] Free School Meal Eligibility Report
[l Top-up Funding Report

[l Funding and Monitoring Report

[ Early Years Report

[w] EYPPR Report

[w] 2 Year Old Basis for Funding Report
[w] Post Looked After Arrangements Report
[ Alternative Provision Report

[w] Permanent Exclusions without Final Review Report

Report

Cancel
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Chapter 3 Producing the School Census Autumn
Return

Introduction

In this chapter we will be looking at producing the School Census and each of the individual panels within.
It may not be the same person carrying out this task who has been responsible for checking Pupil data.

Before creating a new return, ensure that all Pupil and school information is present and accurate in SIMS.

As referenced in Chapter 2, it is possible to create more than one return, enabling you to carry out ‘dry
runs’ so that you can check what data needs to be added or updated. Any unwanted returns can be deleted
(providing they have not been authorised).

Data is collected for the following Pupils:
e All Pupils on-roll on 02/10/2025 (Census day).
e Any additional Pupils not on-roll on 02/10/2025 (Census day) who:
> Attended school between 21/04/2025 and 31/07/2025.
» Were subject to any type of exclusion during the date range 01/01/2025 to 31/07/2025.

Creating a New School Census Return

1. Select Routines | Statutory Returns | School Census to load the School Census validation and
reporting files.

Census Loading...

Census files are being loaded...

Please wait...

NOTE: The first time the Routines | Statutory Returns | School Census menu route is selected during each
SIMS session, there is a delay while the School Census files are loaded.

2. When the files are loaded, the Census Return browser is displayed.

NOTE: The Fileset ID is displayed in the browser header (for information only).

l“ Census Return for Autumn 2025 Term [Fileset ID: 3101 imported on 01/0872025]

D Mew H Search [ Open % Delete Mext Previous @ Copy @ Help % Close
Term |Al.rlumn 2025 v| Census Folder |S:"-.5|MS"-.CENSL|S Retums |
Security message for Reports

This report containg sensitive information.

Default Message

Description File Name Census Date  Date Created  Validated Authaorised Date

3. By default, the Term field displays the appropriate term for the return ie. Autumn 2025.

4. Ensure the appropriate Census Folder is selected and the required Security message for Reports is
specified, as described in the following sections.
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Configuring the Census Folder

Before creating a return, the folder in which the return file will be saved must be specified.

1. Specify the folder where the return files are to be stored by entering the folder location in the Census
Folder field.

Alternatively, click Browse to display a standard Windows® Browse for Folder dialog.

Census Folder - \'\g
Browse For Folder X
= DVD RW Drive (E}) L]
v = apps (\\ph3508) (5:)
v SIMS
16bitOPTIONS
Attend
Attendance Collection
C7Data
CEMSUS Returns
Course_Resources
CTF Export
CTF Import w
£ >
Make New Folder Cancel

2. Navigate to the location of the required folder and highlight it. If a suitable folder does not exist, click
Make New Folder, and enter a suitable name for the new folder.

IMPORTANT: Due to the sensitive nature of some of the data stored in SIMS, careful consideration should
be given when specifying the location of any folder into which you save sensitive data, e.g. census returns,
imported and exported CTFs, etc.

You should be mindful of your school’s responsibilities with respect to information security. Consider which
users have access to the chosen folder, especially if the folder is shared on a server. Please refer to the DfE
website  https://www.gov.uk/service-manual/technology/securing-your-information ~ for  securing
information guidance. If you are in any doubt, consult with your IT Security Officer before proceeding.

If you are changing the location of the folder, ensure that only authorised personnel have access to the new
folder, as it will contain sensitive data.

The General Data Protection Regulation (GDPR), which replaced the Data Protection Act 1998, is a
directive for certain safeguards regarding the use of personal data. It is important that schools process
all data (and not just the data collected for the school census) in accordance with the full requirements
of the GDPR.

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

3. Click OK to select or create the folder and return to the browser, where the new folder name is
displayed.
4. Ensure the Security Message for Reports is appropriate for your school.
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Specifying the Security Message for Reports

At the bottom of the browser is a Security Message for Reports field, which contains text that will be
displayed at the top of each report.

1. The security message text defaults to 'This report contains sensitive information', but can be edited,
if required.
2. If any edits are made, click Default Message to revert to the default text.

3. Click New to display the Census Return Details page.

Census Details Panel

The Census Details panel displays the following read-only information:

1 Census Details
Census Date 02/10,2025
Description [School Census Autumn 2025 |
Attendance collected from Attendance collected to
Exclusions collected from Exclusions collected to
AP Placements collected from AP Placements collected to

FAM collected from 01./08/2025 FAM collected to 021042025
“FSM collected from 16/05/2025 FSM collected to 021042025

*Only collected for on roll pupils not leavers

The default Description “School Census Autumn 2025” can be edited, if required, e.g. for a dry run.

WARNING: Each description used must be unique. An error message is displayed if SIMS
identifies a duplicate description. A unique description also helps to identify the required return
when viewed in the Census Return browser and can be particularly useful when creating dry

runs, or copies of existing returns.

Calculate All Details

Clicking Calculate All Details extracts the required information from SIMS and displays the results in the
applicable panels of the Census Return Details page.

IMPORTANT: You must calculate all details at least once to populate the various panels for each return.

Do not use Calculate All Details more than once if you wish to keep any changes you have made.

Clicking Calculate All Details overwrites any previously collected or edited data (in every panel where
details are calculated automatically) with the data currently stored in SIMS.

Any details that are calculated automatically should be checked and edited, if required.

1. Click Calculate All Details.

SIMS .net (e S

A message advises any existing data currently shown on
the Census Return Details page will be overwritten. @) This will calculate the details below.

{ . ! You need to do this at least once for each return.
Data previously collected or edited will be overwritten.
Proceed with calculating details?

2. Click Yes to calculate all details.

Depending on the number of Pupils in the school, there
may be a short delay while details are calculated. Y J [ Mo
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School Information Panel

Editing School Information

The School Information panel displays details that have previously been recorded on the School Details
page in SIMS Focus | School | School Details. The information displayed may vary depending on your

school and the details entered, e.g. Academy specific information.

2 School Information
School Name WATERS EDGE PRIMARY SCHOOL
LA 825 Establishment Number (2999
Telephone 852015 URN 123564
School E-mail Address [school@we com
School Phase PS Primary
School Type Infant and Junior School 5-11
Governance Community Intake Type Comprehensive
Lowest NC Year [N2 Highest NC Year [6
School Time [325 School Detail

Early Years Panel

The details displayed are read-only but can
be amended if necessary via School Details
(refer to Chapter 2 - Preparing School

Level Information).

1. If the Early Years information has been recorded previously via:

Tools | Statutory Return Tools | Update Early Years, the data is displayed in the Early Years Panel.

2. To amend data, click into the panels and update the information.

3. Click Save.
Update Early Years
Example
Pupils
Expanded Hours are collected for pupils aged 9 months to 2 at ifthey have an Eligibility Code.
Extended Hours are collected for pupils aged 3 & 4 at they have an Eligibility Code.
Disabili - Extended |Expanded
Name DatcofBirth |AdNo. |YTI |Rea |3Trarome [ariorome |coee:  |Howeet ;é:mzsw i Funded  |F :Ea'i:d
Arncld, Rachel 01122020 002024 (N2 (AWM (3 4 30| 15 98765434567 | 15|
Baltimore, Tessa-Louise 24/03/2021 002025 N2 [PM 3 3 15| 15|
Basudhara Farsh 180172021 002026 (N2 |PM (2 3 30| 15| 56342121211 15|
Bondar Mykola 19/01/2021 002027 (N2 |PM (2 3 15| 15|
Bondar,Yana 19/01/2021 002028 (N2 |PM (2 3 15| 15
Hussain, Suki 03/03/2021 002028 (N2 |AM (3 3 15| 15
Johnes Jada 04/12/2020 002030 (N2 |PM (3 4 15| 15|
Kalinski Alicja 01/05/2021 002031 (N2 |PM (3 3 15| 15|
Kaur, Imran 04/04/2021 002032 (N2 |AM (3 3 15| 15
Khans, Yazmina 14/06/2021 002033 (N2 [AM (3 3 15| 15
Lester Joshua 05/05/2021 002024 (N2 |AM (3 3 15| 15
Martinez Maria-Luisa 10i171/2020 002035 N2 [AM 3 4 15| 15|
Norris, Flynn 20/03/2021 002036 (N2 |PM (3 3 15| 15|
Owen,Mark 10/09/2021 002084 N1 |NTAM(2 3 15| 96965454321 15|

e Hours at Setting (i.e. the total number of all hours at setting)

e Funded Hours (i.e. the total number of universal funded hours at setting)

e Disability Access Fund (if applicable)

e Eligibility Code (where applicable)
o Extended Funded Hours (3 & 4 year olds must have an eligibility code)

e Expanded Funded Hours (9 months - 2-year-olds must have an eligibility code)
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Early Years Pupil Premium Receipt Panel
1. Click the Basis for EYPP Eligibility panel and click the drop-down menu.

2. Select the applicable option and Save.

Early Years Pupil Premium Receipt Example
i Ageat Ageat In Basis for EYPP G
Name Date of Birth | AdNo. YTl |Reg |39;p8/2024 |31/12/2024 |Care |Eligibility
Martinez, Maria-Luisa 10/11/2020 (002035 N2 |am |3 4 Mo |MotEligible
Marris, Flynn 2003201 002036 N2 |PM 3 3 Mo |Receipt- economic
Cwen,Mark 10V09/2021 002084 N1 N1 AM |2 3 Mo  |Receipt- unknown
Sarin.Adri 14/02/2021  |002037 N2 |am |3 3 Mo |MotEligible
Sawston,Jennifer 15/12/2020 (002038 N2 |am |3 4 Mo |MotEligible
Simpsons,Oscar 12/01/2021 002039 N2 |PM 3 3 Mo  |Receipt- economic
Smyth, Tomes-Harri 07/07/2021  |002040 N2 |am |3 3 Mo |MotEligible v
2 Year Old Basis for Funding Panel
1. To amend data, click the drop-down menus in the panels for:
e Economic Criteria
e High level SEN or Disability
e Looked After or Adopted From Care
2. Select the applicable option(s) and Save.
Census Return Demils.—Aummn 2024 Term : School Census Autumn 2024 w01 Example
Msave Sundo «Create & Validate [l Summary &2 Authorise = DetailReport ~

1 Census Details 2 Schoaol Information 3 Early Years 4 Class Type 5Top-up Funding 6 Post Locked After Arrangements 7 Funding

2Year Old Basis for Funding

Name Date of Birth |AdNo. YTl |Reg E‘;‘:‘;’" ':ﬂ-':&sm mmmm
Kuznest Anouska owszor [oo2os [Nz [P [lves No No

Lag Prerna ovzozi Joozozs [z [am |lne Yea No

Laghar Ankush oviozozt foozos vz e [lves Yes Yes

Lewison,Sara onzzer Joozor w2 [am [[ne No No

Lioydscn,Deinicl ooz [wozs [Nz [Pm flne No No

Loganson, Daniel 010272022  |002029 N2 |AM | No Yes No

|

Where a 2 year old has:
Funded hours - the Economic Criteria must be YES.
Expanded hours & an Eligibility Code — Economic Criteria must be NO.

Class Types Panel
1. If Class Types have been recorded previously via:

Tools | Statutory Return Tools | Update Class Type, the data is displayed in the Class Types

2. Class Type panel is read-only. Click Edit to review, edit and save class types.
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3.

&) Recalculate J
1 v
&
Abhea, Abjit 201172009 Male 001338 3 to "l/
Abhra, Mlisha 201 12005 Female 001337 3 arto v
Abhira, Neel 2001172009 Male 001338 3 ICE v
Abhra, Shaquib 1TNH2013 Male 001582 NZ PM v
Click Save.

Top-Up Funding Panel

1.

2.

If the Top-up Funding have been recorded previously via:

Tools | Statutory Return Tools | Update Top-Up Funding, the data is displayed in the Top-up Funding
panel or, when opening the panel, you will be prompted to carry forward those recorded in the
previous return.

6 Top-up Funding —
Surname Preferred Surname: Forename YT Reg SEN Everin
Aaron Aaron Chris 4 451 Ne
Dexter Dexter Bethany 1 OAK Ne
Stuart Stuart Philippa 1 ASH Ne

< T P

The information displayed in the Top-up Funding panel is read-only.
Updating top-up funding information, e.g. adding or removing a Pupil, must be done via Edit.

To save information edited through the Census Return, click OK (located at the bottom right-hand
side of the screen) to return to the Census Return Details page, where the updated information is
displayed in the Top-up Funding panel.

Post Looked After Arrangements Panel

1.

If the Pupils with post looked after arrangements (PLAA) have been recorded previously via:

Tools | Statutory Return Tools | Update Pupil Post Looked After Arrangements, the data is
displayed in the Post Looked After Arrangements panel.

Click Recalculate (in the Post Looked After Arrangements panel) to ensure that all Pupils who already
have a PLAA status are displayed.

5 Post Looked After Arrangemenis —
P E & Recalculate

rin C__ | Ceased to be looked after through
Adoption from England and iales

Surname Preferred Surmame |Forename bail Reg
Abhra Abhra Shaquib 4 4ES
Mhuir Muir Ayiden 1 DAK
Zanni Zanni Luca

Adoption from England and ales

zlz|z|p
5|8 |5 |3

Special guardianship order (SGO) from England and Viales

< >

The information displayed in the Post Looked After Arrangements panel is read-only.
Updating the information, e.g. editing the PLAA status or adding a Pupil, must be done via Edit.

Click OK (located at the bottom right-hand side of the screen) to return to the Census Return Details
page, where the updated information is displayed in the Post Looked After Arrangements panel.
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Funding and Monitoring Panel
National Tutoring Programme finished 2023/24 academic year.
Only pupils recorded for 2025/26 academic year where Tutoring is funded by the school either:
e Tutoring for Years 1 to 14
or
e Post 16 pupils repeating up to one year of 16-19 funded provision.
Checking and Updating Funding and Monitoring

If funding and monitoring details have been recorded previously via:

Tools | Statutory Return Tools | Update Funding and Monitoring the information is displayed in the
Funding and Monitoring panel.

6 Funding and Monitoring
& Edit
A

MName YTl Tutoring

Aditya, Zayan 4 v

Armitage Elise 4 v

Atkins Austin 4 v

Cole.Saffron 4 v

Hamble, Willizm 4 v

McKinley Annalise 4 v

1. To update information, click Edit to display the Update Funding and Monitoring page.

Census

Academic Year On roll and leavers from 01/08/2025 to 31/07/2026

Efeciive Date
Pupils View

K- Al Year Group [ All <] Reg [AI 7] sen [an ] Deprvaton Pupil [ ] FSMEvers [AN ~] g Promum A0 »
Pugils
&

Name Boeet s YT |G |Reo |Smamen InoL SEN DepPP  FSME |PPInd  Tuwring |Merss

Abbas Avanni 1110412020 5|R [vear r |0A-|single R No v

Abbas Latf 20t 8|3 [vear3 |270[Single R e v

2bhra Shaquib 722013 1|6 |vear s |ovc|singleR Ne v

Abrams,Paul 15122014 10 |5 Year 5 |5BB |Single R No v

Ackton Charlatte | 101022014 1[5 |Year 6 |6KH |Single R No v

Ackton Simon 12122016 8|3 [vear3 |ac8|sincle R No

Adesina Ky 21032019 §[1 [vear 1 |asH|single R No

2. Tick the Tutoring box next to the applicable pupil(s).
3. Add any Notes if applicable.

4. Select Save.
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School Dinners Taken Panel

Applicable to pupils in Year Taught in Reception, Year 1 and Year 2 only

All pupils taught in Reception, Year 1 and Year 2 in English state-funded schools are offered a Universal
Infant School Meal.

Note for Special Schools:

The School Dinner Taken routine is applicable to Special schools that have on-roll pupils who have taken a
school dinner on census day and who are in Year Taught In:

Reception, Year 1 or Year 2 and those in

The School Census Autumn 2025 Return collects information about pupils who received a School lunch on
census day. This can also include packed lunches provided by the school to pupils on a school trip.

The School Dinner Taken panel displays all pupils in Reception, Year 1 and Year 2 who are on-roll on census
day.

The data calculated via Calculate From Attendance and Calculate From Dinner Money is based on the
reference date.

If your school uses SIMS Dinner Money or SIMS Attendance, the number of dinners taken on census day
can be calculated using the data recorded when using these modules.

Note: The Reference Date is provided so schools can report school dinners taken on an alternative date to
census day, if required.

8 School Dinner Taken

Example
Reference Date |02/10/2025 '.j All pupils including those eligible for FSM should be included below p

f Calculate From Attendance f Calculate From Diinner Money

Surname Forename YTI Reg Group  Enrol Status School Dinner Taken A | o TickAl
b Abbas Losanni 1 DAk Single Registration % Reset
Adesina Kyra 2 2JB Single Registration
Aditya Safia 1 ASH Single Registration
Afflick Luke 1 DAK Single Registration
Ahmed Taraz 1 FINE Single Registration
Arnold Rachel R DAk Single Registration
Bajek Timon 1 ASH Single Registration
Ealtimore Tessa-Louvise R FINE Single Registration
Earber Serena 1 ASH Single Registration
Barker Hally 1 ELM Single Registration
Barnes Luke 2 2IB Single Registration
Easir Zoya 1 ELM Single Registration
Easudhara Farah R ASH Single Registration
Eeinon Rhys 2 2GH Single Registration

W

Total Taken: ljl Total Not Taken:

1. All pupils who received an UIFSM should be ticked. There is a Tick All option which can be used in bulk,
then, only the pupils who did not receive a meal, can be deselected.

2. After the return has been created and validated, the School Dinner Taken detail report can be run to
assist with the checking of results.

IMPORTANT: Schools with Infant pupils should wait until after lunch to submit their returns to the DfE to
ensure that only pupils who actually take a school lunch are recorded.
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Attendance Panel

Summer Term attendance data (including attendance codes and the number of sessions missed) should be
provided for non-boarder pupils aged 4 to 15 inclusive on 31/08/2024 who were on-roll for at least one
session during each Summer half term; ie.

First half of Summer term: 21/04/2025 to 25/05/2025
Second half of Summer term: 26/05/2025 to 31/07/2025

IMPORTANT: Clicking Calculate All Details overwrites any edited data in every panel with the original data
stored in SIMS. Do not click if you wish to keep any changes you have made.

If all attendance marks have been entered in Attendance, the following message is displayed in the
Attendance panel, informing you that your attendance codes are DfE compliant but will be rechecked at
the Create and Validate stage.

5 Attendance

Your desare DFE

This will be rechecked at the Create & Yalidate slage

If Attendance is in use but one or more invalid attendance codes have been detected, a message is displayed
in the Attendance panel to inform you that your attendance codes are not DfE compliant. These must be
dealt with.

5 Attendance
Your d. d not DFE

Please deal with this lack of compliance and then press ‘Check attendance codes”

[55 Check sttendance codes |

Click Check attendance codes to check that DfE attendance codes are now in use.

2. If the attendance codes are now DfE compliant, a message informs you the codes will be rechecked at
the Create & Validate stage.

3. Click OK to continue.

However, if any missing attendance marks are detected within the scope of this return, the following
message is displayed in the Attendance panel, requesting that you add the missing attendance marks.

5 Attendance
Some attendance marks are missing

Goto Focus| Attendance | Deal with Missing Marks
Please add attendance marks and then click 'Recalculaie’

&) Recalculate

1. Use the Deal with Missing Marks routine (Focus | Attendance| Deal with Missing Marks) to locate
the missing marks and enter appropriate attendance codes.

2. Return to the Census Return Details page and click Check missing marks in the Attendance panel to
ensure that all missing marks have been dealt with.

NOTE: The Create and Validate process can still be run even if some attendance marks are missing. You will
be asked if you wish to continue to create the return or cancel the Create and Validate process.
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Creating and Validating the Return

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

P wnN

Click Search to display a list of returns.
Double-click the required return to display the Census Return Details page.
Click Create & Validate to begin the process.

This may take some time depending on the number of pupils at your school.

Resolving Validation Errors and Checking Queries

When the validation process is complete, the Validation Errors Summary panel is displayed at the bottom

of the Census Return Details page.

(=) Report ¢ Close
Validation Emors Summary Return Validated - 10 Valigation rules failed (Errors - 4; Queries - §)
Student Search Enter Student Name, DOB (YYYY-MM-DD) or UPN for student filter
Error Search  ALL - Total of displayed rows : 10 To resolve an error, click in row to navigate to the relevant screen
Type  Sequence  Message Location
N UPH missing. Wame: Abraham, Jane| Date of Birth: 2005-05-19, FemalelUPN: # Goto Focus | Student | Student Details and add or issue a UPN.
I UPN missing Name: Reid, Rosie| Date of Birth: 200 # Go to Fecus | Student | Student Details and add or issue a UPN.
E o |res Pupils aged & and over Language missing or invalid. Wame: Henderson, Jackl Date of Birth: 2010-05-07, Malel UPN: K82329 Go to Focus | Student | Student Details Ethnic/cultural panel and enter First language
. |z Insufficient Address information provided. Name: Bains, Kirk| Date of Birth: 2005-01-18, Male|UFN: H820200108012 | # Go to Focus|StudentlStudent Details Addresses and edit pupil's address
q e Please Check: Pupil's 2ge is out of range for school type. Name: Sungail. Skaistel Date of Birth: 2008-03-28. Female. Age: 12IUPN: BE|# Go to Focus | Student | Student Details and enter pupil's date of birth
q 1 Please check: duplicate pupil records with the same Sumame, Forename, Gender and Date of birth. | Name: Benniscn, Hugol Date of Birth: 2013-02-02, Malel P # Goto Focus|Student|Student details and check for duplicate pupil record.
q 10 Please check: duplicate pupil records with the same Sumame, Forename, Gender and Date of birth. | Name: Benniscn, Hugol Date of Birth: 2010-02-03, MalelUPN: V8232993140( # Goto Focus|Student|Student details and check for duplicate pupil record.
850 Bl ek Bl cerord with nn addreas detail Name: Baliosli Culal Nate of Bigh: 201202 14 Eemalell 1PN (8220900140 # G Details Add dedit ounil's 2

NOTE: All errors must be resolved, and all queries investigated before submitting the return.
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Chapter 4 Completing the School Census Autumn
Return

Introduction
A return must be created and validated before it can be authorised and sent to DfE Collect website.

Validating the return creates an unauthorised return file, which is then run against a set of DfE rules. When
the validation is complete, a list of errors and queries is displayed.

An error is caused by either missing or inaccurate data, whilst a query highlights data that is unusual or not
as expected, e.g. there are no Pupils showing as having special educational needs.

Schools can create and validate as many times as needed to ascertain if the errors are cleared after the data
is corrected in SIMS.

Creating and Validating the School Census Return

1. Select Routines | Statutory Returns | School Census to display the Census Return browser.
2 Click Search to display a list of returns.

3. Double-click the required return to display the Census Return Details page.

4

Click Create & Validate to start the process. There may be a short delay, depending on the number
of Pupils at your school.

A progress bar is displayed, indicating the Create and Validate process is being performed.

Validation Process Validation Process
The Create and Validate routine is currently - -

taking place. This may take some time. Data is being collected
Please wait... Please wait...

-

Validation Process Validation Process

XML is being created Validation rules are being applied
Please wait... Please wait...

[ T L

During the Create and Validate process, SIMS examines the data for any anomalies applicable to your
school phase, e.g. no top-up funding information, missing attendance marks, permanent exclusions
without a final governor review result, etc.

If an anomaly if found, a message is displayed, which provides the opportunity to continue to create
and validate or cancel the process, so that details can be checked. Detail reports are available to
assist you when checking details.

5. When the validation process is complete, the Validation Errors Summary panel is displayed at the
bottom of the screen.
Resolving Validation Errors and Checking Queries

After creating the return file and validating the data, any errors and queries found are listed in the
Validation Errors Summary panel.
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£ Report R Close

Validation Errors Summary Return Vialidated - 10 Validation rules failed (Errors - 4; Queries - 6)
Student Search BiFing] Enter Student Name, DOB (YYYY-MM-DD) or UPN for student filter

Error Search AL v Total ofdisplayedrows 10 Toresclvean error, click in rowto navigate to he relevant screen

Type  Sequence  Message
1 UPN missing

> F

1801a Name: Sungail, Skaiste Date of Birth: 2008-03-28, Female, Age: 12IUPN: B8 # Go to Focus | Student | Student Details and enter pupil's date of birth

16200 P records with . Forename, Gender and Date of birth. | Name: Bennison, Hugol Date of Birth: 2013-02-03, Male| PN #Goto record.

olo|o|= | |-

620a P records vith . Forename, Gender and Date of birth. | Name: Berison, Hugol Date of Birth: 2010-02-03, Male|UPN; VE232999140( # Goto for record

T ith o addcess detail Nece: Polioekd Culal Dote of Rk 20120814 Eomaloll P CR222000141 A .

The Validation Errors Summary panel header displays the number of errors and queries found when the
Create and Validate routine was run. A Pupil and error search facility is also available.

The following information is provided to help with the resolution of validation failures:
e Type - the type of validation rule.
» Failure (F displayed in red) indicates an error that must be resolved.

» Query (Q displayed in black) indicates there are unusual data conditions. These should be
considered and corrected, if necessary.

e Sequence - the validation error or query number.
e Message - the validation error or query message text.
e Location - the specific record in SIMS that contains the error or query.

e Solution - the SIMS menu route and/or instructions about where/how the error can be corrected or the
query checked.

TIP: Using the Solution hyperlinks

When the pointer is hovered over an error or query row, it changes to a hand if a hyperlink is available to
the area of SIMS where the problem can be checked.

A hyperlink is also indicated by a hash symbol (#) preceding the Solution text.

Click the required hyperlink to display the specific area in SIMS where the record(s) can be
checked/corrected.

To assist in the viewing of errors and queries:

e When the mouse pointer is hovered over a Message, Location or Solution, hover help displays the entire
content of that cell.

e The Pupil Search functionality can be used to display all errors and queries relating to a particular Pupil.
a. Enter all or part of a UPN, Pupil's surname or date of birth in the Pupil Search field.
b. Select the required record from the Pupil Search drop-down list to populate the Pupil Search field.
c. Click Find to display the applicable validation records.

=) Report R Close

Validation Erors Summary Return Validated - 15 Validation rules failed (Errors - 5; Queries - 10)
Student Search | gmith BAFind| Enter Student Name, DOB (YYYY-MM-DD) or UPN for student filter
Error Search  a|UPN: F823432110104. Name: Smith, Grant. Date of Birth: 2000-01-17, M « Jate to the relevant screen
UPN: FB20200103049. Name: Smith, James. Date of Birth: 1995-06-25, M =
Type UPN: /820200102080, Name: Smith, Safia. Date of Birth: 1999-07-18, F 3 Location Solution -
UPN: B823432109101. Name: Smith, David. Date of Birth: 1999-01-22, M o toF .
b UPN: Q823432109102 Name: Smithies, Alex. Date-of Birth: 1998-10-19. M
UPN: F823432110104. Name: Smith, Grant. Date of Birth: 2000-01-17. M
UPN: FB20200103049. Name: Smith, James. Date of Birth: 1999-06-25, M
UPN: V820200102080, Name: Smith, Safiz. Date o Birth: 1999-07-18, F -~

ing or invalid

Fosicodeis missing orinvalid

3

e Use the Errors Search to display the required error or query you want to view. Select All, Errors, Queries
or the required number from the drop-down list. The total number of rows that relate to the selected
validation is displayed adjacent to the Error Search field.
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R clome

Seor
avenies [g)

ALL
ERRORS
QUERIES

Total of displayed rows 15

Sequence
16200

Solution

ruce, Felixl Date of Birth: 2000-03-21, MalelUF| # Go to Focus|Student Student details and check for du

16200 Bruce, Felix| Date of Birth: 2000-03-21, Male|UR| # Go to Focus Student|Student det check for du

18560 Pupil with SEN Fr

2, Jilnal Date of Birth: 2001-10-20, Female| | # Go to Cer

nd edit Top-up Funding

18560 Pupil with SEN Fr ame: Keeten, Kail Date of Bi

1) reported not t 001-10-24, MalelUP |# Go te Cer

[

1) reportednot t | Nam
[ nd edit Top-up Funding
[

1855 Pupil with SEN P ame: Malik, N

1) reported not t ate of Birth: 2000-08-05, Malel | # Go to Cer nd edit Top-up Funding

By default, when ALL is selected from the Errors Search drop-down list, the errors are displayed at the
top of the list.

The order of the items in the list can be changed by clicking the appropriate column heading.

The width of the columns can be changed by dragging the dividing line between the column headings
until the required size is achieved.

Return Validsted - 15 Validation rules failed (Errars - 5; Guerie: 0)

Wl TEih

Sallie] Dinte of Birth: 20011212, Ferr

16200 Sur | Name: Bruce, Felix| Date of Birth: 2000-03-21, Malel UP| # Go to Focus |Student Student detsils and check for du

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

The report is saved automatically in the Census Folder (specified previously via the census browser).

The original report, generated when Create & Validate was clicked, is also stored in this folder.

e The generated report file name: Validation Errors Summary.HTML

e Original report file name:

<LACode><SchoolNumber>_<SurveyType>_ <LACode><LL><Year>_<SerialNumber>_ValidationError

sSummary.HTML

Resolve as many errors and check as many queries as possible then revalidate the return details. Continue
to resolve failures and revalidate the return as many times as necessary.

NOTE: All errors must be resolved, and all queries must be investigated.

Producing Detail Reports

To select a single detail report, select the required report from the Detail Report drop-down list located at
the top of the Census Return Details page. The selected report is generated automatically and displayed in

your web browser.

Census Return Details - Autumn 2025 Term : School Census Autumn 2025
Save ) Undo

1 Census Details 2 School Information 3 Early Years 4 Class Type 57

1 Census Details

Census Date
Attendance collected from Attendance coll
Exclusions collected from Exclusions collg

AP Placements ¢

AP Placements collected from  (15/05/2025

FAM collected from 01/08/2025 FAM collected tq
“FSM collected from 16/05/2025 FSM callected tq

“Only callected for on roll pupils ot leavers

2 School
School Mame |‘NATERS EDGE PRIMARY SCHOOL
LA 825 Establishment N
Telephone 852015 URN

«Create & Validate [Z] Summary & Authorise 3= DetsilReport +

On Rell Basic Details Report
Leavers Basic Details Report
Exclusions Report

Attendance Report{1st half term)
Attendance Report(2Znd half term)
Absentees Report

SEN Report

Address Details Report

School Dinner Taken Report

Free School Meal Eligibility Report
Top-up Funding Report

Funding and Monitoring Report
Early Vears Report

EYPPR Report

Post Looked After Arrangerents Report

Alternative Provision Report

Permanent Exclusions without Final Review Report

School E-mail Address [schocl@we.com

Multiple Reports...
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1. Select Multiple Reports from the bottom of the Detail Report drop-down list.

s

[l On Roll Basic Details Report

[l Leavers Basic Details Report

[l Exclusions Report

[l Attendance Report(1st half term)
[l Attendance Report(2nd half term)
[] Absentees Report

[l SEN Report

[w] Address Details Report

[l School Dinner Taken Report

[l Free School Meal Eligibility Report
[l Top-up Funding Report

[l Funding and Monitoring Report

[ Early Years Report

[l EYPPR Report

[l Post Looked After Arrangements Report
[l Alternative Provision Report

[l Permanent Exclusions without Final Review Report

Report Cancel

L 1= { R— | ——— —

By default, all detail reports are selected.
If any reports are not required, deselect the associated check box.

2. Click Report to generate the selected reports, which are displayed in your web browser from where the
data can be transferred to a spreadsheet, if required.

3. The report(s) are saved automatically in the School Census Folder, as specified in the Census Return
browser, e.g. S:\School Census.

For guidance on navigating to files on your local workstation when working in a Hosted environment,
contact your System Manager or Local Support Unit.

The report is saved with a filename made up of the following data fields separated by underscores (‘_’):

<LACode><SchoolNumber>_<SurveyType> <LACode><LL><Year>_ <SerialNumber> <name of the
report>_Report.html

For example: 8234321 SC3 823LL24 001 onroll_pupil_basic_details_report.html.

Detail reports can be used to check the data stored in SIMS that has been used to create the return. The
reports can be produced as soon as the return has been created and validated.

Each detail report header displays the Security Message that was defined in the Census Return browser,
the Report Criteria and the Total Pupils that are listed in the report.

Also shown at the top of the report are the School Name, the Fileset Number, the Filename, the Report
Created date, and the XML Version.

Where a pupil’s National Curriculum Year group is different from what their date of birth would suggest,
the applicable YTI cell is highlighted in yellow.
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On-Roll Basic Details Report
School Census Autumn - 2025 (On Roll Basic Data)

Security Message : This report contains sensitive information

Report Criteria: Pupils on roll on Census day (02/10/2025)
Total Pupils: 396

School Name: WWATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: 8252999 _SC3_825L125 003.UNA  ReportCreated: 28/08/2025
XML Version: Validation 2025.3.0 - Updated: 2025-04-08
UPN Legal Legal Preferred Former DOB Sex YTI DOA Enrolment Language Class Part-time Boarder
Surname Forename Surname Surmame Status Type Status
'NB25208892401A |Abbas | Avanni Abbas - 11/04/2020 |Female |1 Single i Panjabi Other Yes g;;er
MB23209020001 |Abbas Latf Abbas - 11/11/2015 |Male 4 ing| is i Panjabi Other HNo g;?ﬂer
Leavers Basic Details Report
School Census Autumn - 2025 (Leavers - Basic Data)
Security Message : This report contains sensitive information
Report Criteria: Pupils not on roll on Census day (02/10/2025)
« Leavers age 4-15 at 31/08/2024 with attendance (21/04/2025 - 31/07/2025)
» Leavers with suspensions (01/01/2025 - 31/07/2025)
» Leavers with permanent exclusions with final governor review (01/01/2025 - 1/10/2025)
» Leavers with funding and monitoring (01/08/2025 - 02/10/2025)
« Leavers with alternative provision (15/05/2025 - 01/10/2025)
Total Pupils: 59
School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: 8252999 5C3_825LL25 003.UNA  Report Created: 28/05/2025
XML Version: Walidation 2025.3.0 - Updated: 2025-04-08
] Former | Legal Legal | Middle | Former | DOB | Sex [YTI| DOA DOL |Language| Pari- | Boarder | Attendance| Exclusion| FAM| AP
UPN Sumame | Forename | Names | Surname time:
Status
FB23200018013 = Abbott Jessica = = 170272014 |Female | - |01/082018 | 2307, g Mo ""‘H s |Tes Mo Mo [Ne
V223299916061 = Apnra Shaquin = = 17nz2013|Male | - |o10ee018 2307 a Mo ""‘H er | TeS Mo Mo [Ne
Exclusions Report
School Census Autumn - 2025 (Exclusions)
Security Message : This report contains sensitive information.
Report Criteria: Pupils with suspensions or permanent exclusions
» Onroll and leavers
+ Suspensions (excluding Lunchtime suspensions) (01/01/2025 - 31/07/2025)
« Permanent Exclusions with final review up to the day before census (01/01/2025 - 1/10/2025)
Mote: Suspension is the new name for a Fixed Term Exclusion
Total Pupils: 2
School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: 8252899_SC3_525L1L25 003.UNA  Report Created: 29/08/2025
XML Version: Validation 2025.3.0 - Updated: 2025-04-08
UPN Legal Legal OB Sex DOA DOL | Category Reason{s) Start Sessions | SEN Provision | On Roll
Surname Forename Date Status
(3823700018004 | Bames Isaac 02052015 | Male | 01082018 | - | Suspension | Bullying 101032025 10 ggusve.cia;, Neeq |Onmol
GE23Z00018005 | Burrowes Mathew 071032013 [ Wiale | 021092018 | - | Permanen: | EPYSICS] 2SSt A0AInst A S | 93103202 - No Spedal \y |onroa
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Attendance First Half of Summer Term Report

School Census Autumn - 2025 (Attendance First Half of Summer Term)

Security Message : This report contains sensitive information

Report Criteria: Pupils with attendance 1 term ago (21/04/2025 - 25/05/2025)

= Onroll and leavers
= Age 4 -15 at 31/08/2024
= Mot boarders

Total Pupils: 428
Total Pupils aged 5-15 on 31/8 with one or more possible attendances: 372
Total Pupils aged 4 on 31/8 with one or more possible attendances: 56
School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101

Fil )_SC3_825LL25 003.UNA Report Created: 29/038/2025

XML Version: Validation 2025.3.0 - Updated: 2025-04-08

Leavers are displayed below the On roll pupils

Present Approved Education Activity

Legal [ DOB | Age 515
Sumame |Forename

M&23200820001 [Abbas |

[ 1111172018 [ ves |mate [oawezozo| 4| 48 [onron_| B | | | | | | | |

Attendance Second Half of Summer Term Report

School Census Autumn - 2025 (Attendance Second Half of Summer Term)

Security Message : This report contains sensitive information.

Report Criteria: Pupils with attendance 1 term ago (26/05/2025 - 31/07/2025)

= Onroll and leavers
= Age 4 - 15 at 31/08/2024
= MNot boarders

Total Pupils: 428
Total Pup aged 5-15 on 31/8 with one or more possible attendances: 372
Total Pupils aged 4 on 31/8 with one or more possible attendances: 56
School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101

Filename: 8252009 SC3_825L125 003.UNA  Report Created: 20/08/2025

XML Version: ‘Validation 2025.3.0 - Updated: 2025-04-08

Leavers are displayed below the On roll pupils

Approved Education Activity

Legal Legal DOB | Age5-15 Termiy
Surmname |Forename Sessions

Possible

1
ME23200020001 |Abbas | == [11r11/2018 [res [maie  Jozoorzozo] 4| Onroll | E| 37| 1] | | 1 1 1 1 1l

Absentees Report

School Census Autumn - 2025 (Absentees)

Security Message : This report contains sensitive information.

Report Criteria: Pupils who have an absence rate of 10% or above with attendance 1 term age (21/04/2025 - 25/05/2025)

+ onroll and leavers

« Age 4 -15 at 31/08/2024

» Not boarders

= Mot including the 2nd half of the summer term

Total Pupils: ]

School Name: VWATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: §252999_SC3_325LL25 003 UMNA Report Created: 29/08/2025
XML Version: Walidation 2025.3.0 - Updated: 2025-04-03

Leavers are displayed below the On roll pupils

Legal DOB | Sex | YTI Sessions Sessions Absence On Roll Enrolment
Forename Possible {Authonsed + Status Status
Unauthorised)
Put Total Sessions: 0 Total Absence: 0
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SEN Report

School Census Autumn - 2025 (SEN Information)

Security Message : This report contains sensitive information.

Report Criteria: On roll Pupils with SEN Provision/Status = 'E' Education, Health and Care Plan, 'K' SEN Support
Total Pupils: 8

School Name: WWATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: 8252999_SC3_825L125 003.UNA  Report Created: 2/08/2025
XML Version: Validation 2025.3.0 - Updated: 2025-04-08

SEN Provision Member of SEN Member of Resourced Provision
LILT Indicator
523209912004 |Bakon James 02/06/2015 | Male |6 | SEN Suppart trus fakse O roll
Na23200823053 | Dawson Andrew 141112019 | Male |1 | SEN Suppart falze fakse O ol
£823260022035 | Edwards Savannah 2200212018 | Female [ 3 | Education, Heskh and Care |, false On rol
823200620010 | Harmisan Piers 2211172016 | Mal= |4 | SEM Support trus fakse O ol
ABZITOONZI030 | Knight Ellie 2000872017 | Female [ ¢ | Educstion. Health and Care 14, false Onrell

Address Details Report

School Census Autumn - 2025 (Address Details Information)

Security Message : This report contains sensitive information.

Report Criteria: Pupils on roll on Census day (02/10/2025)
Total Pupils: 396

School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: 8252899_5C3 8250125 003.UNA  Report Created: 29/08/2025
XML Version: Validation 2025.3.0 - Updated: 2025-04-08

Former UPN Legal Legal Middle | Postcode UPRN Apartment | House No. Street District Town | Administrative

Sumame | Forename | Names ArealCounty

N22520002401A (V223200024031 |Abbas Ayanni - MK42 TEE 10002067204 - 14 g'nijﬁ"“'e Kempston | Bedford -
1323289920001 - Abbas Latif = = = = = o - - -
PEZIT00012001 - Bbrams Faul - |mkee200 [100021213010 - ZRedlyon |HomOzk | Cardington | Bedford .
2823200021021 - Ackton Simon - MK43 Tas 100020007043 - 590 F'Bal T2 | Church Lane | el Bedford -

School Dinner Taken Report (applicable to schools with pupils in Reception, Year 1 and Year 2)

School Census Autumn - 2025 (School Dinner Taken)

Security Message : This report contains sensitive information.

Report Criteria: On roll Pupils on census day 02/10/2025, who have taken school dinner on the reference date

» Pupils in year taughtin R, 1, 2
+ Pupils in year taught in X aged 4 to 6 (born between 01/09/2018 and 31/08/2021 inclusive)

Total Pupils: 140  Total Taken: 0 Total Not Taken: 140

School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: 8252999_SC3_825L125 003.UNA  Report Created: 29/08/2025
XML Version: Validation 2025.3.0 - Updated: 2025-04-08
UPN Legal Surname Legal Forename DoB Sex hill School Dinner Taken
NE2520002401A Abbas Awanni 11/04/2020 Female 1 No
HE23200923009 Adesina Kyra 230372018 Female 2 No
£8232000923054 Aditya Safia 221122019 Female 1 Mo
[E82320002403T Afflick Luke 14/D6/2020 Male 1 No
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Free School Meal Eligibility Report

School Census Autumn - 2025 (Free School Meals Eligibility)

Security Message : This report contains sensitive information.

Report Criteria: On roll Pupils on census day who are eligible for Free School Meals on or after 16/05/2025 and up to including Autumn Census Day
(0210/2025)

Total Pupils: 89

School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: $252999_5C3_825LL25 003.UNA  Report Created:  2%/08/2023
XML Version: Validation 2025.3.0 - Updated: 2025-04-08
Free School Meal Eligibility
UPN Legal Surname Legal Forename DOB Sex | YTI | Start Date End Date Country On Roll Status
DE23299813002 Alperts Couriney 071032015 |Female |8 1311172020 = England On roll
FE23299918043 Armitage Elis= 041032016 |Female |3 071092020 = England On roll
KE23700072021 Halan Larisa 23092017 |Female |3 0510902022 = England On roll
Top-up Funding Report

School Census Autumn - 2025 (Top-up Funding)

Security Message : This report contains sensitive information.

Report Criteria: On-roll students who have been awarded Top-up Funding as at census day (02/10/2025)
Total Pupils: 2

School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: 8252999_SC3 8250125 003.UMA  Report Created: 23/08/2025
XML Version: Validation 2025.3.0 - Updated: 2025-04-058

UPN Legal Surname Legal Forename DOB Sex YTl SEN Provigion
NB2520982401A Abbas Avanni 11/0412020 Female 1 No Special Educational Need
2823280021021 Ackton Simon 1211272018 Male 4 Mo Special Educational Meed

Funding and Monitoring Report (not applicable to Nursery schools)

School Census Autumn - 2025 (Funding and Monitoring)

Security Message : This report contains sensitive information.

Report Criteria: Pupils with Funding and Monitoring information for the collection period 01/08/2025 to 02/10/2025 (On roll and leavers)
Total Pupils: 23

School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: 8252999 _SC3 8250125 003.UNA  Report Created:  28/08/2025
XML Version: Validation 2025.3.0 - Updated: 2025-04-08

Legal Legal DOB Sex | YTI Enrolment Description Description
Surname Forename Status
. . PR Mational Leamer In receipt of
N32520802401A | Abbas Avanmi 1110472020 | Femake |1 | Single Registration | - | NLM et n T on el
PEZI00018001 | Abrams Paul 151212014 |Male |6 | SingleRegistraion | - [ MM E‘:"igfi'n'f’““ o1 'T'”*‘?e:""‘ on rol
HE23200073000 | Adesina Kyra 23032019 |Fematze |2 | Single Registration | - | MLM uf:"igji'n'f'“e' 01 .'Fr*‘?"g""" on el
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Early Years Report (applicable to schools with Early Years pupils only)

Report Criteria:

Total Pupils:

School Name:
Filename:
XML Version:

School Census Autumn - 2025 (Early Years Report)

Security Message : This report contains sensitive information.

Pupils On Roll on Census Day having Early Years data

All 9 month to 1 year olds born between 01/09/2023 and 30/11/2024

All 2 year olds born between 01/09/2022 and 31/08/2023

All 3 year olds born between 01/09/2021 and 31/08/2022

All 4 year olds born between 01/09/2020 and 31/08/2021 with YTI E1/E2/MN1/N2

7

WATERS EDGE PRIMARY SCHOOL Fileset Number:
5252999_5C3_825LL25 003.UNA  Report Created:

3101
29/08/2025

Validation 2025.3.0 - Updated: 2025-04-08

Hours at Funded Disability Access Extended Funded | Expanded Funded
Setting Hours Fund Hours Hours
Z325290924007 | Adams Lilly 17711/2021 | Female | - |15 - Mo - - -
N2825290024008 | Castle Milly 2210712022 | Fernale [ N2 | 15 - No - = =
- Mack Harry 12/06/2022 | Male - |15 - Mo - - -

Early Years Pupil Premium Report (applicable to schools with Early Years pupils only)

School Name:
Filename:
XML Version:

WATERS EDGE PRIMARY SCHOOL Fileset Number:
8252999_SC3_825L125 003.UNA

School Census Autumn - 2025 (EYPPR Report)
Security Message : This report contains sensitive information.

Report Criteria: Pupils On Roll on Census Day
All'S month to 1 year olds born between 01/09/2023 and 30/11/2024 (inclusive)
All 2 year olds born between 01/09/2022 and 31/08/2023 (inclusive)
All 3 year olds born between 01/09/2021 and 31/08/2022 (inclusive)
4 year olds (for other than Nursery - in E1,E2,N1 and N2 ONLY) born between 01/09/2020 and 31/08/2021 (inclusive)
4 year olds (for Nursery — all pupils)

Number of pupils eligible for EYPP: 0

310
Report Created: 2%/08/2025

Validation 2025.3.0 - Updated: 2025-04-05

Legal Legal Prefemred Sex | YTI Post Looked After Hours at Funded Basis for EYPP
Sumame Forename Surmame Arrangements Setting Hours Eligibility
Z825200024007 | Adams Lilly Adams - 1711/2021 | Female| - - 15 Not Eligible:
N825200024008 | Castle Milly Castle - 2200712022 | Female | M2 - 15 Not Eligible:
- Mack Harry Mack - 1200672022 | Male - - 15 Not Eligible:

Early Years Funding Report (applicable to schools with Early Years pupils only)

Report Criteria:

Total Pupils:

School Name:
Filename:
XML Version:

School Census Autumn - 2025 (Early Years Report)

Security Message : This report contains sensitive information.

Pupils On Roll on Census Day having Early Years data

All' 9 month to 1 year olds born between 01/09/2023 and 30/11/2024

All 2 year olds born between 01/09/2022 and 31/08/2023

All 3 year olds born between 01/09/2021 and 31/08/2022

All 4 year olds born between 01/09/2020 and 31/08/2021 with YTl E1/E2/N1/N2

7

WATERS EDGE PRIMARY SCHOOL Fileset Number:
8252999_SC3_825L125 003.UNA

3101
Report Created:  29/08/2025

Validation 2025.3.0 - Updated: 2025-04-08

Legal Legal Rl Hours at Funded Disability Access | Eligibility Extended Funded | Expanded Funded
Surname Forename Setting Hours Fund Code Hours Hours
2825209924007 | Adams Lilly 1771112021 | Female | - |15 = Mo - - -
N325289924008 | Castle Milly 220712022 | Female | N2 | 15 = Mo - - -
= Mack Harry 12/08/2022 | Male - |15 = Mo - - -
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Post Looked After Arrangements Report

School Census Autumn - 2025 (Post Looked After Arrangements)
Security Message : This report contains sensitive information.

Report Criteria: On-roll students who have Post Looked After Arrangements as at census day (02/10/2025)

Total Pupils: 4
School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: 8252999_5C3_825LL25 003.UNA Report Created:  29/08/2025
XML Version: Validation 2025.3.0 - Updated: 2025-04-08
UPN Legal Surname Legal Forename DoB Sex Y1 Ceased to be looked after through
MB23200023024 Dizon Adam 03012018 Male 2 Adoption from England and Wales
FEZIZRE0ZI014 Fellowes Autumn 23027 Female 3 Adogption from state care outside of England and Wales
KEZ3200024023 Humphrey Emma 077042020 Female 1 Special guardianship order (SGO) from England and Wales

Alternative Provision Report

School Census Autumn - 2025 (Alternative Provision)
Security Message : This report contains sensitive information.

Report Criteria: School Arranged AP placements that fall within the AP Placement data collection period

= On-roll (15/05/2025 - 02/10/2025)
* Leavers (15/05/2025 - 01/10/2025)

Total Pupils: 1

School Name: WATERS EDGE PRIMARY SCHOOL Fileset Number: 3101
Filename: 5252999 _SC3_825L125 003.UNA  Report Created: 29/08/2025
XML Version: Validation 2025.3.0 - Updated: 2025-04-08

School Arranged Alternative Provision Placements

on
Roll
Status

SEN on AP AP
End Date| Attendance | Sessions

End
Date

AP SEN on
Start

Date

Legal DOB sex (YTI| AP AP AP Co AP

Surname

Legal
Forename

URN | UKPRN | Setting | House | Postcode| Reason
N

Permanent Exclusions without Final Review Report (not applicable to Nursery schools)

School Census Autumn - 2025 (Permanent Exclusions without Final Review)
Security Message : This report contains sensitive information.

Report Criteria: Students with permanent exclusions and without a final review from 01/01/2025 to 1/10/2025
+ Onroll and leavers

Note:
This report displays Permanent Exclusions that do not have a final review, and are not included in the census, in order for you to check your

data.
The date range for this report will not match the collection dates for the school census and this is intentional

Total Pupils: 1

School Name: WATERS EDGE PRIMARY SCHOOL
Report Created: 29/08/2025
UPN Legal Surname | Legal Forename DOB Sex DOA DOL Reason(s) Start Date | SEN Expert Requested On Roll Status

W223200010008  |Cariston Jack 09022015 |Male (0200072010 = Physical assault against 3 pupil, Bullying 1410712025 Mo On Roll

Producing the Summary Report

The Summary report enables the accuracy and completeness of the return to be assessed by the school
staff involved in preparing the return. It can also be used to assists the Head Teacher in the checking of data

before authorising the return.
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Click Summary located at the top of the Census Return Details page.
The report is automatically displayed in your web browser, e.g. Windows" Internet Explorer®, but can be
transferred to a spreadsheet such as Microsoft” Excel if required.

The report is saved automatically in the Census Folder, which was specified in the Census Return browser,
eg. S:\SIMS\SCHOOL CENSUS. For guidance on navigating to files on your local workstation when you are
working in a Hosted environment, please contact the IT Manager at your School.

The report is saved with a filename made up of the following data fields separated by underscores (‘_’):

<LACode><SchoolNumber>_<SurveyType> <LACode><LL><Year>_<SerialNumber>_<name of the
report>_Summary_Report.html  e.g. 825xxxx_SC3_825LL24_003_Summary_Report.html.

IMPORTANT: It is important the Head Teacher checks all the information on the Summary report before
the return is authorised. A hard copy of the Summary report to be signed by the Head Teacher and retained
by the school.

Example

There are 296 errors and 287 queries.

Table 1: School characteristics [ALL schools]

Summary for: WATERS EDGE PRIMARY SCHOOL
Local authority code: 825

Establishment number: 2999

Telephone number: 652015

Email address: school@we.com

Phase: PS

Type: 18

Governance: CO

Intake type: COMP

Lowest national curriculum year group: N1

Highest national curriculum year group: 6
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Chapter 5 Authorising the Autumn 2025 Census
Return & Upload to DfE Collect

Introduction

A return must be authorised before it can be uploaded to the DfE COLLECT data collection website. If you
authorise a return and subsequently need to make amendments, you must either make a copy of the return
and work on the copy or create a new return.

Before authorising the return, ensure all the information displayed on the Census Return Details page is
correct and does not require further editing. This is because it is not possible to edit details after the return
is authorised. The Summary report can assist in reviewing the information.

Authorise the Autumn 2025 Census Return

Before authorising the return, ensure all information displayed on the Census Return Details page is correct
and does not require further editing. This is best achieved by reviewing the Summary report.

The Census Return must be authorised before it can be uploaded to DfE Collect website.

1. Click Authorise. If you choose to continue, the Head Teacher authorisation dialog is displayed.

8 Head teacher autharisation |

Authorisation provides an XML Return file for upload to your LADTE

Please confirm that the head teacher is satisfied that the Summary and Detail Reports

have been checked for accuracy and completeness.

|, Gillian Grosvenor, confirm that the head teacher is satisfied that the Summary

and/or Detail Reports have been checked and that the Return file is ready for upload to the LA/DFE.

Additional text to be displayed on the authorisation report

Continue | Cancel |

2. Enter the additional text to be displayed on the authorisation report, if required. This may be
requested by your LA, e.g. to explain the reason for any validation failures.

3. Select the confirmation check box to confirm the Head Teacher is satisfied the Summary and Detail
reports have been checked and the return file is ready for upload to the DfE.

4. When the confirmation check box is selected, Continue becomes active allowing the authorisation
process to be completed. Click Continue to authorise the return.

School Census Autumn 2025 Authorisation Report

School Name: WATERS EDGE PRIMARY SCHOOL
Estab No: 2999
LEA: 825

Authorised Autumn School Census 2025: 8252999_SC3_825LL25_004. XML
Report Created 29/8/2025 13:39

|, Gillian Grosvenor, confirm that the head teacher is satisfied that the Summary
and/or Detail Reports have been checked and that the Return file is ready for upload to the LA/DfE.
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NOTE: The Summary report and the Authorisation report are automatically generated and displayed in
your web browser at the point of authorisation.

The authorised return file is saved automatically in the folder previously specified in the Census Return
browser, e.g. S:\SIMS\SCHOOL CENSUS and the file extension changes from .UNA (unauthorised) to .XML
(authorised), e.g. 825xxxx_SC2_825LL24_001.XML.

When a return has been authorised, it is no longer possible to edit the details displayed on the Census
Return Details page. If you authorise a return and subsequently need to make amendments, you should
either make a copy of the return and work on the copy or, create a new return.

Submitting the Authorised Census Return to DfE Collect

Important Upload Information for Local Authority Maintained Schools and Academies

The submission of the School Census for both LA Maintained Schools and Academies is via DfE Collect.
Contact Children’s & Traded Services Team for support uploading the census to DfE Collect.

Refer to previously published guidance issues by SMST for detailed instructions for DfE Collect.

Refer to C&TST guidance for the deadline dates for upload to DfE Collect.

The ICT Schools Team are unable to assist with any upload issues to DfE Collect.

=

Open DfE Sign-in https://services.signin.education.gov.uk/ and click the green button.

2. Enter your email address and password then click the green button.

DfE Sign-in Department for Education

. .
Sign-in
DfE Sign-in is how schools and other education organisations access DfE

online services Sigrrin Lo access DIE online services
To access your DfE online services, you'll either need

+ an existing DfE Sign-in account. This will be the email address and Email address
password you created when you first accessed DfE Sign-in l ]

« tocreate a DfE Sign-in account. If you haven't used DfE Sign-in before

you'll need to ate a DFE Password

| o

Forgotten your password?

» Servicesa
By signing in you accept our terms and conditions

Create account

> Services accessed ysing DIE Sian

If you are inactive for 20 minutes. your session will timeout

3. Click Collect.

My services

Here you can access services associated with your
account.

Related actions

Add services to my account
Edit services on myaccount

Remo: ¢ from my account

Description

Collect
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Copy an Unauthorised Census Return

An unauthorised return can be copied and saved as a new return. This enables a ‘snapshot’ of a return to
be taken at any time providing a backup of any manual changes that have been made to the return, for
example before recalculating details.

This functionality can also be used to make a copy of an authorised return if the LA requires it to be
resubmitted. The necessary corrections can then be made to the data. The copied return must be saved,
created, validated and authorised before resubmitting to the LA.

NOTE: Ensure the return you wish to replicate is not open at the time of copying.

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

Click Search to display a list of School Census returns.

Highlight the required file and click Copy.

A message requests confirmation you wish to make a copy of the selected return.
4. Click Yes to make the copy. Itis displayed in the Census Return browser as:

Copy of <description of selected file> e.g. “Copy of School Census Autumn 2025”.
5. To rename the copied return, highlight, and click Open to display the Census Return Details page.
6. Edit the Description in the Census Details panel and click Save.

The new Description must be unique for this return.

Delete an Unauthorised Census Return

NOTE: An authorised School Census return cannot be deleted.

The delete routine can be used to remove unwanted returns, e.g. dry runs. This can be done at any time
prior to authorisation.

During the course of producing a return, a number of copies of the return may have been made, e.g. to
track progress. When a return has been authorised successfully, it is advisable to delete any files that are
no longer required.

This keeps the number of files listed in the Census Return browser to a minimum, therefore removing
confusion and lessening the risk of using the wrong return.

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

Click Search to display a list of returns.

Highlight the return you wish to delete and click Delete.

A message prompts for confirmation the selected return should be deleted.

A e

Click Yes to delete the selected return.

Retrieve an Authorised Census Return Files

Authorised returns are stored in your Document Management Server (DMS). The Returns Manager can
download and run the reports associated with previous authorised returns enabling the data for the current
return to be compared with that submitted previously.

1. Select Tools | Statutory Returns Tools | Retrieve Authorised Census Return Files to display the Retrieve
Authorised Census Return Files for <census name> page.
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2. Select the type of census required from the Return Type drop-down list to display a list of previous
returns that match the selected criteria.

3. By default, the files Download to the folder specified in the census browser. To specify a different folder:
a. Click Select a Folder (...) to display the Browse For Folder dialog.

b. Navigate to the location of the required folder then highlight it.

c. If asuitable folder does not exist, click Make New Folder then enter a suitable folder name.

IMPORTANT NOTE: Ensure that authorised personnel only have access to the download folder
because the retrieved files contain sensitive information.

d. Click OK to select or create the folder then return to the Retrieve Authorised Return Files for
<census name> page where the chosen folder name is displayed in the Download to field.

4. Highlight the return you wish to retrieve then click Retrieve Files.

The authorised return file (ie. the XML file) and all reports associated with the selected return are
downloaded from your DMS to the specified folder. The folder and its contents are then displayed
automatically, enabling you to open the required files in your web browser.

5. The contents of the specified folder can be viewed again by clicking Folder adjacent to the Download to
field.
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Appendix A Dates of Birth / Year Groups for Pupils
in Academic Year 2025-2026

Year Group Date of Birth Range Age Range
for 2025-2026 Academic Year
el 01/09/2024 to 31/08/2025 0-1
E2 01/09/2023 to 31/08/2024 1-2
A 01/09/2022 to 31/08/2023 2-3
N2 01/09/2021to 31/08/2022 3-4
R 01/09/2020 to 31/08/2021 4-5
1 01/09/2019 to 31/08/2020 5-6
2 01/09/2018 to 31/08/2019 6—-7
3 01/09/2017 to 31/08/2018 7-8
4 01/09/2016 to 31/08/2017 8-9
5 01/09/2015 to 31/08/2016 9-10
6 01/09/2014 to 31/08/2015 10-11
7 01/09/2013 to 31/08/2014 11-12
8 01/09/2012 to 31/08/2013 12-13
9 01/09/2011 to 31/08/2012 13-14
10 01/09/2010 to 31/08/2011 14 -15
11 01/09/2009 to 31/08/2010 15-16
12 01/09/2008 to 31/08/2009 16-17
13 01/09/2007 to 31/08/2008 17-18
14 01/09/2006 to 31/08/2007 18-19
before 31/08/2006 19+
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Appendix B Defining and Maintaining Early Year
Provisions

Introduction

Schools with a dedicated nursery unit, that offer early years care, must present parents of three to four
year olds with the choice of varying nursery hours on any day of the week.

Parents are now entitled to receive free nursery provision per week, which can be taken over a minimum
of three days. They can choose to take as much or as little of the hours, and use their entitlement at more
than one nursery provider, if they wish.

Attendance Setup includes the facility to define Early Years Provisions, from which Early Years Attendance
patterns can be created for applicable applicants and pupils, in order to calculate Hours at Setting for
nursery age pupils, for School Census purposes.

Routine Purpose

Define Provision Types via Tools | Setups | Attendance |This routine sets up the start and

Setup | Early Years Provisions Setup. end times of each available nursery
session.

Set up early years attendance patterns for applicants, This routine enables you to define

via Focus | Admission | Application. the daily attendance pattern for

each nursery applicant.

Set up early years attendance patterns for nursery This routine enables you to define
pupils, via Focus | Pupil | Pupil Details. the daily attendance pattern for
each nursery pupil.

Update hours at setting for 2, 3 and 4 year olds via This tool enables hours at setting
for nursery age pupils to be
updated automatically based on

each pupil’s attendance pattern or
Please refer to the appropriate School Census Return input manually if attendance

Tools | Statutory Return Tools | Update Hours at
Setting for 2 (or 3 or 4) year olds.

handbook. patterns are not recorded.

Defining a New Early Years Provision

A pupil can only have one provision type per day, therefore the provision types must be defined accordingly.
If provision times overlap sessions, a decision as to which session to map to must be made, e.g. should a
9.00am to 2.00pm provision be mapped to an AM or an All Day category.

Four predefined Nursery Care Provision Type lookups are available for selection when defining or editing
an early years provision:

e Provision1
e Provision 2
e Provision 3
e No Provision
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These Provision Type lookups can be edited or deleted via Tools | Lookups | Maintain.

For example, you may wish to change Provision 1 to Provision 9.30-12.00. Additional Provision Type

lookups can also be defined, if required.

Ensure the Data Area is specified as Attendance and the appropriate Category (ie. AM, PM or All Day) is

defined.

When defining an Early Years Provision, the time each day that nursery care provision is available and the

date that it becomes effective must be specified. The end date can also be specified, if known.

1. Select Tools | Setups | Attendance Setup | Early Years Provisions Setup to display the Find

Early Years Provisions browser.

I Find Early Years Provisions

[ New B Search © Open  Delete  Print Net 40 Previous Links ~ @ Help 3% Close
Description | | FrovisionType  <tny> -]

Fomoae [ |G N -

Description Provision Type Start Date End Date Start Time End Time

2. Click New to display the Early Years Provision Details: page.

1 Provision Details

Provision Type | -

Example

Description | |
Start Date erizms |[E)

End Date [ &

Start Time [ ] phmm 24hes)

End Time [ ][] thmm(24hrs)

3. Select the required Provision Type from the drop-down list, e.g. Provision 1.

4. By default, the selected Provision Type is displayed in the Description field. This description can
be edited to describe the nursery care provision more clearly, e.g. Morning Nursery Care, if

required.

5. By default, the Start Date is displayed as today’s date. If necessary, edit the date to indicate

when the nursery care provision is to start or click Calendar and select the required date.

6. Optionally, enter an End Date for the provision (if known) or click Calendar and select the

required date. This date can be entered later.

7. Enter a Start Time and an End Time for the provision in hh:mm (24 hour) format. Times are

available in increments of 30 minutes (changing to minutes in the Autumn Term).

8. Click Save.

1 Provision Detzils
Example

Provision Type  Provision 1 -

Description |Pruvisiur| 1 |

Startilime . hh:mm (24 hrs)
End Time [1Z ]P0 ] hhmm (24 hrs)
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Editing an Early Years Provision

All aspects of a nursery care provision can be edited regardless of whether it is currently being used or not.
Therefore, the provision types, associated start and end dates, and the start and end time can all be
amended, if required.

1. Select Tools | Setups | Attendance Setup | Early Years Provisions Setup to display the Find Early
Years Provisions browser.

M Find Early Years Provisions Example
DNew .'”.-'Dpen %Delete (=1 Print {}Next Previous
Description | | Provision Type  <Amy> 'D
Description Provision Type Start Date End Date Start Time End Time
Aftemoon attendance only Provision 2 01/09/2011 1230 15:30
All day attendance Provision 3 01/09-,2011 05:00 15:30
Moming attendance only Provision 1 01/09,2011 05:00 12:00
No attendance No Provision 01/09/2011 00:00 00:00
2. Click Search to display the Early Years Provision Details.
3. Select a different Provision Type from the drop-down list, if required.
Early Years Provision Detzils : Moming aitendance only Example
Save Undo &= Print
1 Provision Details
1 Provision Detzils
Proviion Type -
Description |M0ming attendance only
Start Date ]
End Date l:l ]
Start Time : hh:mm (24 hrs)
End Time : hh:mm (24 hrs)
4. Make the changes.
5. Click Save to retain your changes.
Setting up Early Years Provision on a Pupil record
[ 7y
Locate the relevant pupil(s) via Focus / Pupil Details or the icon “3 Example
. 2 Rogistason
Open the pupil record and move to Panel 2: NP - e -
. . Year N v Year Tauattle Cumcubm Yeor N1 .
Registration. S P L, s .
Admssion Date 01/082016 g Admessacn Number 001583
Foemer UPN Ldendarce Mode N sy -
URN 223255316062 % Local UPN
Part Time Detads St Date End Dute =
01/09/20%6 1082017 Open
% Delete
Hatey
Eary Yours somedance Qatdse Endcse Mon T Wed Tu Fa St S | B New
= [ Ogan
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To add a new Early Years provision in a pupil record

1. Click New.

2. Set the start date (and end date if applicable)

3. Select the relevant provision from the list available for each day. Example
i B Add/Edit Early Years Attendance Patterns | |Cha i
— oo Onte rwxy |5
() % e ey
End Date \ |[(EL]) [Refresh wesk] = End Date | (B [Refresh ek
Mondsy Provision T I Rl ________ 0
Y ee T x . Frovace 1 | Monday Provision Type Provision 1 -
. waday Froveon Tioe Proveor 2
Tucsday Frovision Type [ ~ “azins g :
‘Wednesday Provision Type _ - Wedressay Provsn Trze ‘&:"V.« -::-r | Tuesday Frovision Type Frovisen 1 M
Thursday Provision Type R - Tncr rovace Toe (N - ik Tl "o P -
Friday Provision Type I - Frday Procaoe Tige T - Thursday Provision Type Provision 2 -
Friday Provision Type
|
Cancet | |
3 Corc
4. Once each School day has been allocated, click OK and return to the main pupil record.
5. Save the pupil record.
Part Time Details Start Date End Dats [ New
01/08/2016 31/08/2017 % Open
Example % Delete
Ea;tlv Years Aftendance Stat date  Enddate  Mon Tue Wed  Thu Fii Sat Sun | Ll New
atlerns .
PROVI PROVZ PROV3 PROVI PROVI [ Open
1| T 3 % Delete
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Appendix C Early Years Items Collection 2023-2025

Early Years Date of Birth Matrix 2025/2026

. Age as at Funded | Extended | Disability Expanded 2 Year basis for
Prife @ i s 31/08/2025 |Hours Hours Access Fund Hours UGS funding
before 31/08/2020 5 N N N N N N
01/09/2020 - E1, E2, N1, N2 4% Y Y Y N Y N
31/12/2020 T
01/01/2021 - E1, E2, N1, N2 4% Y Y Y N Y N
31/03/2021 rEe R
01/04/2021 - E1, E2, N1, N2 4% Y Y Y N Y N
31/08/2021 T
01/09/2021 -
31/12/2021 3 Y Y Y N Y N
01/01/2022 -
31/03/2022 3 v v Y N v N
01/04/2022 -
31/08/2022 3 Y Y Y N Y N
01/09/2022 - .
31/12/2022 2 v N Y v v v
01/01/2023 - %
31/03/2023 2 Y N Y Y Y Y
01/04/2023 - .
31/08/2023 2 v N Y v v v
01/09/2023 -
31/12/2023 ! N N Y Y v N
01/01/2024 -
31/03/2024 1 N N Y \ Y N
01/04/2024 -
01/08/2024 ! N N Y Y v N
01/09/2024 - .
30/11/2024 0 N N Y Y v N
01/12/2024 -
31/03/2025 0 N N N N N N
01/04/2025 -
30/06/2025 0 N N N N N N
and after

Y* = subset of disadvantaged 2-year-olds may be eligible for funded hours.

4* = 4-year-old in E1, E2, N1, N2 only.

0* = 9 months old.

NOTE In some circumstances, 2-year-olds may be eligible for both the 15-hour entitlement for disadvantaged 2-year-olds and 1

5 hours of working parent entitlement.

Managing Early Years Data

https://customer.support-

ess.com/csm?sys kb id=0417167193122e94fb18bbc74dbal07f&id=kb article view&sysparm rank=1&sysparm tsqueryld=9f9f

3elb2bebe250a757f555fe91bfb5
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Appendix D Buckinghamshire Council Useful
Contacts

Can provide help on / and any

Team Contacts .
other related issues

Telephone / Email

.. . 01296 383500 option 1
MIS S t&T
uppor raining All supported MIS related issues ICTSchools@buckinghamshire.gov.uk

ICT Schools
Team . -

Schools Technical SIMS Technical related issues 01236 383500 optlon 3 .

schooltst@buckinghamshire.gov.uk

Support (Patch releases)
Children’s Sarah Sewell, Performance Analysis (SPA) system 01296 382640
Traded Education Insight Lead and other data analysis
Services Team
schoolcensus Amy Mitchell School Workforce Census 01296 382887
@buckingha Information Officer School Census
mshire.gov.uk

The County Attendance Team is a

Buckinghamshire LA countywide service that primarily 01296 387393 )
. . CountyAttendanceTeam@buckinghams
County Attendance Team supports children, families, and 3
hire.gov.uk
schools to reduce non-attendance
Buckinghamshire LA Data Protection and Freedom of DataProtection@buckinghamshire.gov.

Data Protection Officer Information issues uk
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