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system to complete your
Census return, please
contact the Capita .ict
helpdesk on 01604 824999

If you have any queries
relating to the DfE

Guidance, please contact
IMRS:

Email:

Imrs@northamptonshire.gov.uk

Tel: (01604) 236190
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STEPS TO CREATE YOUR SCHOOL CENSUS RETURN

Please Follow the Numbered Steps

‘ 1. Pre Census Checks \

‘ 2. Create new return \

‘ 3. Check school details \

| 4. Attendance \

5. Learning Aims \

6. Create & Validate

p——)

IF YES | Correct any

Are there any errors?

errors & queries

IF NO

‘ 7. Print and Check Census Summary Report I

‘ 8. Authorise File \

‘ 9. Run AVCO to send fileto LA \

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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Introduction

Every school is expected to complete three Census Returns in the calendar year 2011.

The Census Dates for 2011 will be as follows:

e (Spring) third Thursday in January (20" January 2011)
e (Summer) third Thursday in May (19" May 2011)
¢ (Autumn) first Thursday in October (6™ October 2011)

The table below gives a summary of which data areas will be collected in which census.

Module Spring Census Summer Census Autumn Census

Pupil Level

Pupil ID v v v

Pupil Characteristics v v v

Pupil Status v v v

SEN v One data item One data item

Exclusions All exclusions for All exclusions for All exclusions for
Terms5+ 6 Terms 1+ 2 Terms 3 +4
(Summer 2009/10) | (Autumn 2010/11) (Spring 2010/11)

Attendance (for pupils For Terms 1+ 2 For Terms 3 + 4 For Term 5

of compulsory school (Autumn 2010) (Spring 2011) (25/04/2011 to

age only) 27/05/2011)

Home Information v

Post 16 Courses v v

School Level

School Characteristics | v/ v v

Admission Appeals v

Class Information v

Pupil Reconciliation v

Miscellaneous v

This document is designed to help you through the processes required to complete your

Autumn Census return using SIMS .net. The notes are designed to be used in conjunction
with the 2011 DfE Guidance notes which can be downloaded from the IMRS website:

http://lwww.northamptonshire.gov.uk/en/councilservices/EducationandLearning/servi
ces/cypd_info/Pages/censusguidance.aspx

or

http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollecti
ons/schoolcensus/a0070569/school-census-2011

| IMPORTANT INFORMATION

| with the Autumn 2011 Census process. To check this, open SIMS and go to Help/About

E SIMS .net MUST be on version 7.140 — Summer 2011 - or higher before you can proceed :
i SIMS .net and check the version listed. :

If you have any queries on the Census Refurn, please contact the Capita .ict helpdesk on 01604 824999
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What Does Calculate Details Do?

Using data present in SIMS .net, the system calculates the data to be included in the
Census return. Other data is picked up directly from other areas in SIMS .net, e.g. school
details, pupil names, addresses, UPNSs, etc. and therefore do not need to be calculated.

The data collected during the Calculate Details process will be displayed in the panels that
appear below the School Information panel, e.g. Attendance.

Do You Need to Calculate Details?

School Census details must be calculated at least once for each return to collate the
relevant information entered in SIMS. net.

If you need to edit data in SIMS. net, related to the School Census return after Calculate
All, then you should not normally need to Calculate All again.

Pre Census Checks

Ensure that all student data is present and up-to-date in SIMS. net before producing the
School Census return.

You MUST have made sure that attendance data is up-to-date for the period of 25/04/11 to
27/05/11. Ensure that you have dealt with all missing marks.

Detailed Report

It is possible to produce detailed reports showing On Roll Basic Details, Leavers Basic
Details, Exclusions, Attendance, Absentees, SEN, Free School Meals, On Roll Learning
Aims and Leavers Learning Aims. It is also possible to choose to Print All Reports. These
reports enable the checking of data used to generate the School Census return.

It is strongly recommended that you print each of these
out and check the data for accuracy.

These are described on page 21 of this document.

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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Access Rights for Creating a School Census return

In order to create a School Census return you need to be logged into SIMS .net as a user
who is a member of the Returns Manager Group as defined in System Manager. In order
to resolve School Census errors you will also require access to other areas of SIMS .net
e.g. Student Basic Details and Students SEN (Please liaise with your System Manager).

This process assumes that the user has access to the System Manager Module itself.
System Manager has now been updated to version 7 but the process below takes you in
via System Manager version 6 which is still accessable for a few months. We strongly
advise you to book on an appropriate training course for System Manager 7.

Adding a member of staff to the

Returns Manager permissions Group ~ |focus |Beporis  Routines  Tools  Window  Help
[ Home Page Y - A
in System Manager. e a . Y BWES
Student w 11
Behaviour Management M
Person Ly
Groups » m |
Raenc ‘re Catead
Log into SIMS .net with a Admission Staff Tr
user who has access rights resson Monif J w%klyjssembly oo reeting
to System Manager and Lommunicatisy riment Mestings Mesting
from the Focus menu click Eees Billing ¥ | Meeting Mesting
on System Manager | Alerts ”
System manager 6. \ - InTouch »
% System Manager Manage Users a
Assessment " Manage Groups i
Profiles " Export Groups .
1 My List Entry Import Groups
My Marksheet Entry User Access Log
Optichs Settings
Examinaticns System Manager b

System Manager

From the
Welcome Screen Welcome to System Manager
select the Returns
Manager Group
from the dro

down list on E[)he 4‘4' Add Existing People as Users of the System
right hand side of L2 |

the Assign Users
to User Group.

Flease choose the action vou wish to perform

Add a New User (not already known to the system)

T

g1 2 | Assign Users to User Group:  [EMesiEEEE

N\

Then click on the
. Display { print a report of New Users
active button to 2B ooy P
the Ieft hand Slde [¥ Show thiz screen at startup
of the row.

NB. The user must have already been activated as a user through the top option
‘Add existing people as users of the system’.

If you have any queries on the Census Refurn, please contact the Capita .ict helpdesk on 01604 824999
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In the top half of the
screen, left click on
the name of the
person(s) who will

click on Choose.
This will move the
users name into the
bottom window.

Once the
details are
correct click on
Update to
refresh the
membership of
the Returns
Manager
Permissions
Group

Add Members to - Returns Manager

Source Population IUSEI il Frarm IZB.-"‘I 0/2004 EI To I EI 3'
[ = [ fa

& Usger, Datakxzport
&, whestfield, wWestield

Wize, Belinda

be reSpOﬂSIb|e fOr MI _ '_r..Eﬁl‘f"S?“r ...l on”‘ :ye.“J {+ Hemove Alll |
creating the School e 3)(6 Hyiv ol ’ [From To
Censusreturnand | ———

From [26/10/2004 || To | Bl al

Update

Add Members to - Returns Manager

leurce Fopulation IUser ﬂ From |28/1 0/2004 EI Tol EI il
ElNzme ¥

& Uszer, D atakE wport

& wiestfie

El

"Choose All ) | ‘Choose - I 4+ Remove | 1"t Remove All |
IName I IFn:um ITU
5 [Wise, Belinda 261072004

From [26/10/2004 | B8] To =[N

Close the Welcome Screen and Close System Manager.

IMPORTANT INFORMATION

There may be a 24 hour delay before the new permissions take effect.

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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Creating the Return

Click on Routines | Statutory Returns | School Census

You will see the following message

School Census Loading..

School Census files are being loaded..

Please wait...

The School Census Returns browser will open. Ensure that the Term states Autumn. The
School Census Folder should be set to the one as shown: (s:\sims\star\ascout).

siHs SIMS .net: Green Abbey School

= e

Focus  Reports Routines Tools Window Help
B Gao - o 850 BREH BBERS D BRD &
* Census Return for Summer Term
[F New @8 Search % Opep D= e @ Help 9% Close
Term amnle scree ! =nsus Folder |S ZSIMSHStar  ASCOUT | B
Secunt',r message tor Reports
This report containg sensitive information
Diefault Message
If you have changed the location of the School Census folder || ™ _
you WI” receive a meesage CIICk on Yes |_\ You are changing the lecation for the return
CIICk On tO Create a SChOOI Census return' - Please ensure that authorised personnel only
have access to this folder as it will contain
sensitive data
H
Are you sure you want to continue?
Yes | [ No

You can create as many trial runs as you like. It is possible to delete unwanted returns
before authorisation. You will only Authorise and submit one return once all the data is
correct and all the validation errors have been cleared.

1. Census Details

-
D Mew Search Open Delete m Browse

evious Cop @Help %C\ose

Census Return Details - Summer Term - New Retum

Save TUnde «fCreste & Validate [Z] Summary &7 Authorise  ¢= DetailReport - @ Help $€ Close
1Ce gils 2 School Information 3 Attendance 4 Update Lezming

At any point in the return
you can click on the Save
button to save your work
to date.

As with any record in SIMS.net, all the information for a
School Census return is arranged on panels of information
with blue hyperlinks at the top of the first panel. It is good
practice, but not necessary, to complete each panel before
proceeding to the next.

If you have any queries on the Census Refurn, please contact the Capita .ict helpdesk on 01604 824999
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The defaults for your phase of school will be displayed. Ensure that all dates match those
displayed below. You can add a different Description if required.

Census Return Details - Autumn Term : School Census Autumn 2011
Save Undo  &fCreate & Validate [F] Summary & Authorise §E DetailReport =

1 Census Details 2 School Information 3 Attendance 4 Update Learning Aims

1Census Details = =
Census Date Description |Schoo| Census Autumn 2011 |
Attendance collected from Attendance collected to
Exclusions collected from  |01/01/2011 Exclusions collected o |24/04/2011

Leaming Aims collected from [20/05/2011 Learning Aims collected to (06/10/2011

Calculating the School Census Return

Click on {%g Calculate All Detailz (this has been relocated to the right hand side
of Panel 1 Census Details panel as screen
above).

You will then see the following message:

SIMS .net x|

b ] This will calculate the details below,
\_ﬁ\/ ‘ou need to do this at least once For each return.,
Data previously callzcked or edited will be averwritken.
Proceed with calculating details?

[ fes ] [ Mo ]

The first time you create a School Census return you MUST click on Yes to populate the
relevant information on the subsequent panels of information. If you click on Yes after an
initial calculation, this would overwrite any details that you may have manually entered on
any of the other panels.

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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2. School Information

If the School Details have not been updated by selecting Focus | School | School
Details, the School Details button at the bottom of the School Information panel will
access that area enabling the required information to be entered.

The basic School Information will be displayed. Most of the fields on this panel must be
completed. If anything is missing or incorrect at this stage you can make any
changes/additions before proceeding.

You must make sure that a
T ——— School e-mail Address is entered
| as this is a compulsory field for
bl o [Green Abbey Schodl | School Census. The e-mail
Comprehersive emance address should be one to which

the headteacher has regular
head{®@green abbey.com access.

5 Secondary

Coeducational Coeducational
Coeducational

851234 786542

School Type |E0mprehensive all-through 11-18

Before zchool childzare and/or activities for school-age children [term-time)

After school childoare and/or activities for school-age children [term-time]

Childcare and/or activities, for school-age children during school holidays

Childcare integrated with a nurzery education place for three and four year olds [teim time]

Childcare during school holidays for three and four pear olds in nursery education CI
B VS AN S - - e ick on the School

Details button.

Y G Select the appropriate Gender
s T ) A on entry to school and
Gender on entry to 6" Form
: :
- — (if applicable).
[ arts N
B L NoTE:
Humanities
L he i s i bt ). Extended Services are no
B e R e e e longer collected as part of the
School Census returns.
Al i 1%
0K Cancel
.. . . . Sawve
After you have finished making changes to the school details click on el to save the

changes and click OK to return to your School Census return.

If you have any queries on the Census Refurn, please contact the Capita .ict helpdesk on 01604 824999
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3. Attendance

Attendance data for all statutory school aged pupils will automatically be entered directly into
the School Census return. You must have made sure that attendance data is up-to-date for
the period of 25/04/11 to 27/05/11 as this return collects attendance data for Term 5 .

Attendance

Your attendance codes are DfE compliant
This will be rechecked at the Create & Validaie siage

If you see a message

| Attendance stating that you have

Some aftendancemaks ae mizsing missing marks, please
deal with these via route
Focus/Attendance or
Lesson Monitor/Deal

Goto Focus| LeszsonMonitor | Deal with Missing Marks
Please add attendance marks and then click ‘Recalculate’

with Missing Marks
before continuing with the
return.

If you see a message stating that your attendance codes are not DfE compliant, you
must ring the Capita .ict helpdesk on 01604 824999 before continuing with your
return.

Once the information is complete click on |1_- S ave to save the details of the Autumn
2011 School Census return so far.

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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4. Update Learning Aims

Completing the Update Learning Aims Panel

If only one authorised Summer 2011 Return exists, the Update Learning Aims panel is
populated automatically. However, if there is more than one authorised Summer 2011
Return, the panel remains unpopulated until the relevant return is selected.

Selecting the Relevant Authorised Summer Census Return

Click the Open button to display the Authorised Summer Census Returns dialog.
Highlight the required return then click the OK button to return to the Update Learning
Aims panel where the Summer 2011 Census Learning Aims information is displayed.

Finding your way Around the Update Learning Aims Panel

4 Update Learning Aims
Compare Learning Aims Information Update Learning Aims Information
Open the authorised Auturn Census that you wish ko mark Open ] l[h Compare with previous Autumin ]
Seaich Leaming 4ims (&l v
PREVIOUS AUTLMN SUMMER 2011

[Evor Jsumame Foena. MC_|UPN | QAN/Disc |Subject | Level St Dats | ErdDale  PEndDate Status  |[Stal Date | EndDals P EndDals | Stalus A
Abbiot Benjamin |13 |»%820432_ 10042878/ Business. GCE ASB. |02/09/2003 23/07/2010| 23/07/2010 Complsted
Abhat Berjamin |13 820432 10003605/ General St. GCE Adva. |02/09/2010 22/07/2011 | Continuing ||02/09./2010 22/07/2M1 | Continuing
Abbot Berjamin |13 xB20432. 10005857/ General 5t GCE Adva.|02/03/2009 23/07/2010 23/07/2010 Completed
Abbot Berjamin |13 | xB20432. 10001815/ Geography | GCE Adva. |02/03/2010 22/07/2011 | Continuing ||02/03/2010 22/07/2M1 | Continuing
Abbot Benjamin |13 xB820432.. 10005869/ Geography |GCE Adva.|02/09/2009 23/07/2010 23/07/2010 Completed
Abbot Benjamin |13 xB820432.. 10001979/ Physics GCE Adva.|02/09/2010 22/07/2011 | Continuing ||02/09/2010 22077201 Continuing
Abbot Benjamin |13 xB820432.. 10005773/... Physics GCE Adva.|02/09/2009 23/07/2010 23/07/2010 Completed

v Abdelko.. |Mohamed 12 HE20432.. 10005833/... Biclogy GCE Adva.|02/09/2010 22/07/2011 | Continuing ||02/09/2010 22/07/2M1  Continuing

Abdelko.. Mohamed 12 HEB20432.. 10003654/ Chemisty  GCE Adva.|02/09/2010 22/07/2011 Continuing ||02/09/2010 220772011 Continuing
Abdelko.. |Mohamed 12 HE20432.. 10003857/ General St. GCE Adva. |02/09/2010 22/07/2011 | Contiuing ||02/09/2010 22/07/2M71  Continuing
\Abdelka . |Mohamed |12 HB20432 10034110/ Mathemati. GCE Adva. |02/03/2009 22/07/2011 | Continuing (102/09/2003 22/07/2M1 | Continuing
\Abdelka . |Mohamed |12 HB20432 10043782/ Sociology  GCE Adva. |02/03/2010 22/07/2011 | Continuing (102/09/2010 22/07/2M1 | Continuing
Able Berjamin |11 V820444 10034110/ Mathemati.. GCE Adva. |02/09/2010 22/07/2011 | Continuing ||02/09./2010 22/07/2M1 | Continuing
Ablett Michael |13 GB2043. 10001797/ CDT:Des. GCE Adva.|02/03/2003 23/07/2010 23/07/2010 Completed
Ablett Michael |13 GB2043. 10001761/ Chemisty |GCE Adva.02/03/2009 23/07/2010 23/07/2010 Completed

@Ab\elt Michael |13 GE2043. 10003527/ English GCE Adva.|02/09/2009 23f07/@07/‘2010 Completed @

_Ab\elt Michael |13 GE2043. 10003605/ General St. GCE Adva.|02/09/2009 23/07/21 /07/2010 | Completed v

The following data is displayed:

(1) Learning Aims that were submitted in error in the previous return

(indicated by a tick in the Error column)

(2) all Learning Aims reported for the previous Summer School Census

(3) all Learning Aims to be reported for the School Census Autumn 2011

Return, i.e. Learning Aims active between 20/05/2011 — 06/10/2011.

The data is read-only with the exception of the Error column, the Autumn

2011 P End Date column and the Autumn 2011 Status column (if an actual end date
exists).

The background colour of the cells within the grid indicate the following:

Bright yellow background = Value calculated from the Summer 2011 Return
but can be edited by the user

Pale yellow background = Value manually enter by the user and can be
edited if required

White background = Editable information

Grey background = Read only information

NOTE: The above background colours do not indicate errors.

The following options are provided to assist with the location of Learning
If you have any queries on the Census Refurn, please contact the Capita .ict helpdesk on 01604 824999
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Aims information:

Selecting from the Search Learning Aims drop-down list enables you to
search for students in the following categories:

o All

e All Summer

e Non Matching Autumn
e Non Matching Summer
e Submitted in Error

e Custom
If Custom is selected, the Custom button is displayed to the right of the Search Learning
Aims field. When clicked the Search dialog is displayed.

Enter all or part of the required details, then click the Search button to display the records
that match the specified criteria.

Single-clicking a column heading changes the sort order. Alternatively, the sort order can
be selected by right-clicking a column heading and selecting from the drop-down list.

Double-clicking a Surname or Forename provides a link to the Student Courses page,
where the courses for that student are displayed.

Hovering over a reference number in the QAN/DISC column displays the
subject name and type, e.g. EDEXCEL Advanced GCE in General Studies.

Post 16 Learning Aims Rules (DfE/YPLA)

The DfE/YPLA have stated the following rules for Post 16 Learning Aims in School Census.
These rules are not in line with current Course Manager functionality, but this issue has
been addressed for the School Census Autumn 2011 by introducing a new panel (Update
Learning Aims) that makes it possible to adhere to these rules.

QAN plus Discount Code

QAN plus Discount Code must be chosen from the active codes on the QWS website and
they should be in line with the QAN plus Discount Code for the examination entry/result.
The DfE/YPLA use the QAN for matching the Learning Aim with the examination result and
funding can only take account of success where the examination result can be found.

Learning Aim Start Date

The Learning Aim Start Date is the date on which the student began the learning activity
necessary to achieve the Learning Aim. This date should be no later than the collection
reference date. It should not change unless it was entered incorrectly in the first place and
even then it would be best to leave it as first entered unless it results in distortion, e.g. it is a
short learning activity of less than six weeks. Again, the DfE/YPLA use the Start Date for
cohort matching purposes. Re-sits must have the Start Date set to the same date as the
Planned End Date. The DfE have made it clear that the Start Date should be the same as
for the previous Return.

Learning Aim Planned End Date
The date by which the school and student plan to complete the activities relating to this

Learning Aim, as agreed when the learning activity commenced. The planned end date
should reflect the length of the course being undertaken. It should not be more than 5 years

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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in the future and must be a valid date on or before 31 July in the academic year in which
the Learning Aim is planned to end. For example, for one year courses which started in
September 2011, the planned end date should be no later than 31 July 2012. Another
example, for two year courses which started in September 2011, the planned end date
should be no later than 31 July 2013. The planned end date included in returns is always
the date agreed when the learning activity commenced and it does not reflect any change
of plan for the learning activity. The only reason for changing the Planned End Date in the
return is that it was entered incorrectly in the first place and even

then it would be best to leave it as first entered unless it results in distortion, e.g. ends in
August or in the wrong academic year. If plans change and the student is expected to
complete the learning activity earlier than the Planned End Date agreed when the learning
activity commenced, that Planned End Date is not changed, but this earlier than

originally expected end date is eventually reflected in the Actual End Date.

If plans change and the student is expected to complete the learning activity later than the
Planned End Date agreed when the learning activity commenced, that Planned End Date is
not changed, but this later than originally expected end date is eventually reflected in the
Actual End Date. The constant value for Planned End Date is important as the DfE/YPLA
use it for cohort matching purposes. Re-sits must have the Planned End Date set to the
same date as the Start Date.

Learning Aim Actual End Date

The Learning Aim Actual End Date is the date that the student completed the learning
activities necessary to achieve the Learning Aim or the date the student withdrew from the
learning activities. This date cannot be earlier than the Start Date, but it can be before, on
or after the Planned End Date.

Marking Learning Aims Submitted in Error in the Previous Summer

Any Learning Aims submitted in error in the previous Summer return are automatically
indicated in the Update Learning Aims panel by a tick in the Error column.
These Learning Aims submitted in error can be edited, if required.

1. Click the required cell in the Error column to display a tick.
2. Click the Save button. The selected Learning Aims are then included in the School
Census Autumn 2011 Return when the Create and Validate process is run.

NOTE: Any edits made in the Update Learning Aims panel are saved and included in the
return but will not overwrite data in Course Manager.

The Learning Aims data can be checked by running the On Roll Learning Aims report. The
Completion Status of the marked Learning Aims are displayed in the report as ‘submitted
in error’. When generating the Summary report, any Learning Aims records marked

as ‘submitted in error’ are excluded from all calculations.

Comparing Learning Aims Information with Course Manager Data

The Learning Aims Comparison with Course Manager report is provided for checking
purposes only. It enables you to compare Learning Aims reported for the School Census
Autumn 2011 Return with values held in Course Manager. The values held in the two
locations could be the same or different to each other.

The background colour of the cells within the report indicate the following:

Bright yellow background = Planned End Date value has been edited.
Red background = Status value missing. Edit in Course Manager.
Ensure that the data has been saved before running the report. Click the

If you have any queries on the Census Refurn, please contact the Capita .ict helpdesk on 01604 824999
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Compare with Course Manager button.

The report is displayed in your web browser, where it can be printed, if required.

School Census Autumn 2011 (Learning Aims Comparison with course manager)
Security Message :This report contains sensitive information.

Report criteria : Learning Aims reported for School Census Autumn 2011 compared with course manager

Report created 11/05/2011 14:08:00 To be Reported for School Census Course Manager
Autumn
Sumame | Forename | Year uth | QAN | Discount GAH Description Start | End | Planned End | Completion Start | End date nd | Completion
Group [ Date | Date Date Status Date Status
Aot Benpmn 12 X8Z0432104001 - 10001815 3310 EDEXCEL Advanced GOE in Geography A 0210312010 - 23072011 Continuing

Aot Benpmn 12 X8Z0432104001 - 10001973 1210 EDEXCEL Advanced GOE in Physics 0210312010 - 23072011
Aot Benjamin |13 X820432104001 |- 10003805 TB10 EDEXCEL Advanced GCE in General Studies 0210972010 - 2200712011
Abgelkader Mohamed |12 HE20432105001 5142376840 10003654 1110 EDEXCEL Agvanced Subsidiary GCE in Chemistry 020972010 - 220772011
Abdsikoder Mohamed (12 HE20432105001 5142376840 10005833 1030 ED‘.E"(:;:L Aduanced Subsdiary BCE in Biology and Biology 02/08:2010 - 2200712011
Abdelkader Mohamed |12 HE20432105001 5142376840 10005857 7810 EDEXCEL Advanoed Subsidiary GCE in General Studies 0210312010 - 220772011

Apdslkadar Mohamed |12 HE20432105001 (5142378540 100341102210 EDEXCEL Advanced Subsidiary GCE in Mathematics 0210912009 - 22007i2011

Apgsikodar Mohamed (12 HE20432105001 5142376040 10049762 4890 Lwetg}: Aavanoed Subsidiary BCE in Socobgy (Revised NaF

0200972010 - 2zi07i2011

Al Benjamin |11 VE20444405031 5142375450 10034110 2210 EDEXCEL Advanosd Subsidiary GCE in Mathematios 02/85/2010 - 22007/2011

Adam Briony 3 820432104002 - 10001815 3810 EDEXCEL Advanosd GCE in Geography A 02/85/2010 - 22007/2011

Updating Learning Aims Information with Data from Course Manager

This process can be used to refresh the Autumn Learning Aims without losing any manual
edits previously made in the Update Learning Aims panel. Manual edits are indicated by a
pale yellow background. Examples of when to use this button:

While checking data in the Update Learning Aims panel, if changes are made in Course
Manager they can be reflected in the grid by clicking the Update from Course Manager
button. For example, where the Completion Status is missing, it is advisable to update the
Status (Withdrawn, Transferred) in Course Manager then refresh the data displayed in the
Update Learning Aims panel by using this button.

If other users have made changes in Course Manager, the Update from Course Manager
button can be clicked to reflect these changes in the Update Learning Aims panel.

1. Click the Update from Course Manager button to update the information displayed in
the Update Learning Aims panel.

2. Click the Yes button on the message dialog to continue. The Autumn Learning Aims are
refreshed with those retrieved from Course Manager while preserving all edits (including
the ticks in the Errors column).

Comparing Learning Aims Information with the Previous Summer Data

The Learning Aims Comparison report is provided for checking purposes only. It enables
you to compare Learning Aims reported for School Census Summer 2011 with Learning
Aims to be reported for School Census Autumn 2011. Those Learning Aims submitted in
error in the previous Autumn return are displayed as a Y in the Error column on the report.
The data displayed in the report will be included in the Autumn 2011 Return unless it is
updated by using one of the methods provided in the Update Learning Aims panel.

IMPORTANT NOTE: This report reflects the data from the Update Learning Aims panel
and not those values held in Course Manager.

Ensure that the data has been saved before running the report.

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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Autumn School Census 2011: Secondary & Middle Completion Notes

Click the Compare with previous Summer button. The report is displayed
in your web browser, where it can be printed, if required.

School Census Autumn 2011 (Learning Aims Comparison)
Security Message :This report contains sensitive information.

Report criteria : Learning Aims reported for School Census Summer 2011 compared with learning aims to be reported for School Census Autumn 2011

Authorised Summer 2011 School Census :
Autumn School Census : School Census Autumn 2011 8234321_SC3_823LL11_001.UNA

Report created 11/05/2011 14:08:00 Reported for School Census Summer  To be reported for School Census Autumn
R o el =] I = P
 Date Status Date | date St

ssot Bevamin 12 Xe20432104001. - 10001815 3910 EDEXCEL Advanced GCE in Gesgraphy A ~ 02092010 - 2072011

asot Sevamn 12 Xe20432104001. - 10001973 1210 EDEXCEL Advanced GCE in Physics — o20azom0 - 2072011 Continuing

asot Sevamin 13 820422104001 - 10003805 7310 EDEXCEL Advanced GCE in Geners! Studies — 02092010 - 2072011 Continuing

asot Bevamin 13 X820432104001 - 10005778 1210 EDEXCEL Advanced Subsidiary GCE in Physics 020972009 230772010 24072010 Complted

soot Sevamn 12 Xe20432104001 - 10008857 7810 EDEXCEL Advanced Subsidiary GOE in General Studies 0200912009 207/2010 220772010 Completed

asot Sevamin 12 Xe20432104001 - 10008883 2310 EDEXCEL Advanced Subsidiry GCE in Gesgraphy A 0200912009 207/2010 220772010 Complated

bt Senamin 13 X820422104001. - 10042878 0002 f& :::)‘:R“’:mlﬁf’ Sh¥ated Ot _ 02/03/2009 230712010 22072010 Cormpletad

sosekoder  Monamed 12 H820422105001 5142376840 10002654 1110 EDEXCEL Advanced Subsidiary GCE in Chemistry ~ 02092010 - 2072011 Continuing

sosekoder  Monamed 12 1820422105001 5142376840 10008823 1020 Caeiesn e seey Eonmsney ol Bkey. | (R ity B 2072011 Continuing

sosehoder  Monamed 12 1820422105001 5142378840 10008857 7810 EDEXCEL Advanced Subsidiary GCE in Genersl Stusies ~ o20az0m0 - 2072011 Continuing

Recalculating Learning Aims Information
IMPORTANT NOTE: All edits are lost during the recalculate process.

The Recalculate process should only be used in circumstances where you do not want to
keep any Learning Aims information that has been edited.

1. Click the Recalculate button to update the information displayed in the Update
Learning Aims panel.
2. Click the Yes button on the message dialog to continue.

All edits are overwritten, the Autumn Learning Aims are refreshed with those retrieved from
Course Manager and any ticks in the submitted in Error column are refreshed.

Note: IMRS will run additional checks on Post 16 Learning Aims data. These
checks enable IMRS to identify errors that are not highlighted by the school MIS or
the COLLECT validation but nevertheless have a direct impact on school funding.
The checking process is complex and time-consuming, so sixth forms are advised
to submit census files at the earliest opportunity so that, in turn, IMRS can feedback
with any queries.

As with previous collections, if there are any Post 16 Learning Aims queries, IMRS
will send you a file via AVCO, along with an email to notify you that the file has
been sent.

You can find more information in the Guidance Notes on the QAN Website &
Resolving Common Post 16 Learning Aims Issues on the NCC website:
http://www.northamptonshire.gov.uk/en/councilservices/EducationandLearning/servi
ces/cypd info/Pages/censusquidance.aspx

If you have any queries on the Census Refurn, please contact the Capita .ict helpdesk on 01604 824999
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Autumn School Census 2011: Secondary & Middle Completion Notes

Once the information is complete click on |'!_' S ave

2011 School Census return so far.

to save the details of the Autumn

i Helpful Hint

i Alternatively, click Create & Validate at the top of the screen if you wish to continue.
i Instructions on Validating your return are shown overleaf.

g You can save and exit then validate your School Census return at a later stage.
|
|

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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Creating and Validating the Return

If you have exited from the return you will need to choose the following route to create &
validate the return:

Routines | Statutory Returns | School Census and click on search. Double click on the
relevant return to be created & validated to bring the detail panels to screen.

Census Return Details - Autumn Term : School Census Autumn 2011
[Msave SUndo  «Creste & Valdate [E] Summary 2 Authorise 3= DetsilReport -

1Census Details 2 School Information tendance 4 Update Learning Aims

1 Census Detsils

5 Calculate All Details

Census Date [School Census Auturn 2011 |
Atendance collected from pee collectsd to
Exclusions collected from llected to
Learning Aims collected from Le ted to

2 School
School Name

|Green Abbey Schoal

e

Telephone 1851234

N\

Establishment

School E-mail Address [ofice@ga arg uk \

Click on Create & Validate button.
= This may take some time so please be
patient.

Gender on Entryto  [Coeducational Ger
6th Form

School Phase
School Type

Governance

n
Schi
Lowest NC Year

Various validation messages will appear.

Validation Process

Validation Process

The Create and Validate routine is currenthy
taking place. This may take some time.

Flease wait...

Data is being collected

Flease wait...

Validation Process

Validation Process

XML is being created

Flease wait...

Walidation rules are being applied

Flegse wait...

If you have any queries on the Census Refurn, please —ontact the Capita .ict helpdesk on 01604 824999
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Viewing Errors on the Return

If any errors are generated you will be presented with a screen similar to the one shown
below.

Errors with a Type of F must be investigated and resolved. Errors with a Type of Q
prefixing the number are queries but these must be checked to ensure that data has not
been excluded by mistake, or that the entry you have made is correct as it may not be what
the software expected. IMRS will be verifying with schools, all queries as part of the
Local Authority validation process.

You can order the way you view errors by
clicking on the drop down arrow next to all and
(& 620 [ Eaeoihment Number 1232 viewing just 1 type of error at a time

(=1 Rgsort

Valida Summary M
Retur d - 26 Validation miles failed (Mumber of Erors - 17 and Mumber of Queries - 9] m

Ta res lick in row to navigate ta relevant screen

Location Solutian
ith refuzed ethric g | Mame: Doa, Khan| Date of Bith: 1995-03 | # Ga to Focus|Student/Student Details Ethnic/Cult

You can Print your
errors for ease of

checking by clicking
on the Report icon.

If, once you have accessed the pupil record from
the Validate screen, you need to check the details
window | Help of the Validation error again then choose Window
Student Details: Khan Doo from the tool bar, you can click back on the

Census Return Deta“i Census Return Details to view the Validation

Home Page: Mr & Hlacker, 1 errgr: agalnaAE:ternatlvely you can use the Back
§¢  Close al and Forward buttons.

Errors which pertain to the school information area of the return cannot be amended by
double clicking on them. You must go into route Focus | School | School Details to
amend these. If, by double clicking onto any of the other errors it does not take you to the
appropriate record you may need to enter SIMS .net at the appropriate place and check
and amend any details as necessary.

You can re-run the Validation routine by clicking on |« Create & Validats| without creating a
new version of the return.

When you have amended any errors, you must create & validate the return again to clear
the previous errors.

As you correct data that has failed you may need to the return on a
number of occasions in order to ensure that the corrected data passes the appropriate
validation checks.

You are required to email IMRS at imrs@northamptonshire.gov.uk
for explanations of all outstanding queries.

You must Create & Validate the return again
on or after 6" October 2011 even though most
of the work can be prepared in advance.

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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Detailed Reports

It is possible to produce detailed reports showing On Roll Basic Details, Leavers Basic
Details, Exclusions, Attendance, Absentees, SEN, Free School Meals, On Roll Learning
Aims and Leavers Learning Aims. It is also possible to choose to print Multiple Reports.
These reports enable the checking of data used to generate the School Census return.

It is strongly recommended that you print each of these out and check the data for
accuracy.

NOTE: You must have validated your return before you can access any of the reports.

If you have exited from the return you will need to choose the following route to look at the
detailed reports:

Routines | Statutory Returns | School Census then highlight and open the latest return.

sis SIMS .net: Green Abbey School

Focus Reports  Routines Tools Window Help

g @w - B9 BRES HBC22D B

I“ Census Return for Autumn Term .
Click on the
|:| Mew Search Open S’@ Delete E;:l Browse Mext Previous @ Copy down arrow
: button
Census Return Details - Autumn Term : School Census Autumn 2011a /‘
Save Undo  4/Create & Validate [E] Summary £ Authorise  |$= DetailReport
1Census Details 2 School Information 3 Attendance 4 Update Learning On Rell Basic Details Report
Leavers Basic Details Report
1Census ks o Exclusicns Report
Census Date 06/10/2011 Description Attendance Report
Attendance collected from  [25/04/2011 Attendance collg Absentees Report
Exclusions collected from  |01/01/2011 Exclusions colle SEM Report

Learning &ims collected from [20/05/2011 Learning Aims o Free School Meal Report

Cn Roll Learning Aims Report
2 School Information

School Name |Green Abbey School

Leavers Learning Aims Report

Multiple Reports...
LA |323 Establishment Moo ==

If you have any queries on the Census Refurn, please contact the Capita .ict helpdesk on 01604 824999
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Select the required report from the drop-down menu and this will be displayed in an internet
browser similar to the screen below.

i »

School Census Spring - 2011 (On Roll Basic Data)
Security Message : This report contains sensitive information.

Report Criteria: Students on roll on Census day
Total Students: 1030

Filename: §234321_5C1_823LL11_001.UNA Report Created Date: 08/12/201 Bi - Released: 20 August 2010
UPH ULN Ethnicity Language Connexions| Part- |Boarder
time
status
Single Connexions e
PE20432106006 | 5142373878 Abbey T/ 1585 Male 10 03/08v2007 Registratk - - asgs[ull Ne B
_ Single _ Nota
BE20432103001 | 5142370030 | Abbey Jimmy Abbey - 17/04/1958 Male 8 ovosi2009 | oS L (White - English  |English Unsought No
X820432104001 Abot jami Abot Abbott 12/07/1983 Male 13 01/09/2004 Edeﬂ White: .ﬂssull- N BNM"
- Benjamin e -English  |English . o
5 Single _ Nota
PB20432108010 | 5142371843 | Abbot Claire Abbot - 2241997 Female |8 O0S/2008 | 000 o | White - English | English Unsought No T

These reports can be printed or alternatively you can copy the information and paste it into
excel.

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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Producing the Summary report

Once the errors have been resolved and the return has been validated for the final time, it
is necessary to produce a paper copy of the Summary report for the Headteacher to check.
All the details must be checked thoroughly and then the paper copy signed by the
Headteacher. It is strongly recommended that this copy be kept in school for audit
purposes.

Double click on the final, successfully Validated report. Click [Z] Summan| ©ON tO Create
the summary. This can then be printed.

Section Information displayed

Section A displays information about the school

Section B displays information on the number of students on roll by age,
gender and mode of attendance

Section C displays the numbers of students on roll in each National
Curriculum Year Group

Section D displays the numbers of students whose National Curriculum Year
Group is different from that expected by their date of birth

Section E Ethnicity is not collected in this census

Section F displays the number of students on roll by their first language

Section G displays the number of students on roll by enrolment status

Section H displays the other types of students on roll ie number who are
eligible for free school meals (this includes Gifted and Talented)

Section | displays the number of students aged 12 or over at 31 August
2011, with Connexions Agreement

Section J displays the number of students on roll with a SEN provision

Section K displays the numbers of fixed period exclusions by reason, in care
and SEN provision in the Spring term (Terms 3 and 4) 2011

Section L displays the number of permanent exclusions by reason, in care
and SEN provision in the Spring term (Terms 3 and 4) 2011

Section M displays the number of lunchtime exclusions by reason, in care
and SEN Provision in the Spring term (Terms 3 and 4) 2011

Section N displays Attendance information for Summer term (Term 5 only)

Section O displays Post 16 Learning Aims (number of pupils)

Section P displays Post 16 Learning Aims (number of learning aims)

The Head Teacher MUST check and sign
the summary report before you move onto
the next stage of authorisation.

If you have any queries on the Census Refurn, please contact the Capita .ict helpdesk on 01604 824999
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Deleting a School Census Return

A return can be deleted at any time prior to authorisation. An authorised school census
return file cannot be deleted.

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

2. Select the census return file that you want to delete and click the Delete button.
3. Confirm that you want to delete the selected return.

The selected return will be deleted and removed from the Census Return browser.
Authorising the Return

Once all the errors have been resolved and the summary has been checked and any
anomalies cleared, it is necessary to authorise the return before it can be sent to IMRS.

Double click on the last, successfully Validated return.

Click on to authorise the return.

SIMS net &%/| Once a return has been authorised it is not
_ possible to edit any of the details on it. Itis
@ e mimarimg the retar om0 possible to reprint the summary sheet. (If
Return cannot be edited once authorised. the return needs amendlng a neW One Can
Do you want to continue? be created and cop.ied from the old one —
see page 26). Click on Yes.
Yes | | No |
Confirm (USing the tick bOX) that the Authorisation provides an XML Return file for upload te your LA/DIE.
Headteacher is satisfied that the Summary Please confirm that the head teacher is satisfied that the Summary and Detail Reports

have been checked for accuracy and completeness

and detailed reports have been checked.

|, Adrian Blacker, confirm that the head teacher is satisfied that the Summary

CIle On the CO ntl n ue buttOn andlor Detail Reports have been checked and that the Return file is ready for upload to the LA/DE

Additional text to be displayed on the authorisation report

After a short while an Authorisation Report
will appear on screen. You may wish to
print this off for your records or close the
report. The Summary will then appear.
Again you may wish to print this off for your
records or close the screen down.

You should see a message in the
bottom left hand corner of the screen
informing you that your Summary
Report has been made successfully.

e Summary Report made successfully.

If the return needs amending after Authorisation it will have to be
recreated from a copy of the original one — see Page 26.

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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Sending / Receiving files to the LA via AVCO Secure File Transfer

1
» @ Accessoties

Programs

@ Documents

Settings

R r- AnyComms
EE Microsafk Yisio
Search 4 i

@ Surrise Enterprise ¥
* (3 smms applications *

3

r

& Fupil

Help

Run...

Log OfF jonathan. ..

Eject PC

Windows 2000 Professional
LT O E

| :
IiﬂStart |J G & |J [ nbos - Micrasof .., |

Shut Down,..

& \ anycomms Client
inance

@.ﬂwco 2.0

Follow route Start | Programs | Anycomms | Left click on Pupil.

3 AnyComms Win32 Client

File  Optionz

e

Help
E it

At this point you can follow the
progress of the connection by
watching for several visible
indicators shown in the port status
and the call status.

The progress of the transfer will be
displayed here.

— Statug Messages
Fort Status Socket Connected
Call Statusz |0 Check,
Lazt Error Mo Errar
—File Tranzfer /
02 Ocps

The School Census file and the Summary file will automatically be sent to the Local

Authority.

The Autumn School Census 2011 return must be
completed and returned to the LA by 7™ October

2011

If you have any queries on the Census Refurn, please contact the Capita .ict helpdesk on 01604 824999
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Copying and Editing Your Return

If, after authorising the School Census return, you need to amend it for any reason it is
possible to create a brand new one from a copy of the old one. To do this choose route
Routines | Statutory Returns | School Census.

Click on the Search button. Highlight the return and click on the Copy button.
= [

Tools  Window  Help

Eocus  Rep

% G e - B BRES BB _cBRS
* Census!| furn for Spring Tem

|:| MNew H Search Open S'\? Delete Ij] Caopy e @Halp % Cloge

Schonl Census Folder

Term  |Spring v

Security message for Detailed Reparts
Thiz detailed report contains sensitive information.

Default Meszage
File Marne

8201234_5C1_820L L Pl I ]

D escription
Spring Retumn

This return cantains data calculated and entered manually at the time of the copy
\“rj buk create 8 validate must be run in order to collect the attendance data.

Do you want ko make a copy of the return "Spring Return 107

Census Return Details - Spring Term : Sping Retum 10

== < r— \\

Click on Yes to make a copy of the highlighted return.

Tem  [Sping v School Census Folder  [5:sms\STARAascout

Security message for Detailed Reparts l e
This detailed report contains sensitive information. m
Default Message

Date Crea.. | Validated Authorised Date

D escription
Copy of Spring Fetumn 10
Spring Retum 10

Census ...

21./01/2010
2101720000 1241172003 1241172009

201234 SC1_820LL10_002 LINA

Double click on the copy of the return to open it. You can
now edit or make amendments as necessary.

You MUST Create & Validate, Summarise and then Authorise the new return.

You will now need to run AVCO as normal (see previous page) to send the re-created
return and the summary file to the Local Authority.

If you have any queries on the Census Return, please contact the Capita .ict helpdesk on 01604 824999
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