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Introduction

New Data Items

1. New Roles Added
	


[bookmark: O_116597]1.1 Apprentice Teacher

The role has been created to cover those teachers on the new Teaching Apprenticeship Programme and has all the same data requirements of existing teacher posts
.
1.2 Leadership- Non teaching & Other Support Staff

These two new posts have been created to replace the previously existing post of 'Support Staff‘.  

The “Support Staff” code has been made inactive but will still be collected and then converted to “Other Support Staff” in the return.

Schools will need to manually edit the record for any staff with the new Post of “Leadership Non – Teaching”
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Producing The School Workforce Census process flow Diagram


Check staff Data for gaps/errors

Upgrade SIMS.Net to latest version (7.188)
Create new return 

Resolve errors in appropriate area of Sims.Net
YES
Create & Validate the Return 
Calculate the Return details 
Set School Census output path 











Change Settings via Tools\Statutory Return Tools\School workforce Census Settings if required  

Check the School Workforce census Settings 







Check all information displayed on the School Workforce Census Details page, then add or edit details as required




Amend \ Update required data



NO
Errors?




Produce & CHECK Detail Report 
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[bookmark: _Toc150829596][bookmark: _Toc386462096][bookmark: _Toc387131421][bookmark: _Toc427313155]Check version of SIMS.net

From your Home Page, click on Help and then click on About SIMS.net

[image: ]


The following screen will be displayed:


The version number should be 7.188 (i.e. following the latest upgrade).
[bookmark: O_86238][image: ] 

If your SIMS.net version is not 7.188, please apply the appropriate upgrade, which must be done before you will be able to produce the Census return.


Click on the SIMS Logo in the bottom right hand corner of the above screen to close this window.      
[bookmark: _Toc215376335][bookmark: _Toc228326418][bookmark: _Toc386462099][bookmark: _Toc387131424]






[bookmark: _Toc427313160]Check the Output Path
[bookmark: _Toc215376336][bookmark: _Toc228326419][bookmark: _Toc386462100]
Select Routines | Statutory Returns | School Workforce Census 

[image: ]

[image: ]You will then be presented with the following screen

The Census Folder should say S:\SIMS\Censusreturns or S:\SIMS\STAR\ASCout, UNLESS YOU ARE INSTRUCTED DIFFERENTLY BY YOUR LOCAL AUTHORITY OR INTERNAL POLICIES OR PROTOCOLS.  IF YOU ARE UNSURE PLEASE CONTACT YOUR ICT MANAGER \ DATA PROTECTION OFFICER FOR ADVICE AS THIS FILE WILL CONTAIN SENSITIVE PERSONAL DATA.



IMPORTANT NOTE: 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 \ School workforce Census returns, imported and exported CTFs etc.

You should be mindful of your school’s responsibilities with respect to GDPR and information security. Consider which users have access to the chosen folder, especially if the folder is shared on a server.  If you are in any doubt, consult with your IT Manager or Data Protection Officer for advice before proceeding.

If this information is correct proceed to Section 8.
  
If the School Workforce Census Folder field is empty proceed with the following instructions, which shows the example of setting the path to S:\SIMS\STAR\ASCout
[image: ]Click on the button on the right hand side of the Census Folder field








The following screen will be displayed:

[image: DUMP]Click on the plus sign next to My Computer


[image: DUMP]Click on the plus sign next to (S:) This may be named S:\SIMSROOT


[image: DUMP]Click on the plus sign next to SIMS, 
Click on the plus sign next to STAR and finally click on ASCout.

Then click on OK.



The output path will be displayed in the School Census Folder field.

[image: ]


[bookmark: _Toc422321658]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.

The security message text defaults to - This report contains sensitive information.This can be edited, if required.

If any edits are made, you can click the Default Message button to revert to the default text if required.

Click the New button to display the School Workforce Census Details page.






[bookmark: _Toc228326420][bookmark: _Toc386462101][bookmark: _Toc387131425][bookmark: _Toc427313161]Create a New Return


Click on New at the top of the page to create a new Census return. 

The return will be displayed and consists of 6 panels of information, with hyperlinks to each panel at the top of the page.

[image: ]


1. [bookmark: _Toc415668591]Census Details

The first panel will be completed with default settings for your school. The default Description will be ‘School Workforce Census 2019’ but this can be altered if required.  

[image: ]

ALL DATES ARE NON EDITABLE AND ARE LEFT AT THE DEFAULT SETTING 
Note:  You can create as many returns as you wish, but each one will have to be given a unique description.  You will only Authorise and Submit one of them once all the data is correct and all the validation errors have been cleared.   It is possible to delete unwanted, unauthorised returns


The School Workforce Census Settings panel displays a read-only list of all possible data items that can be collected in the return. A selected check box indicates that the associated data item is collected
[image: ]
An option to Allow editing of Base Pay before the pay details are collected is also available. If selected the Pay Details panel is displayed on the School Workforce Census Details page when creating the return. This panel displays the calculated values of Base Pay for each school workforce member of staff. The values can be edited, if required.

Changes to the settings may be required if: 

· Your school does not record contract/service agreements because these are provided by your Local Authority. Some Local Authorities may supply contract details from the HR/Payroll system.
· SIMS Personnel is not used to record contract/service agreements but they are
recorded in a different system.
· The editing of Base Pay is required before the pay details are submitted in the return.

The Returns Manager can change the School Workforce Census settings via Tools | Statutory Return Tools | School Workforce Census Settings. These settings are preserved when SIMS is upgraded but can be edited, if required.

NOTE:  Please contact the Pennine Education Help Desk if you are unsure of which options should be selected







2. [bookmark: _Toc415668592]
Check School Information

Section 2 contains information about your school which has been entered via Focus | School | School Details

[image: ]


Click on the School Detail button to open the School Details page. 

[image: ]Ensure that all the information in the Establishment panel is correct.



When all the School Details are correct, click on SAVE if you have made any changes and then click on OK to return to the Census page.  If you have made no changes just click on OK




Information for Academies:

Academies should ensure that the following information is recorded, if applicable:
	The School Type and School Governance
Select Academies from the applicable drop-down lists.
	The school’s Previous Name and Date Name Changed if applicable
	The Previous Estab Number and Date Number Changed if applicable

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.
	
The Previous URN Number and Date Number Changed.

This information is used by the School Workforce Census. For all types of Academies formed 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.
Note: The Census Return can be saved at any time by clicking on Save at the top of the screen.  This allows you to return to edit the details prior to submitting the Return.


[bookmark: _Toc386462102]
Calculate All Details

The first time you create a return, you must Calculate All Details in order to populate all the panels on the Census return.
Click on the Calculate All Details button

[image: ] 










The following message will be displayed:

[image: ]Click on Yes the first time you create the return. 




[bookmark: _Toc228326431][bookmark: _Toc386462103]What Does Calculate Details Do? 

[bookmark: _Toc386462104][bookmark: _Toc415668593]The Calculate All Details routine extracts the required information from SIMS and displays the results in the applicable panels on the School Workforce Census Details page. This routine does not populate the Vacancies on Census Day, Occasional Teachers on Census Day and Agency / Third Party support staff panels.
NOTE: If you edit data in the panels that follow on below the School Information panel and then Calculate All details again, the edits will be overwritten.  It is possible to recalculate an individual panel so that edits on other panels will not be lost. All edits will not be overwritten if you choose to Recalculate on an individual panel.




3. Pay Details

The pay details are retrieved/calculated from SIMS Personnel and displayed in the Pay Details panel, where the base pay can be edited, if required

Base pay is the pre-tax annual salary of a member of staff as at census day. It does not include the annual amount of any additional payments or allowances. In other words it is the annual salary that will be earned, based on the salary rate at the census date.
Base pay is not collected for staff paid by a daily rate.
IMPORTANT NOTE: The Pay Details panel is visible only if the Returns Manager has selected the Allow editing of Base Pay check box via Tools | Statutory Returns Tools | School workforce Census Settings.
[image: ]

Non-Leadership

The Base Pay (retrieved from SIMS Personnel) can be edited, if required.
Base pay does not include benefits, bonuses or any other reward from the employer.NOTE: It is possible for a staff member's name to be displayed twice, e.g. a classroom assistant who is also a Mid Day Assistant would be displayed twice in the Non-Leadership panel


[bookmark: O_116599]Leadership

The Minimum and Maximum pay range (calculated from SIMS Personnel) can be
edited, if required. 

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

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

Pre 2014 Framework (for contracts with a start date before 01/09/2014).

2014  Framework (for contracts with a start date from 01/09/2014).

The Base Pay (retrieved from SIMS Personnel) can be edited, if required.
4. Vacancies on Census Day

The Vacancies on Census Day panel enables you to add any current job vacancies that exist in school.  As this information is not stored in SIMS, it must be added manually. Each teacher post (permanent or a contract of one or more terms) that is vacant or temporarily filled on census day must be recorded.  

A vacant or temporarily filled post is defined as one that fulfils any of the following criteria:
NOTE: Appendix B, Page 31 is designed to help you decide if a vacancy should be included in your return or not.

· The vacant post is not covered
· The post is covered temporarily by other staff within the school.
· The post is covered by a teacher on a contract of less than one term.
· The post is covered by a teacher on a contract of between one and three terms, except if the incumbent is on recognised long term absence, such as maternity leave.

The following posts should be included:

· Posts that the school has tried to fill but were not filled on census day.
· Posts where an appointment has been made but was not in post on census day.
· Posts for all types of qualified teachers, from classroom teachers to head teachers.

The following excluded: 

· Post not becoming vacant until after the Census day (e.g. where teacher has resigned but is serving notice). 
· Posts where the incumbent is on recognised long term absence, such as maternity leave.
[bookmark: O_54748]
[image: ]Click the New button to add a new vacancy.
New




The Post Number is read-only and increments automatically when vacancies are added to the list.

Click the Post Name cell then select the required description from the drop-down list, e.g. (TCH) – Classroom Teacher.

Click the General Subject cell then select the required description from the drop
down list, e.g. (PRI) - Primary Curriculum

Indicate the Tenure of the vacancy by clicking the cell and selecting Full Time
or Part Time from the drop-down list.

Indicate whether the vacancy has been Temporarily Filled, by clicking the cell
then selecting Yes or No from the drop-down list.

Indicate whether the post has been Advertised, by clicking the cell then selecting Yes
or No from the drop-down list. 
NOTE:  The Record can only be saved if all the data has been entered


To delete a vacancy, highlight the record then click the Delete button.

[bookmark: O_54688][bookmark: _Toc422321666]
5. Occasional Teachers Information

An example of an Occasional Teacher is a supply teacher who is in school on census day but is not in regular service (i.e. less than 28 days) e.g. A teacher is off sick and a supply teacher has been called in to cover the class for the day.

The Occasional Teachers on Census Day panel enables you to enter the number of occasional teachers in the following categories:

· Number of Occasional Teachers With QTS
· Number of Occasional Teachers Without QTS
· Number of Occasional Teachers Where QTS is Not Known.

[bookmark: O_54750][image: ]
The Number of Occasional Teachers (Total) is read-only but updates automatically as the Count column is completed.


6. [bookmark: O_54689][bookmark: _Toc422321667]Recording Agency / Third Party Support Staff

Schools are required to provide the number of occasional support staff who are not directly employed by the school/LA on census day. These members of staff are likely to be employed through an agency/third party company, for example food services staff working for a catering company or a Sports coach employed through a Third Party Company.

The Agency / Third Party support staff panel enables you to record the number of positions in your school that are filled by agency/third party support staff on census day.

[bookmark: O_111294][image: ]
Click the New button to display the Role Chooser dialog.
[bookmark: O_54753][image: ]
Highlight the relevant position(s) in the Available Roles panel then click the Add button to move them into the Selected Roles panel.

If you wish to make your selections again, click the Remove All button to clear the Selected Roles panel and repopulate the Available Roles panel.

When the required roles have been selected, click the Update button to return to the Agency / Third Party support staff panel, where the selected Roles are displayed.
In the Count column, enter the number of third party staff who fill each of the roles.
[bookmark: O_54752][image: ]

The Number of Agency / Third Party support staff (Total) is read-only but updates automatically as the Count column is completed.
[bookmark: _Toc228326421]

7. [bookmark: _Ref422298615][bookmark: _Ref422298618][bookmark: _Ref422309044][bookmark: _Ref422309048][bookmark: _Toc422321669]Validating the School Workforce Census

A School Workforce Census Return must be validated and authorised before it can be uploaded to the DfE COLLECT data collection website or sent to your LA.

Validating the return creates an unauthorised School Workforce Census Return file, which is then validated against a set of DfE rules. Once 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. staff member's age falling outside the expected range.
[bookmark: H_54818]When the return has been validated, detail reports can be produced as an aid to resolving any issues and checking the data before it is submitted.

Select Routines | Statutory Returns | School Workforce Census to display the School Workforce Census Browser.

Search for then double-click the required return to display the School Workforce
Census Details page.

[image: ]Click the Create & Validate button. 






[bookmark: _Toc422321670]












8. Resolving Validation Errors and Queries

After creating the return file and validating the data, any errors and queries found are listed in the Validation Errors Summary panel at the bottom of the School Workforce Census Details page.
[bookmark: O_54759][image: ]
The Validation Errors Summary panel header displays the number of errors and queries found during the Create and Validate process. The Validation Fileset ID, which indicates the version of the DfE fileset currently in use, is also shown for information only.

Details about the errors and queries that have been found are displayed in the following columns.


	Column
	Description

	Type
	Displays the type of validation rule.
Failure (F displayed in red) indicates an error, which must be corrected.
Query (Q displayed in black) indicates that there are unusual data conditions. These should be checked and corrected, if necessary.

	Error Number
	Displays the error or query number.

	Error Message
	Displays the text of the error or query message.

	Individual Data Item
	Displays the specific record containing the error.

	Solution
	Provides a suggestion on how the error can be corrected or the query checked. Many solutions have a hyperlink (indicated by a #) to the applicable areas of SIMS.



Click the appropriate hyperlink to display the specific SIMS area where the record(s) can be checked/corrected.
The errors and queries are displayed until they are resolved and the Create and Validate process is run again.


9. [bookmark: O_54692][bookmark: _Toc422321671]Producing Detail Reports

Once a CENSUS file has been generated, reports have been included within the software to help you check the accuracy of your data, and to check which information has been captured.  These reports should be checked carefully to ensure the data submitted to the DfE is accurate.
Detailed Reports

[image: ]


By Clicking on the Black Down Arrow, next to Detail Report, you will be given the following menu options:-

[image: ]

· Workforce Member Basic Details Report
· Workforce Member Area Details Report
· Workforce Member Professional Details Report
· Workforce Member Contract/Service Agreement Details Report
· Workforce Member Payment Details Report 
· Workforce Member Pay Details Comparison Report
· Workforce Member Allowance Details Report
· Workforce Member Qualification Details Report
· Workforce Member Absence Details
· Multiple Reports – Allows multiple selection of reports at one time.


Detail Reports should be used to carefully check the data stored in SIMS, which is used to generate the School Workforce Census Return. The reports can be produced as soon as the return has been validated.


[bookmark: O_54205_2][bookmark: O_92541]9.1 Workforce Member Basic Details Report

Report Criteria: Contracted Teachers, Agency Teachers, Contracted Teaching Assistants, Other Contracted Support Staff (excludes Teaching Assistants/Other Support Staff who only have service agreements).

Snapshot Data - staff in regular service on census day (07/11/2019). 
Historical Data - staff with regular service who have either or both: 

· Contracts/service agreements which started/ended between 01/09/2018 and 06/11/2019.
· Absences in the period 01/09/2018 - 31/08/2019
· sickness absences are only included if working days lost is greater or equal to half a day
· absences are not collected for other support staff or agency teachers
· training absences

The following information is displayed in the report: surname, forename, middle name(s), National Insurance number, former surname, gender, date of birth, ethnicity and disability.

[bookmark: O_92542]9.2 Workforce Member Area Details Report

Report Criteria: Contracted Teachers, Agency Teachers, Contracted Teaching Assistants, Other Contracted Support Staff (excludes Teaching Assistants/Other Support Staff who only have service agreements).

Snapshot Data - staff in regular service on census day (07/11/2019). 
Historical Data - staff with regular service who have either or both: 

· Contracts/service agreements which started/ended between 01/09/2018 and 06/11/2019.
· Absences in the period 01/09/2018 - 31/08/2019
· sickness absences are only included if working days lost is greater or equal to half a day
· absences are not collected for other support staff or agency teachers
· training absences

√ = data is included for this area. 
Χ = data not included. 
– = data not available/not applicable. 

The following information is displayed in the report: 
Personal data: surname, forename, National Insurance number.
Snapshot data on census day: SWC post, contracts, pay related, service
Agreements and qualifications.
Historical data: SWC post, contracts, service agreements and absence.

[bookmark: O_92544]9.3 Workforce Member Professional Details Report

Report Criteria: Contracted Teachers, Agency Teachers, Contracted Teaching Assistants, Other Contracted Support Staff (excludes Teaching Assistants/Other Support Staff who only have service agreements).

Snapshot Data - staff in regular service on census day (07/11/2019). 
Historical Data - staff with regular service who have either or both:

· Contracts/service agreements which started/ended between 01/09/2018 and 06/11/2019.
· Absences in the period 01/09/2018 - 31/08/2019
· sickness absences are only included if working days lost is greater or equal to half a day
· absences are not collected for other support staff or agency teachers
· training absences

The following information is displayed in the report: surname, forename, National Insurance number, teacher number, qualified teacher (QT) status, higher level teaching assistant (HLTA) status and qualified teacher status (QTS) route, e.g. overseas trained teacher programme.

[bookmark: O_92549]9.4 Workforce Member Contract/Service Agreement Details Report

Report Criteria: Contracted Teachers, Agency Teachers, Contracted Teaching Assistants, Other Contracted Support Staff (excludes Teaching Assistants/Other Support Staff who only have service agreements).

Snapshot Data - staff in regular service on census day (07/11/2019) with current contracts/service agreements.
Historical Data - staff with regular service and contracts/service agreements which started/ended between 01/09/2018 and 06/11/2019.

The following information is displayed in the report: surname, forename, National Insurance number, contract/service agreement type, start date, end date, post, contract/service agreement latest pay review date, school arrival date, destination, origin, e.g. break for family reasons, hours per week, full time equivalent (FTE) hours, weeks per year and role, e.g. midday supervisor.





[bookmark: O_92545]9.5 Workforce Member Payment Details Report

Report Criteria: Contracted Teachers, Agency Teachers, Contracted Teaching Assistants, Other Contracted Support Staff (excludes Teaching Assistants/Other Support Staff who only have service agreements).

Snapshot Data - staff in regular service on census day (07/11/2019) with payment details.
Information for Leadership and Non-Leadership staff is displayed in two separate tables: 
Member Payment Details for staff with Leadership posts
Surname, forename, National Insurance number, contract/service agreement type, post, role, scale/range, region, minimum, maximum, pay framework, base pay (excluding allowances), safeguarded salary, additional payment type, e.g. teaching and learning responsibility payment, additional payment amount and daily rate.
Member Payment Details for staff with Non-Leadership posts
Surname, forename, National Insurance number, contract/service agreement type, post, role, scale/range, region, base pay (excluding allowances), safeguarded salary, additional payment type, e.g. teaching and learning responsibility payment, additional payment amount and daily rate.

[bookmark: O_105811]9.6 Workforce Member Pay Details Comparison ReportNOTE:  This report is available, only if the Allow editing of Base Pay option is selected via Tools \ Statutory returns \ School Workforce Census Settings


Report Criteria: Contracted Teachers, Agency Teachers, Contracted Teaching Assistants, Other Contracted Support Staff (excludes Teaching Assistants/Other Support Staff who only have service agreements).

Snapshot Data - staff in regular service on census day (07/11/2019) with payment details that have been edited.

The report compares the base pay recorded in School Workforce Census with that recorded in SIMS Personnel.
 
The following information is displayed in the report: surname, forename, National Insurance number, contract/service agreement type, post, role, scale/range, region, base pay reported in the School Workforce Census and base pay recorded in SIMS Personnel.

[bookmark: O_94135][bookmark: _Ref422309058]9.7 Workforce Member Allowance Details Report
Contracted Teachers, Agency Teachers, Contracted Teaching Assistants, Other Contracted Support Staff (excludes Teaching Assistants/Other Support Staff who only have service agreements)
· SNAPSHOT DATA   - staff in regular service on census day 07/11/2019 with allowances 
· Permanent and temporary allowances  - SWC Additional Payment Amount is derived from ((Annual allowance x pay factor)/12) x applicable months 
· Spot allowances  -  The SWC Additional Payment Amount is actual amount
· Historical spot allowances (recorded before the Spring 2016 release)
· Actual   -  If historical spot allowance type is set as Actual then SWC Additional Payment Amount is the actual amount
· Annual  -  If historical spot allowance type is set as Annual then SWC Additional Payment Amount is derived from (Annual allowance x pay factor)/12) x applicable months 
· For Agency Teachers not on daily rate SWC Base Pay and SWC Additional Payment Amount are derived directly from the service agreement
· Payment date is assumed to be the 28th of the month

[bookmark: O_92546][bookmark: O_92547]9.8 Workforce Member Qualification Details Report

Report Criteria: Contracted Teachers, Agency Teachers, Contracted Teaching Assistants, Other Contracted Support Staff (excludes Teaching Assistants/Other Support Staff who only have service agreements).

Snapshot Data - staff in regular service on census day (07/11/2019) with qualification information.

The following information is displayed in the report: surname, forename, National Insurance number, qualification, e.g. other first degree or equivalent, class of degree, first subject and second subject.
[bookmark: O_92548]9.9 Workforce Member Absence Details Report

Report Criteria: Contracted Teachers, Contracted Teaching Assistants (excludes Teaching Assistants who only have service agreements and Agency Teachers and Other Support Staff).

Historical Data - staff with regular service and absence in the period 01/09/2018 - 31/08/2019.
· Absences in the period 01/09/2018 - 31/08/2019
· sickness absences are only included if working days lost is greater or equal to half a day
· absences are not collected for other support staff or agency teachers
· training absences

[bookmark: O_92550][bookmark: O_86995][bookmark: _Toc422321674]The following information is displayed in the report: surname, forename, National Insurance number, first day of absence, last day of absence, working days lost and absence category, e.g. sickness, unauthorised absence, etc.

Transferring Report Data to a Spreadsheet

Transferring a report to a spreadsheet application enables the data to be sorted, the column order to be changed, etc.  In your web browser, right-click the report then select the required option, e.g. Export to Microsoft Excel, from the drop-down list.

[bookmark: O_86996][bookmark: _Toc422321675]The spreadsheet contains the same level of sensitive information as the original HTML report from which it was transferred therefore, it is important that the file is saved to a folder with the same level of security.

Deleting Temporary Web Browser Files

It is recommended that, after viewing statutory returns reports, you delete any temporary web browser files to ensure that any cached data (i.e. data stored on the PC itself, which enables high-speed access to previously viewed data) is removed.

This prevents the information, e.g. copies of web pages that are stored in the local cache for faster viewing, remaining on the hard disk of the PC in the temporary directory, where they are not secure because they can still be accessed.
[bookmark: O_111551][bookmark: _Toc422321676]
Deleting the cache in Windows Internet Explorer 10

1. Select Tools | Internet options to display the Internet Options dialog.
1. Select the General tab
1. In the Browsing history section, click the Delete... button to display the Delete Browsing History dialog.
1. Ensure that the Temporary Internet Files and website files check box is selected then click the Delete button.
All temporary files (including any Statutory Returns reports files) that the browser has cached are deleted.
1. [bookmark: O_105748][bookmark: O_86997][bookmark: _Toc422321678]Click the OK button.



1. 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 Head teacher to check and sign.  

All the details must be checked by the Head Teacher, before the return is authorised. 

Once the return has been validated and authorised, a copy of the summary should be retained in school in a secure location.

Click on Summary to create the summary report which is produced as a HTML report[image: ]Summary



[image: ][image: ][image: ]You will then be presented with the following Summary report.

[bookmark: _GoBack]It is important that all the information is carefully checked on the Summary report before the return is authorised.  


1. [bookmark: O_92553][bookmark: O_54696][bookmark: _Toc422321682]Authorising the School Workforce Census

A School Workforce Census must be authorised before it can be uploaded to the DfE COLLECT data collection website or sent to your LA.

Click the Authorise button at the top of the Schools Workforce Census Details page.
A message advising you that the return cannot be edited once it is authorised is displayed.
[bookmark: O_54788][image: ]
Click the Yes button to continue or the No button to return to SIMS where edits can be made.
If you choose to continue, the Head Teacher authorisation dialog is displayed.
[bookmark: O_54789][image: ]

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

Select the confirmation check box to confirm that the Head teacher is satisfied that
The Summary and detail reports have been checked and that the return file is ready to
Upload to the DfE COLLECT website/send to your LA.

When the confirmation check box is selected, the Continue button is activated, enabling the authorisation process to be completed.  Click the Continue button to authorise the return.


1. [bookmark: O_87001][bookmark: _Toc228326429][bookmark: _Toc386462123][bookmark: _Toc387131430][bookmark: _Toc427313166]Submit the return to the DfE \ LA

Once the return has been completed and authorised by the Head teacher, it can be submitted to the Local Authority, or if you are an Academy, before you upload your return to Collect.



1. [bookmark: _Toc387131431][bookmark: _Toc427313167]Copy an Authorised Return (Only required if requested to re-submit by the LA\DfE)

[image: ]From the Census Return Browser, highlight the return that was submitted to the LA\Collect.
Highlight Return and click on copy


From the toolbar at the top of the browser click on Copy to create an exact copy of the return. The following message will be displayed:
[image: ]
Click on Yes to create a copy.

The system will create a copy of the return and call it ‘Copy of ….’  


[image: ]


You can now double click on the Copy to make any amendments to it.  You may wish to edit the description of the return on the Census Details panel.

As soon as any changes have been made click on Save to keep the changes to the new version of the return.  

NOTE: Create and validate will need to be run before authorising and re-submitting to the LA or Collect






























Appendix A 

Updating Latest Pay Review Date

Unfortunately it is not possible to carry out a Bulk Update for this information, so it will need to be manually entered for each member of your teaching staff. 

Select the Staff record to be updated

Select the Employment Details Tab

Highlight the member of Staff’s current contract and select Open

You will then be presented with the following screen

[image: ]


Enter the Latest Pay Review Date

The date required for the latest Pay Review, is the date that the member of staff was actually awarded the pay determination.  If the 2018 pay determinations were agreed on the 15th October i.e. the member of staff had their appraisal with the Head teacher on Sept 21st which resulted in a pay increase.  The pay award was agreed by the Governors on 15th October, they were awarded a pay increase back dated to the 1st September, and it was actioned in the November pay, then the 15th October should be recorded as the date of the last pay review.  If the 2017 pay determination has not been recorded and the 2017 pay determination salaries are to be reported in the 2018 School Workforce Census, then the 2017 pay award date should be recorded in this field.

Any date entered must be within the range of 01/09/2018 to 07/11/2019.















































Appendix B

The following diagram is designed guide schools as to whether a vacancy should be included in your return
[image: ]
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