Preparing for the School Census – Spring 2024

Permissions
You will need the School: Data Returns: Administer permission to be able to access and run the School census.
You'll also need specific permissions to resolve certain errors and queries, depending on the area you're resolving the error for. Some example permissions you might need are:
· School: General Admin: Administer - Access and edit the data in the Data Quality Dashboard for students
· Student Profile: Admin: Administer All Students - Add student funding or early years pupil premium eligibility.
· Student Profile Language Abilities: Administer All Students - Add language abilities.
· Student Profile: In Care: Administer All Students - Add in care notes for students.
· Student: Consents: Administer - Update YSSA
If you don't have the permission, you'll need to ask your admin team to give you permission using these instructions.
 
Changes to the census this academic year
The only change this year, for Autumn, Spring and Summer censuses is that the Gender field has been replaced by Sex. Guidance can be found here: Sex, Gender and Gender Identity in Arbor and statutory returns. Schools can choose to record Gender Identity but this is not returned in the census.
· For full guidance from the DfE on changes to the census, click here.
· For further information detailing what data your school must return in the Autumn, Spring or Summer census, click here.
 
Preparing your data
Before the Dry Run facility opens, you can start preparing for Census using these three key areas:
1. Check your recorded School Details, Childcare and Weekly School Hours Open by going to School > School Details.
2. Check for duplicate student profiles in the Suspected Duplicates section
3. Add and update basic details in the Students > Identity and Students > Demographics sections. Just click a cell to add the data!



Preparing your school data
Check your recorded School Details by going to School > School Details.
· Ensure that your LA is filled in, Establishment Number, School telephone number and email address, Intake sex, School phase, School type, Governance type, Intake type and URN all have information present (especially important to check if you have recently become an Academy).
· Make sure you have recorded any childcare details - this needs to be filled in even if you don't provide childcare. You can see how to do this here: Recording Childcare for the Spring Census
· Add details for school time by filling in the Weekly Hours Open field: Recording School Time for Weekly Hours Open
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Merge or delete any duplicate students
You can see a list of potential duplicate students in School > Data > Data Quality Dashboard > Suspected Duplicates > Students.
You can then merge or delete these. Take a look at this article to see how to do this.
Top Tips:
· If you know that two students are duplicates but they aren't flagging as such, make sure their names are identical.
· You won't be able to delete or merge a profile that has attendance marks. To do so, you'll need to first delete the student's attendance marks following these instructions. 
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Check data for students
To check that all students have information entered for key Census fields, go to School > Data > Data Quality Dashboard > Students. This will open three sections where you can update and add information - Contact Details, Identity and Demographics. Click into each to check your student data.
Top Tip: You’ll need the School: General Admin: Administer permission to access this area. If you don’t have permission, ask your office team to give it to you using these instructions.
Religion, country of birth and nationality are not reported in the census, so these fields are not required.
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Assign UPN - Make sure all students have a UPN. If a student has no UPN against their profile they will show up in the list here. To generate a UPN for a student, use the bulk actions. 
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To assign a known UPN to a student, add this from the Identity section of their student profile:
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 Update Basic Details - This allows you to quickly check that you have filled in some key information regarding students.
To add or change any of the information, just click on the cell you wish to edit and a slide over will appear where you can add or update the correct information. For example, to add an Ethnicity source, select the students then select Bulk Set Ethnicity to choose the source. 
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For Nursery years: Update Funded Hours - Clicking on this will take you to a table that contains hours and funding information required in the School Census for Early Years and Nursery students.
· You can see full guidance on what to fill in from the DfE here: Funded hours
· Guidance on what to fill in for students and how can be found here: Hours at setting, funded hours, extended hours and 30 hour codes


You can add some information in bulk, but you will need to add the 30 hours code by clicking on the students. 
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Update National Tutoring Programme Hours - If you have recorded a student as being in receipt of School Led Tutoring or National Tutoring Programme funding, you must add their number of tuition hours. You can see how to do this here: National and School Led Tutoring funding and teaching hours
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For students 11+: Update YSSA - If you have students whose information you are sharing with Connexions etc make sure that this is noted in the Youth Support Services Agreement section.
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If you’re not requesting this information, you can mark your students as Unsought.
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Other things to make sure you've recorded
Data Collection periods
Here are some of the main data points collected in the census, including a link to the easiest way to report on them to check your data. 
· Attendance data from 1st August to 31st December 2023 - Viewing statistics for attendance
· Free School Meal Eligibility from 6th October 2023 and 18th January 2024 - FSM students and eligibility dates
· Suspensions and permanent exclusions from 10th April to December 2023 - Behaviour reporting
· National Tutoring Programme since the start of the academic year, up to and including census day - Check National Tutoring Programme funding numbers for the census
This includes both on and off-roll students. More information can be found here: Data items 2023 to 2024
Please note that Pupil Premium is not directly output: Is Pupil Premium output in census?

Alternative Provisions
· Add details about PRU or Alternative Provision indicators: PRU or Alternative Provision indicators
· Record which students have had Alternative Provision (AP) placements: Alternative Provision placement details

National Tutoring Programme
Have you added funding records and teaching hours? You can see how to add this to students here: National and School Led Tutoring funding and teaching hours

Exclusions
Mark Permanent Exclusions in review as Do not return in school census.

Young carers
Record which students are Young Carers from the Background section of their student profile: Logging and reporting on student Young Carers
image1.png
N/

Agile Learing

Sunnyville School of Product Management

Educational Institution Details

Name
Short name.

Opening dates
Website

Logo

Printable logo

Local authority
Establishment number
Intake gender

School phase

School type
Governance type
Intake type

URN

Centre number

Sunnyville School of Product Management
PM4
Ongoing

Loaded
Not Setup

Kensington And Chelsea (207)
0000

AlThrough
Academies
Academy

Comprehensive

00000

vyYyvvvvvvvvvvy




image2.png
Suspected Student Duplicates
Unresolved Resolved Pending approval

The table shows suspected Student duplicates, sorted from the top by the most likely duplicates. Very likely duplicates are red, likely duplicates are orange, less likely duplicates are
yellow, and resolved duplicates (or where resolution is in progress) are green.

© ¢ | Hide columns ¥ Q. Search this table LDownloadv B # © X

[  StudentA v | StudentB v | Resolution v

(] Ms Rebecca Allen Rebecca Allen Not resolved




image3.png
Dashboard
v Students
' Contact Details
Email Addresses
Telephone Numbers
Postal Addresses
v Identity
Assign UPN
Assign UCI
v Demographics

Update Basic Details

Bulk Update Basic Student Details

Students

Student
Adams_Adam
Adams Jade

Allen Callum

Oo0o0ooao

Allen Graham

Hide columns ¥

Ethnicity

Black - African
White - British
White - British

White European

Q. Search this table

~ | Ethnicity Source
P
P
P

Not set - P or Cassumed

Year group

Native Languages
English
English
English

Afrikaans

All enrolled students

&Downloadvy M # © X

~ | Religion

Refused Information




image4.png
Bulk Assign UPN

Please confirm that you would like to assign a permanent UPN to the students listed
below. Please note that a UPN will only be assigned to students who do not already
have a permanent UPN.

Students

Brown Abbie

Cancel Bulk Assign UPN





image5.png
Assign UPN

Please note!
If you want to assign an existing UPN from another school, you must enter it into the

“Existing UPN' field. If the Existing UPN'field is left empty a new UPN will be generated
for this school, and assigned to the student automatically.

Student  Lazar Allery

Current UPN  None recorded
Temporary @ (]

Existing UPN@ | Leave blank to assign UPN automatically

[V Assign UPN




image6.png
VA:IUECTIPA | Hide columns ¥ Q_ search this table LDownloadv M # © X

Bulk Update Funded Hours & Hours
At Setting YearGroup v | Registration... v | AttendanceP...v | FundedHours v | Funded Hour...v | HoursAtSett...v | Extended Ho...v | ThirtyHourC..v |

Brown Abbie N2 Nursery





image7.png
PLTEEPN © | Hide columns v Q. Search this table iDownloadv M # © X

Update National Tutoring Programme
Hours | | Week beginning...

B Student v | Reg.Form + | TotalHou..v | 19Apr20..v | 25Apr20..v | 03May2..~ | 09May2.. v | 16May2.. v | 23May2.. v | 06Jun20..v | 13Ju

Adams Adam Form 5BW 0 0 0 0 0 0 0 0 0




image8.png
Bulk update YSSA

Students

PATLEWTIRE © ¢ | Hide columns ¥

Bulk Assign YSSA
& Student

Roberts Aaron

[ Knight Abbie

Registration Form

Q, Search this table

Form 7BG

Form 12ZN

Year group All enrolled students (aged 11+)

-

&Downloadv B # © X

Youth Support Services Agreement

Unsought - school has not yet sent out privacy notice...




image9.png
Bulk Update

Y554 @ | Unsought - school has not yet sent out o
privacy notices, data can be shared with
youth support services

Permi

n has been given by the parent, guardian or pupil
ht to object
Unsought - school has not yet sent out privacy notices, data can be shared with youth support services

Parent, guardian or pupil has exercised thej

Sought, no reply - school has sent out privacy notices, but received no reply, data can be shared with yo...

Murphy Aaron >

[0 Bulk Update




