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Data Protection Disclaimer

Screenshots used in this presentation

have been taken from a test system.
People depicted do not exist.

Screen shots are used for illustration purposes only.



Agenda and Objectives

 Part 1 - Statutory background, scope and key dates

* Part 2 - Preparing for the school census
» Checking your data to make sure its ok for census
 Entering the relevant data for census

 Part 3 - Producing the school census SIMS7
 Starting a census return
» Creating and validating your return
 Correcting and validating errors by editing individual pupil records or using the bulk update tool

 Authorising your return (a crucial step required to verify your data)
* Printing detailed reports

 Printing a summary of the census

 Part4 - Census in SIMS Next Gen



Introduction

» Statutory data collection exercise run by central government with data from schools MIS
systems.

 Data collected is determined by central government

* There are three (pupil) censuses each year - Autumn, Spring and Summer, there is also a
school workforce census too.

* Itis a snapshot of data in your system on census day - along with some historical data
from previous periods.

« Different ranges and types of data are collected at each census - but the process to run
the census in your MIS is broadly the same each time.

« A wider variety of data is collected in the Spring census.

« MIS providers incorporate changes to data requirements in each census by upgrading
their software.



Statutory Requirement

* The submission of school census individual pupil records is a statutory
requirement on schools under:

e Section 537A of the Education Act 1996

* The Education (Information about individual Pupils) (England) Regulations 2013
» Section 99 of the Childcare Act 2006

 Childcare (Provision of Information About Young Children (England) Regulations 2009
* This means

 Schools do not need to obtain parental or pupil consent to the provision of information.

* Ensures that schools are protected from legal challenge that they are breaching a duty of
confidence to pupils

* Helps to ensure that returns are completed by schools.



Key Dates

« Census Day - Thursday 15 January 2026

Deadline for return to the LA (maintained schools) - Friday 30t January 2026
Attendance data - 01/08/2025 to 31/12/2025 (not applicable to Nursery schools)
Exclusions - 21/04/2025 to 31/12/2025 (not applicable to Nursery schools)

Free School Meal Eligibility - 03/10/2025 to 15/01/2026

AP Placements - 02/10/2025 to 15/01/2026 (not applicable to Nursery schools)

Funding and Monitoring - 01/08/2025 to 15/01/2026 (not applicable to Nursery
schools)

Learner Support (Secondary Only) - 01/08/2025 to 15/01/2026



Future Census Dates

Dates for your diary:

« Summer Census - Thursday 215t May 2026

Webinar dates will be announced nearer to the census.



Pupils in Scope

All pupils on the register on census date

Any additional pupils subject to any type of suspension or permanent exclusion in the
previous 2 terms (i.e. Summer 2025 and Autumn 2025)

Any additional pupils who attended the school in the previous term for which termly
attendance data is required (not nursery schools)

Any additional pupils who had an alternative provision (AP) placement within the
collection period (since the last census day) (not nursery schools)

Any additional pupils who were recorded as in receipt of learner funding and monitoring
since the start of the academic year (not nursery schools)

Any additional pupils who attended the school in the previous academic year for which
Post-16 learning aims are submitted (Secondary, All through and AP schools)



New & Discontinued Data Items

* There are no new data items for Spring 2026



Known Issues

Reporting Post-16 Maths Minimum Planned hours and English Minimum Planned
Hours

 Currently the DfE validation specification for School Census Spring 2026 indicates that
these minimum planned hours must be reported in the spring and summer school
censuses as well as the autumn school. However, we understand that the requirement for
providing the hours in the spring and summer censuses will be removed by a new version
of the DfE specification. Fileset 3202 will correct this error.
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Core Details & Extended Services

1 Establishment
Focus | School | School Details Sotrs s i i
. Establishment Number (2999 |
» Ensure that your core school details and e | |
. . . [Primary ]
childcare services are recorded in the Extended o R
Services module S =2 :
Intake Type Comprehensive v
ressssaates | R
e Check your School Time is recorded P Ev [ T
y Previous URN Number [ |  DateNumberChanged [ |
Boarding Pupils [0 Nursery Class v Special Classor Unit  [J
» Check the Extended Services box on panel 1
Head Teacher [Mes Gl Grosvenor | (T4 )(38)  main Contact [Mrs G Grosvenor
* Scroll to panel 6 Childcare and review the e e e L
information, if you need to edit a row, select it S e Em@ -
and and click Open T
& Childcare Chidcare and/or activities, for school-age children during school holidays
: Chidcare ntegrated with a nursery education place for three and fouryearold... ~
;::re . E: Site zlsnposted Opening Time  Cloging Time Mo of Childcare Places  Provider Cther Schools  Weeks Open  MNotes @ODEI'I No. of Childcare Places E]
After School Childcare Yes No 17-45 20 School Mo go actlfsChikica«eNwsery E
Holiday Childcare Na No i
Under Fives Childcare Yes No 08:30 18:00 30 School 38




School Time

* Not applicable to Nursery Schools

 Schools should provide the total compulsory time pupils spend in school in a typical 5-day
week. The number of hours must be recorded to 2 decimal places to the nearest 15 minutes
(that is, where a school is open for 32 and a half hours, for example, this is recorded as 32.50,
with 32 and three-quarter hours being 32.75).

 This includes the total time each day from the official start of the compulsory school day (the
start of morning registration) to the end of the compulsory school day (official home time).

 This figure will be inclusive of breaks, as these form part of the total compulsory school day,
but it will not include optional activities either before or after school. The data entered
should be representative for pupils aged 5 to 16 in the school.



Pupil Level Data - Basic Details

1 Basic Deiils
° I ° I ° I Legal Forename Uessical | Photograph
Focus | Pupil | Pupil Details e Eli |
P = |
Basic Details panel r—— = |
p Preferred Forename [Jessica |
Date of birth 17/02/72004
d d | Age 8 years. 8 months \
. L
Addresses pane - =1 g
Pronounl(s) v| | Hisey |
Birth Certificate Seen m|
3 Addresses
Histo Protect from Bulk Data O
Current Home Address Details (Validated) on
'@ Address | 12 Downham Close 3¢ Delete Mt Quick Nole
(Grest Derham %> Modify Address
e B e
G Validate
UPRN: 10024232726
Note
Sson G B e
Enter additional address
Post Code {cB24 60D | Country Continue
Nomber/Name [ Advanced
Search Validation Sarvice ‘Search Exsting Addresses




Pupil Level Data:
Registration Details

Focus | Pupil | Pupil Details | Registration panel

2 Regisirabon

House Hooke

Single Regstration

Year 11
Enrolment Status
01/09/2018 |m4:9m;

Registration Group 1A
le Mot & Boarder
PN

eREB .
E.
i

[
Year Taught In Curmiculum Year 11

R i r
FN Attendance Mode All day
U ¥820200105033 Local UPN
Unigue Learner N 9142335588
= 951370217000Y Exam Number 7000
| Part Time Dmil] Start Date End Date Hew
26/10/2021 31/08/2022 % Open

ey g .




Part Time Indicator

Focus | Pupil | Pupil Details | Registration panel

 Collected for on and off roll pupils

* A pupil is considered part time if they attend school for 9 or less sessions each
week. It does not indicate that a pupil is part-time at one or more establishments.

* For children in receipt of funded early education a child should only be recorded
as full time where they attend education for 10 sessions a week, irrespective of the
number of funded or extended childcare hours.

« Compulsory school-age pupils on a part-time timetable are recorded as full-time
with the appropriate absence code used for the sessions they do not attend.



Alternative Provision Placements

* Alternative Provision Placements should be completed by all types of school,
including:
* primary
* middle-deemed primary
* middle-deemed secondary
« secondary
* all-through
* special
« PRU and AP schools

* If your school has not arranged any AP placements during the collection
period, you do not need to complete this module.



Alternative Provision Placements (1)

s Addf Edit Alternative Provision Placements

+ Focus | Pupils | Pupil Details | Registration panel v B0

Navigate to the School Arranged Alternative Provision =i ‘: e |
. . . Description
Placements section of the Registration panel I | |
. . . g AP UKPRN
Click New to add a new provision o | |
- Setting | v]
zm::;:ﬂm oAk ~|  House | v ! Companies House No ‘ |
Year Group ‘Year R v| Year Taught In |Cumculum Year R v|
Enrclment Stetus Boarder Staius [Not a Boarder v AP Postcode ‘ |
Admission Date P2os2024 ][] Admission Number [p02042 | | AP Reason l VI
Former UPN [ ]88 attendance Mode (A day v
e Local UPN | | AP Attendance | v]
Part Time Details Start Date End Date [El New e ‘ |
gf’lee: i Notes ‘ |
S Stat Date  EndDate  Description [ Mew B
el e | oK Cancel




Alternative Provision Placements (2)

Specify the type of setting within which the AP placement has been arranged.
You MUST only return ONE of the following 3 options.
Option 1. AP URN

Record and submit the get information about schools (GIAS) unique reference
number (URN), where available, of the establishment within which the AP
placement has been arranged.

If the provider does not appear on GIAS, leave this field blank.
Option 2. AP UKPRN

If the establishment does not have a URN, record and submit the UK provider
register number (UKPRN) of the establishment within which the AP placement has
been arranged. The UK Reqgister of Learning Providers provides details of UKPRNSs.

If the provider does not have a UKPRN, you should leave this field blank.


https://get-information-schools.service.gov.uk/
https://www.ukrlp.co.uk/

Alternative Provision Placements (3)

Option 3. AP Setting (plus Companies House No and AP Postcode)

Where the placement does not have a URN or UKPRN the type of setting within
which the pupil has taken up an alternative provision placement must be recorded
instead.

Where the type of setting is completed, URN and UKPRN must be blank. If URN or
UKPRN are completed, the type of setting must remain blank.

Companies House No and Setting Postcode

Where the type of setting is included, the setting’s postcode must be returned. If
the provision has one, its Companies House company number must also be
included.

To help these fields are greyed out unless you enter an AP setting



Alternative Provision Placements (4)

* AP placement reason: records, for school commissioned placements, the
main or primary reason why the AP was arranged (drop down list).

« AP placement date of entry: records the pupil’s entry date into
alternative provision.

* AP placement attendance pattern: records the pupil’s planned
attendance pattern at the alternative provision provider.

* AP placement sessions per weelk: records, where the pupil’s attendance
pattern is part time, the pupil’s planned number of sessions per week



Alternative Provision Placements (5)

* AP placement SEN provision on entry: records SEN provision at the time
of entry into alternative provision. If this data is already in your MIS, this
data item should be automatically populated.

* AP placement date of leaving: records the date the pupil leaves
alternative provision (where applicable).

* AP placement SEN provision on leaving: records SEN provision at the
time of leaving alternative provision (where applicable). If this data is
already in your MIS, this data item should be automatically populated.



Alternative Provision: single-
registered pupils

PRU and AP schools only should complete this module for all pupils who have been single-
registered (those with an enrolment status of ‘C’, 'F’ or 'O’).

This includes all:
* single-registered pupils on roll on census day
+ pupils who were single-registered but who have been removed from the roll within the census period

If your school has arranged placements in other AP settings for these pupils, you should also
complete the alternative provision placements arranged by the schools module for each
placement.

Data to be submitted includes:

» URN of Previous School: records the URN of the establishment that the pupil attended prior to attending
the AP school.

 Alternative provision reason records the main or primary reason why the AP was arranged.

« Alternative provision placement SEN provision on entry: record SEN provision at the time of entry into the PRU
or AP.



Free School Meals

FSM determines
the deprivation
element of pupil
premium
2025-26 £1,515
per eligible pupil

Focus | Pupil | Pupil Details |
Dietary panel

i Free SChOOl meal information iS QQPupimetails:Simunmnn-lemimmismismimelﬂ

. . Save Undo E=3 Print E‘]tﬂamSDS =
CO”eCted fOI’ pu pllS Wlth the e e T e e E e e T el i e s
following periods of eligibilit 6 Dictay
g p g y Meal Patterns Start Date End Date Mon Tue Wed  Thu Fri 8 New
. 06/09/2021 PL PL  PL  PL PL 2 Open
» Start date is on or before o
15/01/2026
. . Eligible for Free Meals ait Date - oL os 7] Mew
« End date is either blank or between i R " '

Open

03/10/2025 to 15/01/2026 Delete
FSM Review Date [ &




Free School Meal Eligibility

« Check your FSM list from the LA and ensure all eligible children have the
correct dates entered

« How to check if a child is FSM Eligible

* Schools should have access to the FSM Portal/Connect which will give you
access to view your live FSM list. If you do not have access, you can

register directly through the website:
https://coventrycc.capitaone.cloud/publicaccesslive/selfservice/citizenpor

tal/login.htm



https://coventrycc.capitaone.cloud/publicaccesslive/selfservice/citizenportal/login.htm
https://coventrycc.capitaone.cloud/publicaccesslive/selfservice/citizenportal/login.htm

FSM: No recourse to public funds

* Since April 2022, free school meal eligibility was permanently extended to
children from all groups with no recourse to public funds (NRPF), subject to the
following income thresholds where applicable:

« £22,700 per annum for families outside London with one child

« £31,200 per annum for families within London with one child

« £26,300 per annum for families outside London with 2 or more children
« £34,800 per annum for families within London with 2 or more children

* These children should be marked as receiving free school meals on the school
census, in the same way that children who are eligible for free school meals
under the benefits-based criteria would be.

 Schools should retain any evidence of eligibility for audit purposes.

* Use this link for more information on free school meals for groups with NRPE



https://www.gov.uk/government/publications/free-school-meals-guidance-for-schools-and-local-authorities/providing-free-school-meals-to-families-with-no-recourse-to-public-funds-nrpf

FSM: Advance Notice of changes
coming in 2026/27

 Since 1 April 2018, all existing free school meals claimants have continued to receive free
school meals whilst Universal Credit has been rolled out. This has applied regardless of
any change in household circumstances, including if their earnings rise above the
threshold during that time. Protections will remain in place until the end of the 2025
to 2026 school year.

* From the start of the 2026 to 2027 school year, DfE will extend the entitlement to free
school meals to include all children from households in receipt of Universal Credit. The
DfE will end transitional protections alongside this change in threshold. Eligibility for all
pupils will revert to whether they meet the eligibility criteria, regardless of whether they
were previously protected.

« The DfE will issue further guidance before September 2026.



Ethnicity & First Language

Focus | Pupil | Pupil Details | Ethnic / Cultural panel

& Ethnic/Cultural
First Lanquage
First Language Source
Asylum Status
Mational ldentity
Home Language
Country of Birth

White - English - | Ethnic Data Source I

English -
English -
English -
|United Kingdom ([=Y

Religion

Provided by the parent
Christian

English Additional Language  No

Traveller Status
Speaks Welsh

Nationality and Passport [, o




Service Children Indicator

Focus | Pupil | Pupil Details | Additional Information panel

* This information is used to determine the service pupil premium allocations
for schools.

* You must only record this information if it has come from the parent or

guardian or the child &= s
%Q (He / Him / His / His / Himself)

Undo (=3 Print [@] teamS0S -
1 Basic Detail 2 Registration 3 Add 4 Telephones and Email Add 5 Family/Home 6 Distary 7 Medical 8 Ethnic/Cultural 9 Additional Inforn

revious

9 Additional Information

eas e s <] Eesomnen —c 8]

[] Home
[] Sandwiches
Mede of Travel [ Boarder - nct applicable ~ Route | > |
[] Bus type not known)
[] Car Share (with child/children) LA Provided Transport O
Service Children in Education | v Source of Service Childrenin | v
Service Children Concemns Date Moving Schools  Deployment Separation Details DFE N B New
Open
Delete




Youth Support Services Indicator

* This is for PRU, AP, Special and Secondary Schools Only

* There is a legal requirement under the Education and Skills Act 2008 for
schools to pass information on request to the youth support service for
pupils in or approaching the age of 13.

* Parents - or pupils themselves, if aged 16 or over - have the right to object
to any information (over and above name, address and date of birth)
being shared with the local authority or provider of youth support

services. As part of a school’s privacy notice, you must advise parents and
pupils of their right to object.



Youth Support Services Indicator [ 2]

* You should return the youth support services agreement for all pupils who
are aged 12 and above as at 31 August. If it is not completed, the system
will default to ‘'unsought’.

e If the value ‘No' is recorded, information beyond name, address and date
of birth cannot be shared with the youth support service as the parent or
pupil has successfully exercised their right to object to the data being
shared.



Youth Support Services Indicator [3]

Focus | Pupil (or Student) | Pupil (or Student) Details |
Additional Information panel

Select the applicable Youth Support Services Agreement (YSSA)
status from the drop-down list

9 Additional Information

Meals [] Free Meal ”
[] Home
[] Sandwiches W

Mode of Travel [ ] Boarder - not applicable ™
[] Bus #type not known)
[] Car Share (with child/children) L4 Provided Transport O

Service Children in Education w Source of Service Children in —

Education




Young Carer

Focus | Pupil | Pupil Details | Welfare panel (Young Carer section)

Schools are required to record whether a pupil has been identified as a young carer and by
whom.

A young carer is a person under the age of 18 who provides care and support for another
person at home (not a contract or voluntary work).

Select applicable Identified by information

 |dentified as a young carer by parent or guardian

o Identified as a young carer by the school

Start Date End Date identfied By Notes B New
11/1/2022 3/30/2023 Parent or Guardian Young Carer is identifi... % Open

o Not declared % Delete

‘Young Carer




3 Basic SEN Details

Sos K -SE g | sDse B P
& Edit

- Status History

Special N |
Educational A

Needs Rank StatDate  Need Type Description [ New
1 17/02/2022 Vision Impaiment % Open
2 29/11/2016 Social, Emotional and Mental Heakth 9% Delete
(=1 Report
MeedsHistory = Changelog & MovelUp |& Move Down |
.

Focus | Pupil | Special Educational Need or

Focus | Pupil Details | click SEN (in the Links panel on right handside) and add the necessary details in
Panel 3 Basic SEN details

» Check with your SEN Co-ordinator that all children with a special educational need are marked as
such.

 All Students with current SEN provisions should have an SEN record with a
valid SEN status code

« Any Students who have transitioned to no longer having any kind of SEN requirement should
have their latest record updated to include an SEN status code ‘N’ for No Special Educational
Need

* Any Student in possession of an SEN provision (other than N) should also have at least one SEN
Need defined

« Students with a provision but no specific type of need should be entered with the SEN Need of
No Specialist Assessment.




Enrolment Status: Dual Registered
Pupils

Routines | Pupil | Change Enrolment Status

e If you have any dual registered pupils, please ensure that you have
recorded their status (and at the other school) as either Main or

Subsidiary

 Attendance for Dual Registered students should only be entered at the
Subsidiary school for the sessions they are expected to be attending
there.

* The corresponding periods at the Main school should be populated with
the attendance code D



Checking & Adding in Bulk



Pupil Level Data - Basic Checks

 All students should have a valid UPN (Unique Pupil Number).

« All relevant students should have a ULN (Unique Learner Number) are mandatory for
students aged 14 and over on census day.

« All students should have a valid address.

 Students should have first language and ethnicity entered.

 All correct students should be admitted.

* Part-time details have been checked/updated.

« Any students who did not attend (any session) but who were admitted should be deleted.
 Leavers should have their date of leaving entered correctly.

» Any students with an exclusion (in the previous 2 terms) should have their data checked
and missing items entered.



Adding SE—

Search Links = @ Help € Close

information s o

® I k Group Type I | Dat hem I
in U Grup I

Effective Date 281172022 & Effective Date 8112022 [B

Routines | Pupil | Bulk Update

* Many data items can be checked and entered using the Bulk
Update Student routine

» Enables you to search for missing or invalid data, then update
in bulk

« Choose a Group Type (e.g. Year) and a Group to work on.
« Then choose a data time to update e.g. Ethnicity

 Enter the correct Effective Date (defaults to today’s date but it
might be more appropriate to change this to the start of the
academic year)




General Reminder about start dates

* Several data items have start dates
* For example, addresses

 Census will report missing data if the start date

is after the census reference date e.g.
15/01/2026

So, please remember to put in the start date
as before the census date



Attendance

 Spring Census looks back at Attendance data from the Start of the Autumn
Term

1st August 2025 - 31st December 2025

« Check for missing marks, N codes, and students with any gaps in their
attendance.



Attendance Data
Checking for N Codes

* Locate N codes that have not yet been dealt with

* Focus > Attendance > Deal with unexplained absences
 Enter the date range 01/08/2025 - 31/12/2026
* Run the report for the Whole School
 Click Open
 Enter the missing information and save



Attendance Data
Dealing with missing marks

 Locate N codes that have not yet been dealt with

* Focus > Attendance > Deal with missing marks
 Enter the date range 01/08/2025 to 31/12/2025
* Run the report for the Whole School
 Click Open
 Enter the missing information and save



Top Up Funding

Tools | Statutory Return Tools |

Update Students with Top-up Funding

If you are receiving top up funding for any children,
ensure their details are recorded.

Usually, but not always, the pupils for whom a
primary or secondary mainstream school receives
top-up funding are those with an education, health

and care (EHC) plan.

In the top section you search for children and chose
to add them to the Top-up Funding panel.

You can remove children if the Top-up Funding is no
longer received.

Update Students with Top-up Funding

Update

Term Students On-Rell on Census Day

Surome [ Fawee [ ] =
Preferred I:I SEN Ever in care »

Surname <Any> at this school (_L Searcti
Top-up Funding . 4 Remaove

Surname
b Ackton

Preferred Sumame
Ackton

Reg
450

EN

Edwards

Edwards

3CB

Gear

Gear

ASH

Knight

Knight

450

Robert

Robert

HEEEEEE

50T

mim m mm|m

<[=z[=[=[=]m
5|5 5|5 5

Simpkins

Simpkins

ELM

=




Post Looked After

Tools | Statutory Return Tools |

Update Students Post Looked Afier Amangemenis
Update

Update Students Post Looked After Arrangements

* Information should be recorded for children, who — : m: A
have left local authority care in England and Wales £ — s —
through adoption, a special guardianship order, a
residence order or a child arrangements
order and are still subject to such orders on census
day.
* These children will be eligible for the post looked- Pt ke e g5 R e
after element of the pupil premium funding. i R P !

 Ensure that any students on roll who were previously
looked after by a local authority are recorded as
such.




Funding and Monitoring

Tools | Statutory Return Tools | Update Funding and Monitoring
* For the 2025 to 2026 academic year, it will identify pupils:

* in receipt of tutoring
* resitting or retaking up to one year of 16 to 19 funded provision

 There is no action required by schools where none of these attributes

o o Update Funding and Mosiiorieg
app Ies o e pupl [ ] oS8 e O blive X Coss
~
Census
Academic Year (20252026 | and leavers from 01/082025 to 310772026
Effective Date  [22/09/2025
Pupils View
Age at Al v| yn [an Deprivation Pupi e v| Pupil Premi
317087202 ! Pemum 1 " L= indicator
Pupils
Name e MmN [ Ewciment (o) SEN DepPP  FSME PPind Notes
‘Abbasl«w 1110472020 Year 1 Single R No
Abbas L. 11112016 Year 4 Single R No
AbcamsPaul 1Y 122014 Year 6 |6VC |Single R No
Ackton Simon 121212016 Year 4 Single R No v
Adesina, 30272019 Year 2 Single R No
Aditya Safi 2122019 ar Single R No
Aditya 2 20052016 50T [Single R No
Afflick Lu 4062020 ‘aar Sinale R No




Updating Class Types

Tools | Statutory Return Tools | Update Class Type
* Applicable to Primary schools only

 Before starting the return, it is necessary to indicate which class a pupil is a
member of - either Nursery (if the child is currently in a LA designated
Nursery Unit) or Other (any other class).

Update Class Type
Bsave 5 undo

Censzus Pupils View

Term [Spring 2023 - ¥TI Reg |all v|  Stus [ v

Name Dateof Birth |Gender |AdNe. [YTI Reg Nursery Othes

Abhra, Shaguib 171272014 Male 001582 (3 o

SRR

Abrams, Paul 151272015 Male oes1 (2 2B

PR ——a mnacnn |a amm




Eligibility codes
arly Years
forward from the

previous census
- you will need to

Tools | Statutory Returns | Update Early Years - Update Early Years check these

* You need to enter:

* hours at setting B | e

* funded hours

« disability access fund e R
Pupsin

° ellglblllty COde amw---wwaﬁ-ﬁ?mﬂﬁ?ﬁfﬂmﬂﬁﬁu:"{d'

« extended hours

. ded h ' '  —

expanae ours ‘Basuthars Farsh | 3 15 il Mo 012345672

|Bomdiar Mykols viraz  [oaar |M2 3 15 Mol 012456 15
Boedar Yana |mesanzz  Jooaes [ne 2 18] [ Mo
H.ssae. Bk Jowescozs  Jonomes w2 2 30 o Mo 0123456 | 30|
Iones, Jada Jowacnz  focoean [m2 i 0123456 sk
il Sl |ovoscnzs  [oceenn w2 o 0123456 7eg7|




Funded Hours (1)

 The following data is collected:

* Hours at Setting: include all funded hours (universal, expanded, extended) plus
any additional hours funded by other means e.g. by the parent.

* Funded Hours:- are the universal funded childcare hours that a child receives (up to
15 hours for 3-year olds and eligible disadvantaged 2-year olds).

« Extended Childcare Hours: up to 15 additional hours for 3- and 4-year-olds of
working parents with a valid eligibility code

« Expanded Hours: up to 30 hours for 9 months-2-year-olds of working parents with a
valid eligibility code



Funded Hours (2)

* 2 Year Olds: Funded hours + Expanded hours (+ additional hours
funded by other means if applicable) MUST equal Hours at Setting

* 3 & 4 Year Olds: Funded hours+ Extended hours (+ additional hours
funded by other means if applicable) MUST equal Hours at Setting

* Funded hours are recorded as decimals and not hours and minutes. E.g.
10.51is (10 hours 30 minutes), 10.33 (10 hours 20 minutes).



Early Years Extended & Expanded
Hours

Expanded hours (?-months to 2-year olds, working parents)
* Up to 30 hours funded hours from September 2025
* May be used in conjunction with 2-year funding for disadvantaged children

Extended hours (3-year olds, working parents)

* Number of hours in addition to the initial 15 funded hours that a child receives and is applicable to three- and four-year-olds
only

» Can double the universal 15 hours of free childcare to 30 hours per week.

EI|g|b|I|ty criteria
Parents must obtain an Eligibility code from HM Revenues and Customs and provide this to the school.
» Both parents must be working (or a sole parent working) and live in England.
« Each parent earn a weekly minimum equivalent to 16 hours (minimum wage or living wage)
« Each parent must have an income below the specified amount (circa £100,000)

For dual registered pupils record the hours spent in education at each school. The main registration
records funded hours in education at the main registration, with the subsidiary school recording funded
hours in education at the subsidiary registration.



Eligibility Code
Tools > Statutory Return Tools > Update Early Years

* For a student to be correctly in receipt of extended or
expanded hours of funding they should also have been
provided with a valid 11-digit Eligibility code.

* This code should be entered in the provided Eligibility Code
box within the Early Years panel.



Funded Universal Entitlement

Spring 2026 2-year-olds born between 2023-01-01 and 2023- 15 hours
12-31 (inclusive) - all relevant schools and year
groups

Spring 2026 3-year-olds born between 2021-09-01 and 2022- 15 hours
12-31 (inclusive) - all relevant schools and year
groups

Spring 2026 4-year-olds born between 2021-01-01 and 2021- 15 hours
08-31 (inclusive) for pupils in national curriculum
year groups ‘E1’, 'E2, ‘N1 and ‘N2’ only



Extended Funded Entitlement

Spring 2026 3-year-olds born between 2021-09- 15 funded universal free
01 and 2022-12-31 (inclusive) with entitlement hours + 15
an eligibility code - all relevant extended free entitlement
schools and year groups hours equals 30 hours
Spring 2026 4-year-olds born between 2021-01- 15 funded universal free
01 and 2021-08-31 (inclusive) with entitlement hours + 15
an eligibility code - for pupils in extended free entitlement
national curriculum year groups ‘E1’,  hours equals 30 hours

'E2",'N1"and ‘N2’ only



Expanded Funded Entitlement

Spring 2026 ?-month-olds to one-year-olds born 30 hours
between 2024-01-01 and 2025-03-31
(inclusive) with an eligibility code - all
relevant schools and year groups

Spring 2026 2-year-olds born between 2023-01-01 and 30 hours
2023-12-31 (inclusive) with an eligibility
code - all relevant schools and year
groups



Stretched Funded Hours

» All cases of funded universal or extended entitlement should be recorded as 38 weeks,
regardless of whether they are stretched or not.

* Where a child takes the full funded universal or extended entitlement (570 hours for each
entitlement), this should be reported as 15 funded universal hours, extended hours or

expanded hours irrespective of how many weeks of the year over which the entitlement is
spread.

* However, where a child takes only part of the funded universal or extended entitlement a
conversion is required to calculate how many hours they take over the year.

» For example, a child takes 11 hours a week over 45 weeks in the year, totalling 495 hours.
To convert the funded universal or extended entitlement to the number of hours a child

would attend each week if they were taking it over 38 weeks, divide 495 by 38 to get
13.03 hours.



Disability
Access Fund
(DAF)

Tools | Statutory Returns | Update Early Years - Update
Early Years

* Early Years settings providing funded places for children
in receipt of disability living allowance (DLA) are eligible
to receive disability access funding (DAF)

 Payable as a lump sum once a year - £938 per child.

 Schools need to submit relevant information through the
Early Years portal and the LA will confirm eligibility

 Schools record eligibility in SIMS for inclusion in
the census return

* Disability Access Fund data is collected in this return for
pupils who are in receipt of the fund on census day



Disability Access Fund

Spring 2026 9-month-olds to one-year-olds born between 2024-01-01 and 2025-03-31
(inclusive) - all relevant schools and year groups

Spring 2026 2-year-olds born between 2023-01-01 and 2023-12-31 (inclusive) - all
relevant schools and year groups

Spring 2026 3-year-olds born between 2021-09-01 and 2022-12-31 (inclusive) - all
relevant schools and year groups

Spring 2026 4-year-olds born between 2021-01-01 and 2021-08-31 (inclusive) - for pupils
in national curriculum year groups ‘E1’, 'E2", 'N1" and ‘N2’ only



Suspensions & Permanent

Exclusions

Focus | Pupil | Exclusions

[ Find Exclusions Stdent

" B S

Sumame ] Forename méssion Number Stabe  [Current
<Am v YewGroup [<n | class = ~| House [chey>

ame YearGouwp YT ass House Sew Admiasion Mumber

Links = @Help 3 Close:

* Exclusions are collected for the previous two terms.
* Exclusion data is required for 21/04/2025 to 31/12/2025

« Permanent Exclusions MUST have the governor’s decision and date

decision notified completed

Final Govemor Review Dutcome

prvaz 8

Review Date

Review Result

[Exclusion upheld by IRP (corfimed) v

Exclusion Details

|Ve|1:|al abuse threatening behay

|F‘ersistert or general disruptive b~

l v]

[11/11/2022 B
|PM v|
Caleutte

Type |Suso-eﬂaiun w Reason 1
Reason 2
Reason 3
Start Date [07/11/2022 [ End Date
Start Time AM v|  EndTime
Part Time Exclusion O Length School Days
Comments Appointment amanged with Head Teacher.
Agency Involved |
Academic Year |Ac.aderrlc Year 2022/2023 Term

[Spring Tem




Exclusions, a
reminder

For permanent exclusions, these children will be off
roll. However, some of their data may need to be
completed, e.g. missing ethnicity, addresses etc. if it
was missing when they were on roll.



Creating your 4}
census return HVjppa

Using SIMS
“ADIGITAL
% 'k SERVICES

ry City Council ~ ®  FORSCHOOLS AND ACADEMIES



Generate Your Census

* Routines > Statutory Returns > School Census

e Check the file setis

* Ifitis not, please contact Digital Services

l* Census Return for Spring 2026 Term [Fileset 1D: 3201 imporied on 06/01°2026]
B New H Search Cpen Dielete Browse Mext Previous Copy




Calculate all Details

[ ) C h e C k th e d ates * Census Return for Spring 2025 Term [Fileset ID: 2900 (SIMS net)]

B Mew Search Open Delete Eﬂ Browse Mext Previous Copy

p rOVI d e d a re CO rre Ct g::: Re;rnj:hi:?;::fﬁd::rﬁm:“@ﬁ.uthorise {= DetailReport -
and you are generating

1Census Details 2 School Information 2 Childcare 4 Early Years 5 Class Type 6 Top-up Funding 7 Post Looked After Arrangements 8 Funding and Monitoring 9 School Dinner Take
= Calculate All Details
Census Date 16/01/2025 || B %
the correct return. 7S |

Description |Schoo| Census Spring 2025 |

. Attendance collected from [Z'| Attendance collected to N
[ ] C | I C k N eW to g e n e rate Exclusions collected from [T} | Exclusions collected to i
AP Placements collected from [l | AP Placements collected to N

a new retu r FAM collected from 01/08/2024 || 7| FAM collected to [16/01/2025 || X
*FSM collected from [Tl | FSMcollected to )
 Click Calculate All

“Only collected for on rell pupils not leavers
Details

el
-




School Information panel

* This information is pulled from
the School Detail screens (Focus
| School | School Details)

e If anything is wrong, click the
School Details button and
update it.

2 School Information

School Name [WATERS EDGE PRIMARY SCHOOL |
LA 331 | Establishment Number (9997 |
Telephone [852015 | URN 123564 |
School E-mail Address [school@we com |
School Phase [Ps | [Primary |
School Type [Infant and Junior School 5-11 |
Governance [Community | Intake Type Comprehensive |
Lowest NC Year N2 | Highest NC Year B |
School Time | | School Detail




Special Schools Only

* You may be asked to
confirm these details.

e Please enter the correct
information in the
boxes.

* Ask your Headteacher if
you are unsure.

Focus | School | School Details to display the School Details page. 2. Click the Special Schools

5 Special School Information

Organisation Day Pupils mainiy) ¥ Maximum Day Pupils ’1 65
Maximum Boarding Pupils |2
Male students Female students
Minimum Age [5 | Minimum Age |5
Maximum Age |15 | Maximum Age |15
Provision Rank Provision B New
1 Speech, Language and Communication Difficulties (jf Delete

2 Hearing Impaimment

@ Move Up

&#Move Down

Information hyperlink to display the Special Schools Information panel.



Childcare panel

« Check to make sure the information contained is correct. If you need to

make any changes do this through Focus | School | School Details or click
Edit.

 Then click Recalculate on this panel.

2 Childcare =
/,9 Edit @ Recalculate
Type On S5ite Opening... Closing... Mo of Places Offer Places... Provider Other.. Weeks.. Signposted Opening/Closing... Provider Hours
Before School... Mo Mo
After School ... Yes 1745 20 School Mo Mo
Holiday Childc... Mo Mo
Under Fives C... Yes 08:30 18:00 a0 School a3 Mo




Early Years panel

Panel 4 - applicable to schools with Early
Years children only

Data can be recorded via the Edit button in
this Early Years panel or if you have
prepared in advance this will be pulled
through from Tools | Statutory Returns |
Update Early Years - Update Early Years

page
You need to enter their hours at setting,

funded hours, expanded hours and extended
hours

Click Recalculate (on the panel) to pull
existing data through and then click Edit to
add in the relevant data

Ugpdale Earty Teas

Cenmm
Tarm |fubomn IS

Pupmls

Update Hows

FPugals \ima

S bl
E?:E-E.:':G!-

¥TI ™

Espanded Houts wta collacied kor popels aped D montha 3o 7 el JL0BR00 o ey bave llu-'ll?hh!', Coda
Extendad Hourn e colleciad for pupls sged 3 & 4 ot JU0RTHGES il they have an Elgibiley Code

Eaitimoes Tesne-Louse

DA
0!

fuge Hours &
NS | Sefting

Easuchers.Fersh

|ovazan

FIFF|F|F

4
]
Barder Mykaln WA |ooaaT |Ma 1 T 5 DA2I45ETE 15
Border Yana Jomaanza  fooceas [n 2 i8] o
Hessain, Suki Josescon  Joomes [n2 2 0 o 01245678 0
Jobnes, Jada e e O 1 01246 7
Kahisbs Aiga |I:I'I-'.H-?I12\ll |[|:I.'.‘EI3'I M2 [E] DIMM’J’I




Early Years Pupil Premium (EYPP)

EYPP is additional funding for early years settings to improve the education they provide for
disadvantaged pupils

EYPP is paid by local authorities direct to schools.

Schools will submit the parent application information captured from the Early Years funding
forms to the LA via the Early Years portal. The local authority will use the eligibility checking
service to verify the application against benefits-related data.

Schools will receive confirmation of eligibility via a report in the portal. This confirmation is
usually received after census day and schools will be required to update the census with
this information before it is submitted.

Children are eligible to receive EYPP if they are taking any of the following:
« universal funded entitlement for 3- and 4-year-olds
 disadvantaged entitlement for 2-year-olds
« expanded entitlement for 9-month-olds to 2-year-olds



Basis of 2-year old funding for
disadvantaged children

* Primary Schools should record the basis of funding for 2-year olds in
receipt of the 15-hours funding for disadvantaged children. You can
record multiple basis:

* Economic criteria
* High-level SEN or disability

» Looked after or adopted from care



Early Years PP & 2-Year-Old Basis

for funding

* Record eligibility for Early
Years pupil premium in the
Basis for EYPP Eligibility

column

« Record eligibility for 2-year
old funding for
disadvantaged children in
the 2 Year Old Basis for
Funding box, include the
basis for funding (more than
one can be selected)

Early Years Pupil Premium Receipt

Name DateofBirth |AdNo.  |YTI |Re |3508r2005 |Care | By
Cracknell Luks 18012022 002136 M2 [PM 3 Mo  |Receipt- economic
Dean,Fosanna 20005/2022  (DO2137 M2 [FM 3 Mo  |Mot Eligible
Franklinson, Alexis 14052022 002138 M2 [PM 3 Mo |Mot Eligible
Franklinson, Tyreece 1410652022 |D02139 M2 PM 3 Mo Receipt - other
2 ear (ild Basis for Fundng
e et e[ ey [ [ [t
Aditya. Safia 22040 DI HZ &AM Yes Yes Yes
Basir.Zoye 28042027 |DOT9ES N2 |PM  (Yes Yes Yes
Dwamon Srdrew A0 |05 b |aM




Class Type panel

« Complete the class type as necessary, click Edit.

* You should mark every child who is a member of a
nursery class as such. And all other children as
Other. This can be done in bulk by using the filter
options to filter by the year (YTI) and Reg drop
down menus.

 You can then mark all students with the correct class
type by clicking on the appropriate column heading
and selecting Check All

* If editing in bulk, you may need to click Recalculate

= e [f
o A
Reg Nursery Ot Sort By J
J1a Rerrowe Al
8/C |
BVC |




Top Up Funding panel

* If you are receiving top up funding for any e Sttt T i
children, ensure their details are shown on Updote

this panel.
Term Students On-Roll en Census Day

* Click Edit to add and update any information. e [ o [ .

. . referr: SEM Ay - Ever in care Arys - =
« If you recorded this via Tools | Statutory Returns | e — shssdca [0 —
Update Students with Top-up Funding page
ahead of creating the census the information will
pull through. Click Recalculate (on the panel) to
pull existing data through.
Top-up Funding s Add % Remaove
Surname Preferred Surname Forename YTl Reg SEN Ever in Care
» |Edwards Edwards Savannah 3 3CB E Mo
Gear Gear Jessica R ASH E No
Knight Knight Ellie 4 451 E No
Robert Raobert Mally 5 80T E Yes
Simpkins Simpkins Oliver 1 ELM E Ne




Post Looked After Arrangements
panel

 Ensure that any children who are subject to post looked after
arrangements (i.e. children who were previously in local authority care).

* Data can be recorded via the Edit button in this Post Looked After
Arrangements panel or

e If you recorded this via Tools | Statutory Returns | Update Post Looked
After Arrangements page ahead of creating the census the information
will pull through. Click Recalculate (on the panel) to pull existing data

th rou g h . |7 PoatLooked After Amangements - © Recalcdate

Surname Preferred Surname | Forename YTI Reg Everin C.. |Ceased to be looked after thro

I S S (T T s




Funding and Monitoring panel

 Ensure any children who are receiving tutoring are recorded on this panel.

e If you recorded this via Tools | Statutory Returns | Update Post Looked
After Arrangements page ahead of creating the census the information
will pull through. Click Recalculate (on the panel) to pull existing data

th rough. 8 Funding and Monitonng

» Click Edit to update. Name M Tueng

Abbas, Mvanni R

v
v

Abbas Latif




School Dinner Taken panel

 This panel records the pupils who have taken a
school dinner on census day.

* If your school is using Dinner Money then the

8 School Dinner Taken

A

information can be calculated from dinner money o WORE] B
- click Calculate from Dinner Money otherwise -
click Calculate from Attendance =

» Manual edits can also be made if required. b
School Lunches Taken on census day

* Information about school lunches taken on Census
day (Years R, 1 & 2) is used for allocating funding
for universal infant free school meals (UiFSM).
Schools should try to maximise take up
of UiFSM on census day.

al=[=]=m]= 5

cluding those eligible for FSM should be included below

f Calculate From Attendance

Reg Group  Enrol Status

0AK
2IB

QAK
QAK
PINE
PINE

Single Registration
Single Registration
Single Registration
Single Registration
Single Registration
Single Registration

School Dinner Taken

f Calculate From Dinner Money

~ o Tick Al

9 Reset



Classes panel

 This panel records the details of the classes taking part at the designated
time.

e Staff numbers (Teachers, PPA Teachers, Support Staff).
» Key Stage
 Class Type - Other or Nursery

* Activity - pick from the list the activity that the class is undertaking at the
specified time.



Class Information - selected time

« The class information is taken at a selected time based on the last digit of your school’s DfE Establishment

number e.g. 331/2996
 The data collected is:

« Class name, year group, class type, key stage

« Number of on roll and guest students
* Number of teachers and support staff

* Activity undertaken - e.g. the subject being taught

0,1Tor5

2,30rb6

4,7,80r9

the selected time is one hour before the end of
morning school

the selected time is one hour after the start of
afternoon school

the selected time is one hour after the start of morning
school



Class information - unusual
circumstances

* Where the selected time is not appropriate to the school timetable - for example, if the
selected time is when the whole school or a large proportion of the school is in an
assembly with the headteacher, schools can choose an hour or period that reflects a
‘normal’ class situation that applies at the selected time each Thursday of the term.

* Do not record unusual situations (such as class amalgamation or school closure) which
may have occurred on census day due, for example, to staff training or absence, severe
weather conditions or religious observances. See the section on unusual circumstances
for more information.

« Any group of pupils receiving instruction outside the normal class framework at the
selected time, such as pupils in a special educational needs (SEN) unit, are treated as a
separate ‘class as taught’ unless this is an atypical or temporary arrangement.



Class Information - Infant Class
Guidance (1)

* The School Admissions (Infant Class Sizes) (England) Regulations 2012
limit the size of an infant class to 30 pupils per schoolteacher. Applies to
Key Stage 1 and reception classes.

* Schools with these classes are asked to ensure that the selected period is
one in which their infant classes are engaged in an ordinary teaching
session.

 Ordinary teaching sessions does not include, school assembly, or any
other school activity usually conducted with large groups of children such
as PE /games, music, singing, drama, watching television or listening to
the radio


https://www.legislation.gov.uk/uksi/2012/10/contents/made
https://www.legislation.gov.uk/uksi/2012/10/contents/made

Class Information - Infant Class
Guidance (2)

* If at the time of the count, infant class children be involved in a group
activity the count should be deferred to the next ordinary teaching
session. This change of selected time is for the whole school not just
the infant classes.

* Where an infant class has a pupil to teacher ratio greater than 30, schools
MUST record in their MIS where this is due to:

 any pupils within the class record as excepted
* ateacher being on planning and preparation or learning manager time and the class
is being supervised by a teaching assistant



Class Information - Infant Class
Guidance (3)

 The calculation is based on the pupil:teacher ratio not pupil:adult ratio
therefore, regardless of the number of teaching assistants, if there are no
exceptions or teachers on PPA reported, the class will be treated as

unlawful in Department for Education (DfE) publications if there are more
than 30 pupils to one teacher.



Pupil Reconciliation: Pupil Numbers

* In relation to Class Information, the Spring Census checks that the number of
pupils included in the return matches the number of pupils reported in classes as
taught, taking into account any registered pupils who were not in class at
the selected time.

 This information is recorded in the Pupil Reconciliation panel, which
automatically draws the figures for Pupils on Roll and in Classes from the Class
Information panel. Schools must account for any pupils not in classes by
entering the relevant figures in the appropriate groups within the panel.

* Itis important to ensure that the totals for Total Pupils and Number of Pupils on
Roll match; otherwise, an error will appear when attempting to Save & Validate



Pupil Reconciliation panel

* Much of this information, will be pulled through from the Class Information
panel

* So please make sure that is completed first

 For any information not on the panel, e.g. Private study, unscheduled part
time, etc. you can enter the data directly

11 Pupil Reconciliahon

On roll pupils in classes _
Pup Total pupils

Part-ti ils not at school :
S sl s L Must agree with

Private study pupils

Pupils on roll

I::JE:JI::JE

FPupils at another school




Attendance panel

* This panel will indicate to you if you have any missing marks for
attendance.

* It will also show you if you have used any invalid attendance codes (i.e. old
codes)

* If you do have any missing marks or incorrect codes these will need to be
fixed, and you will need to click Recalculate to update the census return.

9 Attendance

Your attendance codes are IHE compliant
This will be rechecked atthe Create & Validate stape

I E;"S- Recalculate I




General panel

* Enter the number of free school meals taken on census day.

* This figure should EXCLUDE universal infant free school meals, but it

should INCLUDE children in Year R, 1 and 2 who are eligible for free
school meals for other reasons (e.g. deprivation).

13 General
MNumber of free school meals 0 F5M taken excludes the infant pupil universal entitlement
taken on census day (exxcept for pupils in R.1,2 who are eligible for FSM)



Admissions Appeals panel

* Only returned in the Spring Census
« Only applicable to schools who are responsible for their own admission appeals.

 Figures on admission appeals are collected in the spring census from schools that were

responsible for their own appeals related to applicants having not received a requested
offer of a place for the start of the current academic year.

e DfE do not need information about:

« appeals lodged on or after 1 September in the current academic year

* in-year appeals (appeals against a refusal to admit a pupil during the course of the current academic
year) - just those that relate to entry at the start of the academic year

* Recent academy converters (including a conversion of an existing school into a

sponsored academy) should complete this module if they converted before spring
census day.



Admissions Appeals (2)

* You should only include appeals that are the responsibility of the school’s
governing body. If a school has contracted another agency, such as their
home local authority, to administer their admissions appeals process and
the school’s governance code is 'VA', 'FO’ or 'CA’, the school shoulad
complete the module. If your school operates arrangements jointly with
other schools, your return will include appeals for your school only.

e Further information can be found

https://www.gov.uk/guidance/complete-the-school-census/data-items-
2025-t0-2026



https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026

Admission Appeals (3)

* Information is required on the number of appeals:

* lodged

* withdrawn
* heard

* rejected

» upheld - decided in favour of the parent



Admission Appeals (5)

* The admission appeals panel looks like this:-

 Primary and all-through schools include their admission appeals figures
for infants in both the infant and primary admission appeals modules.

14 Infant Admissions Appeals

Foundation SchoolsMVoluntary Aided Schools/Academies must Independent Admissions Committee
complete this section.(this does not include AP Academies, AP
Free Schools, Academy Special Schools) Heard

Lodged E Upheld
Wiithdrawn |j| Rejected

15 Primary Admissions Appeals

L

Foundation SchoolsVoluntary Aided Schools/Academies must Independent Admissions Commities
complete this section.(this does not include AF Academies, AP
Free Schools, &cademy Special Schools) Heard

Lodged E Upheld
Vithdrawn E Rejected

i



Validate the census

« Once you have entered the information into the panels click Save

« Next click Create and Validate this may take a while SIMS generates your census file.

* You will be shown a list of errors and queries.

Errors must be fixed.

Queries may be ok, but you should review each
one and make a note on COLLECT if necessary.



Dealing with errors & queries (1)

(=) Report 9% Close
Validation Ermors Summary Return Validated - 1245 \/alidation rules failed (Errors - 921; Queries - 324)
Student Search | UPN: . Name: Atkins, Austin. Date of Bith: 2016-05-22, Male @& Find| Enter Student Name, DOB (YYYY-MM-DD) or UPN for student filter
Errar Search ALL ~ Total of displayed rows : 1245  To reselve an error, click in row to navigate to the relevant screen
Type Sequence Message Location Solution ~
F 1 Census genersted using DFE validstion files from the previous term- Must NOT be used a5 3 basis for submission. The full release of DE validation files will be made available to schools as soon as possible after the DfE makes then
r 100 Reference date must be present and valid for the term. Flezse ensure that you have imported the latest filesst.
» £ 1500 UPN missing. Wame: Atkins, Austin| Date of Birth: 2016-05-22, Male|UPN: # Go to Fecus | Student | Student Details and add er issue a UPN.

 Review each error/query and then double click the row to fix the error.

 After each batch of errors you have created, click Create and Validate again.
This will reconfirm your census and refresh the list of errors displayed.



Reports

« Once you have saved and
validated a census return,
you can run the census
reports.

* The reports are found under
DetailReport we
recommend that you run
each report and check it for
errors and show it to your
headteacher so they know
what data you are
submitting.

Census Return Details - Autumn 2024 Term : School Census Autumn 2024
Save Undo #/Create & Validate [F] Summary &% Mthorise
1 Census Details 2 School Information 3 Early Years 4 Class Type 57

B el LhE LR

Census Date

Description

|5chu:m| Census Autumn 2024

Attendance collected from
Exclusions collected from
FAM collected from 01/08/2024
“F5M collected from

*Only collected for on roll pupils not leavers

;

AP Placements collected from  |16/05/2024

Attendance colle
Exclusions colle
AP Placements ¢
FAM collected to

F5SM collected to

(=1 Report

Validation Bmors Summarny

Student Search | UPN: . Name: Atkins, Austin. Date of Birth: 2016-05-22, M

Error Search ALL e Total of displayed rows : 1245
Type Sequence Message
F 1 Census generated using OfE validation fils

Return Validated - 1245

£= DetailReport -

OCn Roll Basic Details Report
Leavers Basic Details Report
Exclusions Report

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

SEM Report

Address Details Report

School Dinner Taken Report

Free School Meal Eligibility Report
Tep-up Funding Report

Funding and Monitoring Report
Early Years Report

EYPPR Report

Post Locked After Arrangements Report

Alternative Provision Report

Permanent Exclusicns without Final Review Report

Multiple Reports...

nd




Authorise the
Return

©
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Using SIMS



Authorise the return

* Once you have dealt with all errors and as many queries as possible, you
should

* View the summary of the return.

 This should be presented to the headteacher for their sign off. You may want to keep
a copy of this report with your headteachers authorisation.

* The return will influence your school’s funding, so it's imperative that it is
correct.

* Once you are happy the data is correct, you can authorise the return using
the Authorise button.



Authorise the return

* This process converts the Census Return file into the
required XML format for uploading to the COLLECT website.
Multiple authorised files can be retained, each date-stamped to assist in
identifying the correct version for submission.

* The return is saved in the file location specified on your system.

’ Census Return for Autumn 2024 Term [Fileset ID: 2800 (SIMS.net)]

DNew “Search % Open %Delete Next Previous @Copy

Term [Autumn 2024 v] Census Folder |D:\MIS\Census




Upload the return

« Once authorised, locate the file on your system.

e The file name will be in the formation

« 3314567_SC1_331LL24_001.XML
« Where 3314567 is your school’s DfE number

* You should now upload this file to COLLECT.
* You can only upload .XML files to collect, don't try to upload any other file.



Using COLLECT

* To use COLLECT to submit your school census data, you'll need to register
and log in with DfE sign-in

 Contact your school or local authority approver if:
* you want to request a DfE sign-in username or password so you can access COLLECT

* ‘school census’ is not on the list of collections you can see in COLLECT
* If you do not know who your approver is, use the DfE sign-in request form.

* If you've forgotten your password, use DfE sign-in to reset it. You'll need to click ‘start
now’ and then the ‘I've forgotten my password’ link.

« COLLECT guides for school and local authorities are available for
assistance with submitting your return to DfE.



https://services.signin.education.gov.uk/
https://services.signin.education.gov.uk/
https://services.signin.education.gov.uk/
https://help.signin.education.gov.uk/contact/form
https://help.signin.education.gov.uk/contact/form
https://help.signin.education.gov.uk/contact/form
https://services.signin.education.gov.uk/
https://services.signin.education.gov.uk/
https://services.signin.education.gov.uk/
https://www.gov.uk/government/publications/collect-guides-for-schools-and-local-authorities
https://www.gov.uk/government/publications/collect-guides-for-schools-and-local-authorities

Deadline

* Maintained schools please make sure you have uploaded your census file
to Collect by

Friday 30t January 2026

 This is to enable the LA to undertake checks on your data prior to final
submission to the DfE.

» Academy schools must have uploaded your file to collect by
Wednesday 11 February 2026
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Further guidance & Help

« SIMS Handbooks and error resolution available at ICT Services for schools website

» SIMS: Routines | Statutory Returns | School Census | Census Communication

- N Y @ e N W e e e e S W W e U e
b Census Return for Autumn 2025 Term [Fileset ID- 3102 imported on 18005/2025]

B New H Search 5 Open % Delete @ Mext Previous @ Copy
Term Census Folder [D\MIS'Census Census Communications

Support Unit Newsfeed Errors & Resolutions Handbooks DfE Guidance

Security message for Reports
This report contains sensitive information.

Default Message

Description File Name Census Date  Date Created  Validated Authorised Date
School Census Autumn 2025 8232999_SC3_38231125_002. UNA 02/10/2025 09/06/2025  09/06/2025

- DfE Guidance - complete the school census

* https://www.gov.uk/guidance/complete-the-school-census

« DfE Guidance - Data items 2025/26

 https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-t0-2026

« DfE Guidance - Generate and submit the return

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



https://www.coventry.gov.uk/ict/sims-management-software
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/data-items-2025-to-2026
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data
https://www.gov.uk/guidance/complete-the-school-census/submit-your-data

Further guidance & Help

 Data Queries - Contact Data Team
* datateam.pd@coventry.gov.uk

* Issues with SIMS - Contact Digital Services
« 024 7678 6620 or email schoolsict@coventry.gov.uk



mailto:schoolsict@coventry.gov.uk
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Census in Next Gen

* Census will be moving to SIMS

Next Gen from Summer 2026 Census Available in SIMS7 Available in SNG
e SIMS Next Gen is available now
. Autumn Census 25 v Y (early adopters only)
for you to start using
Spring Census 26 v v
* Next Gen roadmap for primary
Catholic Census Spring 26 v X
* Next Gen roadmap for
Summer Census 26 e v
secondary
. Autumn Census 26 e v
* If you would like some more
information about SIMS Next SWC Autumn 26 v v

Gen please get in touch


https://www.ess-sims.co.uk/sites/default/files/2025-08/SIMS-Next-Gen-Primaries-August-2025.pdf
https://www.ess-sims.co.uk/sites/default/files/2025-08/SIMS-Next-Gen-Primaries-August-2025.pdf
https://www.ess-sims.co.uk/sites/default/files/2025-08/SIMS-Next-Gen-Secondaries-August-2025.pdf
https://www.ess-sims.co.uk/sites/default/files/2025-08/SIMS-Next-Gen-Secondaries-August-2025.pdf
https://www.ess-sims.co.uk/sites/default/files/2025-08/SIMS-Next-Gen-Secondaries-August-2025.pdf

Access Spring Census in SNG

* The Spring Census is available under

the burger menu at Statutory = =] WATERS EDGE PRIMARY SCHOOK
Processes | Statutory Returns. ot e P ——
» The Statutory Returns page displaysthe ~ Sttutor Retums

o Ccurrent and upEcormana netums

census applicable to your school region
and phase under Your current and
upcoming returns [1].

Sprng 20252026 CREdLE

* To access the selected census, click on
the corresponding census [1] button



Census SNG - Overview Page

« The Census details page summarises high-level information about the
state of the census return.
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Census SNG - Section Pages

 Within sections, data is organised under sub-sections. For example:

» the School characteristics section has three sub-sections: School identifiers, School
childcare and Pupil reconciliation and Classes.

* the Pupil characteristics section has three sub-sections: Pupils On-roll, Home addresses and
Pupils Oft-roll.

Pupil characteristics

Pigs b Sni-rall Harni ackdng e Pupils Ce-redl
B (G5 (s (LR oo (ol e ’ P i Chsia

» Each sub-section is shown in an overview, with Errors and Queries against that section

identified.



Census SNG - Errors & Queries

* Click the sub-section to view the errors and queries in
that sub-section.

* In SIMS Next Gen, error codes are displayed against
individual pupils to assist in easy resolution.

e In SIMS Next Gen, errors are coloured red.

* In SIMS Next Gen, queries are coloured orange.



Click the Error status [2a] filter button and select the "Pupils with errors" option from
the dropdown list to view only those pupils who have errors and queries.

Click the View all errors and queries [2b] button to display a list of all the errors and

queries associated with the section; errors are shown first, followed by queries.

Pupils On-roll

This table contains basic information about your on-roll pupils, used for identifying key characteristics. Language codes here are used to identify pupils with English as an

additional language which informs funding

Total number of On-roll pupils

1498
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Errors and queries relating to
a single pupil ("This pupil")
are listed at the top of the
section.

Those relating to a Group of
pupils are listed at the
bottom.

Selecting each error and
query in turn will show all the
pupils’ with this error / query,
with a link to their Pupil Profile.

Click the button in the
coloured cell to view errors
(coloured red) [2c] or queries
(coloured orange) [2d].

All errors and queries for
individual pupils can also be
viewed by selecting View
Errors [2e] in the cell adjacent
to their name.



 Additional information and guidance on resolution is displayed in the sidebar [3a]. This

shows the relevant DfE error codes, what the error means and how to resolve it.

 Currently, some errors cannot be resolved in SIMS Next Gen. Such errors will be identified

as only editable in SIMS7. Where errors can be resolved in SIMS Next Gen, a link is

available to the Pupil Profile [3b]. From here, you can navigate to the relevant tab and

resolve the data.

o~

Errors and queries @

Queries (1)
/M This pupil's age is out of the range for your School Type.

Error code: 168010

This pupil's age doesn't fit with
rneed to amend one of these

n the range vailable for your School Type, 5o you'l

To correct the pupil's age, please go to their profile and correct their Diate of Birth.

You can also amend your school's School Type by opening SIMS 7 and going to
Facus|5chool|School Details.

If thie pupil's age is cormect, please add a note to COLLECT when you submit your
Census,

Pupil Profile

e

Errors and queries @

Errors (1)

@) This pupi's Year Taught In is missing or not a valid entry. e

Error code: 2000

Valid entries for Year Taught In inc

i Mursery 1-2, Reception, Years 1-
14, M - Mixed year class or X - Mat

ude Earfy Years 1-2
onal curmiculum not followed,

Please note that Year Group X is only valid for pupds in special schools

Please go to the pupil profile and add in the Year Taught In or check that entry maps to
one of the above values.




 Return to the relevant census overview page from the section using the menu

at the top [4].

= [ew| Green Abbey School

oo @

M= Autumn census > Pupil charactesistics » l'll!!ilii]l\-'n”)

Pupils On-roll
This table containg basic information abaut yaur en-rall pupils, used for identifying key characteristics. Language codes here are used to identify pupils with English as an
additional language which inferms funding

* Click the Revalidate section [5] option in the ... menu to re-fetch and
revalidate the data for an individual section as you resolve errors and queries.

In this way, you see the ever-reducing list of errors and queries

......

School chanscerinion

Aestandarce relles

¥
g & B

i § & % % § § 2

EoE OE E B ¢




The notes field allows you to record helpful information about each section as
you work through it, resolving errors and queries and reviewing data.

* Click Add Note [6a].
A sidebar opens for that section. Click the + Add note button.
Two fields are shown. Title is a free-form entry field limited to 100 characters. It is
advisable to give your note a short but clear title. Note is a free-form entry field
limited to 1000 characters, allowing you to add more detail.

* Click the Save button to save your note or Cancel to discard the changes.
Further notes can be added by selecting the + Add note button.

* Notes are displayed in chronological order, with the most recent note displayed
in the Notes column.



School Characteristics section

« Continue to work through each sub-section in turn, checking the data and
resolving errors and queries. Where changes are made, and errors and
qgueries are resolved, revalidate the sections.

e This section has three sub-sections:

School characteristics

Pupil reconciliation and Classe
Errors (15) Queries (18)




Pupil Characteristics section

* This section has 3 sub-sections: On roll pupils, Off roll pupils and Home

<« [ 5 hitpsy/fwww homesims.oo.uk/statutory-returns/census-ovenview, T40/sections,/5044. a & 7 Gl 2
= | FOess (@D Security Soltions .. kmages  (ED SMS Architecture . BT Mydpps () AP Details - Micro.. [ ESSLinks ) Dastboards [T Monitoring [P Census ) Capita WSS [7) Resding Materials (36 SIMS Architecture -, ()] SIMS B Wiki Page | B Other faveurite
= [ws Green Abbey Demo 8 @ |- e
Statutory Retums fat Home » Statutory Returns > Autumn census » Pupll characteristies
Autumn 202572026 o
—— Pupil characteristics
Schaol chraciesstics Pupils On-roll 3 Home addresses 3 Pupils Off-roll y
Eevows [MOET) Crsiries &) Ervows {55) Cuseries (255 [Ervors () Cussrias M)

Pupd characterstics

Spedal oroumstances
Meals

High nieeds
Attendance related

Early yars

Under each sub section, the total number of errors and queries are displayed



Special Circumstances section

+ D

@ Homa 0 Swhkosy Retuen 0 Asums cress - Spacisl crosmrisscss

Special circumstances

Free school meal eligibility Service chikdren PLAA
[ — [y — —E—)

This section has 4 sub-sections:

Furding and Monitoring
Gevorn s i 8

» Free school meal eligibility
 Service children

na

Feme » Stubory Retums » Autume cerius 0 Special crurrdlances ¢ PLAA
« Post looked after arrangements o
Post Looked After Arrangements applies bo pupils wha, on census day, have left the state care system via adoption, various orders {specal guardian, residence ar child arangements) ar by maving out af England and Wale

aligible for the post Ioobsd sfer slement of pupil premium. Thoss with parerital responsibiity cin chooss 1o advise you Gn whathes the pupil qualifiss vis adaptson, crders or & change of home address,

[ ]

Funding and monitoring
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Meals Taken section

This section allows the school to record the meals taken on the census day

G Home > Statutory Returms » Autumn census » Meaks > School Lunch Taken

School Lunch Taken
Here you should record all pupils from the below categories, who were in attendance on Census day and who had a meal made available by the school for their lunch. = Pupils in reception, year 1 or year 2 - Pupils aged 4 to 6 not following the

national curriculum

o Not available
The sectian will spen for data entry on Census day, 02 Oct 2025



High Needs section

* This section has 2 sub-sections: Top Up funding and SEN
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Attendance section

This section has 4 sub-
sections:
e Boarder status

 Alternative provision
placement

 Suspension and exclusion

e Attendance

2 |» Groen Abbey Derme

Sutetory Retarm

A FRLONS

Attendance relsted

B Green Anbey Dema
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Ready for Review stage

Autumn cesaur

« Once all the data has R
been reVieWGd , a” errors ek dmbsiohinom e
resolved, data refreshed
and ready for review. o

o Autumn 2025-26 updstes

LFE guidance for Autumn Census 2025-26 has now been publshed and can be accessad on ther mebsne. We recommend you farmilanae yoursel! with the key changes

s for Autumn Census 2025-26 have now vpdated on NestGen 5o you can aseds all ermors and quenes and subiemt your cersus to COLLECT. Ch

* You can take a snapshot
of the data by moving
the status of the census
to “Ready for Review”. 3 °

« All data will be refreshed,
and further changes will
b e p reve nte d . This action will refresh all data and lock the census for review

Mark as ready to review

Mark as ready to review?




Reports

 Once the return has reached the review
stage, users can View summary report [1a]

* The report can be printed if required.

* Select the ... menu for each row and
click Export section [1b]. This will create
and automatically download the detail
report for that section as an Excel file

3 sa33 all errors and gueries and su

n prepare your data for the

Aty
it your census to COLLECT. Check your




Making changes
* If changes are required after review with the Headteacher or department
heads:

* Move the census back to draft status by clicking the Move back to draft
[1c] button (previous slide).

« Make the required changes in the relevant sections.
* Refresh and revalidate each amended section.

* Click the Mark as ready to review button to restore the census return to
ready for review status.



Authorise census

* Once the headteacher has approved the return
you can authorise the census

* Only census with a status of “Ready for Review”
stage can be authorised

* From the census return overview page, click the
Authorise census [1] button.

Authorise Autumn census

This confirms that the Headteacher has checked and approved this census. The census file

package will be exported automatically.
Authorise and export

£




Making post-authorisation changes

« Update the relevant data in the MIS.

« Change the census back to Draft status.

* Refresh relevant sections and review.

« Move through the Ready for review and Authorised stages again.

* A new version of the census Summary report and XML will be generated
with the latest set of changes.



® - ~

Tracking status
changes = | |= ==
| ) () Giwus | | e
e Itis possible to track status changes =) U e
in the census lifecycle. This serves as . =" ==
an audit trail, allowing users to view | - .
the status history for the return | > =
| TR Sanars
* From the census overview page, click 2o | e |
the Status history [1] button w =

- r




Upcoming new features

* Ability to view historic censuses

« Completed censuses will move
to the Historic returns section
after the end of the term

* You will be able to view the
data (read only) that was
submitted and access the
summary report and the XML
files too. Removes the need to
store local copies on hard
drives

Suaneory Srtrac

~ Statutory Returns

© Autuen 202526 updates
OFf guddance for Apturen Coniis




Next steps

* If you are set up with access you can run your Spring Census end to end in
SIMS Next Gen.

* You can still check and record the data through SIMS 7 and create and
authorise the census in SNG. The sync between SIMS 7 and SIMS Next
Gen will support working in both systems.

* If you haven't yet set up any users with access to SIMS Next Gen, please
raise a ticket via schoolsict@coventry.gov.uk and let us know the full name
and work email address of the users to be added.



mailto:schoolsict@coventry.gov.uk
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