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This webinar will cove

Background information to school workforce census

Initial preparation of SIMS to enable the production of SWC

Reviewing and editing the full range of staff data to support SWC

Producing the school workforce census

Consideration of validation errors




Requirements for Autumn 2023

Scope

Outline of

the Session

Reminders

Process

Detailed Reports

Summary Report

COLLECT




School Workforce Census —2023 Return
Key Dates

Census day 02/11/2023

Falls in half term week




School Workforce Census —
2023 Return

Extract from DfE School Workforce Census Guide 2023

3.2.1. Collection date falling on a school holiday

Where the return date falls on a school holiday, data suppliers should base their
snapshot data on the next working day, where practicable. For example, counts of
occasional teachers and of third party support staff should be based on the next working
day, curriculum data should be based on a typical week (see section 7.4, especially
7.4.2).

For those schools that access the department's on-line data collection facility (COLLECT)
directly, the blade (or census specific loading and validation platform within COLLECT)
for the school workforce census will be available from the Census day onwards on the
live site. For more information on COLLECT, see sections 5.




What this means for the 2023 Return

Head Count Data Running the Census
Monday 06/11/23 w.c. 06/11/23




School Workforce Census —2023 Return
Key Dates

Continuous Contracts
collected from
01/09/2022 to

02/11/2023

Absence collected
from 01/09/2022 to
31/08/2023




rence Date
SIMS 7: Routines | Stat

1 School Workforce Census Details

Census Date 02/11/2023 el School \Workforce Census Description  |Sietel Rl IR0 ENERe
Absence Start Date 01/05/2022 el Absence End Date 31/08/2023 el

: Continuous Contracts End Date 2/11/2023

Continuous Contracts Start Date  |01/09/2022 i

-,

% Calculste Al Details

Census Date The collection's reference date is

First Thursday of November ‘ 2 nd N Ove m be r




Collection period starts: 2nd November 2023

COI!eCtlon COLLECT opens for all Authorities 07.30am
Period \
Schools need to have Submitted their file in COLLECT by
17% November to allow LA time to check and Approve
A EY

SS=




Date of
Extraction




Changes since School
Workforce Census 2022




CHANGES

New category of School Business
Professional (SBP) for reporting
workforce data in SWC 2023

New SWC post of School Business
Profession (SBP) has been added

A further set of qualifications is
included in the subject code set for
use with SBP

New data item for membership of
the Senior Leadership Team has
been added and is collected for all
categories.




Staff Categories

DfE Guidance states -

Support staff based in the classroom for learning and pupil support must be assigned the
post of Teaching Assistant. Examples include Higher Level Teaching Assistants (HLTA),
Teaching Assistants (TA), special needs support staff, minority ethnic support staff and
bilingual assistants.

'Support Staff' are split into three categories. These are ‘School Business Professional’
‘Leadership - non Teacher' and 'Other Support Staff'. Schools and local authorities are not
expected to return the Qualification or Additional Payment modules for 'Other Support
Staff'.

‘School Business Professional’ refers to staff is expected to include staff with the roles of
‘Bursar’, ‘Business Manager’, ‘Finance Officer’, 'Office Manager’, ‘Premises Manager' or ‘ICT
Network Manager’

‘Leadership non-teacher' refers to any member of staff, not reported in a teaching post,
who is part of the school's Senior Leadership Team (SLT) or has other formal leadership
responsibilities. This includes, but is not limited to, staff with school business 53
responsibilities, for example, finance, operations, HR and other support staff formally

— recognised in leadership posts.




Which members of staff should be classified as
SBP (School Business Professions)?

The DfE validation 'rules' can be instructive for understand what the DfE has in mind

DfE validation errors 4589 and 4605 make is very clear that a teacher cannot be a SBP.

. Error 4589: Leaving Reason of 'No longer teaching but still in education’ or 'Left the teaching profession'is
invalid for School Business Professionals.

. Error 4605: Origin of 'First employment in teaching' is invalid for School Business Professionals.
DfE validation query 6560Q indicates that a SBP might well be a member of the SLT (Senior Leadership Team).

« Query 6560Q: The school has School Business Professionals, but none are on the SLT. Please check and
confirm this is correct.

DfE validation query 6570Q indicates that a SBP is likely to have one or more qualifications to report and these are
likely to be at level 3 and above, given that the qualifications added by the DfE for SBP are at levels 3to 7.

. Query 6570Q: No qualifications are recorded for staff with post of 'School Business Professional'. Please check
and confirm this is correct.




/SIMS will default the post to SBP where the existing post is one of

‘Leadership Non-Teacher' or ‘Other Support Staff’ and one of the
roles for that Post is ‘Bursar’, ‘Business Manager’, ‘'Finance Officer’,
'Office Manager’, ‘Premises Manager' or ‘ICT Network Manager'.

-

Schools will be able to manually edit the field but validation rules in
School Workforce Census will block the use of SBP Post with
Teaching Assistant or Teaching roles.

\_
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Example of the use of the SWC Post for a
workforce member's contract.

Undo

1 Contract Details 2 Pay Pattern

1 Contract Details

Service Term Employment Type Pemanent

Contract Start Date o Financizl Subgroup Administration,Finance

Superannuation ~|  Contract/Payroll Number PR352317

Increment Date M| Contracted In [0 Out [
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Destination and Leaving reason

be required for School

ness Professionals
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New qualifications are included in the subject code set for
__use with SBP

Z206 - Level 3 School Administration Foundation Certificate

Z207 - Level 3 Procurement & Supply Assistant

Z208 - Level 4 SBP Apprenticeship

Z209 - Level 4 Diploma SBM

Z210 - Level 4 Commercial procurement & supply

Z211 - CIPFA Certificate in Public Sector Asset Management for School Business
Z212 - Level 5 Diploma SBM

Z213 - Level 6 Chartered Manager Degree Apprenticeship

> Q@ - o a0 T o

—
.

Z214 - CIPFA Diploma in School Financial and Operational Leadership
J. Z215- Level 7 Senior Leaders Masters Degree Apprenticeship
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Save Undo = Print Suspense
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1 Emplayment Details
1 Employment Details
Teaching Staff
Teacher Category
Staff Code

Employment Dates Employment Stat  Leaving Date

01/09/1987

Start Date

MNotes

Contract

Service Agreement

Senior Leadership Team Start Date End Date
01/09/2000

Teacher Number
Qualified Teacher Status

ayroll No.

Cort Service Stat LA Start

01/09/1985

End Date

MNotes
Head Teacher

Previous Employer

Brookside Comm...

Mext
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Schools for
which Data
will need to
be submitted

in the School
Workforce
Census

* The 2023 school workforce census covers publicly funded English
schools and includes community, foundation, voluntary aided and
voluntary controlled schools as well as academies, including AP
academies (alternative provision academies) and free schools,
maintained nursery schools

* The following types of establishment must return the school
workforce census:

e primary schools

e secondary schools

* maintained nursery schools
* maintained special schools
* pupil referral units

* Academies (including free schools, studio schools, UTCs and
Alternative Provision academies).

* City Technology Colleges.



“The submission of the school workforce census
return, including a set of individual staff records,
IS a statutory requirement on schools and LAs by
virtue of regulations S12007/1264 and amendment
S12009/2266 made under sections 113 and 114 of

the Education Act 2005.”




Which Staft
are Included
INn the SWC?¢

» Full and part-time teachers, teaching assistants and
other support staff that are employed by schools
including PRUs.

» “Teacher” comprises:

» those teachers who are employed directly by a
school whether they have QTS (or QTLS or
EYTS) or not

» agency/service agreement teachers working
within a school in a post that would normally be
filled by a teacher employed by the school

» Note - if analysis of supply teachers is published in
future any teachers on a fixed term contract of less than
12 months duration will be regarded as supply teachers



Further details about staff for whom school workforce (individual) and school level (headcount)
data is required is given in the DfE Guidance.



Staff for
whom
School

Workforce
Level Data
is required

Teachers and Support Staff who work for schools,
including PRUs, if they are in regular service with
current contract or service agreement at Census
Reference Date

Staff who are no longer employed by the school/LA but
who were in regular service during the previous
academic year —

1 September 2022 to 31 August 2023

Staff are said to be in reqular service if they have
completed service of 28 days or more with the school,
or are expected to do so, before the end of their
contract or service agreement.




The following (if they are in regular service) are

examples of those for whom school workforce level
data should be returned:

Teachers employed by the T:fhcgslrjvﬁvgrhk;r\]i Etet;e
school, both with and Support staff employed

: : supplied by an agency or
without 8;55 EYTS or directly by the school LA 7 e L fs i e &

supply agency

Teachers on the School
Direct (salaried)
programme, the Overseas
Trained Teacher
Programme (OTTP) and the
Teach First programme

Staff on paid or unpaid
absence, whether long or
short term




School Workforce Level Data does not need to
be Returned for the Following:

Temporary staff with

service of less than 28 ‘ € tinl aricr hfthdut
days ang who afg et w contracts employed on
expected to complete ‘Ih i
service of 28 days or .
more

Trainee teachers on a
PGCE students on School-Centred Initial
teaching practice. Teacher Training

(SCITT) programme.

S



School Workforce Level Data does not needto ¢

be Returned for the Following:

Staff working in extended school
service provision, for example,
breakfast and after school clubs,
sure start and children’s centres.
Note that staff engaged in the
normal running of the school, such
as cleaners, should be included
regardless of when they work, for
example, before, after, or during the
normal school day

S

Staff employed by the LA that provide
support to schools, for example,
peripatetic music teachers, advisory
teachers, educational psychologists,
educational welfare officers
(information on these will be submitted
by the LA)




School Workforce Level Data does not need to
be Returned for the Following:

Teachejr.s only engaged in the one to v Governors and voluntary staff
one tuition programme "h

Staff for whom there is no-role

identifier code that equates to the

function they carry out, for example, Staff whose contracts finished prior
clerk to-governors, school crossing to 1 September 2022

patrol staff and school improvement

partners




If a member of staff
works at two
establishments, one
which is in scope for
the school workforce
census and one which

IS not, then information
should be returned for
their activity which falls
within scope of the
school workforce
census only

“*For example, a nursery
assistant might work at a
Sure Start centre and a
maintained nursery and
school workforce level
data would need to be
returned for the portion
of time they are working
in the maintained
nursery only




Staff for whom School Level
Data Is required

School level

- supply teachers that have a contract or are
(headcount)

employed under a service agreement, with a

rather than school for less than 28 days (occasional

Yeiglele]
workforce

teachers) and are in school on the Census
day

(IﬂleIdUCﬂ) - support staff not employed directly by the
level data is school or the LA (third party support staff),

. for example teaching assistants, contract
requwed for the cleaners, nurses employed by the PCT,

lelowing WO outsourced IT technicians and are in school
groups of staff: on the Census day




Flow diagram to assist schools in deciding which staff to include in the School Workforce Census

Is this person
a teacher? *

Are they directly empioyed by the Are they directly employed by the
schocol with a current contract for Yes school with a current contract for
28 days or more? 28 days or more”?

Are they employed via a
current service agreement (not
with the LA) for 28 days or
more?
R thaTe o il thet Were they employed by the school
via a service agreement for 28

cotr.zzsfgrr;cﬁ tgathe ;Céitl:at days or more in the penod 01/09/
= - 2021 to 31/08/20227

Were they employed by the school
via a contract or service
agreement (not with the LA) for 28
days or more in the period 01/09/

2021 to 31/08/2022 heck with LA or
ndividual level Individual level DfE whether to
data required data required include in
headcount

D¢ not include in
School Workforce
Census

Are they an occasional teacher
(employed for less than 28 days)
and in school on 03/11/20227

NOTE: Should you be in any doubt about
inclusion of staff in your school workforce
census, you must refer the matter to the
Inciude in headcount of School Workforce Local Authority (Data Team)

D¢ not include in

occasional teachers
Census




Legal duties under the General Data Protection Regulation: Data Security

(o N

Schools and local authorities have a (legal) duty under
the General Data Protection Regulation to ensure that
any personal data they process is handled and stored
securely. Further information on data security Is
available from the Information Commissioners Office.

N /
d 2
It is vital that all staff with access to personal data
understand the importance of protecting it, that they

are familiar with your security policy, and that they put
security procedures into practice.

- 4




Absences

Between the DfEs notional start and end of the previous Academic Year
(inclusive) 01/09/2022 and 31/08/2023 (inclusive)

1 School Workforce Census Details

Caleulate All Details
0241 1./2023 ) T A Sy Ly e - chool Wordorce Census 2D2_




Secondary

Schools - N.B. SIMS

Abse ﬂ Ce » Absence records created in Cover will

need intfervention by the Personnel Officer
to complete the absence record

» E.g. Reason and number of working days lost




A bse Nce - www.coventry.gov.uk/schoolsict
days losft
reminder

SIMS > Reporting

Staff Absence Report (RPTDEF)

Shows working
days lost



https://www.coventry.gov.uk/schoolsict
https://www.coventry.gov.uk/downloads/file/21619/staff_absence_report

Dates of Returned Information

Continuous Contracts

Between the DfEs notional start of the previous Academic Year and Census Day (inclusive)
Contracts between 01,/09/2022 and 02/11 /2023 (inclusive)

1 School Workforce Census Details

Caleulste Al Details

Census Date 02/11/2023 - School \workforce Census Description |SRi(sajslye Loy ETEPUY

Absence Start Date : Absence End Date 31/08/2023 :

Continuous Contracts Start Date : Continuous Contracts End Date 02/11/2023 :




Fileset

2505 This file is suitable for
authorising this return




Known lssues

» Issue:

» Working days lost for an absence between zero and half a day is being
reported as zero in the census return file, which triggers DfE validation error
4990 (SWC England)

» Validation error 4990: Where Last Day of a sickness absence is provided
then the number of Working Days Lost must be greater than zero.

» SIMS calculates workdays lost for an absence between zero and half a day as
zero. This was fine they were preventing working days lost of zero being
reported in the census, but now that it reports zero working days lost in the
census return, they must use another method for ensure that absence between
zero and half a day is not reported.

» Solution:

» Instead of relying on rounding down to exclude fractions of a day that must not
be reported in the census, they will provide a fix to directly exclude them from
being reported in the census.



» ESS expect to be able to provide this
consolidated database patch before the end of
this week (week beginning the 16th of October).

» We will release this to schools as soon as itis
received.

» It will update the server
» Machines are not affected and do not need to be on.

» Academy schools where IT manage your system, please make them
aware of this



Known lssues

» Issue:

» Database aspect of updating the list of staff leaver destination codes and
descriptions (SWC England)

» The DfE's final version of the contract leaver destination code and description
changes is in line with neither the DfE validation nor the lookup changes ESS made
in CDP (Consolidated Database Patch) 2 to 4.

» Solution:

» They will provide the lookup changes via CDP 5 and the DfE validation file
changes via Fileset 2506. The releases will be co-ordinated, and they
recommend that CDP 5 is applied shortly before Fileset 2506 is imported.

» Applying CDP 5 will bring the list of lookups for contract leaver destination in
line with the DfE's CBDS list.



Consolidated Database Patch 5

» Not yet available - as soon as possible after CDP

4 has
» We wi

neen made available

| release this to schools as soon as it is

received.

» It will update the server

» Machines are not affected and do not need to be on.

» Academy schools where IT manage your system, please make them
aware of this



Fileset ESS recommend import
of this fileset before
2506 finalising the School

(not yet available) Workforce Census 2023
return




Validation query 6260Q — A reminder

This query checks
whether a school has a
least one member of staff
with a qualification
subject of 'SEN - SENCO -
2201’

where schools have
checked and it is true
that no member of staff
has this qualification the
school just needs to add
a note on COLLECT




Permissions

Required
SIMS

To produce a school
workforce census
return, you need to be a
member of the
Personnel Officer and
Returns Manager group
in the System Manager
module



EXCLUDING
INFORMATION

Workforce members and all their details
can be excluded from the Census by
removing the tick from

Eligible for SWR in the Basic Details
panel of Focus | Person | Staff.

sws SIMS .net: Dinner Primary School

Focus Reports Routines Tools ‘Window Help

41 Back - = | ,— E’ D

o & | —l ')

u] Browse Next

Employee Details: Jane ABBOTT

(=) Print

1 Basic Detalls 2 Personal Information 3 Professional 4 Absences 5

1 Basic Details
Title
Legal Forename
Middle Name(s)
Legal Sumname ABBOTT
Preferred Forename Jane

Preferred Sumame ABBOTT

Eligible for SWhH

A hBL

6 Contact Information

Photograph

Sumame Preferred Forename Middle Name

7 Next of Kin -~ 8 Employment Details

TEMPEST
PHOTOGRAPHY
provide free images
for your computer
records as part of
their School & College
photography service
Press F1 for more info

Freephone 0800 3281041
werve.htempest.co.uk

Date of Change




EXCLUDING ONE CONTRACT

The other roles for the
role of “Do Not Include — excluded contract can
in Statutory Returns” be left in place and will
for the contract in the be excluded from this
Employment Details Census
panel of Focus |
Person | Staff

oo

GRO1 Grade 1 01/04/72010

GRO1 Grade 1 01/04/2007
01 0o 0422008

sws Edit Contract Role

Role

Role
Start Date

End Date

Suspensions Starts on Suspensions Ends on Reason




Reminder -
Secondary N.B.
Nelglelel e

» Where cover is used any supply staff will
automatically have a service agreement set
up in Personnel

COV@I’ » This record must be edited to comply with
SWC if it is for more than 28 days

» Service agreements of less than 28 days can
be omitted by selecting ‘Do not include in
Statutory Returns’




HESA

OPEN DATA DATA COLLECTION SUPPORT ABOUT

Support » Definitions and data standards » Subjects, disciplines, industries and occupations » JACS codes »
JACS 3.0: Detailed subject codes

JACS 3 .0: Detailed (four digit) subject codes

JACS 3.0 was introduced in 2012/13.

Downloadas a *.csv (M

A - Medicine and Dentistry

A100 Pre-clinical medicine Vaocational science of preventing, diagnosing, alleviating or curing disease in homo sapiens. Includes
such areas as Anatomy, Physiology, Pharmacy and Mutrition which can be specialisms in their own right.

A200 Pre-clinical dentistry Vocational science concerned with the diagnosis and treatment of damage, disease and disorder to the
teeth and gums of homo sapiens



https://www.hesa.ac.uk/support/documentation/jacs/jacs3-detailed

Subject

Code Q30
Q30
Q30
For a degree in English
Language can return TACS an

either: codes

Q300 English Studies s
(Subject Code) or

Q310 English Language o
(more detailed JACS

Code) 030

Q340

https://www.hesa.ac.uk/support/documentation/jacs/jacs3-detailed

English studies

English language

English literature

English iterature by
period

English literature by
author

English iterature by
fopic

English a5 a second
[anguage

English iterature
written as a second
lanquage

The study of the English language and literature originally written in English using the techniques of
literary analysis and interpretation. May involve studying the structure of the language, its history,
grammar and use.

The study of the history, grammar and use of English. Includes pronunciafion and articulation.

The study of literature originally written in English. Includes the use of techniques of iterary analysis and
Interpretation.

The study of English Literature written within a particular chronological period.

The study of the works of a particular author of English Literature.

The study of English Literature written descrining particular cultures, societies, skills, periods of history,
elc

The study of the structure and acquisition of English from the point of view of a non-native speaker
Includes pronunciation and arficulation.

The study of English Literature written by authors whose nafive language is not English.


https://www.hesa.ac.uk/support/documentation/jacs/jacs3-detailed

i= Detail Report ~

Workforce Member Basic Details

Workforce Member Area Details

Workforce Member Professional Details

Workforce Member Contract/Service Agreement Details

D eta i | Workforce Member Payment Details

Workforce Member Pay Details Comparison Report
Re po rtS Workforce Member Allowance Details

Workforce Member Curriculum Details

Workforce Member Qualification Details
Workforce Member Absence Details

Senior Leadership Team Member Details

Multiple Reports...




Some
Reminders




Pay Review Complete the Latest Pay Review Date field for all teaching staff

Absence For on-going absences leave end date blank

For on-going sickness absences leave working days lost blank

Ensure that no casual staff are included. Either remove the tick or if person has 2
contracts, the role for the casual one should show as ‘Do not include in statutory returns’

Notes must be added in COLLECT to unresolved queries

Carry out a Dry Run




Useful Documents

Documents can be found on the ICT Services for
Schools web pages — MIS then choose School

Workforce Census

9/>V>>‘3% Z
= ——

Microsoft office

M'.S SCVicE. About IT security Technical
% guldance and 9 in schools 9 uidance training guidance
training grcance g8
ICT Services for
i % Links

- 22:?:2:12 —> service desk —> Schools Service
s - Level Agreements o® DIG IT a I
SERVICES

FOR SCHOOLS AND ACADEMIES

www.coventry.gov.uk/schoolsict



http://www.coventry.gov.uk/schoolsict

SIMS management software

Academies

Assessment

Course Manager

Dinner Money

Document Centre

End of Academic Year

Exams

FMS

Help and advice and "Did you know...?" SIMS videos
= Capita One online

Online Payment Software

Personnel

School Census
= Guidance
= Preparing for the School Census

= Producing the School Census

+ Training - to book on a Coventry course, go to https://v1.bookwhen.com/coventryict.
+ Upgrades
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COLLECT Portal Familiarisation

MY DATA COLLECTIONS

DRata Collection User Role Organisation Status Due Date Rays Due
alsi dalBegort 009-2010 Source -vsood Live 16/07/2010 00:00:00 -824
polworkforceCensus 2012 Source School Lve 09/12/2012 00:00:00 53

~ | Select Oata Colecton ., |
News

Welcome to Familiarisation COLLECT (Collections On-Line for Learning, Education, Children, and Teachers).

COLLECT is the DfE Centralised Data Collection and Management System for Education.

Last Updated : 13/09/2012 09:51:00

ersion: 5.0.0.0
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Contacts

HR -
Schools
HR Team

Data Team —

e Rayna Begum
024 7697 2076

ICT Services — Service Desk

7678 6620
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Questions







