Online Recording of School Closures User Instructions

Log in to the School Closures System

1. Take the link https://apps2.staffordshire.gov.uk/SLN/SchoolClosures/Admin/Login  
NOTE: Schools and academies now use the same login page.  
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Fig 1.  shows the Log In screen.

2. Enter the User Name and Password for your school closures account.  Click the ‘Log In’ button.

3. If you have logged on successfully the School Closures Administration page appears on the screen.  Note that your school name, school type and school district will appear on screen along with any current or future closure records for your school (see Fig 2. Below – showing TEST DATA ONLY).
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Fig 2. shows a data grid with one school closure record for St Peter’s First School (this is TEST DATA only).

4. The data grid (see Fig 2. above) displays only current or future closure records for the school.  Closure records with an end date prior to today’s date will not appear in the data grid unless the ‘Show expired closures only’ check box is ticked, after which only expired closures are shown (un-check the box to return to the original setting).  

Enter a school closure record

5. To enter a school closure record complete all of the details indicated in Fig 3 below.  
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Fig.3 shows where to enter the information for a new school closure record.

6. Enter the closure Start Date and Finish Date – each date must be in ‘dd/mm/yyyy’ format otherwise an error message will show when you try to save the closure record.

7. Select a Closure Reason from the drop down list.

8. You must enter a description or enter extra information about the closure in the Description/Information box (maximum 1000 characters, please keep this as brief as possible).

9. After completing the record information and clicking on the ‘Save New’ button the data grid will refresh to show the new school closure record. 

NOTES: 

If your school is to be closed for one day then the start date and the end date will be the same.  For example, a one day closure on the 15th November 2013 will have a start date and end date of the 15th November 2013.

If your school is closed for a ‘Weather related’ reason, the closure period may only be for 24 hours.  If your school remains closed for two or more consecutive days because of weather related reasons you must enter a new closure record for each day.

You may not enter closures with past dates.

Edit a school closure record

10. If you wish to Edit the information in a school closure record click the ‘Edit’ icon next to the record you want to change.  The record information will appear in the Start Date, Finish Date, Closure Reason and Description/Information boxes.  
Make the changes in the relevant text boxes.  To abandon the edit procedure, click the ‘Cancel Edit’ button, otherwise click on the ‘Save Edit’ button and the data grid will be refreshed to show the changes you have made.  
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Fig 4 .shows the screen in ‘Edit’ mode.  In this example the Description/Information text is in the process of being changed.

Delete a school closure record

11. To delete a school closure record, click on the ‘Delete’ icon next to the record in the data grid.  The record information will appear in the Start Date, Finish Date, Closure Reason and Description/Information boxes.  To abandon the delete procedure click on the ‘Cancel Delete’ button.  If you wish to continue to delete the record click on the ‘Delete’ button.
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Fig 5. Shows how to delete a record (expired or current records can be deleted).

Expired closures

12. To view the expired closures for your establishment click the checkbox ‘Show expired closures only’.  You may delete any of the past records or you may ‘recycle’ these old records by editing them with current or future closure information.

Help - problems with user name and passwords

Please contact the Learning Technologies Service Desk at financeservices@entrust-ed.co.uk or telephone 0300 111 8030.
Expired closures check box.





To add a new  record enter the  Start Date, Finish Date, select a Closure Reason and enter the Description/Information, then click the ‘Save New’ button.





Make the changes then click on the ‘Save Edit’ button.





Click the Edit icon next to the record you want to edit.





Update link





When the record details appear in the details section, delete the record by clicking on the ‘Delete’ button.





Click on the red button against the record you want to delete.








