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Spring School Census - January 2026
Guidance notes for all schools

Key Dates

Census Date: Thursday 15 January 2026
Census Deadline: Thursday 22" January 2026

Please note these are Staffordshire collection dates, to ensure all schools have adequate time
to check and confirm data with the local authority. You may see alternative deadline dates on
the DfE website. However, please support the Schools Data Team by meeting the Staffordshire
deadline dates.

What is important in this Census?

These notes have been produced for Staffordshire schools using SIMS. If you
use any other Management Information System (MIS), please use in
conjunction with your own supplier notes and contact them for further
assistance, if required.

You can also use the DfE supporting guidance via

2025-t0-2026

7
WHAT TIME TO RUN YOUR CENSUS

Details are required of all classes running at a selected time on spring census day. The
selected period is based on the last digit of a schools’ DfE establishment number as follows:

0,1o0r5 the selected time is one hour before the end of morning school
2,30r6 the selected time is one hour after the start of afternoon school
4,7,8o0r9 the selected time is one hour after the start of morning school

See the Class Information pages on the DfE website for more information

\. J

DELETED DATA ITEMS FOR 2025/2026

Information about traineeships will be discontinued from Autumn 2025.

o N
CHANGES TO EXISTING DATA ITEMS FOR 2025/2026

Learner Funding and Monitoring

Data item N0O0763 (Learner Funding and Monitoring (FAM) Type) - the linking code set CS
130 has been created to record English and maths minimum hours.

Data item NO0764 (Learner Funding and Monitoring (FAM) TypeCode) - the linking code set
CS117 has been updated to record English and maths minimum hours.

Expanded hours (N0O0787) has been amended to allow up to 30 hours to be claimed, following
the policy change from September 2025.
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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-2021-to-2022#class-information

PLEASE READ BEFORE COMPLETING YOUR RETURN

You need to ensure that you have latest SIMS Version installed (to check the version
of SIMS installed, open SIMS then select Help/About SIMS). You also need the latest
SIMS Fileset (to check the version number, go to Routines | Statutory Returns |
School Census).

Alternatively, for any other MIS provider, please ensure you have the latest version
installed, you have the latest supplier notes available and their contact information for
help, if needed.

Ensure that any pupils who have left your school before Census Day have been taken
off roll.

If a pupil is admitted into your school before or on Census Day, then please ensure that
you contact their previous school and obtain their details (in particular, their UPN). As
per DfE guidance, temporary UPNs should not be used in the school census.

It is important to ensure you have recorded to the correct enrolment status. Students
should only be counted on one school’s Census return unless they are dual registered.
If a pupil is on a ‘Managed Move’, they should have the appropriate dual registration
code recorded. It is essential that if you do have dual registered pupils you liaise with
the other school to agree who is recording which enrolment status, if these are not
matching it will cause a duplicate on your school’s submission which will prevent
authorisation of your census.

It is advised to try a dry run of your Census before the Census date. You can work with
your supplier / IT support to arrange this.

Please submit your Census return confirmation sheet - this is included in the back
of this booklet. Without this we are unable to approve your Census for submission to
the DfE. It can also be found on the Staffordshire Learning Net .
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https://www.staffordshire.gov.uk/secure/Schools/SLN-Homepage.aspx
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School Census Flow Chart

Stage 1 - Setting up your Return.
e Ensure you have the latest SIMS File set (or your MIS equivalent). The term

should be Spring 2026.
e The Census date should read 15/01/2026.

¥

e Remember to produce a detailed report to check your data.

pu

Stage 3 - Amending pupil Data.
e Go to ‘Focus | Pupil | Pupil Details’ or click on the Pupil Details Icon.

-

Stage 4 - Producing a Census Summary Report
e To view this, click onto the ‘Summary’ button.

Stage 2 - Validating your Census Return
e Click ‘Create and Validate’. Please note errors will not be accepted.

p

4 N
Stage 5 - Authorising the Census File
e Click *Authorise’, you will see a warning sign appear stating the return cannot be

edited once authorised, if you wish to continue click ‘Yes'.
e A Headteacher authorisation screen will appear, and you need to confirm that the
Headteacher is satisfied with the return.

¥

Stage 6 - Uploading Census file to Collect.

8 2

Stage 7 - Complete Confirmation Sheet.
e Forward signed confirmation sheet to schools.capitadatateam@staffordshire.gov.uk
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Stage 1: Setting up your Return

To begin the School Census return, go to Routines | Statutory Returns | School Census
on SIMS.

The Term should be *Spring 2026, and the Census Folder should show (f) or
(s):\SIMS\Star\ASCOut (or the network drive where SIMS sits).

Security message for Reports - The message here is what will appear at the top of any Detail
Reports that you print out. This can be edited if you wish.

l* Census Return for Spring 2026 Term [Fileset ID: 3200 (SIMS.net)]

D Mew H Search Open Delete Mext Previous Copy

Term |Spring 2026 v| Census Folder |C:"-.S|MS'-.C ENSUS Retums

Secunty message for Reports
This report contains sensitive information.

Default Message

Description File Name Census Date  Date Created  Validated Authorised Date

If you are starting a new return, click [ New

If you have already set up a return that you wish to go back to, just click B Seach  and then
double click the appropriate return.

Once started, remember to ["|5ave the return on a regular basis!

Census Details

1 Census Details

Census Date 15/01/2026
Description ‘Schoa\ Census Spring 2026 |

Attendance collected from Aftendance collected to
Exclusions collected from Exclusions collected to
AP Placements collected from AP Placements collected to
FAM collected from FAM collected to
Learner Support collected from Learner Support collected to
“FSM collected from FSM collected to

“Only collected for on roll pupils not leavers

2 Selected Period on Census Day
% Calculate All Details

Reference Date [ =]
15/01/2026 | 2 Selected Pesiod
The census will assume that students below
this YTI are taught in registration group Peried Name Include Alternative Curriculum vl

e
classes begin

The Census Date should be 15/01/2026. If the required Reference Date is different to that
displayed (e.g. because the school is closed on census day due to severe weather conditions),
enter an alternative date or select a date from the Calendar.

Take note of the Description. It will automatically show School Census Spring 2026. If you
are doing a second version of the Census, you will need to amend the description to reflect this
(e.g. School Census Spring 2026 version 2). All other fields here will be picked up automatically
and cannot be changed.
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Please note: Section 2: ‘The Selected Period on Census Day’ is specific only to schools who use
the Nova-T timetabling software i.e. Secondary Schools.

The |% CacuaeslDetsls | button now appears in this first panel.

Important Note: Clicking the Calculate All Details button overwrites any edited data in
every panel with the original data saved in SIMS. Do not use this button if you wish to keep
any changes you have made.

Clicking Calculate All Details will bring up a warning - click Yes to this to generate the rest
of the return.

Remember that you only need to click ‘Calculate All Details’ ONCE. Clicking it a
second time will wipe out any information you have entered manually and reset the
entire form. There are individual ‘Recalculate’ buttons in each section should you
need them.

School Information

Most of the information here should already be completed.

Please note that the e-mail address should be
e accessible by the Headteacher
¢ NOT a personal e-mail address such as john.smith@hotmail.com (the DfE
recommend using the headteacher@ account)

To change any of the information on this screen, click on the [ School Detail ] button.

Establishment Unique Reference Number (URN)

The School Information panel displays details that have previously been recorded on the
School Details page in SIMS (Focus | School | School Details). The information
displayed may vary depending on your school and the details entered, e.g. Academy
specific information. The details displayed are read-only but can be amended, if necessary,
via the School Detail button.

2 School Information
School Name |WATERS EDGE PRIMARY SCHOOL |
LA Establishment Number
School E-mail Address |schoo|@we.com |
School Phase [Ps | [Primary |
School Type |Infant and Junior School 5-11 |
Governance Intake Type
Lowest MC Year Highest NC Year l:l

1. If any details are missing or incorrect, click the School Detail button to display the
School Details dialog, where information applicable to your school is displayed.
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School Details - WATERS EDGE PRIMARY SCHOOL .
7 NOTE: The Establishment
Establishment 2 Address 3 Contact Details 4 Sites 5Documents 6 Childcare 7 Support Unit Details Number and the School Phase
Py laters Edgg| @ ~ cannot be edited. If the
" 25 Corrl B ©| information displayed is incorrect,
Esiabishent unbe please contact your Management
Unigue Reference Number .
. Information System support
School Type [nfant and Jurior Schaol 5-11 - Prl I team, e_g_ MIS Advisory Team_
School Governance Communi ity “ & 0
e e tary Scho
Frevious School Name [ 777] DateNameChanged [ ]
Frevious URN Number [ ] DsteNumberChanged | ]
Boarding Pupils [0 Mursery Class =] Special Class or Unit ]

School Time 1

2. Add or amend the school details, selecting from the drop-down lists where applicable.
Ensure that the establishment's six-digit Unique Reference Number (URN) is entered.
The number is available via the summary screen on the Get Information About Schools
website (https://get-information-schools.service.gov.uk/).

3. Please remember for the data item School Time, this is the total compulsory time
pupils spend in schools in a typical 5-day week.

4. Click the Save button then click the OK button to return to the Census Return Details
page, where some of the updated details are displayed.

Early Years (Applicable to Nursery, Infant, First, Primary and All-through
Schools)

Maintained schools: Remember this is only if there is a nursery child at your setting,
that has an EHCP

Please ensure that you are only recording pupils on SIMS or other management system (and
therefore your Census return) if they are attending an LA designated nursery class OR have
an EHCP. You should not record any pupils solely attending a private setting on school
grounds. If you are in any doubt about which pupils to record on your return, please email the
Schools Data Team at schools.capitadatateam@staffordshire.gov.uk.

For the Census, schools need to record (to the nearest half hour) both the hours a child
actually attends the school for education purposes, and the number of hours funded by the LA
(up to 15 hours for 2 and 3 year olds, up to 25 hours for 4 year olds). Please remember to
also record whether a pupil is full or part-time.

rEARLY YEARS - ACADEMIES ONLY

Following the changes in the Autumn 2025 School Census:

ALL EARLY YEAR'’S PUPILS attending early years provision run
by an academy, on academy premises MUST BE recorded as
registered pupils of the school and must be recorded on the

LSCHOOL CENSUS.
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To access the Hours information, click Edit. Click OK to the message displayed in the example
below

30 Hour Code values have been brought forward from
previous census.

Please review, edit and save.

oK

You can alter the pupils you wish to view here - the most useful filter is Year Taught In
(YTI).

Update Early Years

Save Undo

Census Pupils View
Term |Spring 2026 V| Update Hours

<

Age at YTl Al Al Stat Al
31/12/2025 e | V| Res el

Pupils
Expanded Hours are collected for pupils aged 9 months to 2 at 31/12/2025 if they have an Eligibility Code.
Extended Hours are collected for pupils aged 3 & 4 at 31/12/2025 if they have an Eligibility Code.

Disabili p—— Extended |Expanded
Name DateofBirth |AdNo. (YTI |Res (33730005 [hoting:  |Hom® éﬁ?sw ity Funded E:Eg::d
4
Bridges, Stephen 26/12/2021 002134 (N2 |PM 4 15| 15
Caldwell Ley 04/01/2022 002088 (N2 |AM 3
Cheadle, Lauren 26/02/2022 002135 (N2 |PM 3
Christian,Laura 08/08/2021 002091 (M2 |AM 4
Cracknell Luke 15/01/2022 002136 (N2 |PM 3
Diean,Rosanna 20005/2022 002137 (N2 PM 3
Franklinson, Alexis 14/05/2022 002138 (N2 |PM 3
Franklinson, Tyreece 14/05/2022 002135 |N2 |PM 3
Fucilla,Mario 06/12/2021 002105 (N2 |AM 4

If your school has any N2 pupils with an EHCP, additional panels will display.
Please remember to Save any changes.

To bulk update the record of every pupil on this screen, right-click over the header of the column
you wish to edit and choose Select All. You can then enter the Hours in the column for any
child, and all pupils will change to this value.

When the hours are complete for all pupils click Save then OK to close the window to return to
the Census.

How to record the hours for a pupil attending more than one school - Example

A 3-year-old pupil attends two different schools, spending 12 hours a week in a classroom
situation (i.e. 'Education hours’) at school A and 8 hours a week in a classroom situation at
school B. The Local Authority (and the DfE) will only fund this pupil for 15 hours in total.
Because the pupil spends more time at School A, they will record the pupil as Dual Registered
- Main.

School B will have the pupil recorded as Dual Registered — Subsidiary.

School A will receive funding for all 12 hours, so would record 12 in both columns.

School B would only be funded for the remaining 3 hours available, so they would put 8 in Hours
at Setting, but only 3 in Funded Hours.
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The above example would require liaison between schools (and the parents of the pupil) - the
Headteachers may agree to have 7.5 hours each and so would need to record that accordingly.
Pupils will only ever be funded for 15 hours in total in a nursery class and 25 hours in total in a
reception class.

Class Type (Applicable to Nursery, Infant, First, Primary and All-through
Schools)

You will need to enter data for pupils. Click the Edit button. Click OK to the message to open
a new window as shown below.

Update Class Type

E Save| 5 Undo

Census Pupils View
Term Spring 2026 ~ YTI Al ~ Reg |Al ~ Status Al ~
Pupils

Name Date of Birth | Sex AdNo. |YTI Reg Nursery Other I

|

Abbas, Latif 111172016 Male 001780 |4 4ES

Abrams, Paul 151272014 Male 001651 |6 BVC

Ackton, Simon 121272016 Male 001860 |4 451

Adesina, Kyra 23/03/2019 Female 001984 (2 2lB

To update records for all pupil/students, make sure YTI, Reg and Status are set to All.

To specify the class type for an individual pupil, click the associated Nursery or Other cell to
enter a tick. To change your selection, click in a different cell or click again in the current cell
to remove the tick.

If all or majority of pupils need to be assigned to the same class type, the following method
can be used to populate the Nursery and Other columns quickly:

Right-click the Other column header then select Check All.

Nursery children only: in the Pupils View panel, select Year N from the YTI drop-down
list. Nursery pupils only are displayed in the Pupils panel.

Right-click the Nursery header column then select Check All.
Remember to Save any changes before clicking OK to close the window.

If a message is displayed advising that some pupils have not been assigned a class type, click
the Yes button then ensure that a class type is allocated to all pupils before saving again.

Remember to Save any changes before clicking OK to close the window.
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Classes (All schools)

10Classes
Mumber of classes with unexplained excess
Class Name |Pupils(OnRell) |Pupils(Guest) |Teachers |PPA Teachers Support Staff | YTl Type KeyStage Activity lL__"'\; Recalculate
b 2GH 3 [i] 1 [i] 0 Year2 (Other  Key Stage 1 D New
2JB 25 0 1 0 0 |Year2 Other Key Stage 1
; Delet
B 3% 0 1) 0 |Year3 Other | Key Stage 2 X Delete
3ato 33 0 1 [I'IJ:E] 0 |Year3 Other Key Stage 2 Class Size
4ES 30 0 1 |(nia) 0 Yeard Other Key Stage 2 Exceptions
451 30 0 1 |(nfa) 0 |Yeard Other Key Stage 2
5EBB 3 0 1 |(nfa) 0 |Year5 Other Key Stage 2
50T 25 0 1 |(nfa) 0 |Year5 Other Key Stage 2
cru L] n 4 Iinl=ad N Waae o Mt W e Chmrm
Total 448 0 15 0 1

11 Pupil Reconciliation

On roll pupils in classes
e Total pupils

Must agree with

Pupils on roll

Part-time pupils not at school

Private study pupils

1L

Pupils at another school

Please note:

=) Recalculate

wipes out manual amendments to Classes information ONLY

J Mew

will allow you to add any class that hasn’t come through

7 Delet

X Delete will allow you to delete a class (e.g. a class not running at the selected time)
The Classes section should reflect the classes as taught at the selected time. Your Selected
Time is based on the last digit of your DfE number.

0,1o0rb5 the selected time is one hour before the end of morning school
2,30rb6 the selected time is one hour after the start of afternoon school
4,7,80r9 the selected time is one hour before the start of morning school

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 head teacher) schools should choose an hour / period that reflects a ‘normal’ class
situation that applies at the selected time each Thursday of the term.

Pupils (On Roll) - this is the number of pupils in the class at the selected time. This should
include any pupils usually in the class but absent on the census day. If a class is not running
at the selected time, you need to delete the class (highlight the class and click Delete on the
right) rather than entering 0 here.

Teachers — Number of teachers in class at the selected time - exclude those providing
support to individual pupils. If a teacher is on PPA time, you should not record them here. This
may result in a query, which can be ignored (please put a note on the confirmation sheet
returned to us (i.e. Class 5 — Teacher on PPA)).

Support Staff - Number of teaching assistants, SEN support etc, in the class at the selected
time. Again, do not include staff present in class to support an individual pupil.

Year Taught In - National Curriculum Year Group of the class. Note that the presence of one
or two individual pupils who have been held back or advanced a year does not qualify the class
as Mixed Year.
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Type — Only primary and all-through schools need to send this information. This
should be Nursery or Other.

Key Stage - Only primary and all-through schools need to send this information.
Nursery & Reception = Foundation, Year 1 & 2 = Key Stage 1, Year 3, 4, 5 & 6 = Key Stage 2.

Activities — Only primary and all-through schools need to send this information. This
should be the Activities that the classes are doing at your selected time.

Do not use the activities of ‘PE or Games’, *‘Music, Singing and Drama’ or *‘Watching TV or
listening to the radio’ for Reception or Key Stage 1 classes. These activities can often mean
two or more classes coming together, which will provide an inaccurate idea of class size. If one
of your Reception or Key Stage 1 classes is doing one of these activities at the given selected
time, please choose an alternative selected time when they are engaged in an academic
activity. If you choose an alternative selected time for an infant class, you should also apply
this selected time to all other classes.

Reception / Key Stage 1 Class Size Limit — If you have a Reception or Key Stage 1 class in
breach of the legal class size limit of 30 pupils, please specify the class and give the reason for
the breach on the confirmation sheet.

Exceptions accepted are:

a. children admitted outside the normal admissions round with statements of special
educational needs specifying a school

b. looked after children and previously looked after children admitted outside the normal
admissions round

c. children admitted, after initial allocation of places, because of a procedural error made by
the admission authority or local authority in the original application process

d. children admitted after an independent appeals panel upholds an appeal

e. children who move into the area outside the normal admissions round for whom there is no
other available school within reasonable distance (the local authority has to confirm that
the child qualifies under this category)

f. children of UK service personnel admitted outside the normal admissions round

g. children whose twin or sibling from a multiple birth is admitted otherwise than as an
excepted pupil

h. children with special educational needs who are normally taught in a special educational
needs unit attached to the school, or registered at a special school, who attend some
infant classes within the mainstream school

These children will remain an ‘excepted pupil’ for the time they are in an infant class or until
the class numbers fall back to the current infant class size limit.
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Childcare (All schools)

This section is a mandatory collection.

[ Childcare =
7 B & Recaloulate
Type OnSte Sgnposted  Opening Tme  Closing Tme Mo of Childcare Places  Provider Other Schools  Weeks Open
Before School Childcare Mo No
After School Childeare Yes No 17:45 20 School No
Holiday Childcare No No
Under Fives Chideare  Yes No 08:30 1800 0 School 8

To edit this section, you will need to click on the Edit button and then click on 6. Childcare

1 Establishment 2 Address 3 Contact Details 4 Sites 5 Documents tw

To edit this information, highlight the ‘Type’, then click on Open and fill in the relevant details

1 Establishment 2 Address 3 Contact Details 4 Sites 5 Documents 6 Childcare

6 Childcare
Type On Site Signposted  Opening Time  Closing Time Mo of Childcare Places  Provider Other Schools  Weeks Open  Motes (=4 Open
Before School Childcare Mo No
After School Childcane Tes No 1745 20 School No
Holiday Childcare Mo Mo
Under Fives Childcare Tes No 08:30 18:00 30 School 38
[ Update Childcare Details X
Childcare Details
Type |Ea¢nre School Childcare ‘
On Site No ~
Signposted |Nﬂ e ‘

OpeningTime [ |:[ ] thmm2stes)
ClosingTime [ |:[_| hhmm (24 bes)
No of Childcare I:l

Flaces

Provider |

T —
I —

Notes

Please remember to Save any changes.

The provision of or signposting to childcare together with the nature of the childcare provided

or signposted to is captured using the following eight data items:

» Childcare on site - records whether childcare is provided on the school premises

» Childcare off site — records whether childcare is undertaken off the school premises

« Childcare places - records the max. number of children the service can simultaneously
provide places for

« Childcare provider - records who provides the childcare service

« Childcare number of weeks open - records the number of weeks of childcare provided per
year

« Other schools - records whether the service is made available to children from other
schools

+ Opening time - records the time the service becomes available

+ Closing time - records the time the service ceases operation.
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PLEASE NOTE: Schools who do not provide on-site childcare and do not signpost off-site
provision must enter a No for onsite and No for signposting against each type of childcare

Pupil Reconciliation (All schools)

9 Student Reconciliation
On roll students in classes Ij Total students 1041
Part-time students not at school : Students on work experience 0 Must agree with
Private study students 23] Students 2t FE colleges | | S 1041
Students at another school Ij

If all your pupils are in class at the selected time, then you should not need to reconcile the
total. If you have classes which are not running at the selected time, then you will need to
account for those pupils in this section.

Once the Total Pupils agrees with the Pupils on Roll, continue to the next section.

Top-up Funding (All schools)

This data item indicates those pupils/students on roll on Census Day for which a school
receives top up funding from the local authority.

In mainstream schools it is only pupils/students in receipt of AEN funding that you
need to flag. Please note pupils/students with Medical AEN funding can be flagged in receipt
of top up funding as well.

To record a pupil/student who is entitled to top up funding click the Edit button and the
window below will open. This can also be done through: Tools | Statutory Returns Tools |
Update Top-Up Funding on SIMS.

Please note that if you record a pupil/student who does not have a EHCP Plan and is in receipt
of top up funding, the DfE will require a note of explanation to be added on COLLECT. This
could be that the pupil/student has SEN High Needs for example.

Update Students with Top-up Funding
[ update

rom (OB a0 You need to search for the

o | | oo | L I — pupil/student who is entitled to top up
= ] = F 7SR P ) Qs funding. Highlight the relevant

s P - pupil/student (a faint blue line will
e show).

You will need to Add the pupil/student
into the top up funding section below.
Click Update before you click OK.

Top-up Funding & add Remove
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Post Looked After Arrangements (All schools)

This data item will identify those children on roll on Census Day who were looked after
immediately before adoption, being placed on a special guardianship or residence order. It will
be up to those who have parental responsibility (adoptive parents, special guardians and carers
of former looked after children on residence orders) to decide if they wish schools to know
whether such children have been adopted, under a special guardianship order or a residence

order.

To enter a child as being adopted you will need to click the Edit button in this panel, or through
Tools | Statutory Returns Tools | Update Post Looked After Arrangements on SIMS.

You will then need to search for the adopted pupil. Ensure the term is set to Spring 2026.

Select the pupil in the top half of the window and click Add to put them in the bottom half of

the window.

You will also need to select the appropriate value under the PLAA status. You will also have
the option to tick to show you have seen evidence.

Click Update before you click OK.

Update

Term |Spring 2026 v |

Update Students Post Looked Afier Arrangements

Students On-Rell on Census Day

Soame [ ] e [
Surname Preferred Surname Forename

b Eridges Bridges Stephen
Dixeon Dixon Adam
Fellowes Fellowes Autumn
Robert Robert Melly

|

Same [ ] e [ ] m @]

Saschod ™ Q sesren
YT Reg Ever in Care
N2 P Yes
2 2GH Yes
3 aTo Yes
5 50T Yes

After running the census, a new detailed Post Looked After Arrangements Report will be

£= DetailReport -

On Roll Basic Details Report
Leavers Basic Details Report
Exclusicns Report

Attendance Report

Absentees Report

SEN Report

Address Details Report

Free School Meal Eligibility Report
Learner Support Report

Top-up Funding Report
Funding and Menitering Report

Post Looked After Arrangements Report

produced.
Census Return Details - Spring 2026 Term : School Census Spring 2026
Save Undo  4fCreste & Validate [E] Summary £ Authorise
1Census Details 2 Selected Period on Census Day 3 School Information
6 Post Looked After Amangements
2 Edit
Surname Preferred Surname | Forename
Cain Cain William
7 Funding and Monitoring
2 Edit
Repesting
MName YTI Post-16
Year
Astwick William | 13 ‘

Class Report
General Report
Alternative Provisicn Report

Permanent Exclusions without Final Review Report

Multiple Reports..,
v 1l

enty

=ng|
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Learner Funding and Monitoring (All schools)

All schools (except nursery) with appropriate year groups or age ranges need to send this

information in each census, for pupils who are either on roll on census day or became off roll
since the start of the academic year.

For the 2025 to 2026 academic year, it will identify pupils:

e in receipt of tutoring

e resitting or retaking up to one year of 16 to 19 funded provisions

There is no action required by schools where none of these attributes applies to the pupil.

The Learner Funding and Monitoring area can be found via the Tools menu. Select Tools |
Statutory Return Tools |Update Funding and Monitoring on SIMS.

= SIMS .net: Green Abbey School

~
»
EER e =y

10C/Re1H3 || 9y

Focus  Reports  Routines Window  SIMS NextGen
\E Back Forward Admissions
Lockups
Mr ABlacker
Home Page Other Schools
A 1611272025 Setups
Setup Message Opticns
Housekeeping
I ;
Academic Management
Mon, 15De...  Tug L .
— Maintain Medical Event
lzlf' Mon:4 Tul

Statutory Return Tools

13% | 1235 1335 | 12

Pupil Premium

30 2’3 Check for Update
140 System Diagnostics
30 Performance
1500 Examinations
Validate Membersh
30 | prim = ig Validate Memberships
1 600 e Club Cover
- Staff
ESS
1 7UU
= Customer Support Portal
SIMS Ideas Portal
].8UU SIMS Satisfaction Survey

BREZ24DS @E

s,  Selected Academic Year 252026

Update Top-up Funding
Update Post Locked After Arrangements

Update Funding and Menitoring

Update Pricr Attainment

Retrieve Authorised Census Return Files
School Workforce Census Settings
Recencile Post-16 Course & Exam Results

Reconcile Post-16 Course & Exam Entries

Whole Schoal

oo o

D b pen W

After running the census, a new detailed Funding and Monitoring Report will be produced.

You may highlight and copy and paste to excel if you would like to check through any of the

information.

= DetsilReport ~

On Roll Basic Details Report 8 Fundirl

Leavers Basic Details Repert
Exclusions Report

Attendance Report
Absentees Report

SEN Report

Address Detalls Report

School Dinner Taken Report

Free School Meal Eligibility Repert

Zngland 3

Top-up Funding Report

Funding and Monitoring Report

Early Vears Report
EYPPR Report
Post Locked After Arrangements Report

Class Report —
General Report

Alternative Provision Report

Census Return Details - Spring 2026 Term : School Census Spring 2026
Save Undo  &fCreate & Validate [F] Summary &> Authorise
1 Census Details 2 School Information 3 Childcare 4 Early Years 5 Cl
1 Post Looked After Arangements
& Edit
Surname Preferred Surname | Forename YTI
Humphrey Humphrey Emma 1
8 Funding and Monitoring
& Edit
Name YTl Tutoring
Ackton,Simen s | ¥

Permanent Exclusions without Final Review Report
Multiple Reports... ‘
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School Dinner Taken (schools with Reception, Year 1 and/or Year 2 classes)

You can choose to calculate from Attendance or Dinner Money if you wish or simply click Tick
All to tick every eligible pupil/student, then take the ticks out of those pupils who did not take
a meal by clicking in the appropriate cell (this will remove the tick).

58 School Dinner Taken
Reference Date |LETANIRPANES G All pupils including those eligible for FSM should be included below
N .

f Calculate From Attendance f Calculate From Dinner Money
Surname Forename YTl Reg Group  Enrol Status School Dinner Taken You WI” see the

» Abbas Avanni 1 04K Single Registration | tota |S of pu p||s
Adesina Kyra 2 2JB Single Registration . .
Aditya Safia 1 OAK Single Registration ta kl n g / nOt ta kl n g
Afflick Luke 1 0aK Single Registration
Ahmed Taraz 1 FINE Single Registration a SChOOI meal to
Amiel Tarzeel R FINE Single Registration enable you to
Arnold Rachel R ELM Single Registration
Bajek Timon 1 ASH Single Registration dou ble CheCk the
Baltimore Tessa-Lovise R FINE Single Registration coO rrect num ber of
Barber Serena 1 ASH Single Registration .
Barker Holly 1 ELM Single Registration pU pl |s are
Barnes Luke 2 2JB Single Registration Identlfled
Basir Zoya 1 FINE Single Registration )
Basudhara Farzh R ASH Single Registration

Totsl Tsken: [ 0] Total NotTaken:

WARNING: Clicking the Reset button removes all existing ticks from the School Dinner Taken
column.

Clicking the Calculate From Dinner Money button overwrites all existing data in the School
Dinner Taken panel.

Free School Meals (All schools)

Check your pupils who are eligible for FSM on Census Day against the latest list from the
Awards Team. Ensure these pupils have a Start Date in Pupil Details | Dietary | Eligible for
Free Meals on SIMS.

To minimise the impact of the rollout of universal credit and the introduction of a net-earned
income threshold to determine eligibility for free school meals, transitional arrangements have
been put in place to ensure that no pupil loses a meal as a result of these changes.

Transitional protections ensure that any pupil in receipt of free school meals on 31 March 2018
or after, should continue to receive free school meals until the end of the universal credit roll
out period, and then until their phase of education ends. This covers until at least March 2025
and applies even if their circumstances change, and they would no longer meet the eligibility
criteria.

Attendance (All schools)
For the Spring 2026 census, information should be included for pupils who were:

e aged 4 to 15 as of 31/08/2025 (where their date of birth falls between 01/09/2009 and
31/08/2021).
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e on the school roll for at least one session during the specified term

Attendance data is only required for non-boarder pupils (where pupil boarder indicator is equal
to *N’).

Collection periods
For the Spring 2026 collection, the school Census collects the attendance data from 01/08/2025
to 31/12/2025.

From Autumn 2024, schools must keep the attendance register electronically and use
the national attendance and absence codes.

IMPORTANT NOTE - If you have clicked the Calculate All Details button, the information
displayed in the Attendance panel is dependent on which of the following is applicable to your
school:

e Attendance/Lesson Monitor is in use, the attendance codes being used are DfE compliant
and they are either missing marks or no missing marks.

e Attendance/Lesson Monitor is in use and the attendance codes being used are DfE non-
compliant.

e Attendance/Lesson Monitor is not in use.

If you do not see either of these messages, please contact your MIS Advisory Team.

The data required for each pupil will be the combined number of possible attendance sessions
and the actual number of absences (by reason) for each attendance period.

Alternative Provision (AP) Placements (All Schools)

The DfE would like schools to record and submit data on alternative provision (AP) placements
that have been arranged for their pupils.

Schools that have not arranged any placements during the academic year do not need to
record and submit any information.

This will support national reforms which aim to deliver significantly improved outcomes for the
often vulnerable and disadvantaged children and young people who attend AP.

Alternative provision placements arranged by schools.

This should be completed by any school that has arranged a placement. For the purposes of
this data collection, AP is defined as follows.

AP is full-or part-time education arranged by:

e local authorities, either directly or working with schools, for pupils who, because of
permanent exclusion, illness or other reasons, would not otherwise receive suitable
education

e schools for pupils to improve their behaviour off-site, or during a suspension

Recorded via student record- Focus | Student | Student Details on SIMS
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School Arranged
Alternative Provision
Placements

Start Date End Date AP Setting APReason AP Attendance AP Sessions AP| || New

Collection Period o
Placements are returned ‘as at census day’. For the Spring 2026 o
census the collection period is for all open placements that ended _

between 02/10/2025 and the 14/01/2026 (inclusive). P

AP Sessions

AP Sefting

Motes

oK Cancel

Suspensions and Permanent Exclusions (All Schools)

For the purpose of this document, where ‘suspensions’ is written, it refers to the definition of
fixed-period exclusions as defined in s.51a of the Education Act 2002.

For the Spring 2026 collection the school census collects suspensions and exclusions for the
period between 21/04/2025 and 31/12/2025.

It is expected that only permanent exclusions upheld by the governing body or Independent
Review Panel (IRP) are recorded. This may mean that some exclusions are reported on two
consecutive census returns. This will not result in double counting in national statistics.

This data is collected for both on roll and off roll pupils.
Correct reporting of both suspensions and permanent exclusions within your School

Census are important for district, county and national data analysis and to inform
future commissioning requirements and focussed interventions. Where
schools/academies have incorrectly reported permanent exclusions, the Local
Authority share this information with the Chairs of your District Inclusion
Partnership and at our regular meeting with HMI.

SEN Information (All Schools)

Schools should not record EHC Plans without a signed plan and the involvement of our
SEN Assessments Team.

If you are changing the status of a pupil or adding a pupil who has never been on the SEN
register before, you will need to go to the pupil’s SEN record and click New to add a review in
Section 4: Reviews.
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e AdeEe SEN Reviw T = For School Census purposes, you only
Goneral need to enter the Start Date and the

Review Type [ Temiy ~| Review Status ~
Start Date and Time B [oss ] End Time s Status.

Venue ‘WATEF\S EDGE PRIMARY SCHOOL ‘

-~ [ G 1a Start Date - The date of the last review
, of the child. This will always be in the
Invited / Attended Name Role(s) A B l[*e‘w pa St .

Copy oA

SEN Status - The outcome stage of the
. pupil determined at the review - this
L e e I I - must be either N, K or E.

Outcome
SEN Stetus [k~ SEN Suppart | [Enanges o the outzome willaffect the pupif's cument SEN Status

Commnts Click OK once you have entered these
details. This will automatically update
the Status and Start Date in Section 3:
oc_Jc== Basic SEN details.

Needs are collected in the Summer Census and should be entered as a matter of course for
pupils on status K or E.

Dual Registration (All schools)

As there has been some confusion with the dual registration status of pupils recorded in the
past, the following is intended as clarification:

Please be aware that if you have a pupil who is dual registered then they should not be
recorded as single registration on your MIS. Where a pupil is dual registered there are two
types of Enrolment Status that must be recorded, in combination on the School Census. A dual
registered pupil will be included in the School Census return of both establishments, they must
be recorded with complimentary statuses, as follows:

Main dual registration by one establishment; and
Subsidiary dual registration by the other establishment.

Incorrect recording of registration status will create errors / queries and potential duplicates -
The Department of Education will not authorise your Census until these have been resolved. If
it is after the deadline, it could result in you receiving split funding.

Please note that the definition of main or subsidiary is NOT determined simply by the amount
of time spent at each school.

The two schools need to liaise to agree which is the ‘Main’ and which is the ‘Subsidiary’
base.

The Enrolment Status Single Registration must not be recorded for a dually registered
pupil.

Type Definition

Single Registration Pupil solely educated at this school. The school maintain the
student’s enrolment status as Single Registration

Main Dual Registration Pupil may be on a managed move. The original school
maintain the pupil’s enrolment status as Dual Registration -
Main

Subsidiary Dual Pupil may be on a managed move. The receiving school will
maintain the pupil’s enrolment status as Dual Registration -
Subsidiary
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Managed / Negotiated Transfers

A pupil may transfer to another school on a trial basis. In such a case, the original school
maintains the pupil’s registration. If the receiving school decide to accept the pupil on a
permanent basis, the registration transfers at that time. During the trial period, there is no
method of recording this situation in the receiving school. As the data collected during the census
is used for future funding purposes, the inability to credit the receiving school is perceived as a
disincentive to accept the pupil, often to the pupil’s detriment. The financial arrangements
between the schools are a matter for their mutual agreement, but it is important to be able to
identify pupils in this situation.

It is recommended that for the duration of any trial period:

e The original school maintains the pupil’s record with an enrolment status of ‘M’ (current
main - dual registration)

e The receiving school maintains the pupil’s record with an enrolment status of 'S’
(current subsidiary - dual registration)

Stage 2 - Validating Your Census

You are now ready to check the return for errors. Click Create & Validate. You will now get a
progress bar showing the validation process. If errors are found, they will appear in the bottom
half of your screen.

e Double clicking on an error will take you to the appropriate section or record.

e You can filter the validation to show just errors, just queries or by error code.

e Take note of the 'Type’ column - please note that failures (F) must be resolved before
returning the Census file to us. Queries (Q) simply require you to check that the data is
accurate.

e The =iRepot button opens the report in your Internet browser. This can be printed out or
exported to Excel by right-clicking anywhere onscreen and choosing ‘Export to Microsoft
Excel’.

Returns with errors will not be accepted. Please attempt to rectify all errors or queries before
submitting the return. If you are unable to do so, please address all queries when returning the
confirmation sheet to the LA, as in the example below:

Errors and Queries

Returns should not be uploaded with errors — if you have any outstanding errors and
queries on your census return, please remember to enter a note on your return when
you upload to COLLECT. Instructions for doing this are in the main guidance notes.
Any other information you want us to be awargypf can be entered below:

Error Code Explanation
DatALs covvect, there Were no uniduthorised
25506

- noe Lavtlat o Lo
BUSEWCESTOY TALS TEYMA

If you make amendments, you will need to Create & Validate again to remove the errors. You
can Create & Validate as many times as you like, but please remember that you should never
Calculate All Details on a return that has already been set up - this will wipe out any manual
amendments.
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Detail Reports
The Detail Reports are a useful way to check your data. Click Detail Report to access the reports.

Census Return Details - Spring 2026 Term - School Census Spring 2026
S Undo  «fCreate & Validate [E] Summary %2 Authorise | 8= DetsilReport ~
1Census Details 2 School Information 3 Childeare 4 Early Years 5 Cl On Roll Basic Details Report 8 Fundin
Leavers Basic Details Report
8 Funding and Monitoring Exclusions Report
& Edit Attendance Report
- Absentees Report (| .
Hame m Tutoring — You can now run multiple
ckton Simon B | v Adcress Details Report Detail Reports at once. Just
Schoel Dinner Taken Report -
select Multiple Reports...
Top-up Funding Repar: from the drop-down list, tick
Funding and Monitering Report .
. — which reports you want to
EYPRR Repor run and click Report.
Post Locked After Arrangements Repert —
9 School Dinner Taken Class Report
Reference Date [} All pupils including thes  General Report
Alternative Provision Report Caleuld
Permanent Exclusions without Final Review Repert
Surname Farename YTl Multiple Reports... ner Taken
} Abbas Avanni 1 UBK SingIe Hegistration
Adesina Kyra 2 2JB Single Re

Please note that these reports will show the data in your Census return NOT the data

currently on your SIMS (or MIS) system. If you have made amendments to data after

running these reports, you will need to Create & Validate (no need to ‘Calculate All
Details’ again) and re-run the report to pick up the change(s).

Stage 3: Amending your Pupil Data

If the validation routine or Detail Reports bring up any incorrect data, you will need to amend it. To
amend basic pupil level data, go to Focus | Pupil | Pupil Details on SIMS.

Pupil Details

Panel 2 Registration - Year Taught In

This reflects the year that a pupil is taught in, regardless of their age. If a pupil is taught out of year,
the Year Group field should reflect the correct year for their age, and the Year Taught In field
should reflect the year in which the pupil is taught. However, if a child’s expected year group is outside
the range of the school, the Year Group and Year Taught In can be the same.

Panel 2 Registration - Enrolment Status
The Enrolment Status will usually be Single Registration. If a pupil is dually registered, you will need
to select either Main-Dual Registration or Subsidiary-Dual Registration.

If a pupil is on a Managed Move, the school they are moving from should record Main-Dual
Registration, and the school they are moving to should record Subsidiary—Dual Registration. When
the move is complete, the pupil should be Single Registration at the new school.
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Panel 3 Addresses - Home Address:

EMdrﬁm

Street
District
County
Courtbry

Mote

Stan date

Apartment

Houze Na,

Current Home Address Details (Mot validated)

I] | House Name

E |

|EHunham Road

|M-:-ggamangar | Town / City |Bedford

| | Post Code M4 3RP

Unized Kingdom - Address type Home: -
27/03/2016 | End date ' =8|

History

% Delete
[5] Meve House
B validate

Every pupil must have something recorded in the following: -

= At least one of House name or House Number

= At least one of District, Town/City or Country

= Most addresses will also have a Street. However, if there is no street in the address (e.g. a
farm) it is acceptable to leave this field blank - farm names should be recorded in House

Name, NOT Apartment.

Please note that if a pupil has something recorded in the Apartment field, they must also have

something recorded in House Name or House Number.

Panel 6 Dietary - Eligible for Free School Meals (FSM)

6 Dietary

Meal Patterns

Eligible for Free Meals

Start Date End Date Mon Tue Wed Thu Fri E New
% Open
% Delete

Start Date End Date Country MNotes E New

01/09/2025 England % Open
% Delete

Check your pupils who are eligible for FSM on Census Day against the latest list from the Awards

Team. Ensure these pupils have a Start Date in the section within the Dietary Panel on a pupil’s

record.

Panel 8 Ethnic/Cultural

Proficiency in English

[White Ezstem Ecropean] | Ethnic Data Source Provided by the parert <
Foish ] Beligien <
Provided by the parert | English Addiional Language  [Yes <]
o] Traveller Status I |-

Bisn | Speaks vielsh [comot spesk wiekhatal |
Poish v
[United Kingdom &Y
Nationalty Passport Number  Passport Expiy date B New
Poland [ Open

H Delete
Date of Assessmert  Level [ New
05/09/2016 E-Fuent [} Open

32 Delete

Spring School Census 2026
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This is collected in the Census for all pupils. You will need to record the correct ethnicity for all pupils.
If you have not yet collected pupil’s ethnicity you can record Not Yet Obtained.

Panel 8 First Language

Each pupil must have a language recorded. A First Language other than English should be recorded
where a child was exposed to another language during early development and continues to be exposed
to this language in the home or in the community. If a pupil was exposed to both English and another
language during early development, the language other than English should be recorded (irrespective
of the child’s fluency in English). Please note that Home Language is not collected in the School
Census. There is a First Language Source which can be entered if you wish - this is not collected in
the Census.

Stage 4: Producing a Census Summary Report

Census Return Details - Spring 2026 Term : School Census Spring 2026

TO produce a summary C||Ck the Summary button Save Undo «fCreate &Validah{m Summary Ix\;?ﬁ\uthorise §E DetailReport ~
I .

The summary should now appear in your internet browser (the screen may open behind SIMS - it
should appear on the task bar at the bottom of the screen as School Census Spring 2026 School
Summary. If you click this, it should bring the summary to the front).

The summary should be printed out (File | Print) and checked thoroughly before Authorisation (stage
5).

If there is any data in the summary that is incorrect, you will need to go back and amend the
data and then Create & Validate the return again to bring through any changes.

If you are happy that the data on the printout is correct, please proceed to Stage 5 (Authorising
the Census File).

Stage 5: Authorising the Census File

Click |©Authoiise| to authorise the file.

ﬂ Head teac her authorisation

Authorisation provides an ¥ML Retum file for upload to pour L&/DIE.

Flease confim that the head teacher is satisfied that the Summary and Detail Reports

have been checked for accuracy and completeness.

A warning will appear stating that
] 1. Adiian Blacker, confim that the head teacher is satisfied that the Summary th e retu rn Ca n not be ed |ted O nce
and/or Detail Repoits have been checked and that the Retun file is ready for upload to the L&/DFE. . . . .
authorised and asking if you wish
to continue. Click Yes.

Additional text to be displaped on the authorisation report

You will then see a Headteacher
authorisation screen.

This requires you to tick the box confirming that the Headteacher is satisfied with the return.

Once the box is ticked and you have clicked Continue, SIMS will display all Detail Reports from the
Census return, meaning that several browser windows will open on screen.
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The final window to open will be the Authorisation Report. This should be reviewed to ensure accuracy.

You may wish to save the other reports for future reference, but we do not need copies of the Detail
Reports.

The name of the file that you will need to upload to COLLECT is listed on this authorisation report,
which is useful when you are browsing for the file later.

Stage 6: Uploading the Census File to Collect

To send the Census return:
The return is now complete and ready to send to the Schools Data Team using the COLLECT website.

Open a web browser, e.g. Internet Explorer. The COLLECT website is now part of the Secure Access
Website - https://services.signin.education.gov.uk.

i GOV.UK DIE Signin

EIREN This is anew service - your feedback will help us to improve it.

DfE Sign-in

DfE Sign-in is the new way to access your DfE online services
and has now replaced Secure Access.

Before you start
You'll need:

* An existing DfE Sign-in account. This will be the email address and
password you created when you first accessed DFE Sign-in,

Startnow >

» Services accessed using DfE Sign-in

Once you have logged into Secure Access, you will see a link to the COLLECT site.

My Services

A list of services you have access to is displayed below. To access a service,
please select the required link.

| Collect

At this point, you will need to click the Continue button to proceed into COLLECT.

If there is more than one Data Collection available (‘Live’), you will need to click
SchoolCensus 2026_Spring and then click Select Data Collection.

If you are unable to see SchoolCensus 2026_Spring, simply click Select Data Collection.

The status of your data return : |1o_oat
Errors Queries 0K Errors

This will take you to a screen similar to this. | ...
Click Upload Return from file T

o
o
Press this
o
o
o
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Click Browse and navigate to (f) or (s):\SIMS\STAR\ASCOut, or where SIMS sits on your
network drive. The filename will be in the format 860DfEN_SC1_860LL26_xxx.xml (where DfEN
is the DfE number of the school, and xxx is the version number).

Please note that the date on the file will be the date you last Created and Validated the
Census return, which may be different to the date it was Authorised.

If you are unable to see the file type extension, hover your mouse over the different file
names and a box like this should appear telling you the file type.

Twpe: XML Docurnent
Date Modified: 05/12/2008 09:14
Size: 256 KB

Double click the required file and then click Upload.

If you get an error at this point, please double check that you are uploading the correct
file (in the format 860DfEN_SC1_860LL26_xxx.xml), not the summary or any other files.

It may take a while for your file to upload, but you should be able to see it processing. When it has
finished processing, you will get a message to say your data return has been successfully loaded and
is queued for validation. Click OK.

Once your file has uploaded, it will be placed in a validation queue.

You should be able to see the status of
your file here.

bt b
chikdra, sehviebi aied Tamikiis

Soared P
| v para ]
Tieg s £ ymr dads rrius |

WL el | i il My DS R

] b b

T —
i
-
e

If the status of your file reads either Waiting for Validation or Validation in Progress, log out of
COLLECT for the moment. It may take a couple of hours for the validation to take place, so log back
in to COLLECT later to complete the submission.

If the status of your file reads Loaded & Validated, you can move straight on to the next stage.

If you are logging back in to COLLECT after waiting for validation to take place, Select
School Census 2026_SPRING and then click Select Data Collection.

If you are continuing from the above stage without logging out, you will be taken to the
correct screen automatically. This screen will show you the status of your return (as in the screenshot
above). If the status of your return reads Loaded & Validated, you are now able to continue.

We are now asking schools to add notepad entries to COLLECT themselves when there are
outstanding errors or queries on the return. You will see from the summary screen whether you
have errors or queries. If you have, click on Open Return. You will now be able to view your Census
return. Click on All Errors at the top of the screen to see your errors and queries.
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[ Blade Error Report — School Census 2026 Spring
Count 16

20700 | [Please check. pupils class type and year group incompatitie [AueriesomK Deatails | =
_Dluas.e check pupil's class type and year group inccm patible _"Jueuus._':lli _DEIauls :\“" |
Flease check: pupil's class type and year group Incompatible [AueriesoK _|Ueualls = |
Flease check: pupil's class type and year group Incompatitie [RueriesoK Jrjclau:. =
.r'u:as-_‘ check pupil's class type and year group inccmpatible I-}uu:rnt‘ilC'l-C Details x
_r‘lr-n-:e' check: pupil's class type and year group incompatibie _('_\llr-rlr"'._l'h( _[’;Icialls x I
[Please check pupll's class type and year group incompatitie [RueriesOK JD.-.!.1|I=. ~
II—‘Il:'..u: chadk. pupil's class bype and year grou incdmpalibie I\'JUEIIE::'UK Details x
Flease check pupil's class type and year group incompatitie Queriesck.  |Details = |
Flease check pupil's class by pe and year group incampabibie fLAueries=or |De|u|l5 3

To view more details about an error or query, click Details. Clicking on one of the data items that
appear to the right of the screen will then take you to the appropriate record.

The DfE recommend adding all notes at ‘Return-Level’ to avoid them being overwritten in the event
of a resubmission. To do this, click Return towards the top right of the screen and then click the
pencil icon under Return Level Notes. Click Add New Note and then type the error number you are
referring to and the note before clicking Create.

Errors OK Errors Return Level Notes

2

Click Add New Note and then type the error number you are referring to and the note before clicking
Create.

You should ensure there is a note for every error or query (you can enter them all in the same note
if you wish e.g. — 3 x 2020Q - Confirmed as Correct, 1 x 1780Q - Confirmed as Correct, 2 x 2502Q
- Pupils are dually registered and did not attend this establishment in Spring term). It is
imperative that your notes match the DfE list of acceptable notepad entries. This
aids in the authorisation of your submission. A list of these can be obtained from the DfE webpages
or via the Staffordshire Learning Net.

Click Submit Return... The status of your data return should now read either Awaiting
Submission, Submission in Progress or Submitted. If your status shows one of these, your file
is on its way to us - you can log out of COLLECT and close your web browser.

**x** Please remember to Submit the return rather than just uploading it,
as we cannot access the data until you click Submit ****
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Additional Information

Historical Editing

If you are editing pupil data on your MIS system after the Census date, the changes will not come
through automatically, as the Census routinely picks up data ‘as at’ the Census date. For the changes
to come through on the return, you will need to edit the pupil’s history.

These instructions use the example of changing a pupil’s First Language, but the history will also
need to be amended if you are making changes to certain other fields (Year Taught In, Ethnicity).

Open the pupil record (Focus | Pupil | Pupil Details on SIMS) and go to the required section (in
this case, Ethnic/Cultural). Make sure the data is entered in the correct field. Once you’ve filled in
the required data, click the History button in the bottom right corner of the panel.

Ethnic/Cultural
First Lanquace Beligion/Faith
First Language Source English Additional Lenguage
National Identity Speaks Welsh
Country of Birth Q
Nationslity and Passport 'y aanaity Passport Number  Passport Expiy date B New
Pakistan £ Open
% Delete
Proficiency in English Date of Assessment  Level B New
271272023 A- New to English (£ Open
 Delete
History

This will bring up a History Details screen. Double click in the orange box relating to the data

item you’ve just edited. In this example, you would double click in the orange box reading Panjabi,
to the right of First Language.

= History Details: - O

X

History
Effective Dale Range  |15/12/2025-31/08/2026 | &  Academic Year Scademic Year 20252026

Cursor Day Saturday Selected ltem Firt Language
Selested First
Curser Date 2570472026 ey Paniabi

[ Zoom G2 Details % Action...

— Sep |Oct |Mov |Déc [Jan |Feb [Mar |Apr |May |Jun [Jul |Aug
Ethnicity l4Asizn znd zny other|ethnic group W
Ethnic Data Source: l4Provided by the parent W
Religion [4Muslim H
Home Language l4Panjabi L

= »
First Language Source [4Provided by the pargnt H
English as an Additional Language [(Tes y

OK Cancel

This will bring up a further screen, showing only the data item you wish to edit. Please note if
you are looking for English in this list it is right at the bottom.
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=« First Language = ] X

Cultural Detzils

Effective Date Range  [15/12/2025 - 31/08/2026 Academic Year Academic Year 2025/2026
Curzor Day Selected Scheme Classification Pending
Curadas [ B

[ Mew EWDpen X Delete ]EZoom
Sep |Oct |Mov |Dec [Jan |Feb [Mar |Apr |[May [Jun |Jul |Aug

First Language

Polish

Panjabi (Pothwari)
Panjabi (Mirpuri)
Panjabi (Gurmulchi)
Panjabi (Any Other)

Panjabi [ M
Pzhani (Pakistan)
Pzhari/Himachali (Indiz)
Pashto/Pakhto
Pampangan

0K Cancel
= Add/Edit Date Range = O x
- Panjabi
Date Range
Start Date [12/01/2026 &)
End Date | | '—J
0K Cancel |

In order to change the date range, double click in the orange box. This will bring up the Add/Edit
Date Range - you need to ensure that the ‘Start Date’ is before the Census date with the end date
left blank. Recommendation is that the start date matches the pupil’s date of admission.

Click OK to all 3 open screens to take you back to the pupil record and remember to SAVE. The
Census should now pick up the changes. Don’t forget to Create & Validate again.

Completing Headteachers Confirmation Sheet

Please note we are unable to approve your Census without a signed copy of the Confirmation Sheet
for the Spring 2026 School Census.

The Confirmation Sheet can be found at the end of these guidance notes.

Important Contacts

Data Enquiries The Schools Data Team 01785 895600
schools.capitadatateam@staffordshire.gov.uk

SIMS Enquiries The MIS Advisory Team 0333 300 1900
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Additional notes available

Please find a list of Additional Notes on the Staffordshire Learning Net which include:

Alternative Provision Placements
Attendance recording

Carrying out a school census dry run
Checking your data and correcting errors
Childcare

Class Information

Copying and resubmitting a school census return
Dual registration

Early Years

Ethnicity Codes

Exclusions

Gender recording

Free School Meals

Language Codes

Learner funding and monitoring

Learner support codes

Recording class size exceptions
Temporary UPN's

Recording pupil / student names
Notepad Entries

The Staffordshire Learning Net can be accessed at: Staffordshire Learning Net
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Headteachers Confirmation Sheet
Spring 2026 School Census

Please return this sheet to the Schools Data Team by
Thursday 22"4 January 2026

Return methods:

Email to: schools.capitadatateam@staffordshire.gov.uk OR Upload to Perspective
Lite

Please complete the form below and ask the Headteacher to check the summary and sign
the declaration (there is no need to return the full summary).

DfE Number: School:

School Census contact name:

Headteacher’s declaration

Please note that you should thoroughly check the summary report from the School
Census return before signing this declaration.

Key items to check are:

e All notepads have been added to collect and are in the DfE format.

e All required COLLECT reports have been run, including duplicates and
actioned appropriately.

e No temporary UPNs should be on your return (these end with a letter and should
be replaced with a permanent UPN before submission).

e All enrolment status of pupils have been checked and are correct.

e Post Looked After Children checks have been completed and can confirm all have
been included.

e Free School Meals - You can confirm this data is up to date.

e All exclusion data has been entered according to the requirements from the DfE.

I certify that I have actioned they key items above and checked the census summary
report and all data in the Spring 2025 School Census is complete and accurate to the
best of my knowledge:

Signed: Date:
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