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Introducing the Spring School Census 2019

Introducing the Spring School Census 2019

This preparation guide has been produced to help identify the tasks that need to be carried
out for the Spring School Census 2019. It contains instructions for checking the data,
creating the return and uploading via AnyComms Plus. Please see page 78 for further
details of how to upload your Census. THIS IS THE ONLY DOCUMENT REQUIRED FOR
THIS CENSUS.

At the back of this book there is a page on frequently asked questions that may help
vou. Please read these before calling the Service Desk as it may contain the answer
you are looking for!

There are 14 areas for Primary, 11 areas for Junior, 7 areas for Nursery and between 7 &
9 areas for Special Schools (dependant on age ranges in the school) on the return and all
the data submitted comes from your SIMS data. Please check the Summary Carefully
to ensure the correct information is being submitted before uploading via AnyComms Plus.
The Head Teacher must sign to confirm that the data is correct. These instructions
can be started at any time; please do not leave it until the last minute! The completed file
should be uploaded on Thursday 17" January 2019. If you are unable to submit
your return on this day, please email the Data Collection & Business Information
Team (data.collection@hertfordshire.gov.uk) and ICT Services
(help@sd.hertsforlearning.co.uk) advising them that your return will be late and the
reason for this.

Please be aware you must issue a Privacy Notice (formerly known as a Fair Processing
Notice) to all Contacts with Parental Responsibility for students, in line with the Data
Protection Act 1998. For more information please see bit.ly/hertsdata

What Version of SIMS is Required?

In order to run the Spring School Census 2019 you will need to be on the SIMS Autumn
Release 7.184 or above. If you are unsure which version of SIMS you have installed,
open SIMS and select Help > About SIMS .net from the Menu Bar to display the
following:

Build 40

Version 7.784

CAPITA

Contains iTextSharp © 2008 Bruno Lowgie

If you are not on the correct version of SIMS then please contact the ICT Service Desk:

Telephone 01438 844777 option 1 and then option 1 again
E-mail help@sd.hertsforlearning.co.uk
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Changes to the Spring Census 2019 Return

Changes to the Spring Census 2019 Return

Removal of Alternative Provision Placement

Information relating to Alternative Provision Placements has been removed from the return
because the data is currently not required by the DfE

Early Years Pupil Premium

By the time the Early Years Pupil Premium (EYPP) data is collected the EYPP funding has
already been allocated to schools.

Therefore the previously named Early Years Pupil Premium Eligibility grid in the Early
Years panel has been renamed Early Years Pupil Premium Receipt and new Basis for
EYPP Eligibility values are now available for selection.

Similar changes have been made to the report
For more information please see page 32.
Report Changes
Changes to the School Census Detailed Reports include the following:
1 Proficiency in English information has been removed from the On-Roll Basic Details

report because the information is no longer required by the DfE.

1 The Absentees report is now based on pupils who have an absence rate of 10% or
above. Previously, the report was based on pupils who had missed 14 sessions.

1 The SEN status S (Statement) has been removed from the SEN detail report
header. This SEN status is no longer valid and therefore is not collected in the
return.

1 The EYPPE report has been renamed EYPPR (Early Years Pupil Premium
Receipt). The report now displays information applicable to pupils in receipt of Early
Years Pupil premium.

1 The AP Placements report has been removed from the return because Alternative
Provision Placement information is not required by the DfE.
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Preparing Pupil Level Information

Preparing Pupil Level Information

Before beginning this document, you must ensure that all your current pupils are entered
into SIMS and that as far as possible the information is current and accurate.

You should therefore ensure that:

il
1

= == =2 =2

New pupils have been added.

Any leavers have been recorded. Date of leaving should be the date they
last attended school e.g. if a pupil does not return to school at the beginning
of the Autumn Term their leaving date should be recorded as the last day of
the Summer term.

New part time pupils have a start date in the Part Time details panel located
under Hyperlink number 2 Registration on the student details screen.

Full time pupils have an end date in their Part Time details.
Any Duplicate or unwanted pupil records have been deleted.
Ethnicity & First Language has been recorded

Free School Meal Eligibility has been recorded for the current Academic
year.

Youth Support Services Agreement (YSSA) indicator (Special Schools
only).

The key to completing a successful Census return is ensuring that at all times your pupil
database contains the required data for each pupil. This data should be kept up to date
and accurate at all times. All Exclusions should be recorded as they occur and SEN
records should be kept up to date.

Age At Date

Attendance data for the Autumn Term will be included for pupils aged 4 and over but
less than 16 as of 31/08/2018.

First Language should be included for ALL pupils including Nursery Schools.

Hours for Early Years children should be included for all pupils who are aged 2, 3 or 4
(4 year olds will only be included if they are taught in Nursery) as of 31/08/2018.
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Selected Time of School Census Return (Primary Schools Only)

Important Dates For the Spring School Census 2019
The Census Return defaults to the Correct Dates and must not be changed.

Exclusions

Exclusion Information collected in this return is for the Summer Term 2018 and includes
Exclusion Type (Permanent, Fixed Term and Lunchtime), Exclusion Reason, Actual
Number of sessions excluded from and Exclusion Start Date during the period 02/04/2018
to 31/08/2018.

Attendance

The Attendance Data included in this return is for the Autumn Term 2018 and includes
Possible sessions, sessions missed due to Authorised Absence, sessions missed due to
Unauthorised Absence for pupils during the period from the start of the Autumn term to
31/12/2018.

FSM
Collected from 05/10/2018 to 17/01/20109.

Selected Time of School Census Return (Primary Schools
Only)

Details are required of all Classes running at a selected time on Thursday

17t January 2019. The selected time is the time of day for your classes, staffing and

activiti es and not the time of day your return has
basedonthelastdi git of the school 6s DfE establ i shme

0,1,0or5 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
4,7,80r9 the selected time is one hour after the start of morning school

If this selected time is not suitable to your school timetable, you should choose an
hour/period which reflects a normal class situation. Schools that at the selected time have
Assembly or Break should provide the Activity undertaken immediately prior to this.
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Searching For and Correcting Missing/Invalid data Using Bulk Update

Searching For and Correcting Missing/Invalid data Using Bulk
Update

Most errors generated when producing the Census return can be avoided by checking
your data for missing or invalid values. You can achieve this by using the Bulk Update
functionality available within SIMS. It allows you to search for missing or invalid data and
then update in bulk. Itis possible for example, to search for all pupils who do not have an
ethnicity recorded. From this group, you can highlight groups of pupils and assign the
same value to each group. This prevents the need for manually entering/changing values
for individual pupils. Care must be taken when using this routine as it is possible to
overwrite previous entries. You can use the default Effective Dates but you must ensure
the date is before 17t January 2019 or the changes will not be recorded for this return. If
you make changes after the Census Date you must change the effective dates to 16"
January 2019 or the beginning of term.

1. Select Routines > Pupil > Bulk Update to display the Bulk Update Student
page.

% Bulk update Student

H Search
Bulk Update
Student Population Update Data [tem
Group Type |First Language v| Data ltem |First Language v|
Group [<NONE> V]
Effective Date [28/11/2018 [ Effective Date [28/11/2018 B

The Group Type indicates the type of group you wish to work with whilst the Group allows
you to select the specific group of pupils to edit. For example, selecting a Group Type of
Year allows you to select a specific year from the Group Dropdown list, such as Year 6.
When searching for missing information the Group Type will usually be a field of data,

such as First Language and the Group will be a specific value, such as <NONE>.

It is also possible to use this functionality to review the data entered for all the pupils in the
school. This is achieved by selecting Year Group from the Group Type dropdown list and
<ANY> from the Group dropdown list and then selecting the required Data Item.

2.  Select the required Group Type and Group from the dropdown lists, e.g. First
Language and <NONE>.

3. Inthe Student Population panel, the Effective Date is the date on which the
member ship of the group is based and

4. Inthe Update Data Item panel, select the required Data Item from the
Dropdown list, e.g. First Language. The Effective Date in this panel is used to
determine the date when the change will become effective and defaults to
todayodos dat e.

5. Once all the required criteria have been selected, click the Search button to
display a list of pupils matching the chosen criteria. The following graphic shows
all the pupils who have no First Language recorded.

Doc Ref DMS091 © Herts for Learning 2019 Page 5
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Searching For and Correcting Missing/Invalid data Using Bulk Update

% Bulk update Student

Search [l Browse Links ~ @Help 9 Close

1 Members

Undo (S Print @ Help [ Unpin §2 Close

Hame Yest Group | Assigned Adangme Mar-Saho |  Afrikaans | Aksn/Twi-Fante | Albanian/Shaip frp  [EEEEEED

Bennison. Hugo 4 Unassigned
Henderson, Jack 4 Unassigned

NOTE: Use the horizontal and vertical scroll bars to view additional columns or rows as
required. To increase the number of columns visible on the page, right click on any
column heading and select Narrow Columns from the pop-up menu.

Many of the fields in SIMS can be Bulk updated. This can save time as you do not have to

save each pupil és record. (pbpulating, missing datansdos t

fill columns with the same data item and then edit the exceptions (depending for example,
on the ethnic range within your school).

6. To choose an ethnicity for all the pupils in the list, right-click on the heading of a
data entry column e.g. English (hover over the heading if you are unsure of the
full title) and select Check All from the pop-up menu. All the cells within that
column will be populated with ticks.

7.  Edit the exceptions by clicking in the required cell of a specific pupil to change
an individual value.

8. Once you have made all the required changes, click the Save button on the
toolbar to bulk update the records.

1 Members

1 Members

Amharic Anyi-Baule

ef

Name Year Group | Assigned Medanome MarGobe | Miriksens | AkanTwi-Fante | Albanian/Shaip Ay |Ambo/Oshivam

Bennison, Hugo 4 Unassigned ] [

Henderson, Jack 4 Unassigned Check All
UnCheck Al

It is also possible to bulk edit data for individual pupils as follows:

1. Hold down the Ctrl key and click the row of each required pupil to highlight
them. Release the Ctrl key, and then click in the required column to add a tick
to the selected pupils.

2. To enter values for sequentially listed pupils, single-click the first pupil, hold
down the Shift key, then single-click the last required pupil in the list
(alternatively, hold down the Shift key and press the Down Arrow key).
Release the Shift key then click in the required column to add a tick to the
selected pupils.

Note: Before you click save, check that you do want to make the changes. Itis too
easy here to wipe out data with one click of the mouse (and yes it has been done
before!).

The following table provides some examples of the searches that can be carried out to
identify missing data required for the School Census return. It is recommended that you
use the default dates as effective dates. If you change the dates to an earlier date, any
pupils who started later will not get updated. If you are updating after 17" January 2019
you will need to change the effective dates to 16" January 2019.
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Searching For and Correcting Missing/Invalid data Using Bulk Update

Group Type Group Data Item Comment

First Language <NONE> First Language Identifies pupils who do not
have a First Language

<INVALID> recorded. Can also be used

to change existing values as
required.

Ethnicity <NONE> Ethnicity Identifies pupils who do not
have an Ethnicity recorded.

SEN Status <ANY> SEN Status Used to check the status of
pupils on your SEN register.
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Run Reports

Run Reports

The following sections advise that you run the suggested reports and if your data is correct
move on to the next section. We have created a report called School Census Pre-check
Report for Nursery, Special and Primary Phase which when run will include the following 8
areas all included on the one report:

1 Population Analysis

1 Part Time Pupils

1 Blank Postcodes

Missing Ethnic Info

Eligible for FSM

In Care

Mi ssing UPN/ ULNGOGSs

SEN Information

= =4 =4 =4 =

Running the School Census Pre-check Report

To run the report go to Reports > Run Report. Expand the Focus folder and highlight
Student. Select the School Census Pre-check Report and then click the Run button.
Population Analysis i Pupils on Roll

This will confirm that the numbers of pupils per class and the total pupils on roll are
correct. If incorrect print class lists and check pupils.

Completed 5
Missing UPNs i Checking/Correcting UPNs

Ensure that all pupils have a UPN recorded and in the correct format. To enter or allocate
a UPN:

1. Select Focus > Pupil > Pupil Details.

2. Click Search.

3. Highlight the required pupil then click the Open button to select them.
4.  Click the Registration hyperlink to display the Registration panel.

o = 7 s Enter UPN
Year Group Year 3 ~  Year TaughtIn -
Enrolment Status Single Registration - 1 -
Admission Date [ U |DD1 041 ‘
Former UPN Attendance Mode All day A
UPN ES [ |
——— Issue New

Part Time Details Start Date End Date [5 Hew

Open U P N

Delete

5. Existing UPNs should be entered in the UPN field ensuring the format is valid (the
field will turn red if invalid). If necessary, issue a new UPN by clicking the
Generate UPN button adjacent to the UPN field to open the Issue UPN dialog.
Only issue a new UPN when the pupil has never been allocated a UPN.
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Run Reports
6. Click the OK button. The UPN will be generated when the record is saved.

7. Click Save.

Special Schools Only

| f ULNOGs are missing, pleaseDVISO84I How totddweload n st r
ULN numbers from S2S. This can be found here:

http://www.thegrid.org.uk/info/traded/sitss/exams/general/documents/dms084_obtai
ning_ulns.pdf

Completed 5

Doc Ref DMS091 © Herts for Learning 2019 Page 9



Run Reports

Part Time Pupils T Checking/Correcting Part-Time Pupils
This applies to Nursery schools or schools with Nursery or Reception age pupils.

For dually registered pupils, time in other schools should be taken into account e.g. 3 full
days in one school and 2 full days in another school should NOT be classified by either
school as part-time.

Compulsory school age pupils who are part-time should be recorded as full-time with the
appropriate absence code used for the sessions when they are not required to attend. In
certain circumstances some pupils of compulsory school age will be part-time because of
some individual need, e.g. when a medical condition prevents them from attending full-
time, as part of a re-integration package, or as part of a flexi-schooling arrangement. In
agreeing to the part-time hours the school has agreed that the pupil will not be attending
an approved educational activity and so be absent from the school. The school must
therefore record the absence in their system as an authorised absence. This will ensure
that the school has a record of the amount of education a pupil has missed and help it to

identify pupils that might need additional support.

Note that the funding for pupils recorded as part-time on the School Census is

halved so correct reporting of part-time status is essential.

When recording part-time details for part-time pupils, you need only enter a minimum of a

Start Date in the Part-time Details box.
1. Select Focus > Pupil > Pupil Details and Search.

2.  Select the required pupil and click Open.

3. Click the Registration hyperlink to display the Registration panel.

2 Registration
s i 7] tose | ]
Year Group |Year N2 v| Year Taught In |Cun'ic:u|um Year N2 v|
Enralment Status |Sing|e Registration | (}_ Eoarder Status |Not a Boarder v|
Admission Date |D1fD5u‘2I}1? | I'_: Ad ﬁ Add Part-time Attendance — O »
Former UPN | | At
UPN [Da23299517001 | Lo StartDate maszs ]
Part Time Details Start Date End Date
oK Cancel
4. Check the Start Dates in the Part Time Details section forany part-t i me pupi | 6

required, add any part-time details by clicking the New button to open the Add

Part-Time Attendance dialog.

5. Ensure a Start Date has been completed and an End Date if known then click
the OK button.

6. Click the Save button on the toolbar to save any changes.

NOTE: It is important to edit the details of any pupils who are no longer part-time. This is
achieved by ensuring the correct End Date has been entered in the Edit Part-Time

Details panel.

Page 10
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Blank Postcodes 1 Checking Home Information

Full address information is collected and you should therefore ensure that address details
are complete to avoid errors. It is particularly important to check that a House Name or
House Number is provided and is entered into the correct fields. Postcodes must be
recorded wherever they are available and must be entered in the correct format. An error
will be generated if a postcode has not been entered (although it is understood that in
some instances, such as traveller children, a postcode is not available).

Select Focus > Pupil > Pupil Details and Search.
Select the required pupil and click Open.
Click the Addresses hyperlink to display the Addresses panel.

3 Addresses
History
Current Home Address Details (Validated)
D Ada 3 Peniith Grove 9€ Delete
(© pdsress] Peterborough e
FEd 7RO > Modify Address
United Kingdom 5 Move House
By Validate
Note
Start date 2670472012 =8 Eod dale —_— Start Date

4. Check that post codes exist and are valid, noting that British Forces Post Office
numbers can now be added as post codes.

5. If a postcode is missing or incomplete, click Modify Address and say yes to the
message that appears on screen; ensure start date is before 17" January 2019.
Save your changes.

Completed 5

Missing Ethnic Info i Checking Ethnicity and First Language

You can use Bulk Update to complete these fields if you have lots of data to enter. If you
are making changes after 17" January 2019 use Bulk Update and change the effective
date to 16" January or the beginning of term.

Ethnic Information is required for All pupils.

The following ethnic information needs to be recorded:
1  Ethnicity
1  First Language

A First Language other than English should be recorded where a child was exposed to the
language during early development and continues to be exposed to this language in the
home or in the community. If the child was exposed to more than one language (which
may include English) during early development, the language other than English should be
recorded, i rr es ppdidencyiaEngliEh.t he chi |l dés

1. Select Focus > Pupil > Pupil Details and click Search.
2. Highlight the required pupil then click the Open button to select them.
3. Click the Ethnic/Cultural hyperlink to display the Ethnic/Cultural panel.
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Run Reports

4.
5.
6.

Page 12

8 Ethnic/Cultural
Ethnicity
First Language
First Language Source
Asylum Status
Mational |dentity
Heme Language

Country of Birth

MNationality and Passport
Details

Proficiency in English

White Other - Ethnic Data Source Provided by the parent -
Polish *  Religion Christian -
Frovided by the parent ~  English Additional Language ~ Yes -
= Traveller Status |
+  Speaks \nelsh -
Polish -
Not Yet Obtained |
Nationality Passport Number Passport Expiry date |:| New
Not Yet Obtained [ Open
% Delete
Date of Assessment Level [ New
% Open
% Delete

Select the Ethnicity from the Ethnicity drop-down list.

Select the required language from the First Language drop-down list.

Save changes.

Completed 5
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Run Reports

Eligible for FSM T Checking Free School Meal/ Eligibility

Only pupils who have been approved by the LA to receive a free school meal should be
recorded as being eligible. It is advisable to check that all eligible pupils are recorded in

SIMS. When recording free school meal eligibility, you must enter a Start Date but NOT
an End Date.

PLEASE NOTE: Any pupil who was eligible for FSM on 15t April 2018 will be entitled
to FSM until the Summer of 2023 and no end dates should be entered. These pupils
will not show on Solero.

To find any new pupils who are eligible for Free School Meals please check your Solero
reports.

Free School Meals Report

Gchcc\ Meals Re CD List of all children eligible for Free School Meals. New Additions/Removals report
option available.

INTRAN - Interpreting Service Request form Submit requests for interpreting services at your school via this form

Pupils Currently Eligible for Free School Meals

Online Report

If you have any queries please email howcanwehelp@hertfordshire.gov.uk

School Details

Please select a report option for the applications you wish to view
School Name:

Behoal Humiser: -

Drata: 214092015

Repart Dptions ? iCireantly Elgible C raw Addisena/Remevals By Acadamic vear
Displaying 1...15 af 15 reconds

Application Date of

Status % RAeason Reference & First Name Surname & DDA Start Date & End Date & Failma] Aud L]
Humber

Acceoted =0/07/2010 aLfa5206 24/ 07 2017

Accepbed O0Es2011 07/0% 2016 24072017

Accepted s 25/07/2010 OL/05/ 0% 240772017

Accepbed 280172009 0L/ 0w 2016 4072017

This report shows pupils who are eligible, and their dates. This report will also show pupils

who have ceased to be eligible. Please note that there is no need to put End Dates in
SIMS.

Universal Free School Meals Registration Report

w Keep your returns up to date
< Universal Free School Meals registration Eligibility report for Universal Free School Meals Registration

Your School Detans Keep your school details up to date
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Run Reports

Universal Infant Free School Meals Registration Report for ¢

The following children are eligible for free school meals at ( from 01/09/2016 to 24/07/2017
{this academic year)

Results
Displaying 1...90 of 90 records
% B
MO
|YES
YES
|vEs
This report also shows eligibility for FSM,

in the Additional funding column, then that indicates they are eligible for FSM.

NOTE: i f a pupil h a@R appeassanithe Frae Sthiodl Ideals repoerotinen
the pupil is deemed to be eligible for FSM.

To enter into SIMS:

Select Focus > Pupil > Pupil Details and click Search.
Highlight the required pupil then click the Open button to select them.
Click the Dietary hyperlink to display the Dietary Information panel.

6 Dietary
Meal Pattems Start Date: End Date Mon  Tue  Wed Thu Fi [ New
01/09/2011 M M M M M 2 Open

Eligible for Free Meals StatDate  EndDate  Country Notes (5 New

4. Ensure that the Start Date is displayed in the Eligible for Free Meals panel. If
not, click the New button to open the Add Free Meal Details dialog.

Enter the Start Date for the free meal period as supplied by your Local Authority.
Click the OK button to add the free school meal eligibility. Save changes.

Completed 5
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Run Reports

Checking/Correcting Special Educational Needs (SEN) Information

To run the School Census i SEN Review Needs and Provisions Report go to Reports
> Run Report. Expand the Focus folder and highlight the Student focus select the report
and then click the Run button.

It is essential that you get a list of pupils who are on the SEN register and what outcome
stage they are at. Ask your SEN Co-ordinator to check these reports to ensure that the
most recent outcome stages and SEN Type are entered. It is important that this
information is up to date.

Valid codes for School Census are:
N No Special Educational Need
E Education, Health and Care Plan
K SEN Support

SEN Status Basic SEN Details for Schools whose SENCO does not use
SIMS

If your SENCO does not use the SEN area and you ONLY add SEN information for
Census Returns you can continue with this
Outcome Status and Needs in the Basic SEN Details Panel. However, if your SENCO

uses the SEN area to record SEN review dates and other information then they
should continue to add new reviews.

For schools entering SEN data only for School Census

1. GotoFocus > Pupil > Special Educational Needs. Search for the student
and open their details.

2. Select Basic SEN Details.

3 Basic S5EN Details

Status |E - Education, Health and Care Flan Start Date  |14/12/2015 B Mew
- & Edit
Status History
Statement Pending? | |
Current Needs Rank  Start Date Meed Type Description D New
1 01/09/2009 Autistic Spectrum Disorder Martin is displaying a ... Open
% Delete
=] Report
Select New

Select Status E or K.
Date before 17/01/2019.
Click Save.

o 0 kW

To Remove a Pupil from the SEN Register

To remove a pupil from SEN i follow the instruction as above and add a Status of N and
the date the pupil was removed from the SEN Reqgister.

Completed 5
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Run Reports

Add SEN Needs Type - Basic SEN Details

1. GotoFocus > Pupil > Special Educational Needs. Search for the student
and open their details.

2. Select Basic SEN Details Hyperlink.

3 Basic SEN Details

Status |E - Education, Health and Care Plan | StartDate |14/12/2015 B Mew
I & Edit
Status History
Statement Pending? | |
Current Neads Rank Start Date  Need Type Description [ New
1 01/09/2009 Autistic Spectrum Disorder Martin is displaying a ... = Open
% Delete
(=1 Report

3. Click New on the Needs Panel.
4. Select Need Type from drop down menu and enter start date. Click OK.
5. Add Secondary Need if required and click OK. Click on Save.

This information MUST be entered for pupils with an SEN Outcome Stage of E or K. You
should record their main or primary need and if appropriate, their secondary need. Valid
codes are listed in the table below.

Specific Learning Difficulty Hearing Impairment

Moderate Learning Difficulty Multi-Sensory Impairment

Severe Learning Difficulty Physical Disability

Profound & Multiple Learning Difficulty Other Difficulty/Disability

Speech, Language and Communication Need Social, Emotional and Mental Health
Autistic Spectrum Disorder No Specialist Assessment

Visual Impairment

Run the SEN Report again to ensure the SEN Register is up to date.

Completed 5
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Run Reports

Completing the Member of SEN Unit/Member of Resource Provision
Indicator

Run the School Census - SEN Review Needs & Prov Report

Pupils with SEN who are Members of an SEN Unit (sometimes called special classes) or
Members of a Resourced Provision must be recorded in the return.

SEN Units or special classes. Pl ease note that the ONumber of
mainstream school who are members of a Special Provision (SEN Unit) relates to

pupils/students who are educated outside of a mainstream class and are funded by the

LA. Resourced provisions are where places are reserved at a mainstream school for

pupils with a specific type of SEN, taught mainly within mainstream classes, who would

require a base and some specialist facilities around the school. These pupils/students are

funded by the LA.

For all pupils with an SEN Status of E - Education, Health and Care Plan or Ki SEN
Support, you need to record whether they are a member of an SEN Unit or Resourced
Provision by selecting the required value in the Provisions panel. This can be done using
Bulk Update or individually as follows:

NOTE: The values that can be recorded in the Provision panel include Time in a Specialist
Cl ass. This is recorded as o6.Member of an SEN

1. Select Focus > Pupil > Special Educational Needs or click ®.
2. Search for the required pupil, highlight their name then click the Open button.
3. Click the Provisions hyperlink to display the Provisions panel.

8 Provisions

Provision Type Start Date End Date Cost Frequency 5 Hew
Time in SEN Unit 08/09/2014 Twice per week = Open
Resourced Provision 04,/09.,/2012 1x dailyfor 1 ... 9 Delete

4.  Open an existing provision by clicking the Open button or add a new provision
by clicking the New button to open the Add/Edit SEN Provision dialog.

5. Select the required Provisions Type e.g. Time in Specialist Class, Time in
SEN Unit or Resourced Provision and a date before 17/01/2019 and
complete any other required fields then click the OK button.

6. Click the Save button on the toolbar to save the SEN record.

Completed 5
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Run Reports
Preparing Exclusions Information (Primary and Special Schools Only)

Run the School Census 1 All Exclusions Report go to Reports > Run Report. Expand
the Focus folder and highlight the Student focus and select the report and click the Run
button.

When running the report select dates 02/04/2018 to 31/08/2018 and then click the OK
button.

The Spring Return will collect All Exclusions (Permanent, Fixed & Lunch time) with a start
date in the Summer Term 2018. You should enter all Exclusions as they occur onto your
system.

Please note that there are three data items required for the School Census:
A Exclusion Type: Fixed period, Lunchtime or Permanent.
A Exclusion Reason: select one code to provide the main reason.
A Actual number of sessions: required for Fixed period and Lunch time Exclusions.

Important Note on Permanent Exclusions

Any permanently excluded pupils should be marked as leavers as soon as the Exclusion
has been confirmed by the Local Authority. BEFORE making them a leaver ensure that
you have recorded the following information:

A In Care Indicator (if applicable)
SEN Status (if applicable)
Ethnicity

First Language

Part-time Indicator (if applicable)

> > > > >

Date of Arrival
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Run Reports

Recording an Exclusion

1. Select Focus > Pupil > Exclusions to open the Find Exclusions Student
browse.

2. Search for the required pupil and then click the Open button.

Find Exclusions Student

Acadenic Year Tem StatDate  EndDate Length | Exclusion Type | Exclusion Reason | [[] New

3. Click the New button adjacent to the Exclusions panel to open the Add
Exclusion dialog.

R Edit Exclusion - O %
Exclusion Detzilz
Type |Fu<ed Temm v| Fezson | ical assault against a pupil R |
Start Date 10/05/2018 = End Date 11/05/2018 E]
Start Time |AM v|  EndTime PM ~]
Part Time Exclusion | Length Schecl Days Calculate
Comments

Agency Involved | |

Academic Year |Academic Year 2017/2018 | Term Summer Term |

Discipline Commitiee
O
Committee Result | w | Reinstatement Date I:I

Parents Representstion []

Appeal Details
Appeal Received O

Appeal Date l:l . Appeal Result

Notes/Documents
AMtachment  Summary Type Cwner Last Modified C D MNew
Open
Delete
£ >
OK Cancel

4. Complete the Exclusion details - this should be done on an event driven basis
for ALL types of Exclusion.

5. Click OK to save the Exclusion and close the Add Exclusion dialog. A
summary of the new Exclusion will be displayed on the Exclusion Details page.

6. Click the Save button on the toolbar to save the Exclusion.

Completed 5
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Preparing Attendance Information (Primary & Special Schools Only)

Preparing Attendance Information (Primary & Special Schools
Only)

Attendance data should be provided for non-boarder pupils aged 4 to 15 inclusive on
31/08/2018 who are on-roll for at least one session during the period from the start of the
2018 Autumn term to 31/12/2018. Attendance information is recorded in the School
Census automatically.

IMPORTANT NOTE: You must ensure that all reasons for absence and missing marks for
the previous term have been dealt with before commencing the School Census.

Attendance i Select Focus > Attendance > Deal with Missing Marks. Change the
dates: from 01/09/2018 to 31/12/2018, change the group type to Whole School, search,
double click on whole school selected, check and amend any missing marks.

You should also ensure that you have collected reasons for absence and recorded them.
Failure to do this will result in a high number of unauthorised absences.

Select Focus > Attendance > Deal with Unexplained Absences. Change the dates:
from 01/09/2018 to 31/12/2018, change the group type to Whole School, search, double
click on whole school selected, and check and amend any unexplained absences.

For Secondary Phase Special schools who have Post 16 students then you may find the
School Census Missing Marks for DOB range report useful to identify missing marks
for any pupils taught out of year group. This report can be downloaded from the following
page: http://www.thegrid.org.uk/info/traded/sitss/data/census/

For those schools who do not use SIMS Attendance

If SIMS Attendance is not in use, the following data must be entered manually:
1  Total Possible Sessions (T Poss Sessions)
1  Total Sessions Missed due to Authorised Absence (T Auth Absences)
1  Total Sessions Missed due to Unauthorised Absence (T Unauth Absences)

7 Attendance

3 GroupBy - Attendance Application natin use. Manual entryis iequied. |5 Check for additional pupil & zera tatals

al Actual  Reg Group Enrol Status | T Poss Sessions T Auth Ahsences T Unauth Absences &

BkH On Rall

=
o
=
o
Fa A A A A A =
FRE R @
g &EEEEEEEE

=
=
E
&
a
o
@
5
&
=
zlolo|o oo olc oo oo oooelaalo
B I ICICICICICICICICICICICICIE]

wlw o e w2 ae == s = o
a
a =}
=
[=}
kol
B I ICICICICICICICICICICICICIE]

=< =< <<=
IE T E oA e e
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v

1. Tofilter the display of pupils in the Attendance panel, select Year Group,
Registration Group or Enrolment Status from the Group By dropdown list.
Alternatively, select Group by None to display a list of all pupils.

2. To sort the displayed data by surname, forename, year group, registration
group or enrolment status, click the appropriate column heading.
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Preparing Attendance Information (Primary & Special Schools Only)

3.  For each pupil, enter the correct attendance numbers in the T Poss Sessions,
T Auth Absences and T Unauth Absences columns.

4. To clear the attendance information and check for additional pupils, click the
Check for additional students & zero totals button.

Important: If the Check for additional students & zero totals button is clicked, any
attendance data entered manually will be lost.

Completed 5
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Checking/Correcting Youth Support Services Agreement (Special Schools Only)

Checking/Correcting Youth Support Services Agreement
(Special Schools Only)

Only applicable to Special Schools for students aged 12 and above. Completion of the
Youth Support Services Agreement field, indicating whether parents consent to student
data being shared with Youth Support Services, is compulsory for all students who are
aged 12 and above (as at 31 August 2018). The Youth Support Service is the
government's support service for all young people aged 13 to 19 in England. It provides
integrated advice, guidance and access to personal development opportunities. Before
data can be shared with The Youth Support Service, schools are required to send parents
a Privacy Notice (formerly known as the Fair Processing Notice), advising that data will be
shared unless the parent withholds permission.

You can check for any missing Youth Support Service Agreement data and complete fields
using Bul k Update orsimdidballyo studentds record

Select Focus > Student > Student Details or click L and Search.
Select the required student and click Open.

3. Click the Additional Information hyperlink to display the Additional Information
panel.

9 Additional Information

Meals Free Meal - Becoupment | (4]
Home Youth Support Services
Sandwiches - Agreement L‘[*
Unsought
Modes of travel Boarder - not applicable - Boute Obtained
Bus ttype not known) Refused
Car Share fwith child/children) = L& Provided Transport Sought no reply
Service Children in Education - Source of Service Children in -

Education

The Youth Support Service Agreement drop-down list is used to indicate whether
parents have given consent to student data being shared with the Youth Support Service.
Select from the following options:

1 Obtained: Permission has been given by the parent/guardian to share
information about the student with the Youth Support Service.

1 Refused: Permission has been refused by the parent/guardian to share
information about the student with Youth Support Service.

1 Unsought: School has not yet sent out Privacy Notices. The number of
students recorded as UNS should be minimal for example new starters where
the school has not yet had time to write to the parent/guardian.

1 Sought no reply: The school has sent out Privacy Notices, but has not
received a reply.

4. Click Save.

Completed 5
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Checking/Correcting the Learner Support Code (Special Schools Only)

Checking/Correcting the Learner Support Code (Special
Schools Only)

The Learner Support Code indicates the type of financial support awarded to pupils
beyond compulsory school leaving age at any point in the academic year of the School
Census. Whilst schools may be able to record in their systems other types of financial
support awarded to these pupils, the School Census will only collect the following two
types of financial support awarded:

1 Vulnerable group bursary
91 Discretionary Bursary

These types of financial support relate to th
most vulnerable 16-19 year olds in full-time education. The bursary fund replaced the

Education Maintenance Allowance and comprises of a payment of £1,200 to the most

vulnerable groups of students and a discretionary award for others in need of financial

support. A pro rata award is available where the student is not attending full time or where

they have applied part way through the academic year but this is not recorded separately.

Learner Support Code will be collected in the Spring and Summer Census and will cover
all those pupils (including those no longer on roll) who have been awarded either
vulnerable group and/or discretionary bursary funding at any point between the start of the
2018/2019 academic year and Census Day.

1. Select Focus > Student > Student Details or click ﬁand Search.

2.  Select the required pupil and click Open.

3. Click the Additional Information hyperlink to display the Additional
Information panel.

3 Additional Information

Meals ] Free Meal A Recoupment I:I Y
L] Home Youth Su i
pport Services -
[] Sandwiches v Agreement |0I:da|ned V|
Modes of travel [] Boarder - not applicable ' Route | ~ |
[ Bus type not known)
[] Car Share {with child/chidren) L& Provided Transport Oa
Service Children in Education | vl Source of Service Children in vl
Education
Service Children Concerns Date Moving Schools  Deployment Separation Details CfE B New
Open
Delete
Uniform Allowance |
Pupil Premium Indicator O Motes | | Q.

for year 2018/2019

Learner Support Leamer Suppaort Code Award Date MNotes D New
Cpen

Delete

4. Click New. Select the appropriate Learner Support Code from the dropdown list.
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Checking/Correcting the Learner Support Code (Special Schools Only)

Bl Student Learner Support Code Details lilm
Learner Support Code | “']
Adult Learning Grant
Poward Date Frofessional and Career Development Loan

Programmed Led Apprentices hips Hardship Fund
Care to Learn

Motes Time off for Study It
Free Childcare for Training and Learning for Work
Adult Education Bursary
ulnerable Group Bursary Awarded k_
Discretionary Bursary Awarded

oK | [ Cancel

5. Enter the Award Date. Click OK and Save the pupil record.

B student Learner Support Code Details - O bt
Learner Support Code |Uu|nerable Group Bursary Awarded ~
Luward Date oios2ns [
Motes
oK Cancel
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Updating the Service Children in Education Indicator

Updating the Service Children in Education Indicator

The Service Children Indicator will be used by the DfE in determining the Pupil Premium
allocation. Therefore, it is essential that this data is correctly recorded in the School

Census.

This indicator identifies whether a pupil has a parent/parents who are Service Personnel,
serving in regular HM Forces Military Units of all forces, or in the Armed Forces of another
nation and stationed in England and exercising parental care and responsibility. The
information will be used to identify both the impact that being a Service child has on their
education and the impact that catering for large numbers of Service children has on the

school.

This is only relevant to children whose parents are designated as Personnel Category 1 or
2 which are shown on the MoD website, however all parents will be aware of their
Personnel Category, see information at bit.ly/hflservice

For the Census you only have to amend those children who are Service Children as all
others will default to No in the Census Return.

Select Focus > Pupil > Pupil Details and click Search.

Highlight the required pupil then click the Open button to select them.

Click the Additional Information hyperlink to display the Additional Information

Panel.

d Additional Informabion

Meals

Maodes of travel

Service Children in Education

Service Children Concerns

O Free Meal " Becoupment [ e
[ Home Youth Su i
pport Services ;
[ sandwiches W Agreement |Ob‘ta|ned v|
[] Boarder - nat applicable ~ Route | - |
[ Bus type not known)
[ Car Share (with child/children) LA Provided Transport O
| |vlg Source of Service Children in | v|
Education
Ve
Mo ) ; ‘
[}
[R— yment Separation Details OfE |:| _ew
Fiefused Open

Delete

Select the required answer in the Service Children in Education dropdown.

Valid Codes for Census are Yes, No and Refused with an additional code of
Unknown to be held by the school to indicate no response given or other reason

4,
for no information
5.
dropdown.
o Additional Imformabon
Mesls
Modes of travel

Service Children in Education

Service Children Concemns

Doc Ref DMS091

[ Free Meal ~
1 Home

[ Sandwiches W
[] Boarder - not applicable ~
[ Bus fype not known)

[ Car Share (with child/children)

Becoupment

Youth Support Services
Agreement

Boute

LA Provided Transport

Source of Service Children in
Education

Complete the Source of Service Children in Education by selecting from the

E—]

|Ob‘tained

| ~ |

O
| [~

Provided by the child [i.e. pupil]

Date

Moving Schools  Deployment

Separation

© Herts for Learning 2019

Details

Praovided by the parent
Agcribed by the curent school
Otker
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Updating the Service Children in Education Indicator

6. Ensure that any Service Children Concerns are recorded. Click the New
button adjacent to the panel.

B8 Service Children Concerns ? X

Assessment Date 17/09/2018 =

Moving Schools Concern |N0 concems v |
Deployment Concern |C0ncems relating to emotional impact w |
Separation Concern |C0ncems relating to emotional impact ~ |

Concern Details [

oK Cancel

7. Click OK and Save.
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National Curriculum Year Group (Year Taught In)

National Curriculum Year Group (Year Taught In)

The National Curriculum Year Group (Year Taught In) is the year group in which the
pupil/student is taught for the majority of the time, regardless of their chronological age.
In most cases, this will be the same as the Year Group. However, some children are
taught for example, in the year above or below the expected year (based on their age),
perhaps because they are academically advanced or behind. It is very important that the
correct Year Taught In has been specified.

To check via the pastoral structure by curriculum year:

Select Focus > School > Pastoral Structure > Current Structure and click Go.

Right click on the National Curriculum Year Taught In folder and select Members
from the pop-up menu to display the Allocate Students/Applicants: Curriculum
Year screen.

Members Frint &y Actions +
R 1 23] 4|5|6 =
v
Aaron, Liz Female |Year R ELM 01/08/2005
Aaron, Sophie Female |Year R ASH 01/08/2005 v
Abraham, Jane Female |Year 1 PINE 19/05/2005 v
Ackion, Bill Male Year 6 BVC 11/06/1938 v
Ackton, Stan I Male Year 4 4ES 1812:2001 v
Ackton, Stephen ™ Mde [Year R [ELM 12/0312008 v
Acten, Jordan Male Year 2 2JB 11/02/2004 v
Acton, Samantha Female |Year 3 310 25/03/2003 v
Adams, Adam Male Year 1 0AK 31/08/2005 v
Adasheji, Mohammed Male Year R ELM 02/02/2006 v 2
Total 20| e0f 58| 61) 59| 58[ 60| 57
r

3. Right click on Year Group Column Heading and left click on Sort By. This will
change the sort order into Year Groups.

Membe: —
embers Print %Aﬂ\ons 2
-
Name Gender (Year Grep—'Boo ":"--"“"“’ R| 1] 2| 3| 4|5(686 ‘
Sort By
Check All L =
Aaron, Liz Female [Year R Remove All 5
aron, Sephic Female [Year R TJASH TT02005 v
Abraham, Jane Female [Year 1 FINE 19/05/2005 v
Ackten, Bill Male Year € BVC 11/06/1998 v
Ackion, Stan Male Year 4 4ES 181272001 v
Ackton, Stephen Male Year R ELM 12/03/2006 v

4. Check new pupils and pupils that have changed classes to ensure they have the
correct NC Year e.g. Nursery (N2) & Reception.

5.  When you are happy that your pupils have the correct NC Years click OK.

6. This will take you back to the Pastoral Structure page. If you have made
changes, click on Save Icon and Close the Pastoral Structure screen.

Pl ease note: Census will onl y adnrisevere thand yegruer y
different to their year group.
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National Curriculum Year Group (Year Taught In)

If you need to add Exempt from National Curriculum (X) (Special
Schools only)

Current Academic Year Pastoral Structure

Effective Date: 131272010 |[El ] | @ Ge

=-{48 Green Abbey Special School - 13/12/2010

Setup Curriculum Years...
Members

1. Rightclick on the National Curriculum Year Taught In folder and select Setup
Curriculum Years from the pop-up menu.

Select Exempt from National Curriculum.
Click OK then Save.

Right click on the National Curriculum Year Taught In folder (as above) and
select Members from the pop-up menu to display the Allocate
Students/Applicants: Curriculum Year screen.

Members
Year Group

Name Gender |Year Grd®6Hea Grouo DOB N2

-
Abraham, Jane Female ‘Year N2 k‘ 62007 ¥
Ackton, Bil Male ‘Year B 1/06/1938
Ackton, Stan Iale Year 3 FTOFTanyE oron [18412/2001
Acton, Jordan ale ‘Year 1 ELM 11/02/2004
Acton, Samantha Female |(Year 2 2B 25/03/2003

5. Right click on Year Group Column Heading and left click on Sort By. This will
change the sort order into Year Groups.

Name Gender |Year Group|Reg Group | DOB PR |1 2 3| 4 5 6 | X :
Ackta 8 a ear b Class 81212001

Acton, Jordan Male Year 4 Class 2 11022004 v

Adebayor, Emmanuel  (Male Year 4 Class 2 15/02/2004 v

Americana, Kari Female |Year4 Class 2 30/01/2004 v

Amnar, Tarak Male Year 1 Class 1 05/02/2009 v

Ames, Rosanna Female |Year 5 Class 3 25/05/2003 v

Amos, Stephanie Female (Year5 Class 3 25/05/2003 v

Anderson, Neo Male  |Year3 Class 1 06/05/2005 v

Andrews, Jasmine Female |Year4 Class 2 06/12/2003 v

Ansell, Archie Male Year 2 Class 1 14/02/2006 v

Arizno, Pietro Male Year 4 Class 2 22/01/2004 v 2
Total o) 13 24 1o 1 18 8 B[ 2

“ . 3

6. Using the Scroll Bar or Down Arrow you can see if a Student is taught out of Year
Group or check total numbers shown at the bottom of the page. You can select
the Students who are not following National Curriculum (X) by clicking in the
required cells.

When you are happy that your Students have the correct NC Years click Ok.

This will take you back to the Pastoral Structure page. If you have made changes,
click on Save Icon and Close the Pastoral Structure screen.

Completed 5
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Childcare

Childcare

School childcare details are being collected annually in the School Census Spring return.
The information is no longer just entered on the Census Return Details page but can also
be entered via Focus > School > School Details > Hyperlink 6 Childcare. This enables
the information to be maintained at any time throughout the year.

The Childcare panel displays read only childcare provision information that has been
entered previously via School Details. Additional information can be added or existing
data edited by clicking the Edit button. This provides a direct link to the School Details

page.
This collection is now mandatory and all schools should return one record for each of the
four types of childcare even if the childcare type is not provided.

Please see document ref: S1655 Childcare Explained for the DfE definitions of each
different type of childcare bit.ly/hertscensus.

3 Childcare =
&) Recalculate
Type On Site Signposted  Opening Time ~ Closing Time Mo of Childcare Places  Provider Cther Schools  Weeks Open
Before School Chidoare | | | | | | |
After School Childcare
Holidzy Childcare
Under Fives Childcare

1. Click the Edit button in the Childcare panel to display the School Details page.

School Details - WATERS EDGE PRIMARY SCHOOL

s Unde . .
1 Establishment 2 Address 3 Contact Details 4 Sites 5 Documents & Childcars C“Ck th IS
1 Establshment h_yperllnk to
School Name [WATERS EDGE PRIMARY SCHOOL | d|sp|ay the
" i
_ childcare panel
Establishment Number 2999 |
Unigue Reference Number ‘ |
School Phase [Primary |
School Type -
School Gavernance Community -

Intake Type Comprehensive -

| Dsemamechenges [ ]
| DsteHumberChanged [ ]
| ostetumberchanges [ ]

Previous School Name ‘
Boarding Pupils [0 Nursery Class =] Special Class or Unit [

Previous Estab
Number

Previous URN Number

Pupil Genders Coeducational -

Gender on entry to Coeducational -
school

Eﬁﬁﬁ{ Start Date !

2.  Click the Childcare hyperlink to display the Childcare panel, where the current
childcare details are displayed.

& Childcare

Type On Site Signposted  Opening Time  Closing Time Mo of Childcare Places  Provider Cther Schools  Weeks Open  Notes % Open
Before School Childcare
After School Childcare
Holiday Childcare
Under Fives Childcare

3. Double click on each of the childcare types to open the Update Childcare
Details dialog.
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Childcare

m Update Childcare Details =
Childcare Details
Type Before School Childcars -

Site
Signposted X amangemer cluding transpo
Opening Time l:l l:l hh:mm (24 hrs)
ClosingTime [ .|| Hhmm(24hrs)
Na of Childcare l:l

Places

Provider |

S
N

4.  Enter the applicable details:

If you do not provide a particular type of childcare then the following information should be
provided:

1 ON Site =No
1 Signposted = No

H Update Childcare Details |
Childcare Details

Type |Eefore Schoal Childeare

On Site No -

Signposted o] -

Opening Time I:l : I:l hh:mm (24 hrs)
Clasing Time I:l : I:l hh:mm (24 hrs)
No of Childcare |:|

Places

Provider |

Ohersiboss [
B E—

Notes

For childcare that is provided then the following information must be completed:
1 On Sitei select as applicable from the drop-down list:
1  Yes i select this option if childcare is being provided on the school
premises.
1 No i select this option if childcare is not provided on the school
premises.
1 Signposted i one of the following options must always be selected:

1 Yes, formal arrangements including transport i select this option if
your school has formal arrangements with another provider that
provides childcare for your pupils, including transport to their site.
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Childcare

1  Yes, list of providers that pick up from school i select this option if
a list of local providers that will pick up pupils from the school to help
parents is provided.

T No

q Not Known

1 Opening Time i enter the time that the service becomes available. Not
required for after school care.

1 Closing Time i enter the time that the service closes. Not required for
before school care.

1  Number of Childcare places i enter the maximum number of childcare
places that the service can provide.

1  Provider i select the description from the drop-down list that most
accurately describes the provider of the service:

1 School
1 School in Partnership (with another provider)
1  Other (non-school) Provider

9 Other Schools i is the service made available to children from other
schools? Select as applicable from the drop-down list:

T Yes
T No
q Unknown

1  Weeks Open i enter the number of weeks for which childcare is provided.
Required for Holiday and under-fives childcare only.

1 Notes - notes can be added and edited later, if required.
5. Click the OK to close the update childcare dialog.

6. Repeat the process until All Childcare types have been completed.

School Details - WATERS EDGE PRIMARY SCHOOL
E Save fi'j Undo

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

6 Childcare

Type On Ste Signposted  Opening Time  Closing Time Mo of Childcare Places  Provider Other Schools  Weeks Open  Notes = Open
Before School Chideare [ Yes [MNoJo300 | J20School [N | |
After School Childcare Yes No 16:30 20 Schoolin P...  No

Holiday Childcare Mo Mo

Under Fives Childcare No No

7. Click Save and then close out of the School Details screen to return to the
Census Return Details.

Important Note: Once the item is saved it can be edited but please make sure that all
details are completed.
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Early Years

In this Census Hours at Setting, Funded Hours, Disability Access Fund (where
applicable), 30 Hour Code and Extended Funded Hours are required.

Hours at Setting - This is the total number of hours the pupil attends your setting.

Funded Hours 7 This the total hours of free child care that a child receives. Fora 2 or 3
year old this would be between 0 and 15 hours per week.

Please be aware that Funded Hours cannot be more than Hours at Setting.

Disability Access Fund i The Disability Access Fund is a payable lump sum once a year
and awarded to three and four year olds (being taught in Nursery) who meet the following
criteria:

1 In receipt of child Disability Living Allowance (DLA)
1 Accessing their entitlement to free early learning and childcare e.g. funded hours.

Extended Funded Hours and 30 Hour Code i are the number of hours that are in
addition to the initial 15 funded hours that a child receives and is applicable to three and
four year old pupils only.

Extended Funded Hours can double the original 15 hours of free child care to 30 hours per
week, provided that the following criteria are met:

1 Both parents must be working (or sole parent is working in a lone parent family) and
live in England.

1 Each parent earns, on average, a weekly minimum equivalent to 16 hours at
National Minimum Wage or National Living Wage.

1 Each parent must have an annual income of less than the specified amount.

Parents who meet the extended funded hours criteria must obtain a code from the Tax
Office (HM Revenue & Customs), then provide it to the school, together with other details,
to confirm their eligibility for extended child care hours.

The 11 digit 30 Hour Code and the number of extended funded hours are collected in this
return for the week in which the census day falls.

Extended Funded Hours Information provided by the DfE can be found on their website

https://www.qgov.uk/government/publications/30-hours-free-childcare-la-and-early-years-
provider-quide

4 year old pupils will only be included in this panel if they are being taught out of
year group in Nursery rather than Reception.
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Early Years

Early Years FAQOSs

Recording Hours at setting?
Schools should record the total number of hours the pupils spend in education provision
i.e. following the | earning and devel opment r
stage, irrespective of who funds the hours. It should be a total of:
1 Any hours funded under the free early education entitlement

1 Plus any hours funded under the extended hours scheme (for working parents)
1 Plus any additional hours of education funded from other sources such as parents

Therefore, if the number of hours that are funded by the parentsis f or &6chi |l dcar e
6educationd they should be excluded.

Recording Funded Hours

These are the total hours a pupil spends at your school which are funded under the free
entitlement to early education (FEE). This excludes any hours where the pupils are not
receiving education and any additional hours that are funded by other means e.g. the
parent. If the place is funded entirely by the parent then funded hours should be
recorded as a zero.

The maximum hours per week for pupils is 15 in total across all providers. Any additional
hours funded under the new 30 hours scheme must be recorded separately under the
Extended Childcare Hours.

Are Pupils doing 30 hours in nursery classed as Full-time or part-time?

The part-time indicator is not based on the number of funded hours; the part-time indicator
is based on whether the pupil is attending education provision for 10 sessions a week.

If the pupils are not receiving, an education provision in the afternoon then they would be
recorded as part-time if they are receiving an education provision they would be full-time.
The key is whether the provision is education or childcare.

To Enter Early Years Data:
1. Select Tools > Statutory Return Tools > Update Early Years.

2. You will receive a message stating that the Hours at Setting, Funded Hours,
Disability Access Fund Values, and 30 Hour code has been brought forward
from the previous census, click Ok.

Hours at Setting, Funded Hours,
Disability Access Fund values, 30 Hour Code
have been brought forward from Autumn 2013,

Please review, edit and save.

OK
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Census Pupils View
Term |Spring 2018~ || Update Hours é‘%ﬁ);}zm > All v YTI Al ~| PReg Status
Pupils

Disability Access Fund, 30 Hour Code and Extended Funded Hours are NOT collected in the census for pupils aged 2 at 31122017

Ageat Ageat Hours at Funded Du isablity 30 Hour Extended |,

Name Dateof Birth |AdNo. \YTI |\Reg |3y/pg/2017 |31/12/2017 |Setting  |Hours

Ackton,Charlotte 10022014 001530 N2 |AM |3 3 30 15 12345687456
Clark Felicity 02022015 |ooies2 N1 1AMz 2 25 15 32659878925
Tz 07072013 |o0iset N2 |AM |4 4 15| 15 |
Daniels Bryn 20112013 |o0ise2 N2 |AM |3 4 30| 15 12385278945
Te el iheer 10022014 |001583 N2 |PM |3 3 15| 15 |

The values the panel doEtendédthoursrasihwas f or war
felt that these are likely to change.

Please check the information brought forward and add in extended hours and
any new information for pupils who may now be in receipt of extended hours.

Enter the 30 Hour Code where applicable by typing directly into the cell.

Enter Extended Funded Hours where applicable by clicking in the cell and
typing the number of hours.

Once you are happy that the Hours data entered is accurate click Save on the
toolbar.

To check that you have no missing Hours at Setting or Funded Hours click the
dropdown menu next to Status and choose No Hours at Setting or No
Funded hours, this will show anybody that has been missed.

Completed 5

© Herts for Learning 2019 Doc Ref DMS091



Early Years

Early Years Pupil Premium Receipt (EYPPR)

Chil dren become eligible for early years pupi
third birthday and retain this entitlement until they move into Reception, when they become
eligible for the Omainstreamd pupil premi um.

Children will be eligible for EYPP if they are receiving any hours of early education and:

1  Meet the benefits related criteria for Free School Meals (Receipt - Economic
reasons)

Are in the care of the local authority (Receipt - Other reasons)
Have left care through (Receipt - Other reasons)

1  Adoption
1  Special Guardianship
1 A Child Arrangement Order

The following report is available on the Early Years Portal to advise which pupils are
in receipt of EYPP.

Early Years Pupil Premium Outcome Report

Free Early Education for

Please select () Two year olds
® Three and Four year olds
(730 Hours Free Childcare

When completing the Funding Return, please only include those childre
1. are in receipt of free hours

2. were born between 01/09/2012 and 31/08/2014 (inclusive)

3. are on your register and expected to attend during the week commen
were on your register for at least two weeks

OR:
if you are not claiming any children for this funding period, submit a Nil

Type:* ) Claiming Children
) Submit Nil Return

If you select the Claiming Children option you will see the screen below.

The children table below is pre-populated with details of children from your last return who are still eligible based on
age and entitlement. Please check this list and amend before submission.

Number of children: 2 Total free hours claimed for all children: 135 Part time equivalents (PTEs): 0.65

Funding Return Children
Displaying 1...2 of 2 records

No. | Total Free

. No. Total

. - Date of Claim EYPP SEN/ Stretch Start Days Hours Hours Date

Child Name 4 M/F Birth # NHS No. Postcode EYPP Result EHC * CLA DLA Offer Date * = T n Y\-‘ks oft de:rs Del
Wk* Wk* Wk*

child, test new F  03/01/2013 XXX | Y « | None 16/08/17 | 3 12 12 5 60

Child-Test, M | 14/09/2013 HOOHKKK Y None 16/08/17 | 4 15 15 5 75

Newer x

e
< Main Menu w Proceed to Declaration >
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Early Years

Within the Early Years panel a separate grid has been provided for EYPP eligibility which
will bring in the correct cohort of children. You must specify the Basis for EYPP Eligibility
by clicking the applicable cell underneath the column heading Basis for EYPP Eligibility
and selecting the required option from the drop-down list. All pupils will default to Not
Eligible, only change those that meet the criteria.

1 Receipt - Economic Reasons

Receipt - Other Reasons

1
1 Receipt - Economic and Other Reasons
1

Receipt - Unknown Reasons

Name Date of Birth

Alberts, Courtney 0710312015

AdNo.

Reg

Ageat
3170872018

Ageat
3I1N212018

In
Care

Mot Eligible i

| Not Eligible

Basis for EYPP &
Eligibility

001652 M2 |PM 3 3 No
Atkins, Portia 12012015 001663 M2 |aMm 3 3 No
Barnes.|saac 02/03/2015  |001654 N2 |PM 3 Mo

Receipt - other
Receipt - economic and other

Receipt - unknown
T
{

Once the panel is complete you must save your census.

Two Year Old Basis For Funding

The 2 Year Old Basis for Funding grid located in the Early Years Panel enables schools to
enter the basis for funding for each pupil with a date of birth between 01/01/2016 and

31/12/2016 inclusive.

The Early Years Portal can help you with this information.

Access this on the Main menu:

Last logged in

Two Year Old Applications

Jeswr A nnlic ating

Search Applications

Then by searching
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Early Years

Two Year Old Funding Applications
Lists eligible applications only

Displaying 1...8 of 8 records

Child NHS child . Child Date . | Addcires | Earliest Criteria

A
Number DOB Y | Postcode Submitted ~ | Approved g::: Y | confirmed

-

Reference Status & Child Name $

19/0972017 Y

01/01/2018 | Y

16/03/2017 | Y

DLA 13/01/2017 | Y

In SIMS:

1. Click a cell in the Economic Criteria column, then select Yes or No from the
drop-down list to indicate if this basis for funding applies to the 2 year old
selected.

2. Repeat the process in the High level SEN or Disability and Looked After or
Adopted from Care columns.

3. Repeat this process for all 2 year old pupils.

Please Note: A pupil might meet one or more of the criteria, Select Yes for each
applicable basis for funding.
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