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Schools Workforce Census 
Introduction

This preparation guide has been produced to help identify the tasks that need to be carried out before running the School Workforce Census and includes instructions for the most common tasks. 
The following other documents/resources may be of interest:

· Producing the Spring School Census 2008 
This can be obtained from our SupportNet website (http://support.capitaes.co.uk) by entering SWCENSUS in the Site Search field on the Home page, then clicking the Go button. A list of all available supporting information will be displayed from which the required resources can be selected. Please check this on a regular basis as documents will be posted as soon as they become available.

Overview of the Process of Producing the School Workforce Census Return

The following list provides a brief outline of the steps involved in producing the School Workforce Census return. 
· Ensure that the relevant staff and school data exists in SIMS .net and that it is complete and correct.
· Generate the School Workforce Census return.

· Validate the Return and resolve any errors/warnings and validate the return again until you are satisfied with its content.

· Produce a summary report to assess the accuracy and completeness of the return.

· Authorise and Submit the return
What Version of SIMS .net do I need for the School Workforce Census?

In order to run the School Workforce Census and submit the generated XML file, you will need to be on the SIMS 2007 December Release (SIMS .net version 7.99) or later. 
You will also require the Schools Workforce Licence Patch (10740) applied which will enable the return. This will be made available via SOLUS. You can check if this has been applied by selecting the SIMS.net menu Routines | Statutory Returns – if it has, there will be an option to run the School Workforce Census. Please contact the SIMS Help Desk if you are in any doubt about this.
The May 2008 Release 7.104 will enable you to carry out “dry runs” of the Autumn 2008 return. This will help to identify any potential data issues which can be corrected ahead of the final release. The August 2008 release will be required to complete and submit the Autumn 2008 Census.

If you are unsure which version of SIMS .net you have installed, open SIMS .net and select Help | About SIMS .net from the Menu Bar.
Permissions Required
You will need to be a member of the following User Group in System Manager to produce the School Workforce Census return:

Personnel Officer.

Please see your System Administrator/Manager if you are not sure whether you have the required Permissions. 

Initial Preparation 

This Section Contains:

· Importing latest CCS_Base_Lookups

· Mapping Pay Related Definitions to National Codes
· Running Pay Related Definitions Checking Reports
· Mapping Subjects to National codes

Importing CCS_Base_Lookups

Various fields in SIMS .net Staff Details are linked to lookup tables as is the case for Student details. The lookup tables contain a list of options from which a selection is made. Some fields are linked to Statutory Lookup Tables where the content is defined centrally and cannot be changed. These fields will be providing data for the School Workforce Census. Other fields can have their content altered to suit local needs either within an authority or within the school.
Capita provides a base release of lookup table entries from the DCSF in line with the School Workforce Census which must be imported. 

1. Use Tools | Lookups | Import Lookups to open the Import Lookups window.

2. Click the Select File  button and browse to the CCS_base_lookups.zip file. This will be found in X:\SIMS where X: represents the drive letter where your SIMS folder is located.
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3. The lookup tables are listed in the top part of the display and their contents are listed below. Highlighting a lookup table in the top displays the associated value in the bottom. Although this is only for interest.

4. Click the Import button to carry out the import and wait for the mouse pointer to return to the “select” style. Click the Close button to return to the Home Page.

Mapping Pay Related Definitions to National Codes

The Pay Related structures in Personnel 7 can be tailored to an individual school’s needs. Most schools will have set up systems which closely mimic National Pay and Conditions for the various categories of staff they employ. However, for the School Workforce Census it is necessary to map the local structure to the national system, even though some of the links may appear obvious. 

Pay Related definitions are found in Tools | Staff | Pay Related
It is necessary to map…

· Scales used to National Scales

· Pay spines to National Pay Spines

· Allowance payments to National Categories

· Post Definitions to National Post Descriptions

Each of the above are components of a Service Term as defined in SIMS .net Pay Related data. It is necessary to carry out the following steps for every Service Term in use in the school.

1. Use Tools | Staff | Pay Related to open the Find Service Term browse. Click the Search button to populate the browse with the list of Service Terms currently in use.

2. Select a Service Term which will have Scales, Allowances and Posts, e.g. Teachers, from the list and observe the Scales list in the Pay Awards panel.

3. Select a Scale from the list (there may be only one).

4. For SWC purposes the fields Pay Scale and Regional Pay Spine must be linked to National definitions.

5. For Pay Scale, click the drop down; Leadership, Teachers Main, Teachers Upper, Advanced Skills Teachers, Excellent Teacher, Unqualified Teachers, Soulbury, National Joint Council and Other. Select an appropriate option from the list for the selected scale.

6. For Regional Pay Spine, click the drop down; Rest of England, London Fringe, Outer London, Inner London. The entry should have defaulted to “Rest of England” and this should be the case for all other Scales in other Service Terms. Change if required.

7. Click OK to complete the Scale mapping. This will enable the DCSF to determine salary levels from the point on the scale indicated on each individual’s contract information.

8. Repeat for each scale in the list.

9. If a change has been made the Save button will be live and can be clicked.

Allowances

1. Click the Allowances hyperlink at the top of the window or scroll to the Allowances panel, select an allowance.

2. For SWC purposes the Category of Additional Payment must be linked to a National definition.

3. For Category of Additional Payment, click the drop down. This is a list of all allowances the DCSF expects to be in use based on National Pay and Conditions documents. An appropriate definition should be selected. If one does not exist, use Other.

4. Click OK to complete the Allowance mapping. This will enable the DCSF to determine who receives what category of additional payment from each individual’s contract information.

5. Repeat for each allowance in the list. 
6. If a change has been made the Save button will be live and can be clicked.

Posts

1. Click the Posts hyperlink at the top of the window or scroll to the Posts panel, select a post and observe the fields.

2. For SWC purposes the SWR Post and for School Census purposes the Post Category must be linked to a national definition.

3. For Post Category, click the drop down and observe the options. This is a list of all Post Categories the DCSF expects to be in use based on National Pay and Conditions documents. An appropriate definition should be selected. If one does not exist, use one of the “Other..” options or “Not required for Statutory Returns”, if this is the case.

4. For SWR Post, click the drop down and observe the options. This is a list of all Posts pertinent for SWC purposes that the DCSF expects to be in use based on National Pay and Conditions documents. An appropriate definition should be selected. If one does not exist, the closest will probably be “Support Staff”.

5. Click OK to complete the Post mapping. This will enable the DCSF to determine who receives which category of additional payment from each individual’s contract information.

6. Repeat for each Post in the list.

7. If a change has been made the Save button will be live and can be clicked.

Running Pay Related Checking Reports
When all mappings have been completed it may be useful to run a report which will display the relevant information

The September release provided a set of reports which will be useful for this purpose, accordingly the most recent Predefined_Reports should have been imported

1. Use Reports | Run, open the Focus folder and scroll to the Service Terms folder. Click on the folder to display its contents.

2. Of the reports listed, ST Pay Scale Definitions will show the mappings of Pay Scales for all Service Terms in use, ST Allowances will show the mappings of Allowances for all Service Terms in use and ST Post Definitions will show the mappings of Posts for all Service Terms in use.

Mapping Subjects to National codes
As with Pay Related definitions there has been no imposition of external definitions on the setting up of subject codes in the past. However now that subject related data is required curriculum and vacancies it will be necessary to map the school’s subjects to a National codeset. 

Secondary Schools (including Middle deemed Secondary) using integrated timetable software
For schools using integrated timetabling, the return will use a relationship with the school’s list of subjects, usually maintained in Nova (or other linked software) but also present in the SIMS .net database and accessible using Tools | Setups | Subjects.

1. Use Tools | Setups | Subjects to open the browse of subjects and click the Search button to populate the list.

2. Select a subject. Much of the information displayed is not significant for the School Workforce Census, indeed it mostly relates to setup for Curriculum and Lesson Planner
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The significant piece of data is the DCFS Subject Code. Select an appropriate entry from the lookup table by clicking the drop down and scrolling or typing some letters to jump down the list.

All other data is only significant for C&LP and need not be entered at this point.

NOTE: Changes made here do not affect the data held in Nova.
3. Click the Save button to complete the process.

4. Repeat the process with other subjects as required.

Primary (and other) Schools
For these schools subject mapping is only required for Vacancy recording (in the Spring School Workforce census return). Typically only one subject need be setup and mapped (as explained below) however it would be possible to setup a list of subjects appropriate to the school should this be required.
1. Use Tools | Setups | Subjects to open the browse of subjects and click the Search button to populate the list.

2. Click New to display a new record and enter the detail as shown below,
· Code: Pc

· Title : Primary

· DFES Subject Code: Primary Curriculum
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3. Click Save to complete the process then close the screen.
For other types of school, a subject of School Curriculum linked to the DCSF code – Other (not otherwise specified) may suffice. If you are unsure on this please check with your Local Authority or with DCSF.
Editing Staff Data 
Having made changes to Pay Related definitions the changes made will carry through to individual staff records in the Employment panel and for Contract details within that panel.

Individual staff edits will be necessary to ensure the other key SWC fields contain appropriate data otherwise, when the SWC routine is run it can be expected that Validation errors will be generated. A school can take two alternative approaches…

1. Carry out a significant amount of checking before running the return and possibly be pleasantly surprised.

2. Run the return without doing any significant editing anticipating that a large number of Validation errors can be expected and then address those errors.

The table below indicates key areas where changes will have occurred and may require attention. Normal data entry should have ensured that much of the required data is in place.

	Data Area/Field
	Action Required / Comment

	Personal

	Ethnicity
	All staff - Need to ensure that a valid value is selected from the new lookup table

	NI Number
	All staff – Need to ensure that a correctly structured number is present for all staff

	Professional

	HLTA status and HLTA Date
	To be entered for relevant staff – i.e staff who have been awarded HLTA Status

	QTS Route
	To be entered for relevant staff i.e. unqualified staff who are on one of the listed programmes

	Training Records 
	Associated absence in the past year should be recorded for training events in the last year. 

The Spring Census will return absences for the previous calendar year. For Spring 09 Census it is sufficient to record Absences from September 08.

	Qualifications
	Enter if known - Level, First subject, (Second subject if appropriate) and Verified (if known)

	Absences

	Absences
	Enter Start / End dates, No of working days lost, Type/Reason for the past year. Complete other fields as required 

The Spring Census will return absences for the previous calendar year. For Spring 09 Census it is sufficient to record Absences from September 08.

	Employment Details

	Teacher Number
	Check/Enter for all teachers – format is xx/xxxxx

	Teacher Category
	To be entered for relevant staff

	Qualified Teacher Status 
	To be entered for relevant staff

	Employment Start date 
	To be entered for relevant staff

	Employment Details | Contract 

	Employment type 
	as required

	Contract Start Date
	as required

	Service Term hours/week
	as required

	Individual hours/week
	as required

	Individual weeks/year
	as required

	Origin
	Existing contract default to “Not known”.

Must be added for new contracts only but can be amended for existing current contracts

	Safeguarded Salary
	To be selected for relevant staff

	SWR Post
	Implemented by Pay Related edits for all existing staff. No action required

	Contract | Scale
	Implemented by Pay Related edits. No action required



	Contract | Scale | Allowance
	Implemented by Pay Related edits. No action required



	Contract | Scale | Role
	Implemented by recent upgrade with defaults put in place. 

Will be satisfactory for most Teachers.

Will need adjustment for some teachers and most support staff.

	Contract | Service | Agreement
	To be completed as required 

	For Past Contracts

	Employment End Date
	Will be in place

	Contract end Date
	Will be in place

	Destination
	Required field when terminating a contract


Other SWC related checks 
Role in Contract – For each individual, for each of their contracts (if they have more than one) the role(s) that they fulfil within that contract must be assigned from a list provided by the DCSF.

The roles which are available cover both teaching, administrative and support activities. 

It is safe to assume that a Teacher fulfils the role of Class Teacher

Following the August 2007 upgrade all teacher type Service Terms had the Class Teacher role assigned. Teachers employed on the Leadership Service Term will need an appropriate additional role assigning.

Staff employed on Service Terms other than teacher type will also need an appropriate role assigning, this will require individual edits for all such staff.

In particular:
Where the SWR Post is Deputy head there must be a corresponding Role

Where the SWR post is Head teacher there must be a corresponding Role

All non-teachers roles must be assigned.

Carrying Out a Dry Run 

It is advisable to do this as early as possible, even if you know that your data has not yet been fully prepared or checked. The purpose of a dry run is to produce the Validation Errors Summary which will detail what corrections need to be made to your data. 

1. To carry out a dry run, select Routines | Statutory Returns | School Workforce Return to display the School Workforce Census Return Browser. 

2. Select an existing folder or specify a new location in which the School Workforce Census files will be stored in the School Workforce Return Folder field. You may wish to make this a temporary folder for the purposes of producing a dry run. 
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IMPORTANT NOTE: Careful consideration should be given to the location of the return folder, as it will contain sensitive information. You should be mindful of your school's responsibilities with respect to information security. Consider which users have access to the chosen folder, especially if the folder is shared on a Server. The DCSF recommends ISO27001 as the standard for information security, a copy of which can be found at http://www.itgovernance.co.uk/bs7799.aspx. If you are in any doubt, you should consult with your IT Security Officer before proceeding. 
3. Click the New button on the toolbar to create a new return. The Schools Workforce Return Details page is displayed. 

4. Enter a name for the dry run return in the Description field, such as Test (or any name that will clearly distinguish this dry run from actual returns that will be generated later).  

5. Click the Calculate All Details button to extract the required information. 

6. If there is any missing or invalid data on the screen, an error message will appear on the Status Bar.  

7. This data must be corrected before attempting to validate the return. 

8. Click the Validate button on the toolbar to validate the data.  
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When finished, a Validation Errors Summary panel is displayed listing the number of errors together with the Type, Error Number, Error Message, Individual Data Item and Solution for each error. 

	Column 
	Description 

	Type 
	Indicates whether the error is a failure (denoted by an F) which must be corrected, or a 

	
	warning/query (denoted by a Q). 

	Error 
	Shows the error number. 

	Number 
	

	Error 
	Displays the text of the error message. 

	Message 
	

	Individual 
	Lists the specific record containing the error. 

	Data Item 
	

	Solution 
	Provides a suggestion on how the error can be corrected. 
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
	Use the scroll bars to see all of the errors/warnings. 

	
	Double-click on any row to navigate to the appropriate record (where applicable). This will launch the specific area in SIMS .net where the record can be amended/corrected.

	
	Change the order of the summary by clicking on the appropriate column heading. If required, change the width of the columns by dragging the dividing line between the column headings until the required size is achieved.

	
	Print the summary by clicking the Print button, noting that a high number of errors will generate a high number of printed pages.


The errors listed will be displayed until they are corrected and the validation routine is run again. 

In addition to the Validation Errors Summary, a document has been produced containing a list of the errors/queries that can be generated including explanations and information on how to resolve the error (or in fact, whether the error can be ignored). In addition, the document helps to identify the order in which errors should be corrected. 

The School Workforce Census Errors and Resolutions document is available on SupportNet. Enter SWCENSUS in the Site Search field on the Home page and then click the Go button to find the latest version.  

Producing a Detail Report 

It is now possible to produce a detail report showing basic staff data, exclusions and/or attendance data. These reports enable the checking of the data used to generate the School Workforce Census return and can be produced once the School Census return has been validated. 

WARNING: All Detailed Reports are currently being saved with the same file name. To enable the reports to be correctly identified, it is recommended that a copy of each report is saved with a unique file name. 
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1. From the Schools Workforce Return Details panel, click the Detail Report down-arrow and select the required report from the drop-down menu, e.g. Workforce Member Basic Details. 

2. The required report will be displayed in the Internet browser as shown in the following example: 
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TIP: If required, the information can be copied and pasted into Excel for further manipulation, e.g. column sorting, etc. 
Producing the School Workforce Census Return 
If required, monitor any changes and update SIMS .net. 

You should now be ready to produce the final School Workforce Census return. For specific instructions, please see the Producing the School Workforce Census document which can be accessed by clicking Other Handbooks in the Documentation panel in SIMS .net. A comprehensive online help system is available within SIMS .net. To access the help, click the Help button whilst in the Census area. 

Where Can I Get More Information? 
	
	A variety of documentation is being provided to assist you with the production of the School Workforce Census 2008 return (including user handbooks, online help, etc.). These documents will be updated as required and new documents added. It is, therefore, recommended that you regularly check SupportNet for any new or updated documents by entering SWCENSUS or SWC in the Site Search field on the SupportNet Home page and then click Go

	
	The Service Desk provide a dedicated website listing all the available documentation together with all related solutions and any other useful resources. The website can be accessed at the following address: http://support.capitaes.co.uk/hottopics  Once open, select the required topic from the list.

	
	The Teachernet website also contains preparation and guidance documentation that may be of interest and can be found at the following address: http://www.teachernet.gov.uk/management/ims/datacollections/ 


NOTE: Please check SupportNet on a regular basis for any further documentation (by entering SWCENSUS in the Site Search field on the Home page), especially leading up to the School Workforce Census return date. 
Resolving Validation Errors

The following table lists a number of common validation errors. Please note that this list is not exhaustive.
	Error
	No.
	Description
	Resolution

	4100
	2
	Qualified Teacher with Teacher Number missing
	Add number

	4105
	6
	Teacher number incorrectly formatted or first two digits are not in correct range
	Edit number – numbers starting 00 may not be accepted (this is currently under investigation)

	4150
	18
	NI number has invalid format
	Check and edit

	4160
	25
	Member of workforce with missing NI number
	Add number

	4220
	82
	Ethnicity is invalid
	Edit all entries – invalid entries will be displayed in the drop down list in red and with an exclamation mark

	4410
	55
	Post is missing
	Amend SWR Post field in Pay Related definition. Will not accept “Unassigned”

	4414
	1
	Post shown as Head teacher, one of associated roles must also be Headteacher
	All Teachers given default Post of Class Teacher

Locate and Add Headteacher post

	4415
	2
	Post shown as Deputy Head, one of associated roles must also be Deputy Head
	All Teachers given default Post of Class Teacher

Locate and Add Deputy Head post

	4520
	1
	Spine point is invalid
	Check that Scale Point assigned is valid/has a value by referring to the Service term definition.

Add value or amend scale range.

However, must then delete contract and add on correct point 

	4710
	90
	Role identifier is missing
	Role Identifier on Support Contracts is set to “Do not include in Statutory Returns” However the individual is flagged as Eligible for SWR so edit role or remove tick in Eligible for SWR flag 

	4730
	150
	Hours Worked per week is invalid
	Check that correct value is given in Service Term definition and/or manually edit staff record 

	4750
	150
	FTE Hours per week is invalid
	As above

	4770
	150
	Weeks per year is invalid
	As above

	5000
	9
	Absence category is invalid
	Error lies in the category linked to the Absence Type/Reason field.  Use Lookup Maintenance to edit to valid value

	6530
	13
	Same person has a total full time Equivalent ratio greater than 1.5
	Check hours for each contract – no apparent inconsistency

	6540
	1
	At least one staff record should, in this school’s return have the role of Headteacher
	Resolved from 4414 above

	Q4155
	3
	Can Temporary or non-standard NI number be resolved
	Check/edit NI number. Temporary (TN) numbers are not accepted

	Q4210
	3
	Persons age expected to be between 16 and 70 years
	Check/edit Date of Birth

	Q6520
	1
	Same person has a total full time Equivalent ratio greater than 1.2 and less than or equal to 1.5
	Check hours for each contract – no apparent inconsistency

	Q7080
	1
	No vacant posts defined
	Define posts if required
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Where appropriate for data entry purposes the screen shots in this document match the training data recommended for use on the course. Where the screen shot is an exemplar of what might be expected when using certain areas of the software, there may not be an exact match.
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