School Census 2009
Errors and Resolutions (1.3)

Revision history

Doc. Version Change Description Date

DRAFT Initial Release. 02/12/08
1.0 Addition of errors 1355 and 1365. 10/12/08
11 Addition of errors 1575 and 1578. 08/01/09
1.2 Update to error 650. 13/01/09
1.3 Minor amendment. 23/03/09

Introduction

This document has been produced to offer advice and suggestions on how to rectify the various errors/warnings that may be generated when producing the School
Census 2009 returns. It covers the Spring, Summer and Autumn returns.

We strongly recommend carrying out dry runs in order to ascertain which errors need correcting. You can make use of the direct links from the Validation Errors
Summary (displayed after validating the School Census return) which enables you to open the SIMS record that requires correcting/amending.

We also recommend making use of the Bulk Update functionality within SIMS to identify missing/invalid data and correct in bulk. For more information, please refer to
the applicable Preparing for the Spring School Census 2009 guide, i.e. the Primary/Middle Deemed Primary, Nursery and Special Schools or the Secondary/Middle
Deemed Secondary Schools version. Both are available on the SupportNet website (http://support.capitaes.co.uk) by entering CENSUSO09 in the Site Search field on
the Home page and clicking the Go button).

This document has been produced to help users check and correct School Census errors and has been provided in addition to our usual user documentation
(handbooks and online help). It has not however, been possible to fully check the accuracy of this document within acceptable timescales. To prevent any delay in
releasing this document, we have therefore decided to release it following minimal checking. If you find any errors or inaccuracies in this document, please report
them to publications@-capita.co.uk.
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Using the Validation Errors Summary

Having created and validated a School Census return, the Validation Errors Summary is displayed. The Summary lists all the validation errors and warnings

generated by the return. Errors must be corrected whilst warnings should be checked and corrected if applicable.

Column Description

Type Indicates whether the failure is an error
(denoted by an F) which must be corrected, or a
warning (denoted by a Q (query)), which should
be check in case it is a causing a problem.

Sequence Shows the error number.

Message Displays the text of the error message.

Location Lists the specific record containing the error.

Solution Provides a suggestion on how the error can be

corrected.

To assist in the resolution of any errors and warnings:

=1 Frirt

Validation Brors Summary
Return Yalidated - 119 Yalidation iles failed [Mumber of Erars - 90 and Mumber of Yarnings - 29)
To resolve ermor : Double click in row to navigate to elevant scieen

Type Seguence | Message Location
F 2500 Attendance sessions pozsible iz missing or invalid Mame: Adebayor, Ermmanuell D ate of Bir
F 2500 Altendance sezzions possible iz mizsing or invalid Mame: Tiger, Tonyl Date of Birtk: 2004-0
o 3000 Fleaze check: no education support staff reported
0 9100 Pleaze check: no admin support staff reported
0 11500 Please check: class type and class year group differe
0 11800 Please check: activity shown as other for all classes
0 12400 Please check: K52/3/M class with pupil/teacher ratio
0 12600 Flease check: nursery class with more pupils than ex

AL v

. or Schoal Census Pupl

. or School Census Pupl

Btaff and add data or amen
# Goto Focus | Person | Staff and add data or amen
# Go to Clazses panel and check clazs type and cla
# Use Census Details Classes panel to edit class ac
# Gota Classes panel and check key stage, pupll &

# Use Census Details Classes panel ta check ratia

>

= Use the search facility to filter by error/warning number. Select the required number from the drop-down list then click the Search button.

= Use the scroll bars to view all the errors/warnings. By default, failures are displayed first in the list.

= Double-click any row to navigate to the appropriate record (where applicable). This launches the specific area in SIMS where the record can be

amended/corrected.

= Change the order of the summary by clicking 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 a summary of error/warnings by clicking the Print button, noting that a high number of errors will generate a high number of printed pages. The summary is
displayed in a web browser, e.g. Internet Explorer, from where it can be transferred to another application. Right-click, then select the required option, e.g. Export

to Microsoft Excel from the drop-down list.

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

Key to School Census Errors and Resolutions

€ Indicates an Error which must be corrected.

g’i‘-, Indicates a warning which should be checked and corrected if applicable.
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Type Code

€ 100

110

130

X
& 120
(X

€ 140
€ 150

€ 155

Error Message

Reference Date must be present and
valid for term.

School name missing.

Phase is missing or invalid.

DCSF Number and Phase are not
consistent.

School Type is missing.

School Type and Phase not
consistent.

Gender of Sixth Form is invalid

Comment/Resolution

This default date is automatically completed by SIMS. Please contact your Local Support Unit for assistance, quoting error code
100.

Enter the school name in the School Name field (Establishment panel on the School Details page) via Focus | School |
School Details. Enter the name in full, including the word School or College if this is part of the school’s full name.

All schools except Special schools:
The phase of your school is specified in SIMS when it is first set up. If this is incorrect, you will need to obtain a patch from your
Local Support Unit.

All schools except Special schools:
Check the Establishment Number and School Phase (Establishment panel on the School Details page) via Focus |
School | school Details.

Check the Establishment Number and School Phase fields (Establishment panel on the School Details page) via Focus |
School | School Details.

If the Establishment Number (school number) or School Phase is missing, enter the correct values, then click the Save
button.

=  For Nursery schools, the DCSF number should be in the range 1000-1099 or 1800-1899.
=  For Primary schools, the DCSF number should be in the range 2000-3999, 5200-5299 or 5900-5949.
=  For Middle deemed Primary schools, the DCSF number should be in the range 2000-3999, 5200-5299 or 5900-5949.
=  For Middle-deemed Secondary, the DCSF number should be in the range 4000-4899, 5400-5499 or 5900-5949.
=  For Secondary schools, 4000-4999, 5400-5499, 5900-5949 or 6900-6924.
After the initial value has been entered and saved, the Establishment Number and School Phase field is read-only. To
change an incorrect value, please contact your Local Support Unit to request a patch.

All schools except Special schools.:
The type of school is specified in SIMS when it is first set up. If this is incorrect, you will need to obtain a patch from your Local
Support Unit.

All schools except Special schools:
The type and phase for your school is specified in SIMS when it is first set up. If this is incorrect, you will need to obtain a patch
from your Local Support Unit.

Secondary and Special schools only:

Ensure a value has been selected from the Gender on entry to 6" Form drop-down list (Establishment panel on the School
Details page) via Focus | School | School Details.
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Type

(=

0O 8o 0o 0 o

Code

160Q

170Q

180

190Q

200Q

210

220

230

240

250

Error Message

Please check: Less than 90% of
Total Pupils Gender in Sixth Form is
male, are you sure the Sixth Form
gender of entry is male only?

Please check: Less than 90% of
Total Pupils Gender in Sixth Form is
female, are you sure the Sixth Form
gender of entry is female only?

Gender of Entry is missing or invalid.

Please check: Less than 90% of
Total Pupils Gender is male, are you
sure the school gender is male only?

Please check: Less than 90% of
Total Pupils Gender is female, are
you sure the school gender is female
only?

School’s highest National Curriculum
year group is missing or invalid.

School’s lowest National Curriculum
year group is missing or invalid.

School’s lowest National Curriculum
cannot be greater than School’s
highest National Curriculum.

Intake Type is missing or invalid.

DCSF number is inconsistent with
the Intake Type of Special.

Comment/Resolution

School types 10, 12, 22, 30, 31, 32, 33, 36, 37, 38, 39, 44, 47, 49 and Special schools only:
Less that 90% of your sixth form school population is male. Check that you have selected the correct gender in the Gender on
entry to Sixth form drop-down list (Establishment panel on the School Details page) via Focus | School | School Details.

School types 10, 12, 22, 30, 31, 32, 33, 36, 37, 38, 39, 44, 47, 49 and Special schools only:

Less that 90% of your sixth form school population is female. Check that you have selected the correct gender in the Gender
on entry to Sixth form drop-down list (Establishment panel on the School Details page) via Focus | School | School
Details.

Secondary and Special schools only:
Select a value from the Gender on entry drop-down list (Establishment panel on the School Details page) via Focus |
School | School Details.

Secondary and Special schools only:
Less that 90% of your school population is male. Check that you have selected the correct gender in the Gender on entry
drop-down list (Establishment panel on the School Details page) via Focus | School | School Details.

Secondary and Special schools only:
Less that 90% of your school population is female. Check that you have selected the correct gender in the Gender on entry
drop-down list (Establishment panel on the School Details page) via Focus | School | School Details.

Check the pastoral structure via Focus | School | Pastoral Structure | Current Structure. Click the Go button, right click on
Pastoral Structure and select Setup National Curriculum Years. Check the correct years are selected.

Check the pastoral structure via Focus | School | Pastoral Structure | Current Structure. Click the Go button, right click on
Pastoral Structure and select Setup National Curriculum Years. Check the correct years are selected.

Check the pastoral structure via Focus | School | Pastoral Structure | Current Structure. Click the Go button, right click on
Pastoral Structure and select Setup National Curriculum Years. Check the correct years are selected.

Check that a valid value has been selected in the Intake Type drop-down (Establishment panel on the School Details page)
via Focus | School | School Details.

Special schools only:
If Special has been selected in the Intake Type drop-down list (Establishment panel on the School Details page) via Focus |
School | School Details, then the Establishment Number must be within the range 5950-5999 or 7000-7999.

To change an incorrect value, please contact your Local Support Unit to request a patch.

Page 4 of 44



Type

Code

260

270Q

280

290Q

300Q

310

320

330Q

340Q

Error Message

Governance is missing or invalid.

Please check: School email address
is missing.

School organisation (day, boarding
or hospital) is missing or invalid

Please check: day school with a
majority of boarding pupils.

Please check: boarding school with a
majority of day pupils.

Approved maximum for day pupils
missing.

Approved maximum for boarding
pupils is missing (or, for hospital
special schools, is provided when it
is not required).

Please check: more day pupils on
roll than the approved maximum.

Please check: more boarding pupils
on roll than the approved maximum.

Comment/Resolution

Check that a valid value has been selected in the School Governance drop-down list (Establishment panel on the School
Details page) via Focus | School | School Details.

Check the email address entered in the Email field ((Contact Details panel on the School Details page) via Focus | School |
School Details. It must be present and include the character @. The email address provided must be for an account that is
used on a regular basis and one that is accessible to the Headteacher e.g. ‘head@’ or ‘office@’. It would not normally be one
that identifies a particular individual by name. This email address may be used for future DCSF correspondence.

Special schools only:
Check the value selected in the School Type drop-down (Establishment panel on the School Details page) via Focus |
School | School Details.

Special schools only:

Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. The Organisation is defined as Day Pupils (mainly) but the majority of pupil/students within the school are boarders.
Either change the value in the Organisation drop-down list or check the boarder status of the pupil/students in the school via
Focus | Student | Student Details.

Special schools only:

Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. The Organisation is defined as Boarding Pupils (mainly) but the majority of pupil/students within the school are not
boarders. Either change the value in the Organisation drop-down list or check the boarder status of the pupil/students in the
school via Focus | Student | Student Details.

Special schools only:
Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. The figure in the Maximum Day Pupils field must be zero or a positive integer.

Special schools only:
Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. The figure in the Maximum Boarding Pupils field must be zero or a positive integer.

Special schools only:

Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. The figure in the Maximum Day Pupils field must be greater than or equal to the number of pupil/students on-roll who
are not boarders.

Special schools only:

Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. The figure in the Maximum Boarder Pupils field must be greater than or equal to the number of pupil/students on-roll
who are boarders.
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Type

Code

350

360

370

380

390

400

410

420

Error Message

Boys on roll not provided, or age not
in range 2 to 27.

Girls on roll not provided, or age not
in range 2 to 27.

Approved maximum age (boys) is

shown, but there is no minimum or
vice versa.

Approved maximum age (girls) is
shown, but there is no minimum or
vice versa.

Approved maximum age (boys) must
be equal to or greater than minimum.

Approved maximum age (girls) must
be equal to or greater than minimum.

Information on SEN school types for
which school is approved is missing
or invalid.

School Telephone Number is
missing.

Comment/Resolution

Special schools only:

Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. The figure in the Minimum Age and Maximum age fields in the Male students frame must be present and in the
range 2-27 if the number of male pupil/students is greater than zero.

Special schools only:

Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. The figure in the Minimum Age and Maximum age fields in the Female students frame must be present and in the
range 2-27 if the number of female pupil/students is greater than zero.

Special schools only:

Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. If there is a figure in the Minimum Age field in the Male students frame, there must also be a figure in the Maximum
Age field and vice versa.

Special schools only:

Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. If there is a figure in the Minimum Age field in the Female students frame, there must also be a figure in the
Maximum Age field and vice versa.

Special schools only:

Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. If present, the figure in the Maximum Age field in the Male students frame must be greater than the figure in the
Minimum Age field.

Special schools only:

Check the values entered in the Special School Information panel on the School Details page via Focus | School | School
Details. If present, the figure in the Maximum Age field in the Female students frame must be greater than the figure in the
Minimum Age field.

Special schools only:

Check that a valid value has been entered in the Special School Information panel on the School Details page via Focus |
School | School Details. Ensure that one or more provisions are entered in the Provisions frame by clicking the New button if
necessary.

Enter the number in the Telephone Number field (Contact Details panel on the School Details page) via Focus | School |
School Details.
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Type Code Error Message Comment/Resolution
a 430 Postcode is missing or invalid. Check the school address entered (Current Address Details panel on the School Details page) via Focus | School | School
Details. Ensure that a valid post code has been entered. Valid formats are:
An nAA
Ann nAA
AAN nAA
AANN nAA
AnA nAA
AANA nAA
Where A is alphabetic and n is numeric.
Also valid are:
BFPO n
BFPO nn
BFPO nnn
a 440 Insufficient address information Building Name or Building Number must be provided. Check the school address entered (Current Address Details panel on
provided. the School Details page) via Focus | School | School Details.
& 470Q Please check: where Dwelling is Check the school address entered (Current Address Details panel on the School Details page) via Focus | School | School
present, Street is normally also Details. If a value is entered in Dwelling or Sub Dwelling, a value is usually present in Street.
present.
& 535Q Address information drawn from two Check the school address entered (Current Address Details panel on the School Details page) via Focus | School | School
conflicting formats. Details.
a 560 There were more appeals withdrawn | Spring return (Primary, Middle deemed Primary and Secondary schools with Governance = VA or FO) only:
or heard than were actually lodged. Check the figures entered in the Admission Appeals panel of the Census Return Details page via Routines | Statutory
Returns | School Census. The total of the figures in the Withdrawn and Heard fields must be less than or equal to the figure
in the Lodged field.
a 570 Appeals upheld plus appeals Spring return (Primary, Middle deemed Primary and Secondary schools with Governance = VA or FO) only:

rejected should match the number of
appeals heard.

Check the figures entered in the Admission Appeals panel on the Census Return Details page via Routines | Statutory
Returns | School Census. The figures in the Upheld and Rejected fields must total the figure in the Heard field.
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Type

Code Error Message

580 Overall appeals lodged less than
infant appeals lodged.

590 Overall appeals withdrawn less than
infant appeals withdrawn.

600 Overall appeals heard less than

infant appeals heard.

Comment/Resolution

Spring return (Primary schools with Governance = VA or FO) only:
Check the figures entered in the Admission Appeals and Infant Appeals panels on the Census Return Details page via
Routines | Statutory Returns | School Census.

12 Infant Appeals

Only complete this section if your school was previously a Grant ind g AEE] ®
I aintainedoluntiany Aided/Special Agreement Schaoal Heard
“withdrawn Rejected

If the figure in the Lodged field of the Infant Appeals panel is greater than zero then the figure in the Lodged field in the
Admission Appeals panel must contain a greater or equal value.

11 Admission Appeals

It you are a Foundation, Yaoluntary Aided or S pecial
Agreement school, complete this section -
Ll

Ladged Upheld
Withdrawn Rejected

Spring return (Primary schools with Governance = VA or FO) only:
Check the figures entered in the Admission Appeals and Infant Appeals panels on the Census Return Details page via
Routines | Statutory Returns | School Census.

If the figure in the Withdrawn field of the Infant Appeals panel is greater than zero then the figure in the Withdrawn field in the
Admission Appeals panel must contain a greater or equal value.

Spring return (Primary schools with Governance = VA or FO) only:
Check the figures entered in the Admission Appeals and Infant Appeals panels on the Census Return Details page via
Routines | Statutory Returns | School Census.

12 Infant Appeals

Only complete this section if your school was previously a Grant ludepend Sdmissh .
MaintainedAVoluntiary Aided S pecial Agreement 5 choal Heard
Withdrawn Fejected

If the figure in the Heard field of the Infant Appeals panel is greater than zero then the figure in the Heard field in the
Admission Appeals panel must contain a greater or equal value.

11 Admission Appeals

It you are a Foundation, Yoluntary Aided ar Special Independ: Admissi C
Agreement school, complete this section
Heard
ot Upheld
Rt Rejscted
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Type

Code

610

620

630

640

650

660

670

680

Error Message

Overall appeals upheld less than
infant appeals upheld.

Overall appeals rejected less than
infant appeals rejected.

More appeals withdrawn or heard
than were lodged for Infant Classes.

Appeals upheld plus appeals
rejected should match the number of
appeals heard.

Teacher Category is missing or
invalid.

Teacher Gender is missing or invalid.

Number of Full Time teachers is
missing.

Number of Part Time teachers is
missing.

Comment/Resolution

Spring return (Primary schools with Governance = VA or FO) only:
Check the figures entered in the Admission Appeals and Infant Appeals panels on the Census Return Details page via
Routines | Statutory Returns | School Census.

If the figure in the Upheld field of the Infant Appeals panel is greater than zero then the figure in the Upheld field in the
Admission Appeals panel must contain a greater or equal value.

Spring return (Primary schools with Governance = VA or FO) only:
Check the figures entered in the Admission Appeals and Infant Appeals panels on the Census Return Details page via
Routines | Statutory Returns | School Census.

If the figure in the Rejected field of the Infant Appeals panel is greater than zero then the figure in the Rejected field in the
Admission Appeals panel must contain a greater or equal value.

Spring return (Primary schools with Governance = VA or FO) only:

Check the figures entered in the Infant Appeals panel of the Census Return Details page via Routines | Statutory Returns |
School Census. The figure in the Withdrawn field + the Heard field must be less than or equal to the figure in the Lodged
field.

Spring return (Primary schools with Governance = VA or FO) only:
Check the figures entered in the Infant Appeals panel on the Census Return Details page via Routines | Statutory Returns |
School Census. The figure in the Upheld and Rejected fields must total the figure in the Heard field.

Spring return only:

Caused if no teachers are entered in the Teachers panel (on the Census Return Details page).
If your school is not using Personnel 7, totals must be entered manually.

If your school is using Personnel 7, check contracts teacher category and post category (via Focus | Person | Staff).

Spring return only:
This information is mandatory on entry and therefore should not occur. Check Personnel 7, if in use, or SIMS via Focus |
Person | Staff.

Spring return only:
This defaults to 0 in each row and should therefore not be missing. Check the figures in the FT (M) and FT (F) columns
(Teachers panel on the Census Return Details page) via Routines | Statutory Returns | School Census.

Spring return only:

This defaults to 0 in each row and should therefore not be missing. Check the figures in the PT (M) and PT (F) columns
(Teachers panel on the Census Return Details page) via Routines | Statutory Returns | School Census.
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Type Code Error Message Comment/Resolution
€3 69 Teacher Part Time hours are Spring return only:
missing. This defaults to 0 in each row and should therefore not be missing. Check the figures in the PT Hrs (M) and PT Hrs (F) columns
(Teachers panel on the Census Return Details page) via Routines | Statutory Returns | School Census.
€ 700 Number of Full Time non-teachers is | Spring return only:
missing. This defaults to 0 in each row and should therefore not be missing. Check the figures in the Support Staff panel on the Census
Return Details page via Routines | Statutory Returns | School Census. Check the figure in the Number of Full Time
Support Staff field.
& 710 Number of Part Time non-teachers is | Spring return only:
missing. This defaults to 0 in each row and should therefore not be missing. Check the figures in the Support Staff panel on the Census
Return Details page via Routines | Statutory Returns | School Census. Check the figure in the Number of Part Time
Support Staff field.
a 720 Support Category is missing or Spring return only:
invalid. This defaults to 0 in each row and should therefore not be missing. Check Personnel if in use, or SIMS via Focus | Person |
Staff.
€ 730 Non-teaching staff head count is Spring return only:
missing. This is automatically calculated and should therefore not be missing. Check the figures in Head Count column (Support Staff
panel on the Census Return Details page) via Routines | Statutory Returns | School Census.
9 Support Siaff
Description Type Post Count Hours [ | @Hecalculate
» ddmin Officers/S ecretaries
Bursars BU 1] 0
High Level Teaching Assistant HL a 0
| IT Technicians IT 0 0| |5
| Libratians LI 0 i
Matrons/Nurses/Medical Staff 1] 0
tinarity Ethnic Pupils Support Stalf - Bilingual Assistants a 0
inority Ethnic Pupils Support Staff - Other 1] 0
Other &dmin/Clerical Staff 1} 0
€3 740 Non-teaching staff hours is missing. | Spring return only:

Check the figures in the hours column (Support Staff panel on the Census Return Details page) via Routines | Statutory

Returns | School Census.

Page 10 of 44




Type Code Error Message Comment/Resolution
€3 750 Duplicate sets of data for same Spring return only:
teacher type and gender. This table of data is generated by SIMS and this error should therefore not occur. Check the Teachers panel on the Census
Details page via Routines | Statutory Returns | School Census.
€3 760 Part-time teacher hours reported but | Spring return only:
no numbers. Check the figures in the PT (M), PT (F), PT Hrs (M) and PT Hrs (F) columns (Teachers panel on the Census Return Details
page) via Routines | Statutory Returns | School Census.
Drescription Type FT(] FT(F1 PT(M] PT[F] PT HrsfM] | PT Hrs(F)
» | Qualified Teachers IQT I 28' 23' 3| EDI 58'
If the figures in either the PT (M) or PT (F) columns are zero, then the applicable PT Hrs (M) or PT Hrs (F) column must also be
zero.
a 770 Part-time teacher numbers reported Spring return only:
but no hours. Check the figures in the PT Hrs (M) and PT Hrs (F) columns (Teachers panel on the Census Return Details page) via
Routines | Statutory Returns | School Census. If you have entered the number of teachers in PT (M) or PT (F) then you must
also specify the number of hours in either the PT Hrs (M) and/or the PT Hrs (F) column(s).
Drezcription Tupe FT(M] FT(F1 PT(M] PT[F] PT Href]  PT Hrs(F)
» | Qualified Teachers loT | =] 3 3| 50| 58|
If the figures in either the PT (M) or PT (F) columns are greater than zero, then the applicable PT Hrs (M) or PT Hrs (F) column
must also be greater than zero.
€3 780 Average weekly hours of part-time Spring return only:

teachers 32.5 or more.

Check the figures in the PT Hrs (M) and PT Hrs (F) columns (Teachers panel on the Census Return Details page) via

Routines | Statutory Returns | School Census.

The total number of hours in both columns divided by the total number of part time teachers (PT (M) plus PT (F)) must be less

than 32.5.

7T Teacher=

Description

Type FT(M] FTIF] FT(M] PTIF] PT Hrsl] | PT Hrs(F)

» | Qualified Teacher

10

1

2

Teachers on schemes leading to Qualified Teacher Status

1

Teachers not recoghized az qualfied

Teacherz of Ethnic minorities

Teachers of English az an Additional Language

=
=]
o oo

]
0
]

oo oaoo

=1E=1E=1E=]

oo oaoo

o olmaldh

‘ Tatal [excluding Teachers of Ethnic Minarities & Eng az an Additional Language]l

T R

@ Fecalculate
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Type Code Error Message Comment/Resolution
fi\a 790Q Please check: Too many unqualified | Spring return only:
teachers reported. Check the figures in the Teachers panel on the Census Return Details page via Routines | Statutory Returns | School
Census.
The totals of FT (M) + FT (F) + PT (M) + PT (F) on the Qualified Teachers (QT) row must be greater than the sum for the
Teachers on Schemes leading to QTS (LQ) and Teachers not recognised as qualified (NQ) rows.
a 800 There are more EAL or minority Spring return only:
ethnic support teachers reported Check the figures in the FT (M), FT (F), PT (M) and PT (F) columns in the Teachers of English as an Additional Language
than the total number of teachers. (LT) and Teachers of Ethnic Minorities (ET) rows (Teachers panel of the Census Return Details page) via Routines |
Statutory Returns | School Census.
The sum of the ET and LE columns must be less than the sum of the QT, LQ and NQ columns.
& 810Q Please check: EAL teacher reported | Spring return only:
but no ethnic minority pupils. Check the figures in the FT (M), FT (F), PT (M) and PT (F) columns in the Teachers of English as an Additional Language
(LT) row (Teachers panel of the Census Return Details page) via Routines | Statutory Returns | School Census.
If there is one or more LTs, there must be at least one pupil/student with a first language (Mother Tongue) of either Other or
Believed to be other than English.
& 820Q Please check: minority ethnic Spring return only:

teachers but no minority ethnic
pupils.

Check the figures in the FT (M), FT (F), PT (M) and PT (F) columns in the Teachers of Ethnic Minorities (ET) row (Teachers
panel of the Census Return Details page) via Routines | Statutory Returns | School Census.

If there is one or more ETSs, there must be at least one pupil/student with an Ethnicity of either White — British, White — English,
White — Scottish, White — Welsh, Other White British or White — Cornish.

Page 12 of 44




Type Code Error Message Comment/Resolution
€3 830 Duplicate sets of support staff data Spring return only:
for same staff type. This table of data is produced by SIMS and therefore, this error should not occur. Check the Support Staff panel on the
Census Return Details page via Routines | Statutory Returns | School Census. There should be no duplicate descriptions
and types listed.
9 Support Staff
Description Tupe Past Count Hours [~ | @F\eca\culale
¥ iAdmin Dfficers/Secretaries
Bursars EU 0 1]
High Level Teaching &Assistant HL 0 1] 9
IT Technicians IT 0 o i
2 Librarians LI 0 1]
| Mahions/Hurses/Medical Staft ME 0 [
Minority Ethhic Pupils Suppart Stalf - Biingual Assistants EB 0 1]
tinority Ethnic Pupils Suppart Staff - Other 0 1]
Qther AdmindClerical 5taff 0 1]
= - 2 5
& 840Q Please check: EAL Support Staff Spring return only:
reported but not EAL pupils. Check the figures in the Support Staff panel on the Census Return Details page via Routines | Statutory Returns | School
Census. If there are Minority Ethnic Pupils Support Staff — Bilingual Assistants — EB then there should be at least one
pupil/student with a first language (Mother Tongue) of either Other or Believed to be other than English.
& 850Q Please check: Minority ethnic Spring return only:
support staff but no minority ethnic Check the figures in the Support Staff panel on the Census Return Details page via Routines | Statutory Returns | School
pupils Census. If there are minority ethnic support staff with Type EO, then there should be at least one pupil/student with ethnicity
other than WBRI, WENG, WSCO, WWEL, WOWB and WCOR.
a 860 Headcount of Support staff recorded | Spring return only:
but no hours. Check the figures in the Support Staff panel on the Census Return Details page via Routines | Statutory Returns | School
Census. Check the Head Count and Hours columns for each Support Staff description. If a head count has been added, the
total hours must be greater than zero.
NOTE: Headcount of support staff in each category — support staff should be counted in each category to which they belong.
€ 80 Support staff hours recorded butno | Spring return only:

Headcount.

Check the figures in the Support Staff panel on the Census Return Details page via Routines | Statutory Returns | School
Census. Check the Head Count and Hours columns for each Support Staff description. If hours have been entered then the
head count must be greater than zero.
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Type Code Error Message Comment/Resolution
/| 880Q Please Check: Average Support staff | Spring return only:
hours are outside the range 1-44. Check the figures in the Support Staff panel on the Census Return Details page via Routines | Statutory Returns | School
Census. The total number of Hours divided by the Head Count (post count) must be less than or equal to 44.
Descriptian Paost Count @F\eca\culale
¥ iAdmin Dfficers/Secretaries
Bursars
High Level Teaching &ssistant
IT Technicians
| Librariang
td atrons/Murses/Medical Staff
Minority Ethnic Pupils Suppart Stalf - Biingual Assistants
tinority Ethnic Pupils Suppart Staff - Other
Qther AdmindClerical 5taff
€3 890 Total number of part-time + full-time | Spring return only:
support staff not equal to support Check the figures in the Support Staff panel on the Census Return Details page via Routines | Statutory Returns | School
staff headcount. Census.
The total of the Head Count column should not exceed the total of the figures in the Number of Full Time Support Staff and
Number of Part Time Support Staff fields.
/1 900Q Please check: no education support | Spring return only:
staff reported. Check the figures in the Support Staff panel on the Census Return Details page via Routines | Statutory Returns | School
Census. The Hours column total over Support Staff type QA, VA, TA, CQ, CU, SN, EB, EO, ME, LI, TE, IT, SS and HL should
be greater than zero.
MMy 910Q Please check: no admin support staff | Spring return only:
reported. Check the figures in the Support Staff panel on the Census Return Details page via Routines | Statutory Returns | School
Census. The Hours column total over Support Staff type AO, BU and AC should be greater than zero.
a 920 Number of Part-Time pupils not at Spring return (Primary, Middle deemed Primary and Secondary schools) only:

school is missing.

This defaults to 0 and should therefore not be missing. Check the figure entered in the Part time pupils not at school field
(Pupil Reconciliation panel on the Census Return Details page) via Routines | Statutory Returns | School Census.
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Type Code

%)

930

940

950

953

957

960

970

980

Error Message

More part-time pupils not in school
than Total Part-time pupils
registered.

Number of Private Study pupils is
missing.

Number of pupils at another school is
missing.

Number of Pupils on Work
Experience is missing.

Number of Pupils at FE Colleges is
missing.

Number of Teachers not teaching is
missing.

Number of Teachers at Other
schools is missing.

Number of Part-Time Teachers not
at school is missing.

Comment/Resolution

Spring return (Primary, Middle deemed Primary and Secondary schools) only:

Check the figure entered in the Part time pupils not at school field (Pupil Reconciliation panel on the Census Return
Details page) via Routines | Statutory Returns | School Census. This figure should not exceed the total number of
pupil/students registered as part-time (recorded in the Registration panel. the Pupil (or Student) Details page via Focus |
Pupil (or Student) | Pupil (or Student) Details).

4 Pupil Reconciliation
On Roll pupils in classes 978

Fart-time pupils not at school E Fupils on work experience

Privvate study pupils

Tolal pupis

Must agree with

Pupils at FE colleges ljl Pupls On ol
Pupils at another school

Spring return (Primary, Middle deemed Primary and Secondary schools) only:
This defaults to 0 and should therefore not be missing. Check that a figure has been entered in the Private study pupils field
(Pupil Reconciliation panel on the Census Return Details page) via Routines | Statutory Returns | School Census.

Spring return (Primary, Middle deemed Primary and Secondary schools) only:

This defaults to 0 and should therefore not be missing. Check that a figure has been entered in the Pupils at another school
field in the Pupil Reconciliation panel on the Census Return Details panel via Routines | Statutory Returns | School
Census.

Spring return (Secondary schools) only:
This defaults to 0 and should therefore not be missing. Check that a figure has been entered in the Pupils on work experience
field (Pupil Reconciliation panel on the Census Return Details page) via Routines | Statutory Returns | School Census.

Spring return (Secondary schools) only:
This defaults to 0 and should therefore not be missing. Check that a figure has been entered in the Pupils at FE Colleges field
(Pupil Reconciliation panel on the Census Return Details page) via Routines | Statutory Returns | School Census.

Spring return (Primary, Middle deemed Primary and Secondary schools) only:
This defaults to 0 and should therefore not be missing. Check that a figure has been entered in the Teachers not teaching field
(Teacher Reconciliation panel on the Census Return Details page) via Routines | Statutory Returns | School Census.

Spring return (Primary, Middle deemed Primary and Secondary schools) only:

This defaults to 0 and should therefore not be missing. Check that a figure has been entered in the Teachers at other schools
field (Teacher Reconciliation panel on the Census Return Details page) via Routines | Statutory Returns | School
Census.

Spring return (Primary, Middle deemed Primary and Secondary schools) only:

This defaults to 0 and should therefore not be missing. Check that a figure has been entered in the Part-time teachers not at
school field (Teacher Reconciliation panel on the Census Details page) via Routines | Statutory Returns | School
Census.
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Type Code Error Message Comment/Resolution

a 990 Number of Teachers from Other Spring return (Primary, Middle deemed Primary and Secondary schools) only:
schools is missing. This defaults to 0 and should therefore not be missing. Check that a figure has been entered in the Teachers from other
schools field (Teacher Reconciliation panel on the Census Details page) via Routines | Statutory Returns | School
Census.
a 1000 Pupil reconciliation does not tally. Spring return (Primary and Middle deemed Primary schools) only:

Check the figures entered in the Pupil Reconciliation panel in the Census Return Details page via Routines | Statutory |
School Census. The total of the On roll pupils in classes plus Part time pupils not at school plus Private study pupils
plus Pupils at another school must equal the Total pupils figure. The Total pupils figure must agree with the figure in the
Pupils On Roll field.

Spring return (Secondary schools) only:

Check the figures entered in the Pupil Reconciliation panel in the Census Return Details page via Routines | Statutory |
School Census. The total of the On roll pupils in classes plus Part time pupils not at school plus Private study pupils
plus Pupils at another school plus Pupils on work experience plus Pupils at FE colleges must equal the Total pupils
figure. The Total pupils figure must agree with the figure in the Pupils On Roll field.

If there are any discrepancies, please check the following:

1. Use route Focus | Pupil (or Student) | Education History. Select On-roll from the Status drop down list and click the
Search button. The number of on-roll pupil/students will appear in the bottom left hand corner.

2. Use the Population Analysis Report to check the year and/or reg groups figures. Select Report | Run then choose the
Group Focus to find the report.

3. Checkin the Find Application browser (Focus | Admission | Application) for any pupil/students who previously had
an Application Status of Accepted. If they were never admitted, ensure that their status is changed to Withdrawn.

The School Census should only calculate on-roll pupil/students with admission numbers. Guest students should not be counted.
If an admission number has been given to guest students, it is possible to change their enrolment status via Routines |
Student | Change enrolment Status.

& 1010Q Please check: 10% + of pupils notin | Spring return (Primary and Middle deemed Primary schools) only:
class at selected time. Check the figures entered in the Pupil Reconciliation panel in the Census Return Details panel via Routines | Statutory |
School Census. Private study pupils plus Pupils at another school should be less than 10% of the figure in the Pupils on
Roll field minus half the number of Part time pupils not at school .

Spring return (Secondary schools) only:

Check the figures entered in the Pupil Reconciliation panel in the Census Return Details panel via Routines | Statutory |
School Census. Private study pupils plus Pupils at another school plus Pupils on work experience plus Pupils at FE
colleges should be less than 10% of the figure in the Pupils on Roll field.
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Type Code

%)

Ay

1030

1040Q

Error Message

Teacher reconciliation does not tally.

Comment/Resolution

Spring return (Primary, Middle deemed Primary and Secondary schools) only:

Check the figures entered in the Teacher Reconciliation panel in the Census Return Details page via Routines | Statutory |
School Census.

Total teachers in classes at selected time plus Teachers not teaching plus Teachers at other schools plus Part time

teachers not at school minus Less teachers from other schools:

Must equal the total of the FT (M), FT (F), PT (M) 