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Post 16 Data Preparation Check List for the School
Census Autumn 2021 Return

Use this check list to tick off each of the preparation tasks when they have been completed.

Complete Description

Upgrade to the SIMS 2021 Summer Release (7.200) or later.

Ensure that Maths and English GCSE are recorded for Maths and English GCSE please
refer to the Processing Results and Calculating PI Data in Exams and SIMS
handbook).

Ensure that Maths and English GCSE Prior Attainment (i.e. grade achieved) is
recorded for each student in year 12 and above (please see Recording External Exam
Results for Prior Attainment on page 5).

To ensure that the correct Prior Attainment information is collected in the return:

= Check that all Prior Attainment data has been updated for 2021/2022 (please see
Updating Prior Attainment for 2021/2022 on page 25)

= Correct Maths and English highest grades for 2020/2021, if required (please see
Correcting 2020/2021 Prior Attainment for Resubmitting in the Autumn Census on

page 6).
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Check that Census View is set as the Default for Course Browse (please see
Checking the Default for Course Browse on page 8).

Check the appropriate default course durations are set up (please see Checking
Default Course Durations on page 9).

Check that the Earliest Year Taught In for Completion Management is set to
Curriculum Year 11 or above (please see Checking the Earliest Year Taught In for
Completion Management on page 10).

Check that the appropriate default completion and continuity tolerance are set up
(please see Checking Default Completion and Continuity Tolerance on page 10).

Check the default course duration and tolerances by level (please see Checking the
Default Course Duration and Tolerances by Level on page 11).

Run the Bulk Update of course end dates routine to remove August end dates (please
see Running the Remove August End Dates Routine on page 13).

Run the Bulk Update of course end date routine using completion tolerance to reset
status (please see Running the Using Completion Tolerance to Reset Status Routine
on page 14).

Record leavers and update course membership (please see Recording Leavers and
Updating Course Memberships on page 14).

Check that the Learning Aim withdrawal reason has been recorded to explain why the
student is leaving the learning aim before the expected end date (please see
Checking Membership and Results on page 34).
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Ensure that the Learning Aim withdrawal reason is also recorded for any Leavers
(please see Recording Leavers on page 16).




Complete Description

o

Check that the Core Learning Aim has been set for students, where applicable
(please see Checking Core Learning Aims on page 19).

Update Funding and Monitoring details as required by the DfE (please see Updating
Funding and Monitoring on page 23)

Download the QAN catalogue from the DfE QAN website
(https://collectdata.education.gov.uk/gwsweb/default.aspx) and imported into SIMS
in September before starting the School Census Autumn 2021 Return (please see
Importing Catalogue Files on page 27).

Ensure the required QANs and Discount Codes are available for selection in Course
Manager (please see Updating QANs and Discount Codes for Course Manager on
page 29).

Check course duration for individual courses (please see Checking the Course
Duration for an Individual Course on page 31).

Check that there is only one award associated with each course (please see Checking
Examination Award Details on page 32).

Select the additional attributes for each course, e.g. the Code, if required, and
ensure that the To date is entered for any 'old' codeset (please see Selecting
Additional Attributes for a Course on page 33).

If applicable, ensure that the Provider UKPRN (United Kingdom Provider Reference
Number) is entered for each Learning Aim (please see Checking Membership and
Results on page 34).

Check that the course status is correct, e.g. Withdrawn and Transferred (please see
Checking Membership and Results on page 34).

Ensure that traineeships are indicated where applicable (please see Indicating
Traineeships on page 36).

Ensure all Work Placements are recorded (please see Work Placements on page 41).
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To ensure that the correct Post 16 programmes of study information is collected in
the return:

= Check that programmes of study information has been recorded for the
2021/2022 academic year (please see Maintaining Post 16 Programmes of Study
on page 43).

Correct planned hours for 2020/2021, if required (please see Correcting
2020/2021 Planned Hours on page 7).

L

Check that employment information for Post 16 students has been added, where
applicable (please see Recording Post 16 Employment Information on page 49).

Use the Edit PI Data routine to ensure that non-EDI exam information for prior
attainment is available in School Census (please see Managing Non EDI Exam
Information on page 52).
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About this Guide

This Preparation Guide has been produced to help identify the most common
Post 16 tasks that need to be carried out before running the School Census
Autumn 2021 Return.

The guide is applicable to English maintained Secondary/middle deemed
Secondary and All-Through schools, Pupil Referral Units, CTCs and
Academies that have sixth form students.

For information about preparation tasks outside of the Post 16 area, please
refer to the Preparing for the School Census Autumn 2021 (English
Secondary/Middle deemed Secondary schools) guide. The preparation guide,
together with other useful School Census documentation, is available from
the SIMS Documentation Centre (accessed via the Documentation
button, which is located on the top right-hand side of the SIMS Home Page).

NOTE: The contents of the graphics (dates, names, etc.) in this guide are
examples only of what you might expect to see when using SIMS to
prepare for the forthcoming School Census return.

About Post 16 Learning Aims

Schools with a Sixth Form are required to provide details about Learning
Aims once a year in the School Census Autumn Return.

The return collects information about Learning Aims that were undertaken
during the academic year 2020/2021 as well as those that were started or
continued during the academic year 2021/2022. Learning Aims are collected
for students taught in Year 12 and above during the Learning Aim collection
period (01/08/2020 to 07/10/2021).

Schools must ensure that the Learning Aims submitted in the return are
those for which they wish to claim funding. Local Authorities and Academies
should refer to the DfE website
(https://www.gov.uk/government/collections/funding-education-for-16-to-
19-year-olds) for relevant information.
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What Post 16 Data is Collected?

The following Post 16 information is collected in the School Census Autumn
2021 Return:

=  Programme Aim information:

Qualification Accreditation Number (QAN) - now known as
Qualification Number (QN)

Programme Aim key dates:
=  Start Date

= Planned End Date

= Actual End Date.

Current Status of the Programme Aim, i.e. Completed, Continuing,
Withdrawn or Transferred

Programme Type, i.e. Study Programme, T Level or T Level
Transition

Programme Aim Withdrawal Reason
Traineeship - an education and training programme.

= Learning Aims information:

Qualification Accreditation Number (QAN) - now known as
Qualification Number (QN)

Discount Code - now known as Subject Classification Code (SCC)
Learning Aim key dates:

= Start Date

= Planned End Date

= Actual End Date.

Current Status of the Learning Aim, i.e. Completed, Continuing,
Withdrawn or Transferred

Learning Aim withdrawal reason, e.qg. illness, injury, etc. (please see
Recording Leavers on page 16)

Programme Type, i.e. Study Programme, T Level or T Level
Transition

Core Aim (the primary Learning Aim being undertaken in a student's
programme of study)

Partner UKPRN - sub-contracting UK partner
Traineeship - an education and training programme.

. Work Placement:

Start date and end date
Hours

Internal/External placements
Employer ID.

= Planned Qualification Hours and Planned Non-Qualification Hours.

= Maths and English GCSE Prior attainment for each student in year 12
and above for whom Learning Aims are collected.

2 | Preparing Post 16 Data for the School Census Autumn 2021 Return
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=  Funding and Monitoring:
=  Students in receipt of 16-19 Tuition Fund
= Students repeating year 13.

NOTE: All Learning Aims are collected regardless of their duration,
provided the dates are within the collection period, i.e. from 01/08/2020 to
07/10/2021, except for T Levels from 01/08/2020 to 31/07/2022.

Learning Aims data is collected for students within the following parameters:
For the Previous Academic Year (2020/2021):

Any student, regardless of age, who has been on-roll between the
01/08/2020 and 31/07/2021 who has participated in a Learning Aim whilst
in National Curriculum Year 12 or above.

In the Current Academic Year (2021/2022):

Any student, regardless of age, who has been on-roll between the
01/08/2021 and 07/10/2021 (census day) who has participated in a
Learning Aim whilst in National Curriculum Year 12 or above.

Dual Registered Students

Funding is only provided to the student's main school and the Learning Aims
for dual registered students must be returned by the main school.
Subsidiary schools must not submit Learning Aims for dual registered
students who are not on-roll at their school.

Setting SIMS Permissions

The following permissions are applicable to users who deal with returns.

Running the Return

To run the return, you must be a member of one of the following user
groups in System Manager:

= Returns Manager
. Returns Operator.

Editing and Preparing Data

Users who edit and prepare data must have permissions to access additional
areas of SIMS, e.g. student details, school details, etc. These users must be
a member of the user groups applicable to the areas they are editing
(please see Where to find More Information about Permissions on page 4).

Users who edit and prepare Post 16 data must have permissions to access
Course Manager and Examinations Organiser. These users must be a
member of the following user groups in System Manager:

= Curricular Manager
= Exams Officer.

Preparing Post 16 Data for the School Census Autumn 2021 Return | 3
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Permissions Required to Import a Revised Fileset

The Import Fileset functionality enables updates to the Validation Errors
Summary and the Summary report (derived from files supplied by the
Statutory Body), and detail reports (provided by SIMS) to be imported into
SIMS between SIMS releases.

To use the Import Fileset functionality (via Tools | Setups | Import
Fileset), you must be a member of one of the following user groups in
System Manager:

. Returns Manager
= System Manager.

For more information about the Import Fileset functionality, please refer to
the applicable preparation guide. To access the SIMS Documentation
Centre. Click the Documentation button located on the top right-hand
side of the SIMS Home Page.

Where to find More Information about Permissions

Please contact your System Administrator/Manager if you are not sure
whether you have the required permissions. For more information, please
refer to the Managing SIMS Users, Groups and Databases handbook.

An Excel spreadsheet describing the numerous permissions available in
SIMS is available on the support portal
(https://support.capitasoftware.com/csm?id=kb article view&sysparm
article=KB0036819).

What Version of SIMS is Required?

To run the return, you must have the SIMS 2021 Summer Release (7.200)
or later installed.

To check which version of SIMS is installed, open SIMS and then select Help
| About SIMS. A dialog similar to the one shown in the following graphic is
displayed.

The version should read 7.200 or later.

Version 7. 200

4 | Preparing Post 16 Data for the School Census Autumn 2021 Return
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Chapter Overview

This chapter provides guidance about the tasks that need to be performed
to ensure that the Post 16 data for the previous academic year is complete
and accurate in time for the forthcoming School Census return on Thursday
7 October 2021.

Recording External Exam Results for Prior Attainment

To calculate Prior Attainment in GCSE Maths and English using exams data,
please ensure the applicable steps are carried out.

EDI Results

Ensure that Electronic Data Interchange (EDI) Results have been
downloaded and imported into Examinations Organiser for internal
candidates before dealing with results for external candidates.

External Results Manual Entry

Examinations Officers can add external examination results achieved at
another centre (usually another school) via Tools | Examinations |
External Results Manual Entry in SIMS. Depending on the QN, a number
of fields are populated automatically but exam results must be entered
manually. Prior attainments can be entered for students, particularly those
joining the Sixth Form who have already achieved GCSE results elsewhere.

Preparing Post 16 Data for the School Census Autumn 2021 Return | 5
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a3

External Exam Results

It is possible to include external exam results in a CTF file. This is achieved
by selecting the External Exam Results check box in the applicable panels
via Tools | Setups | CTF.

2 Data to be Imporied by Default

Student Basic Details ] Student Address ] Student Contacts ] Looked After =]
SEN Information [l Assessment Data =] School History [l External Exam Results vl
Attendance Summary [ Programme of Study(FoS) FSM History ]

Assessmen

3 Data to be Exported by Default

Student Basic Details [} Student Address Student Contacts [l Looked After [~}

2 Assessment Data

Include K51 Tasks/Tests
Programme of Study(PoS)
Assessments

Collect Attendance SIMS Attendance Module -
Data From

External Exam Results bl

3

SEN Information School History

B O8 &

Attendance Summary ] FSM Histary [l

IMPORTANT NOTES:

External exam results added via Tools | Examinations | External
Results Manual Entry in SIMS are not included in the PI calculations.

Any results achieved at another centre that are required for inclusion in the
PI calculations must be entered in SIMS via Tools | Examinations | Edit
PI Data (please see Managing Performance Indicators on page 51).

When entering examination results manually, it is not necessary to import
the associated basedata. Results cannot be entered for external
candidates.

Additional Resources:

Administering and Registering Candidates for Exams handbook (includes
information regarding manual entry of external results)

Processing Results and Calculating PI Data in Exams and SIMS handbook
(includes information regarding manual entry of external results)

Managing Pupil/Students handbook (includes information regarding the
inclusion of external exam results in CTF import and export)

D Completed

Correcting 2020/2021 Prior Attainment for Resubmitting
in the Autumn Census

Schools can make corrections to the Maths highest grades and English
highest grades that were submitted in last year's Autumn School Census.
These grades are then re-submited in the 2021 Autumn School Census.

The Effective Date displays the 2020 Autumn census date. This field is
read-only.

6 | Preparing Post 16 Data for the School Census Autumn 2021 Return
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Select Tools | Statutory Return Tools | Update Prior Attainment to
display the Update Prior Attainment page.

Select the 2020/2021 Academic Year from the drop-down list to display
the information collected in last year's Autumn census.

Prior Attainment
Academic Year
Effective Date “Mot supplied in the school census
Surname | Forename YTl |Reg |ULN DOL Enrciment Status | Maths Highest G_. | Maths Prior Atizin__ | Maths Funding Exe._ |*English Lang High.. |English Lang Prior At | English Lang/Lit High.. |English Funding Exe_ | A
Abbess  |Graham (13 |G |1111176 Single Registrai . |3 - Grade 3 Not achieved No exemption 3-Grade3 Not achieved 3-Grade3 No exemption
Abbey  |Sean 13 0 [11117e SingleRegistrai.. |5 - Grade § Achieved by end v | No exempiion 5-Grade 5 Achieved by end year.. |5- Grade § o exemption
Ackton  |Stenley |(13) |(G) [1111175.. |26106/20.. |Single Registrai.. |6 - Grade 6 Achieved by end y.. | No exemption 5-Grade5 Achieved by end year... |5 - Grade 5 No exemption
Acton Semantha (13 |4 1111168. Single Registraii. |5 - Grade 5 Achievedby endy. | No exemption 5- Grade 5 ‘Achieved by end year . |5 - Grade 5 No exemption
Acton  [Jordan 12 |G [514233 SingleRegistrai.. |5- Grade 5 Achievedby end v | No exempiion 5-Grade 5 Achieved by end year_. |6- Grade 6 Ho exemption
Adams  |George (12 H[1111166. Single Registrai.. |5 - Grade 5 Achieved by end y.. | No exemption 7-Grade7 Achieved by end year... |7 - Grade 7 No exemption
Adebayi  |Emmanu_ 12 |4 [5142336 Single Registrai.. |5 - Grade § Achievedby endy_ | No exemptien 5-Grade5 Achieved by end year . |7 - Grade 7 No exemption
Afleck Alexis (13) (K [1111175_ |26/06/20 . |Single Registraf . |6 - Grade 6 Achievedby endy . |No exemption 6-Grade 6 Achieved by end year _ |6 - Grade 6 No exemption
Aloia Paclo  |[(13) |(N) |[1111175. |26/0620 . |SingleRegistrai. |4 - Grade 4 Achieved by end y.. | No exemption 4-Graded Achieved by end year.. |4 - Grade 4 N exemption
America.. |Kari 12 [k |[5142336. Single Registrai.. |4 - Grade 4 Achieved by end y.. | No exemption 4-Grade 4 Achieved by end year... |4 - Grade 4 No exemption
Amoss Silv 13 [k 1111168 Single Registrai. |7-Grade 7 Achieved by end y | No exemption 7-GradeT Achieved by end year . |7 - Grade 7 o exemption
Anderson | Ethan 12 L [1ines Single Registrai._ |6 - Grade 6 Achievedby endy | No exemption 5-Grade5 Achieved by end year . |6 - Grade 6 No exemption
Andrews |Faul 13 L [iines SingleRegistrai.. |5 - Grade § Achievedby end y | No exempiion 5-Grade 5 Achieved by end year_. |5- Grade § o exemption
Andrews |Jasmine |12 M |5142336. Single Registrai.. |3 - Grade 3 Not achieved No exemption 2-Grade2 Not achieved 5- Grade 5 No exemption
Ankonkule (Cheryl |12 [N 5142365 Single Registrai |4 - Grade 4 Achievedby endy | No exemption 4-Grade 4 Achieved by end year . |4 - Grade 4 No exemption
Anton [Tiger 12 [P [514233 SingleRegistrai.. |6 - Grade 6 Achievedby end v | No exempiion 7-Grade 7 Achieved by end year_. |7- Grade 7 Ho exemption
Ariano |Fietro 12 |Q  |514233. Single Registrai.. |3 - Grade 3 Not achieved No exemption 2-Grade 2 Not achieved 4-Graded No exemption
Arkwrich.. |Robert  |(13) |(P) [1111175_. [26/0620_. | Single Registrai.. |6 - Grade 6 Achieved by end y | No exemption 6-Grade b Achieved by end year . |6 - Grade 6 No exemption
Arhur |Steven |13 |M 1111176 Single Registrai |5 - Grade 5 Achievedby endy | No exemption 5-Grade5 Achieved by end year . |5 - Grade 5 No exemption v
< >

Edit the information in the Maths Highest Grade and/or English Highest
Grade columns, if required, then click the Save button.

D Completed

Correcting 2020/2021 Planned Hours

3.
4.

The Planned Hours for the previous academic year (2020/2021) are included
in the Autumn School Census. Schools can make corrections to these
planned hours and then re-submit in the 2021 Autumn School Census, if
required. This is not applicable to T Levels.

The Effective Date displays the previous Autumn census date. This field is
read-only.

Select Tools | Academic Management | Course Manager | Post-16
Programmes of Study to display the Maintain Post-16 Programmes of
Study page.

Select the 2020/2021 Academic Year from the drop-down list to display
the relevant information.

Maintain Post-16 Programmes of Study.

save & undo (= Report &) Refresh @ Help M unpin 3¢ Close
"
Academic Year 20202021 ~ Student | | YearTaughtin [<hry> | RegGroup [<Any> | Enrolment Status [<Any> |
Fhective Dele  (QIIEA) Levells) | v| Occurences p= T ] subject [shny> | Unassigned hours OO Resetfilters
Resetall Programmes | | oxo Calculate Programmes | | Remove. Transfer 2 CaleulsteHours | Overwrite existing Threshold
of Study = of Study Programme| | ¥ Frogramme| | © fomCourses | yolycs s Dl:l G| [ [T Thresnoa 0|
Right Mouse Click for options Students with leaming aims 0108/2019 to 310772021
Student YTI [Reg |Enrolment Status | DOL Core Aim |0 [Programme Type [Start Date |End Date _|Planned End |Status Reason | Traineeship | TT Hours |Qual Hours | Non-Qual Hrs |Total Houf &
Abbess. Graham 13 |G |Single Registration B | Study Programme | 020812019 220072021 | Continuing 17 912 % 8
Abbey, Sean 13 |H _Single Regisiration B | Study Programme | 020912019 2200772021 | Continuing 18 2 * 5
Ackton. Stan 13 |G |Single Registration | 26062020 A
Acton, Jorden 12 |G |Single Regisiration B | Study Programme | 0370812020 31/07/2022 | Contiruing v 7 56 * )
Acton, Samaniha 13 I Single Registration 8 | Study Programme | 020872019 220072021 | Continuing 7 7 % 76
Adams. George 12 |H |Single Registration B | Study Programme | 0370812020 31/07/2022 | Contiruing 21 83 * 8
Adebayi, Enmanuel |12 |J | Single Registration Ar | Study Programme | 03/09/2020 310772022 | Continuing 7 808 % B
afflck a1 13k trafioes |DEIEDDN A

Edit the Qual Hours and/or Non-Qual Hrs, if required.
Click the Save button.

D Completed
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Checking Course Manager Settings

The Update Course Manager Settings page enables you to specify the
default settings that will be used throughout Course Manager. These
settings are applied to all courses unless you manually modify the
parameters of a specific course from the Course Details page (Tools |
Academic Management | Course Manager | Maintain Course).

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings

1 Settings
s G S Defut o Course rouse [Comien ]
from chosen Course Supervisors [
From 01/08/2020 To 07/10/2021
Minimum Course Durction Default Course Duration
Discount Results ]
zximum Course Duration wo Years Pranned Hours Theshold 1]
Default Continuity Tolerance  |Two Weeks ~ Earliest YT for Completion Management |Curriculum Year 11 ~
Default Completion Talerance | Two Months ~
Folder for Results Report D:ASIMS \Exams Q |
Default Course Duration and Tolerances by Level
(Values stated above will be used as the defalt for a Level where the defaultis not specified below) Right click an columns to set the Defaults
Level Default Course Durztion Default Continuity Tolerance  Default Completion Tolerance  Default QualificationHours  Default Non-Qualification Hours &
b Advanced Extension Award (AEA) One Year Two Weeks Two Months 0 [
AGA Technicals Level 1Award (QTAw1) | One Year Twio Weeks Twio Months 0 0
AQATechnicals Level 1Diploma (QTDIT) | One Year Two Weeks Two Months 0 0
AN Tobcinlo ot 3 Cotonded i) = E

Checking the Default for Course Browse

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings
page.

Ensure that Census View is selected from the Default for Course Browse
drop-down list. The From and To dates are displayed automatically to
reflect the your selection.

Default for Course Browse |C€I'ISLIS View v|

When you Search for courses in the Find Course browser (Tools |
Academic Management | Course Manager | Maintain Course), only
courses that have student memberships during this date range are
displayed.

D Completed

s ) More Information:
2/ Checking the Default Course Duration and Tolerances by Level on page 11
Checking the Course Duration for an Individual Course on page 31
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Checking Default Course Durations

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings
page.

The Minimum and Maximum Course Duration fields enable you to define
the predicted length of time needed to deliver the course material to the
students. The Minimum Course Duration defaults to One Year, the
Maximum Course Duration defaults to Two Years. Both of these options
can be changed to ensure that the expected course duration does not
exceed the length of time specified here. The possible lengths of time that
you can select for either of these duration settings are: Less than 2
weeks, 2-24 Weeks, One Year, Two Years, Three Years, Four Years
or Five Years.

The Default Course Duration cannot be outside the range defined by the
Minimum and Maximum Duration fields. This is set to One Year, by
default. Specifying the Course Duration makes it easier for you to decide
whether to restart a course after the Summer holidays as a continuation of
the same Learning Aim or to regard the course as a retake with a new
Learning Aim associated with it.

Minimum Course Duration One Year - Default Course Duration ~ OneYear T
Discount Results kel
Maximum Course Duration Two Y -
vo rears Planned Hours Threshold EI

The settings specified here are applied to all courses globally. However, you
can modify the Course Duration within an individual course via Tools |
Academic Management | Course Manager | Maintain Course, if
required.

D Completed

Checking Discount Results Selection

The Discount Results check box is selected by default. This ensures that
the exam results calculation includes discounting.

Minimum Course Duration One Year - Default Course Duration One Year -

Discount Results |
Planned Hours Threshold EI

Maximum Course Duration Two Years -

Checking Planned Hours Threshold

Planned hours for a programme of study are defined before the start of the
academic year. To qualify for funding, Planned Hours must be timetabled
within your school's hormal working pattern.

Minimum Course Duration One Year - Default Course Duration Onne Year -
Discount Results kel
Maxi C Durat \ -
S esEe T T Years Planned Hours Threshold EI
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Enter the number that represents the upper limit of planned hours in the
Planned Hours Threshold field. This will highlight students with planned
hours below the set threshold. The default value for planned hours can also
be set via Tools | Academic Management | Course Manager |
Maintain Programmes of Study.

D Completed

i More Information:
)/ Maintaining Post 16 Programmes of Study on page 43

Checking the Earliest Year Taught In for Completion Management

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings
page.

The Earliest YTI for Completion Management field defaults to
Curriculum Year 11. This indicates that students taught in Year 11 and
above are subject to management of their course completion.

It is advisable to leave the earliest YTI set to Curriculum Year 11 (or no
higher than 11) because students who are taught in Year 11 and above, are
subject to monitoring of their course memberships and course memberships
for students who are taught in Year 12 and above, have a direct impact on
school funding as reported in the School Census.

Default Continuity Tolerance  Two Weeks «  Earliest YT for Completion Management  Curriculum Year 11 -

Default Completion Tolerance  Two Months -

IMPORTANT NOTE: Courses for students in Year 11 must be ended
before the 1 August so that they are not confused with qualifications for
Year 12 and above.

D Completed

Checking Default Completion and Continuity Tolerance

Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings
page.

The Default Completion Tolerance field defaults to Two Months. The
length of time specified here indicates the period of time prior to the
expected course completion date that a student can leave a course and still
be deemed to have completed the course. For example: If a student
completes the course and examinations in June, which is before the Planned
End Date at the end of July, this is within the Completion Tolerance of two
months. Therefore, the completion status is set to Completed.

A default Status is assigned via Curriculum Assignment by Scheme or
via the Leavers routine, when a student leaves a course.
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The Default Continuity Tolerance field defaults to Two Weeks. This
represents the acceptable length of a 'gap' in course membership, including
holidays, which is tolerated before course memberships are deemed to have
been discontinued.

For example: If the 'gap' is within the Continuity Tolerance, the course
memberships are joined up so that there is no break in membership.

Default Continuity Tolerance  Two Weeks hd Earliest ¥T| for Completion Management Curriculum Year 11 -

Default Completion Tolerance  Two Manths -

If you wish to change either of the default values, click the applicable down
arrow then select from the drop-down list.

The specified Continuity Tolerance and Completion Tolerance values
are applied globally to all courses but can be modified for individual courses
on the Course Details page (Tools | Academic Management | Course
Manager | Maintain Course), if required.

D Completed

Checking the Default Course Duration and Tolerances by Level
Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings
page.
The Default Course Duration and Tolerances by Level grid displays the
default settings for all the available Levels.

Default Course Duration and Tolerances by Level
(Values stated above will be used as the default for a Level where the default is not specified below) Right click on columns to set the Defaults
Level Default Course Duration Default Continuity Tolerance  Default Completion Tolerance  Default Qualification Hours  Default Mon-Qualificatior A
AQA Technicals Level 1 Extended Diploma (QTXD1) | One Year Two Weeks Twio Months 0
AQATechnicals Level 1 Subsidiary Diploma (QTSD1) |One Year Two eeks Two Months 0
AQA Technicals Level 2 Award (QTAw2) One Year Two Weeks Two Months 0
AQATechnicals Level 2 Diploma (QTDi2) One Year Two Weeks Two Months 0
AQA Technicals Level 2 Extended Diploma (QTXD2) | One Year Two Weeks Two Months 0
AQATechnicals Level 2 Subsidiary Diploma (QTSD2) |One Year Two Weeks Two Months 0
AQA Technicals Level 3 Award (QTAw3) One Year Two Weeks Two Months 0
AQATechnicals Level 3 Diploma (QTDi3) One Year Two Weeks Two Months 0
v
< >

Edits can be made to settings for individual levels, if required.

1. Click the applicable cell in the Default Course Duration, Default
Continuity Tolerance or Default Completion Tolerance column then
select an alternative setting from the drop-down list.

2. To reset the level settings back to the default setting, right-click the
applicable column heading then click the Set Default as option.
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IMPORTANT NOTE: If you want to collectively change the default setting
in the Default Course Duration, Default Continuity Tolerance or
Default Completion Tolerance column, you must right-click the
applicable column heading before saving the data.

If you click the Save button before setting the defaults, the Default
Course Duration and Tolerances by Level panel will not correctly
reflect the defaults specified in the Settings panel.

3. Click the applicable cell in the Default Qualification Hours or Default
Non-Qualification Hours column then enter the required number.

When new Levels are added, you are prompted to revisit the default settings
to ensure that they are applicable to the new Levels.

It is also suggested that you manually set the Default Course Duration for
GCSEs to Two Years in length, i.e. for Years 10 and 11, and then change
individual Post 16 courses to 1 year, as appropriate, e.g. Maths GCSE for 6th
form is 1 year.

4. Click the Save button to apply your changes.

D Completed

s ) More Information:
2/ Checking Course Manager Settings on page 8
Checking the Course Duration for an Individual Course on page 31

Starting Next Year's Timetable Early

If you start next year's curriculum early in your school, this will have an
impact on class and course memberships. If this year’s student scheme
memberships finish at the end of the Summer term, they need to be
terminated at the date that the new timetable begins. This should be done
to prevent old, as well as new students from appearing in class lists.

Schemes exist for the whole academic year, even if classes and student
class memberships within the scheme have end dates before the end of the
academic year, unless it was anticipated during the Summer that schemes
would finish earlier. If it was not anticipated that the 2020/2021 timetable
would finish early and existing memberships need to be adjusted, this
should be done before making the new assignments.

Where you want to show students as being in next year's classes, i.e. Year
12 students in Year 13 classes, you should consider the following:

= Class and course memberships for 2020/2021 should finish on the
correct date.

=  The curriculum plan and timetable should be transferred from Nova for
the next academic year.

=  Students should be assigned to classes and courses for June/July.

If an early commencement of the next year's timetable results in an early
start to courses, the affected courses should be recorded as such in Course
Manager. This ensures that the Learning Aims are collected accurately in the
School Census.
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For example: If Year 11 students finish their exams early then they start
their Year 12 course 1 June and continue the course in September, the
course will last more than 12 months. It is possible to record the period
from the start of the course (in this example June) to the start of the new
academic year (September) as an Introductory Session with a level of
Other.

Information regarding financial schemes in England to support 16 to 19 year
olds can be found on the DfE website
(https://www.gov.uk/government/collections/funding-education-for-16-to-

19-year-olds).

Additional Resources:

ar

Starting Next Year's Curriculum Early mini guide

Running the Bulk Update Courses Routines

Select Tools | Academic Management | Course Manager | Bulk
Update Courses to display the Bulk Update Courses page. This page is
separated into two routines:

= Remove August or September End Dates
= Use Completion Tolerance to Reset Status

Both of these routines enable you to retrospectively correct historical data
that may have been defined incorrectly.

Before running either Bulk Update routine, it is suggested that you click
the associated Report button to view an html report detailing the classes
that will be corrected and the changes that will be made.

Running the Remove August End Dates Routine

If schools in England have inadvertently set the end date for classes to a
date in August or September, this incorrect date becomes the membership
planned end date for courses. This will generate errors in the School Census
return. To prevent this becoming an annual problem that requires manual
intervention, it is possible to run the Remove August or September End
Dates bulk update routine to change the dates to 31 July.

Running the Remove August or September End Dates routine performs the
following actions within the parameters of If Start Date is before August
and Planned End Date is in August or September:

= Set Planned End Date to 31st July

= If Actual End Date exists set to 31st July
=  Adjusts class end dates in line

= If a Status exists, remove it

= Reports on the changes made.
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Click the Execute button to run the routine and update the classes.

Remove August or September End Dates

This report will show the changes that will be made if this Update is executed M

The Execute Bulk Update routine performs the following:

If Start Date is before August and Planned End Date is in August or September
Set Planned End Date to 31st July

If Actual End Date exists set to 31st July [E Execute

Adjusts class end dates in line

If a Status exists, remove it

Reports on the changes made

When the process is complete, a report is generated automatically. To view
the changes that have been made, compare this report with the report run
before updating the classes.

D Completed

Running the Using Completion Tolerance to Reset Status Routine

Running the Use Completion Tolerance to Reset Status routine performs
the following actions:

= Set Planned End Date to Actual End Date
=  Adjusts class end dates in line

= If a Status exists, remove it

= Reports on the changes made.

Click the Execute button to run the routine and update the status for
classes.

Use Completion Tolerance to Reset Status

This report will show the changes that will be made if this Update is executed

The Execute Bulk Update routine performs the following:

Set Planned End Date to Actual End Date IET
Adjusts class end dates in line Ecule

If & Status exists, remove it

Reports on the changes made

When the process is complete, a report is generated automatically. To view
the changes that have been made, compare this report with the report run
before updating the status for classes.

D Completed

Recording Leavers and Updating Course Memberships

The facility to record leavers enables accurate records to be kept of students
after they have left the school. Applicable students, e.g. Year 13, should be
marked as leavers as part of the end of year routine.
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IMPORTANT NOTES: It is essential that you do not record leavers by
removing their date of admission as this affects all historical data relating
to that student.

If someone who was a leaver subsequently returns, please ensure that you
re-admit them - do not remove their date of leaving because this also
affects the history (unless they had a date of leaving, but did not actually
leave, i.e. they changed their mind).

To enable the automatic procedures to help you with course completion
information for Post 16 students, it is necessary to consider when to make
use of the Leavers routine. Some schools will have left the course
completion date as the default date when all classes finish. Such a date is
not correct for many Post 16 students who will finish the course and leave
the school some weeks before the rest of the school finishes for the year.
If you make use of the Leavers routine in advance of the students actually
leaving, SIMS deals with this problem for you.

The end date for the course will be set in line with this ‘expected’ leaving
date and when the School Census is run, the courses will be interpreted as
having been completed.

If the Leavers routine is run after the students have actually left, and the
course end date was in the future, SIMS updates course membership in
accordance with the Completion Tolerance, e.g. if the student's leaving
date and the course end date are within the Completion Tolerance, SIMS
entered a status of complete.

Update Course Memberships should be run (via Tools | Academic
Management | Course Manager | Update Course Memberships)
before moving the system to the new academic year and should be run
again after moving to the new academic year, once class information is in
place. Update Course Membership is an Academic Management routine and
like other routines in this area, it is academic year based. If you forget to
run Update Course Memberships before moving to the new year, you can
easily solve the problem by going back to the old year and running Update
Course Membership.

Similarly, if you forget to run Update Course Memberships, as soon as
class information is in place, you can run it in the new academic year.
However, you should be aware that course membership is much like other
group membership, and courses are set active or inactive at the start of
the day, depending on what membership they have at the start of the day.

So, if you do not run Update Course Memberships until the actual day of
the census, the courses will remain set to inactive until the next day.
Active and inactive is only a display parameter, but it could cause
unnecessary confusion on census day.

To ensure that information required for the School Census is accurate and

up-to-date, it is recommended that you check that all leavers have at least
the minimum statutory information recorded before making them a leaver,
e.g. ethnicity, first language, etc.
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Recording Leavers

Select Routines | Student | Leavers to display the Find Student(s)
browser.

1.

P Find Student(s)

B Search  Print [ Select ~ Links ~ @Help 3% Close

YearGroup  <Anys v ReaGroup  <Any> = EfectiveDate [ |

Name YearGroup Req Group Adm.MNo. Dats of Admission Date of Leaving Reason for Leaving  Destination Epected Start  Grounds for Removal

Search for the required student then double-click their name to display the
Manage Student(s) Leaving Details page.

If you want to assign the status of Leaver to a group of students at
once, specify their Year Group or Reg Group then click the Search
button. Highlight the required student names by using the Ctrl, Shift
and Down Arrow keys then click the Select button. This populates the
Students panel with the selected students’ names.

If you wish to assign the status of Leaver to all the students at once,
click the down-arrow on the Select button and choose All. This
populates the Students panel with all the students’ names.

In the Leaving Information panel, enter the student's Date of Leaving or
click the Calendar button then select the required date.

1 Leaving Information

Date of Leaving 16/07/2021 = Reason for leaving EE Assign to All

Destination after Leaving | | @ Assign to Selected

Destination Institution | | Q) 5%

Start Date =
s
Reason

Select the Reason for leaving from the drop-down list, e.g. Normal

leaving age - Higher education institutions.
5. Enter the Destination after Leaving, if known.
6. Specify the Destination Institution, if known.

a. Click the Browse button (adjacent to the Destination Institution
field) to display the School Browse dialog.

b. Search for and then select the relevant institution. Alternatively, click
the New button to add a new institution.

c. Click the OK button(s) to return to the Leaving Information panel.

d. Use the Assign to All or Assign to Selected options, as required.

Enter the Destination Expected Start Date (or select the relevant date
from the Calendar), then use the Assign to All or Assign to Selected

(0]

ptions, as required.
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8. If the student is a child deemed missing in education, select the Grounds
for Removal from the drop-down list, e.g. E - Distance, then use the
Assign to All or Assign to Selected options, as applicable.

IMPORTANT NOTE: To comply with the Children Missing in Education
legislation, schools are required to record this information for all students
on leaving the school.

9. Select the Learning Aim Withdrawal Reason from the drop-down list,
e.g. Other Provider.

NOTE: The reason for withdrawing from a Learning Aim is collected in the
Autumn Return for any Learning Aim with the status of Withdrawn.

10. Click the Assign to All button or Assign to Selected button, as applicable.

1 Leaving Inf

Diate of Leaving 160772021

Reason for leaving |Nnrrna| leaving age - Highered | EE Assign to All

w

Destination after Leaving |Universrty | @ Assign to Selected
Destination Institution | ‘ Q[
et O T
Start Date 01/09/2021 B Grounds for Removal | w |
Learning Aim \withdrawal || ‘V|
Reason
Other provider (gov)
Other provider
Injury/lliness
Name Year Grg ;:rznoﬁ:ll ste of Admission Date of Leaving Reason for Leaving  Destination Institution Exq = Remove
Aaron, Chris 10 Exclusion /09/2017 C—_’Q Clear

Other
Not Known

11. Click the Save button.

TIPS: To remove a student from the Students list, highlight their record,
then click the Remove button.

To correct details enter in error, highlight the applicable student, then click
the Clear button. This remove the details drawn from the Leaving
Information panel for the selected student only. Re-enter the information
as required.

The Learning Aim Reason column remains populated after clicking the
Clear button. However, the data is updated automatically if a different
reason is selected and assigned.

Additional Resources:

P

Recording Leavers and Deleting Pupil/Student Records chapter in the
Managing Pupil/Students handbook

D Completed
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Updating Course Memberships

When the Update Course Memberships routine is run outside the Completion
Tolerance, if SIMS detects that a course membership is terminating
prematurely, the original end date is displayed in the P End Date (planned
end date) column in the Members panel on the Course Details page (via
Tools | Academic Management | Course Manager | Maintain Course).
The completion Status is not populated automatically, because it will not be
possible to determine whether the termination should be regarded as
withdrawn or transferred. The completion Status must be selected
manually. A yellow background indicates that a value has been omitted.
When School Census is run, a validation error is generated if the value is
missing.

This routine should always be run when any changes to class memberships
are made.

1. Select Tools | Academic Management | Course Manager | Update
Course Memberships to display the following message:

Update course membership can take a long time. Do you wish to
proceed?

2. Click the Yes button to start the Update Course Membership routine.

D Completed

Event Driven Recording of Learning Aims Status

The Earliest YTI for Completion Management also controls the
appearance of the New Learning Aims dialog when manually modifying a
student membership. For example: if a student drops a class or course the
Course Membership(s) dialog is displayed, enabling you to view the
suggested completion Status.

1. Select Focus | Student | Curriculum Assignment by Student or Focus
| School | Academic Structure | Curriculum Assignment by Student
to display the Find Student for Curriculum Assignment browser.

2. Search for, then select the required student to display the Select Effective
Date Range dialog.

3. Specify the required date range criteria then click the OK button to display
the student's Schemes.

4. Right-click on the Scheme that is affected by the change and select Open
Details to display the Historical Curriculum Membership Details dialog.

5. Drag the orange timeline for the affected class to the required end date and
click the OK button.

6. Click the Save button on the Student Curriculum Summary page to
display the Course Membership(s) dialog.
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7. Right-click in the Status column and select the appropriate option from the
drop-down list.

= if the student's class membership ended within the Completion
Tolerance specified for the course, the Status defaults to Completed.

= if the student's class membership ended outside of the Completion
Tolerance specified for the course, the Status defaults to Withdrawn
and the Learning Aim Withdrawal Reason must be entered.

= if the student has swapped to a different class that is associated with
the same course but still within the Completion Tolerance specified for
the course, the Status is unaffected.

= if the student transfers to a completely different course, the Status
defaults to Transferred.

8. Click the OK button to return to the Student Curriculum Summary page.

NOTES: It is possible to extend class memberships within the specified
Course Duration only. For example, class memberships cannot continue for
two years if the Course Duration is only for one year. If a student’s class
membership is amended in Academic Management, their course
memberships are updated automatically without the need to run the
Update Course Memberships routine manually.

D Completed

Checking Core Learning Aims

The School Census Autumn 2021 Return requires that the core aim is
identified for each year where a vocational Education and Skills Funding
Agency (ESFA) study programme is being followed.

The core aim is the substantive vocational learning aim being undertaken in
a student’s program of study.

NOTES: If a student is following an academic programme, a core aim does
not need to be identified.

T Level programmes must have the technical qualification as the core aim.

T Level transition programmes will have specific learning aims (prefixed
with ZTPR), which will identify the appropriate T level route. This aim will
always be the core aim of a transition programme.

It is possible to have a different core aim for 2020/2021 than for
2021/2022. Course Manager allows only one course of study per student to
be flagged as a core aim per academic year. If the student is enrolled on a
two year course, you must flag the second year of study as a core aim when
the academic year changes.

However, there are certain unusual circumstances where more than one
core aim is allowed, e.g. where a student has a two year course and a one
year course. In the first year their core aim is the one year course and in
the second year their core aim is the second year of the two year course.
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first year of two year course second year of two year course

Core Aim

one year course

Core Aim

The additional core aims can be entered directly into the Learning Aims
panel (via Routines | Statutory Returns | School Census).

Additional Resources:

on

Managing Courses handbook
Producing the School Census Autumn 2021 Return handbook (applicable

to your school phase)

Editing a Core Learning Aim via the Student Courses Page

1. Select Focus | Student | Courses to display the Find Student browser,
then Search for the required student.

W Find Student
88 Search ~ [ Open & Frint [[GlBrowse| & Next  Frevious [ View ~ & Links ~  Help $€ Close
Sarane T E— e R —
Tier Any> w “ear Group Reg Group |<Ar|','> v‘ House |-’Ar|','> v ‘
Mame Year Group YTI Reg. Group House Gender Admission Mumber
Baker, Alexandra
Baker, Fiona 2 8 0] Newton Female 005410
Baker, Jade 12 12 M Newton Female 004673
Baker. Jordan " 1 11F Boyle Male 004831

2. Highlight the required student, then click the Open button to display the
Student Courses page.

3. Select Previous Academic Year from the Student Courses drop-down
list.

4. Highlight the second node of the tree structure, which describes the required
course you want to set as a core aim.

5. Right-click the highlighted course description then select Set Core Learning
Aim from the pop-up menu. Alternatively, click the Set Core Aim button.

Student Courses - - ;
|F‘re*.f|ous Academic Year ~ | Set Core Aim

Planned Qualification Hours Planned Non-Qualification Hours

Core Learning Aim is required by School Census for some courses of study

[=)- Abbess Graham
E| Re/Gen, Recreation (Gen), 03/09/2020, 22/07/2021
. ‘. School Census Activity: OT Other
GCE2Y, General Studies (GCE2Y), 02/09/2019, 22/07/202]

QAN: 50021349/7810 AQA Level 3 Advanced GCEin Gen| [ Open Course Details <Enter>
School Census Activity: GS General Studies o  Set Core Learning Aim <Spaces
(=) Hs/GCE2Y, Health & Social Care (GCE2Y), 02/09/2013, 22/07
! QAN: 60052570/0003 AQA Level 3 Advanced GCE in Health and Social Care Single Award
: ‘... School Census Activity: OT Other
- Lb/GCE2Y, Land Based Studies (GCE2Y), 02/09/2018, 22/07/2021

P Colanl ™ Astivsib o (VT Ol
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The course description is appended with the text (Core Learning Aim).

Student Courses

|F're'.'ious Academic Year ~ | Set Core Aim

Flanned Qualification Hours Planned Non-Qualification Hours
Core Learning Aim is reguired by School Census for some courses of study

- Abbess Graham
— Re/Gen, Recreation (Gen), 03/08/2020, 22/07/2021
.- School Census Activity: OT Cther
- Gs/GCE2Y. General Studies (GCE2Y). 02/09/2019. 22/07/2021 (Core Leaming Aim)
: QAN: 50021849/7810 AQA Level 3 Advanced GCE in General Studies A
| i... School Census Activity: GS General Studies
=I- Hs/GCE2Y. Health & Social Care (GCE2Y), 02/09/2019, 22/07/2021
: QAN: 60052570/0003 AQA Level 3 Advanced GCE in Health and Social Care Single Award
: ... School Census Activity: OT Cther
— Lb/GCE2Y, Land Based Studies (GCE2Y), 02/05/2019, 22/07/2021

P Coboal Acbin ity VT Ol

To remove an Existing Core Learning Aim:

If you want to remove the (Core Learning Aim) flag from a course of
study, highlight the course details, right-click, then select Unset Core
Learning Aim from the pop-up menu.

Alternatively, highlight the details of an alternative course of study, then
click the Set Core Aim button. This action removes the Core Learning Aim
flag from the original course of study and flags the newly selected course as
the (Core Learning Aim).

D Completed

Editing a Core Learning Aim via the Memberships and Results Panel

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser, then Search for the required
course.

IMPORTANT NOTE: Core aims are academic year based, so if the default
of Census View is selected in the Find Course browser, the Core Aims
column is not displayed. This is because the From and To date range for
the Census View spans two academic years.

If you want to view or edit the core aims data in the Memberships and
Results panel (Core Aim column), ensure that either Current Academic
Year or Previous Academic Year is selected from the View
Memberships drop-down list.

" Find Course
[B New B Search % Open 3¢ Delete £ Print Bhext + Previcus &) ResetFilters &) Update All Course Memberships 48] Reconciliztion Repors = @ Help 3¢ Close
Descrition | | Short Name I ] Subject [<any> v|@ANDisoCode[ |
Level(s) | \,‘ View Memberships ‘Census View V\ From |D1/DEIZDZD | BT |DTITD.’ZDZT | | Status ‘:An'p v|
Description Short Name Subject Level QAN/Disc Code QAN Expiy  Active Status ~ Qual Hours  Non-Qual Hre ~
Agricuture (BTDi2) Ag/BTD2 Agricuture BTEC Diploma Level 2 Active
At (GCE2Y) Ar/GCE2Y At GCE Advanced Two Year .. 60144567/3510  31/12/2050  Active 152
At (GCSNF) Ar/GCSNF At GCSE 9- 1 Full Course Active
At (KStg3) Ar/KStg3 At Key Stage 3 Active
Astronomy (GCSNF) As/GCSNF Astronamy GCSE 9- 1 Full Course Active
Biology (GCE2Y) BI/GCE2Y Biology GCE Advanced Two Year ..  60142601/1010  31/12/2050  Active 152
Biology (GCSNF) BI/GCSNF Bology GCSE 9- 1 Full Course Active
Business Studies (BTSd3) Bs/BTSd3 Business Studies BTEC Subsidiary Diploma L. Active 304
Business Studies (CNCe) Bs/CNCe Business Studies Cambridge Nationals Cerfi.. Inactive
Business Studies (GCSNF) Bs/GCSNF Business Studies GCSE 9 - 1 Full Course Active
Chemisty (GCE2Y) Ch/GCE2Y Chemistry GCE Advanced Two Year .. 601525521110 31/12/2050 _ Active 152 v
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2. Highlight the required course, then click the Open button to display the
Course Details page.

3. Click the Membership and Results hyperlink to display the Membership
and Results panel.

7 Memberships and Results
(® Recalculate Resuls
Click o Result Column to view the Result Details
Name YTl Reg ULN Class  Start End P End CoreAim Status Ress. Prote. Resul AO. QWSQANDisc MenF- Pr. T A [ New
Alcia , Paclo 13 |M 1111175453 138001 030800 [220072001 [2200712021 D 601..| 6014563812610 ¢ Delte
Boris . Maria {13 (L) |1111175356 [130/Co1 03082020 2200772021 |220072021 | ¥ D B01... 614569872610 v || | @ Besption
Botts , Lamar 13 |0 |1111175248 [134/C01 | 030972020 2200772021 |220072021 | ¥ v o 601 6014569872610 &} Flacement
Chang ., Xhang (13 (@ |1111175232 [130/Col 03082020 220072021 |22/07/2021 Transfe... E B01... BI145638/2610
Fulton, Stephanie  |(13) |(G) | 1111174345 130/Col 030972020 2200772021 |22/07/2021 A 601 614569872610
Joseph . Hope (13 |(1) |5142333941 13001 |03/082020 [22/07:2021 |22/07/2021 c 601..| 614563812610
Lum , Grant (13 [0 [1111174732 [130/Co1 0300872020 [22/07:2021 |22/07/2021 \ithdra..| Injury. E B01... 614569872610
b McGibbon , Marisel |(13) |(M) | 1111174724 |13A/Co1 |0308/2020 |22/07/2021 | 220072021 | ¥ A 601 .| B145698/2610 v
Nauyen , Henry (13 |(F) |11T1174678 130ICol 03082020 |2/07:2001 (2200772021 D B01... GI145638/26 10
Phillips , Bethany  |(13) |(H) | 1111174570 130/Col 030972020 |22/07/2021 |22/07/2021 B 601 614569872610
Starbourne , Isabelle  |(13) |(J] | 1111174414 130ICo1 030872020 |22/07:2021 [22/07/2021 c 601..| 614563812610
Terrey . Ryan (13) (@ |1111174287 [130/Co1 |03/08/2020 [22/07:2021 |22/07/2021 c B01... 614569872610
Trickett, Sharell (13 (M) [1171174201 [138IC01 030972020 [220072021 [22/0772021 B 601 6014569872610
e e i L e o o - P PR .

4. Indicate which students have this course as their core aim.

= To change the core aim for multiple students, right-click any cell in the
Core Aim column then select Set this course as Core Aim for all
these students from the pop-up menu.

This assigns the core aim flag to all students in year 12 and above in a
single academic year.

= To change the core aim for an individual student, click the required cell
in the Core Aim column. A tick is displayed in the cell.

If a core aim already exists for this student in the academic year
specified, a warning message is displayed. Click the Yes button to
change the core aim or the No button to cancel the process.

To Remove an Existing Core Learning Aim

1. In the Core Aim column, click the cell relating to the applicable student's
name.

A message warns you that you are removing the core aim for one or more
students.

2. Click the Yes button to remove the core aim(s) or the No button to cancel
the process.

D Completed

22 | Preparing Post 16 Data for the School Census Autumn 2021 Return



03| Preparing Data for the Current Academic Year

03 I Preparing Data for the Current
Academic Year
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Updating QANs and Discount Codes for Course Manager ........c.cuueus 29
Checking Course Manager Data for the Current Academic Year ..... 31
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Chapter Overview

This chapter provides guidance about the tasks that need to be performed
to ensure that the Post 16 data for the current academic year is complete
and accurate in time for the forthcoming School Census.

Updating Funding and Monitoring

The pupil level Update Funding and Monitoring functionality is provided to
enable schools to record aspects of the Education Recovery Package
required by the DfE.

The data is collected for the first time in the School Census Autumn 2021
Return.

The information must be recorded via the Tools menu and then the details
entered can be checked by running the Funding and Monitoring detail report
within the School Census area of SIMS (please see Funding and Monitoring
Report on page 57).

This information can be maintained at any time during the academic year.
The information required is based on individual students:

= Student in receipt of school-led tutoring programme: Applicable to all
schools (except Nursery schools), with the appropriate year groups or
age groups, i.e. pre-16. For students in National Curriculum Year Actual
1to 11, or aged 5 to 15 as at 31/08/2021 in National Curriculum Year
Actual ‘X’ for special schools. (Funding and Monitoring code = 01.)
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= Student in receipt of 16 to 19 tuition fund: Applicable to Secondary,
All-Through and Pupil Referral Units or Alternative Provision schools with
a sixth form. For students in National Curriculum Year Actual 12 and
above with current single registration (C) or current main dual
registration (M). Pupil Referral Units or Alternative Provision for any
student with the following enrolment status: C, M, F or O. (Funding and
Monitoring code = 21.)

= Student repeating up to one full final year of 16 to 19 funded provision:
Applicable to Secondary, All-Through and Pupil Referral Units or
Alternative Provision schools with a sixth form. For students in National
Curriculum Year Actual 13 and above with current single registration (C)
or current main dual registration (M). Pupil Referral Units or Alternative
Provision for any student with the following enrolment status: C, M, F or
0. (Funding and Monitoring code = 22.)

NOTE: Cumulative hours are not required for the Autumn 2021 census.

1. Select Tools | Statutory Return Tools | Update Funding and
Monitoring to display the Update Funding and Monitoring page.

Update Funding and Monitoring
Flsave ) Undo @ Help @ Unpin 3¢ Close

~
Census

Academic Year |2021/2022 ~ | Onroll and leavers from 01/08/2021 to 31/07/2022

Students View
16+ V| bl ‘m | YearGroup [N V‘ Reg |m v| SEN ‘m\ +| Deprivation Pupil  [a
Premium

Age at | FSMEvers |all ~| Pupil Premium [l ~
3110872021 Indicator

Students

Name ool |Aeatmr VT [0 |Reg |Enroiment poL SEN DepPP  FSME FFInd i?w’g:;n Beceenpl o EE%‘;::: z::“:u::; ::2::.; otes

Acton.Jordan 1110212004 17 |13 |Year12 |G |Single Registration 20172018 |0 |20170018 | ¥ v

Adams Adam 311082008 16 12 |Year12 |G | Single Registration 20002021 [Yes |20202021 | ¥

Adams George 011272003 17 |13 |Year13 [H |Single Registration No v v

Adebayi Emmanuel | 150272004 17 |13 [Year13 |4 | Single Registration 20002021 [No  |20202021 | ¥ v

Americans Kari 30012004 17|12 [Year12 [k | Single Registrstion 2002021 |ves |20202021 | ¥

Anderson Ethan 1110212008 17 [13 [Vear13 [L [ Single Registrafion No. v v

andrews Jasmine | 06122003 17|13 [Year13 |M | Single Registation E  |20002021 [Yes |20202021 | ¥ v

Ankonkule Cheryl | 08/11/2003 7 [13 [Year1a [N |Single Registation o v

Anton Tiger 0910212004 17|13 [Year12 [P |Single Registration o v

Ariano Fietro 220172004 1713 |Vear12 |a |single Registration K [20002021 [Yes [20202021 | ¥ v

Badger David 250972004 16 12 |Year12 |G | Single Registration 20002021 [Yes |20202021 | ¥

Bains Pistro 18012005 16 |12 |Year12 | | Single Registration 20002021 [Yes |20002021 | ¥

Baker Alexandra 011082004 17 [13 [Vear13 [P |Single Registration Mo v v .
~

< >

The 2021/2022 Academic Year is displayed for on-roll students and leavers
from 01/08/2021 to 31/07/2022.

Student information is displayed in the columns on the left-hand side of the
panel. This information is displayed as at the system date.

Cells with a white background are editable.

2. In the Students View panel, select 16+ from the Age at drop-down list.
In addition a variety of other filters can be specified, if required.
The contents of the Students panel changes to reflect the options selected.

3. Right-click anywhere in the 16-19 Tuition Fund column, then select the
required option from the pop-up menu.

If most or all of the students have been receiving tuition funding, select the
Check All option.

Any students who have not been receiving school-led tutoring can then be
deselected by clicking the 16-19 Tuition Fund cell adjacent to their name.
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Specify which students are Repeating Year 13 by right-clicking anywhere
in the column, then selecting the required option from the pop-up menu.

Bulk or Individual entry can be achieved using the same method as
described for 16-19 tuition funding.

Enter Notes, if required. This information is for your own use and is not
collected in the census.

Click the Save button.

Additional Resources:
Producing the School Census Autumn 2021 handbook

Updating Prior Attainment for 2021/2022

2.

The following 2021/2022 information is collected for the Autumn School
Census:

= Maths Highest Grade

= Maths Prior Attainment

=  Maths Funding Exemption

= English Language or English Language/Literature Highest Grade

=  English Language or English Language/Literature Prior Attainment

= English Language or English Language/Literature Funding Exemption.

The Update Prior Attainment page displays information about students
who are in or were in year taught in 12+ (01/08/2020 to 07/10/2021).

The Effective Date displays the 2021 Autumn census date. This field is
read-only.

Select Tools | Statutory Return Tools | Update Prior Attainment to
display the Update Prior Attainment page.

Update Prior Alizinment

Undo 3& Reset ¥ unpin 3¢

Prior Attainment

Academic Year 5 Populate from Exams Students in or were in YTI 12+ 01/082020 - 07/10/2021

Efiective Date “Net supplied in the scheol census

Sumame |Forename |YTI |Reg |ULN _ |DOL |Enrolment Status |Maths Highest G.. | Maths Prior Attsin.. |Maths Funding Exe.. |“English Lang High.. |English Lang Frior AL |English LanglLit High.. |English Funding Exe.. | A
fibess [Graham |13 |& T [THTIEC] JCISERECM 1 Craded Notachieved . Noawemption | MNotachioved 3 Groded [N
Sbey | Sean 13 W |TIIIZE. SingleRegisirai.. |5-Grade5 |Achievedbyendy.. |No exemption Achieved by end year... |5 - Grade 5

\ckion |Swmnley |(13) |(G) |1111176. |17/0720. |SingleRegistrat. |6 - Grade 6 Achievedby endy.. | No exemption Achieved by end year.. |5- Grade 5 Loaming desbity
lcton  Sementha 13 ) T11TIE. SingleRegisirai.. |5-Grade 5 |Achievedbyendy.. |No exemption Achievedby end year. |5 - Grade 5

len  Jordan 12 M 51423%. Single Registrat. No exempion

Mams  (Geoge 12 W |11111ES Single Registrat. No exempion

Mebayi |Emmanu.. |12 |M__|51423%. Single Registrat. No exemption No exempion

Meck | Alexis 11175, SingleRegistrat.. |6-Grade6 | Achievedbyendy.. |No exemption Achievedby end year.. |6~ Grade 6 No exempion

Moia  |Palo (13 |(N) |1111175. |17/07/20. |SingleRegistrai. |4-Graded |Achievedbyendy.. |No exemption Achievedby end year.. |4~ Grade 4 No exempion

\meica. |Kari |12 K |51423%. Single Registrat.. No exemption No exempion

\mos  Rachael 12 L 1117166 Single Registrat. No exemption No exempion

\moso S 13 K |111T16. SingleRegisirai.. |7-Grade7 | Achievedbyendy.. |No exemption Achievedby end year.. |7- Grade 7 No exempion
\nderson Etian 12 M 1111165, Single Registrat. No exemption No exempion
ndrews Paul 13 L 1117168, SingleRegisirai.. |5-Grade5 | Achievedbyendy.. |No exemption Achievedby end year.. |5~ Grade 5 No exempion
\ndrews  Jasmine |12 M 51423%. Single Registrat. No exemption No exempion
Ankonkule |Cheryl |12 |L |5142365. Single Registrat. No exemption No exempion

dmon  |Tiger |12 |G |514233. Single Registrat. No exemption No exempion

Wiro  Fews 12 L | 51423%. Single Registrat. No exemption No exempion

Arkwrigh. |Robert (1) |(P) |1111175.. |17/07/20.. |SingleRegistrat. |6-Grade® | Achievedbyendy.. |No exemption Achievedby endyear.. 5- Grade 6 Ho exemption .
< >

Ensure that the 2021/2022 is selected from the Academic Year drop-down
list.
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3. Click the Populate from Exams button to display the Update Prior
Attainment dialog.

Update Prior Attainment &_ﬂ

1) Prior Attainment data will be copied forward from last year.
2) Exam results will take precedence over any other data.
3) Manual edits will be preserved if neither of the above apply.

Are you sure you want to continue?

[ ves ][ Mo |[ Cance |

4. If you want to continue, click the Yes button to populate/update the Prior
Attainment grid.

= Prior attainment data is then copied forward from last year.
=  Exam results take precedence over any other data.
= Manual edits are preserved if neither of the two previous points apply.

5. The Populate Data From Exams dialog confirms that data has been
populated from Exams. Click the OK button.

6. Edit the information, if required.
7. Click the Save button.
The Update Prior Attainment page for 2021/2022 displays the following:

=  English Language Highest Grade is displayed to show the relationship
with English Language Prior Attainment (but is not included in the
return).

= English Lang/Lit Highest Grade is displayed showing the relationship to
English Funding Exemption.

lasmine has achieved the
lasmine needs to improve minimum grade for English
her English Language grade Language and/or English
and is therefore subject to Literature and has thereby
Update Pric: Atsinment - z ‘ i
13 o Block 2 funding. achieved the condition for e
Faip! i~ i i
&% Form funding. =
Prvor Al mrerend
Academic Year 209772020 w l l
Eflsctive Date 07707200 | [ I
Torrase Firesave ¥T1 “English Laneg ghaet Gr_ | Erglesh Lot Priw Anmesnt Erghsh LangLitigheat G Enshal Fusdrsy Exerpbion
Erateat Jsamne 12 2« Garnde 3 Mt pchieed 5 Grade § Mo exermpbon
ETaE LT T2 T Rt I O e 1T T oI T T e
Ertor, Tiger 12 7 Grade T Achivved by erdyear 11 |7- Grade 7 teg mmerrption
g Pratra 12 - Cnda 2 Bt pckamend 4 - Grada d Mg anarrpbsn
Fekwrighison  Rober ] 6 - Ganda & Fahigond by and year 11 G« Groda & N3 gmamban
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The DfE uses the English GCSE Prior Attainment achievement values of
Achieved by end of year 11, Achieved since year 11 and Not achieved
for what they refer to as 'block 2' funding. However, for the purposes of this
funding, achievement of prior attainment in English must be taken to mean
achievement of English Language GCSE prior attainment; it must not take
account of English Literature GCSE. Therefore, the DfE has changed its
CBDS (Common Basic Data Set) for this item to refer to English Language
rather than English.

The DfE has pointed out that both English Language and English Literature
remain relevant for the 'condition of funding'
https://www.gov.uk/quidance/16-to-19-funding-maths-and-english-
condition-of-funding.

i) More Information:
2/ Correcting 2020/2021 Prior Attainment for Resubmitting in the Autumn Census
on page 6

Importing Catalogue Files

It is recommended that the DfE Qualification Data catalogue is downloaded
from the DfE QAN website
(https://collectdata.education.gov.uk/gwsweb/default.aspx) and imported
into SIMS in September (when the courses are being set up) and before
starting the School Census Autumn 2021 Return (07/10/2021).

The qualification data is applicable to all Learning Aims without a result or
basedata supplied by the exam Awarding Organisation or Body including
new courses and completed school assessed Learning Aims.

1. Download the latest Generic QAN data files from the DfE QAN website to a
folder of your choice. The following four files only are required:

= Current QAN XML

= Discount Codes XML

=  Awarding Bodies XML

= Qualification Types XML.

2. In SIMS, select Tools | Examinations | Import Qualification Data. A
confirmation dialog is displayed.

3. Click the OK button to confirm that the downloaded data you are about to
import is up-to-date. The Import Qualification Data page is displayed.

4. In the Select Catalogue Files panel, click the Browser button adjacent to
each file name field then navigate to the stored location of the applicable
file.
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5. Select the required XML file then click the Open button to return to the
Select Catalogue Files panel where the selected file name is displayed.

Select Catalogue Files

Last Updated On

Current QAN XML [C:\SIMS\QAN_Current_V1.2xml |

Auwarding Bodies XML [C:\SIMS\QAN_AB_V1.0.xml | [&

Discount Codes XML |C:\SIMS\OﬁN_DiscCode_\u’1 xml | Q

Qualification Types XML [C:\SIMS\QAN_QualType_V1. Tl | [Q
-B Import Catalogue Files

6. Click the Import Catalogue Files button.

Provided that you have selected the correct file name for each file type, the
files are automatically imported in the correct order. This may take some
time.

When the files have imported successfully, an Activity Log is displayed
confirming which files have been imported.

Bl Activity Log l 2 J—Jiz-
= Print [B Save
Aciivi

The following AB(z) were successfully imported:

AB:104
AB:235
AB:529
AB:300
AB:801
AB:202
AB:803
AB:900
AB:910
AB:311
AB:913
AB:380
AB:381
AB:382
AB:383
AB:384
AB:985

7. Click the Close button to return to the Import Qualification Data page.

8. You can click the Print button to print a copy of the file names and locations
for future reference.

When you next open the Import Qualification Data page, the Last
Updated On field displays the date of the most recent import.

D Completed
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Updating QANs and Discount Codes for Course Manager

Once the up-to-date QWS QAN catalogues have been imported into Course
Manager, specific QANs and QAN Discount Codes must be activated to
ensure that they are available for selection.

1. Select Tools | Academic Management | Course Manager | Update
QANSs and Discount Codes for Course Manager to display the Update
QANs and Discount Codes for Course Manager page.

Update QAN= and Discount Codes for Course Manager
Update =3 Print

Update QANs= and Discount Codes for Course Manager

Board <Any= - Level <Ary> -

-

QAN |
(), Search Title

Discount Code Subject Expiry

Containing Title 1stdSport Qualifications

AB for units used by OCR, EDEXC
ABMA Education Ltd

Accredited Skills for Industry L &
Accredited Skills for Industry [1]
Accrediting and Assessment Burez
Active International Qualifications
AlM awards

AlM Awards

Amateur Swimming Association

Ao FA Qualifications

AoFA Qualifications

AptEd

AQA- City and Guilds

AQA Education

Ascentis

ASET

Associated Board of the Royal Sch

Associated Sports Qualifications
QAN Tie  Association of Accounting Technic Discourt Code  Subject Bxpiry
Association of Business Executive
Associstion of Business Executive
Associstion of Business Managers
Association of Chartered Certified .
Association of Medical Secretaries
ATHE Ltd
ATHE Ltd [1]
Award Scheme Development and £
Awarding Body Consortium -

QAN Title

2. Specify the QAN search criteria by selecting from the Board and Level
drop-down lists. Alternatively, enter all or part of the QAN’s Containing
Title or QAN code.
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3. Click the Search Title button.

Update QANs and Discount Codes for Course Manager
Update = Print

Update QANs and Discount Codes for Course Manager

Board [aQA Education v Level {fr\ﬂ)’) v J
Containing Title QAN ‘ ‘
() Search Title

QAN Title Discount Code Subject Expiry A
60095325 AQA Level 1 Foundation Project HC7 Study Skills 31/12/2050

60095337 AQA Level 2 Higher Project HC7 Study Skills 31/12/2050

60095349 AQA Level 3 Extended Project HC7 Study Skills 31/12/2050

60142923 AQA Level 1/Level 2 GCSE (3-1)in English Language 5030 English Language 31/12/2050

60144476 AQA Level 1/Level 2 GCSE (3-1) in English Literature 5110 English Literature 31/12/2050

60146084 AQA Level 1/Level 2 GCSE (3-1)in Mathematics 2210 Mathematics 31/12/2050

60149450 AQA Level 3 Certificate in Mathematical Studies 2350 Mathematical Studies  31/12/2050

60158748 AQA Entry Level Certificate Mathematics HD4 Numeracy [1] 31/12/2050

60159789 AQA Entry Level Centfficate Step Up to English HD2 Communication [1] 31/12/2050 ™

(] Add % Remove
QAN Title Discount Code Subject Expiry

4. Highlight the required QANs, then click the Add button to move the selected
item to the lower panel.

5. If an item is selected by mistake, highlight it, then click the Remove button.
6. When you have selected all the required QANSs, click the Update button.
These items will now be available for use within Course Manager.

NOTE: If items are already available for selection within Course Manager,
they are not visible when searching the QAN and Discount Codes
catalogue.

The Duplicate QAN report, which displays information regarding students
who have a Learning Aim with a status of transferred, withdrawn, completed
or continuing, is available by selecting Tools | Academic Management |
Course Manager | Duplicate QAN Report. For more information, please
refer to the Managing Courses handbook.
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Checking Course Manager Data for the Current Academic

Year

1. Select Tools | Academic Management | Course Manager | Maintain

Course to display the Find Course browser.

M Find Course
[B New B Search | Open * Delete " Print Next © Frevious ) ResetFilters €5 Update All Course Memberships 48] Recancilistion Repors @ Help L Close
Description | | Short Name [ sublect canys - QANDiscCode[ |
Level(s) « View Memberships Census View ~ From ] T @ Status  <Amy> -
Deszription Shot Name Subject Level

QAN/Disc Code QAN Bxpiry Active Status  Qual Hours  Non-Qual Hrs

Search for, then select the required course to display the Course Details
page.

Checking the Course Duration for an Individual Course

The values in the Duration and Tolerance panel are inherited from the
settings specified in the Update Course Manager Settings page (Tools |
Academic Manager | Course Manager | Course Manager Settings).
These values can be changed for an individual course by clicking the
respective drop-down list and selecting an alternative value. Any changes
made are specific to the course that you are currently viewing.

The date range displayed is inherited from the Find Course browser. Select
the respective Calendar button to change the dates.

Course Details: Ag/BTDi2
B Save ';_') Undo =) Print

1Duration and Tolerance 2 Basic 3 Examination 4 Classification 5 Supervisors 6 Classes 7 Memberships and Results 8 Work Placements

— From [01/082020 |[B] 1o [07102021 |[BY] [& Refresh
1 Duration and Tolerance

Normal Duration

v
Two Weeks v
Completion Tolerance

Continuity Tolerance

The Course Duration value can be used to determine whether a new class
membership should be added to an existing course membership, for the
purposes of retakes.

Two year courses must be set up correctly to ensure that after the
completion of year one, the status for students is displayed as Continuing

to indicate that a result is not expected until after year two of the course is
completed.

The Continuity Tolerance value can be used to decide whether a single
student's memberships should be joined to form a continuous course
membership.
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The Completion Tolerance value enables you to determine if a student
leaving their course before the Planned End Date is deemed to have a
course completion status of Completed. This is reflected in the
Memberships and Results panel of the Course Details page.

D Completed

i ) More Information:
)/ Checking Course Manager Settings on page 8
Checking the Default Course Duration and Tolerances by Level on page 11

Checking Examination Award Details

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

2. Search for, then select the required course to display the Course Details
page.
3. Select the Examination hyperlink to display the Examination panel.

Only one award can be associated with a course at a time, so you must
determine which of the awards is current.

=  Ensure that each award is applicable for the current season.

This can be achieved by checking the Certification Elements. The
Certification Elements panel displays the elements for seasons that
are relevant to the highlighted award within the From and To date
range. You may need to expand the Season column to view the full
season description.

Click anywhere in the certification element row to display the Element
Details pane to view all related information about the element.

= Add a To date to any award that was previously associated with the
course but is no longer relevant. These awards should not be deleted, as
the history will be lost.

If the date ranges for the awards overlap, the records remain displayed
in yellow until the overlap is corrected.
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4. An explanation of why the award associated with the exam was changed can
be entered in the Reason column, if required.

3 Examination
Awards
Award Board  Qualification Award Code  From To Reason D New
» CHEMISTRY ADV AQA General Certificate of Educati | 7405 07/01/2021 ¢ Delete
Certification Elements Click the row to view the Element Details
Season Board AwardCode  Entry Code  Internal Title From To AQ QAN/Disc . Element Detaile

» June (Summer) Bx_ |AQA 7405 7405 Chemistry ADYV 01/05/2021 2110672021 601573181110

Award | CHEMISTRY ADV

Board [ Assessment and Qualifications Alliance

Internal Title | Chemistry ADV

External Tiltle ‘ CHEMISTRY ADV

QCA Code ‘1110 | QAN ‘60157318

Entry Code ‘7405 | Process ‘Entry

\
\
\
\
Description | |
\
\
\

Fees ‘ a?.nn| Item ‘Cemf\catwun

Result Type Grades, levels or points

WARNING: Although it is possible to delete awards, it should be noted
that the history will be lost.

D Completed

Selecting Additional Attributes for a Course
The following codesets are available:
= QCA (Qualification Curriculum Authority)
= QAN (Qualification Number/Discount Code)
= DAS Generic QAN (Diploma Aggregation Service - Generic QAN)

=  PPoS (These must be entered manually as there is no pre-defined code
list)

= Provider UKPRN (These must be entered manually as there is no pre-
defined code list).

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

2. Search for, then select the required course to display the Course Details
page.
3. Select the Classification hyperlink to display the Classification panel.

4. Select the appropriate date range for each codeset. If the date ranges for
the codesets overlap, the dates must be changed to rectify this.

5. The optional Reason field enables you to enter a free text explanation of
why the codeset associated with the course was changed.
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6. If the codeset(s) displayed is not currently linked to the course, click the
New button to display the Select Code dialog.

a. Highlight the required codeset to display a list of related codes in the
lower section of the dialog.

b. Search for the required code by entering the code number in the
Containing Code field or by entering some related text in the
Containing Description field before clicking the Go button. The list of
related codes displayed is updated to reflect the search criteria entered.

c. Highlight the Code to be associated with the course then click the OK
button to return to the Classification panel where the 'old' and 'new'
codesets are displayed.

d. Ensure that a To date is entered for the 'old' codeset.

4 Classification

Codeset Code Diescription QAN Subject QAN Expiry  From To Rezson D New
i) EQ&N £015255211110 |OCR Level 3 Advance . |Chemistry I1N2/2050 M

% Delete

14 15 16 17 18 13 20
21[ |23 24 25 26 27
282/ 1 23 ¢

Today Clear

If a code has been added in error, or you wish to change the code
associated with the selected course, highlight the existing code and click
the Delete button.

IMPORTANT NOTE: Deleting a code should be performed with
caution. For example, removing a code from an active course has
serious implications for the School Census.

7. Repeat Steps 1-4 to add a different code.

D Completed

Checking Membership and Results

The QWS QAN is the Qualification Accreditation Number obtained from the
DfE QAN website and the AO QAN is the Awarding Organisation QAN
imported with the exams basedata from the Awarding Organisation.

If the option to use Examinations Organiser to populate the census is
selected and a result exists, the AO Discount Code is collected in the return.
If this is not the case, the QWS Discount Code is collected.

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

2. Search for, then select the required course to display the Course Details
page.

3. Click the Memberships and Results hyperlink to display the
Memberships and Results panel.
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The details of all the student memberships for the selected course are
displayed.

NOTE: If you want to view or edit the core aims data in the Memberships
and Results panel (Core Aim column), you must ensure that you select
either the Current Academic Year or the Previous Academic Year from
the View Memberships drop-down list in the Find Course browser.

If you wish to protect a particular student's membership from changes,
ensure that you click the applicable cell in the Protect column before you
click the Update All Course Memberships button on the Find Course
browser.

7 Memberships and Results
(@) Recalculate Resuls [E Results Report
Click on Result Column to view the Result Details

Name YTl Reg ULN Class  Strt Core. © Swws Ress. Profe. Resut AD. QWSGANDisc NonF. Pro T Al [F ew

b Boris , Mariz (13 |(L) |1111175356 [13A/Ce1 |03/0812020 [17/07 D E01 . 6014569972610 v 9 Delte
Batts ., Lamar (13) (K |1111175348 [134/Co1 | 0310812020 |17 v v o 601 60145639/2610 & Exception
McGGibbon , Marisol  |(13) |(M) [1111174724 [13A/Col |03/08/2020 (17 v A 801 60145639/2610 v G Placement
Aloia, Fadlo (13) () |1111175453 [13A/Co1 | 0210812020 |17 D 601... 60145638/2610
Chang , Xhang (13 |(@ |1111175232 [13A/Co1 |03/08/2020 |17 Transte.. E £01... 6014563972610
Fulton, Stephanie  |(13) |(G) | 1111174945 |13AICo1 |03/08/2020 |17 A £01... 60145699/2610
Jeseph . Hope (13 (L) |5142333941 [134/Ce1 | 0309/2020 |17 C £01 . 6014569972610
Lum, Grant (13) (L [1111774732 |13AICoT |03/08/2020 |17 ithdra | Injury. E 601__|6014569972610
Nguyen , Henry (13) |(F) |1111174672 |13A/C01 |02/08/2020 |17 D 601... 60145638/2610
Phillis . Bethamy  |(13) |(H) | 1111174570 |13AICo1 |03/08/2020 |17 B 601... 60145639/2610
Starbourne . Isabelle |(13) |(J) [1111174414 [13A/Col | 03092020 (17 c £01... 60145639/2610
Terrey . Ryan (13) (@ |1111774287 [13AICo1 |03/08/2020 17 C £01 . 6014569972610
Trickett . Sharell (13) |(H) [1111174201 134/Co1 | 0310912020 |17 E 601 . 6014563972610

s b L e - S P — .

Check the current status of each Learning Aim, i.e. Completed,
Continuing, Withdrawn and Transferred. A yellow cell indicates that the
Learning Aims status should be added.

Right-click the Status column then select the appropriate option from the
drop-down list:

= if the student's class membership ended within the Completion
Tolerance specified for the course, select a status of Completed.

= if the student's class membership ended outside of the Completion
Tolerance specified for the course, e.g. because they left the school or
they are concentrating their time on other course subjects, select a
status of Withdrawn.

= if the student has swapped to a different class that is associated with
the same course but still within the Completion Tolerance specified
for the course, the status should remain the same.

= if the student transfers to a completely different course, select a status
of Transferred.

Select the withdrawal Reason from the drop-down list to record why the
student is leaving a course or learning aim before the expected end date.
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6. Where the provider of a course is other than the school, e.g. the school sub-
contracts the learning or training for post-16 students to another provider,
click the required cell and then select the applicable Provider UKPRN
(United Kingdom Provider Reference Number) from the drop-down list.

7. Click the Save button.

D Completed

i ) More Information:
4 Recording Leavers on page 16

Indicating Traineeships

A traineeship is an education and training programme with work experience.
Traineeships (designed for 16 to 24 year olds) include the work preparation
training, English and/or Maths and the work experience needed to secure an
apprenticeship or employment.
In preparation for the Autumn census, ensure that traineeships are
indicated, where applicable.

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

2. Search for, then select the required course to display the Course Details
page.

3. Click the Memberships and Results hyperlink to display the
Memberships and Results panel.

This panel displays the details of all student memberships for the selected

course.
7 Memberships and Results
(@) Recalculate Resuls [E Results Report
Click on Result Column to view the Result Details
Name YTl Res ULN Class  Smrt Core.. © Swws Ress. Prote. Resut AD. QWSGANDisc MenF. Pro Tr. Al [F New
¥ Eoris , Mariz (13 |(L) |1111175356 [13A/Ce1 | 030912020 [17/07 o E01 . 6014569972610 v 5 Delte
Batts ., Lamar (13) (] |1111175348 |134/Co1 | 0310912020 |17 v v o 601 . 6014563972610 & Exception
McGibbon , Marisol  |(13) |(M) | 1111174724 |13AICo1 |03/08/2020 |17 v A 601... 60145839/2610 v i Placement
Aloia ., Padlo (13) () |1111175453 [13A/C01 | 0310812020 |17 D 601... 60145639/2610
Chang . Xhang (13) (@ [1111175232 [13AICo1 |03/08/2020 17 Trensfe.. E £01... 60145639/2610
Fulton, Stephenic  |(13) |(G) | 1111174945 |13AICo1 |03/09/2020 |17 A £01 . 6014569972610
Joseph . Hope (13 |(L) |5142333341 |13A/CoT | 03108/2020 |17 C 601 . 60145699/2610
Lum, Grant (13) (L) [1111174722 [134/C01 |02/08/2020 |17 \hithdia_.|Injury E 601... 60145839/2610
Nguyen , Henry (13) |(F) |1111174678 |13A/Co1 |03/08/2020 |17 D 601... 60145639/2610
Phillips . Bethany ~ |(13) |(H) | 1111174570 |13AICo1 |03/08/2020 |17 B £01... 60145639/2610
Starbourne . lsabelle  |(13) |(J) | 1111174414 |13AICo1 |03/09/2020 |17 C E01 . 6014569972610
Terrey . Ryan (13) (@ |1111174287 [13AICo1 |03/08/2020 17 C 601 . 60145699/2610
Trickett . Sharell (13) |(H) [1111174201 [13AICo1 |03/08/2020 |17 E 801 60145639/2610
e e Lo — S p— - PR Prvp—— .

4. If a student is participating in a traineeship programme, ensure that this is
indicated by clicking the Traineeship column (located at the right-hand side
of the panel) to display a tick.

5. Click the Save button.

36 | Preparing Post 16 Data for the School Census Autumn 2021 Return



03| Preparing Data for the Current Academic Year

Setting up Courses for T Level
T Level courses include the following compulsory elements:
= A technical qualification includes:

= Core theory, concepts and skills for an industry area (e.g. Design,
Surveying and Planning for Construction QN 60358300/2Z2ZZ2)

=  Specialist skills and knowledge for an occupation or career
(e.g. Occupational Specialism could be Civil engineering QN
ZTLOS002/ZZZB)

= An industry placement with an employer (QN ZWRKX003)

= A minimum standard in Maths and English if students have not
already achieved them.

= Industry placements:
= Every T Level includes an industry placement with an employer

focused on developing the practical and technical skills required for
the occupation.

These courses last a minimum of 315 hours (approximately 45 days) but
can last longer. Employers can offer industry placements as a block, day
release or a mix of these.

A course can be set up as a T Level (Level 3) for a specific T Level subject.
There is a specific QN code for each core T Level and T Level Occupational
Specialism.

The following example shows a course for T Level with a core Subject of
Digital Design and a QN of 60358324 /2727Z.

2 Basic
Subject Digital Design
Level T iovel Lovel3) Notes Core T Level Technical Qualfication
v vel (Leve
QN 60358324/2772]
Short Name Dd/TLev3
Description Digial Design (TLev3)
Active Status [active V]
Current QWS QAN/Disc (60358324/Z2Z7Z
Auto Update
Class Links %]
Auto Update =
Membership
— Planned Hours
Tuition Hours per Year
Study Hours Qualification 456
Mirites pec Geclo Non-Qualification

The QAN can be assigned in the Classification panel, as shown in the
following graphic.

4 Classification

C_ Code Description QQF TR Gy
» {0.|60358324/7777 |T Level Technical Qualification in Digital Production. Design and Development (Level 3) (deliver.. [U._ |3 g
{ T Level Technical Qualification in Digital Production, Design and Development (Level 3) (delivered by Pearson)
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The following graphic displays an example of the Membership and Results
panel, where the student membership lasts for two years and the core
T Level course is identified as the Core Aim.

Thwicke . Francis 12

Total : 16

7 Members hips and Resulls
() Recalculate Resuls I Results Report
Click on Result Column to view the Result Details
Name YTl Reg ULN Class  Start End P End Core Am Status  Reas. Prote. Result AD. QWSQAMDisc NonF. Pr. Tr A | B New
» Adams . George 12 |H 1111166535 |13A/Dd1 |02/09/2021 |22/07/2023 |22/07/2023 v 60358324/2272 9 Delete

Ankonkule , Cheryl 12 |N 5142365444 |13A/Dd1 |02/09/2021 |22/07/2023 |22/07/2023 v 60358324/2ZZZ & Exception
Anton , Tiger 12 P 5142336606 |13A/Dd1 (02092021 |22/07/2023 |22/07/2023 / 60358324/2777 E) Placement
Ballinger , Eden 2 M 5142336576 |13A/Dd1 |02/0%/2021 |22/07/2023 |22/07/2023 v
Barnett , Jamie 12 | 5142336525 |13A/Dd1 |02/09/2021 |22/07/2023 |22/07/2023 v
Dolby , Peter 12 G 5142336452 |134/Dd1 (02092021 |22/07/2023 | 22/07/2023 / 60358324/22727
Kempson . Ross 12 H 5142336282 |13A4/Dd1 |02/0%2021 |22/07/2023 |22/07/2023 / 60358324/2272
Little , Patrick 12 M 1111166632 |13A/Dd1 |02/09/2021 |22/07/2023 |22/07/2023 v
Montana , Tyler 12 G 5142335332 (134/Dd1 (02092021 |22/07/2023 | 22/07/2023 / 60358324/22727
Pritchard . Mari 12 N 1111165903 |13A/'Dd1 |02/0%2021 |22/07/2023 |22/07/2023 / 60358324/22722
Redding . Isabel 12 L 1111166292 |13A/Dd1 |02/0%/2021 |22/07/2023 |22/07/2023 v 60358324/2272
Sungail , Skaiste 12 H 5142336053 |13A/Dd1 |02/092021 |22/07/2023 |22/07/2023 / 60358324/2222

e] 1111166721 |13A4/Dd1 |02/0%2021 |22/07/2023 |22/07/2023 / 60358324/22727

m o

The following graphic displays some of the T Levels associated with the QN.
New QNs are available for T Levels and T Level Occupational Specialism.

= Select Code ? X
Codeset Description
QcA Qualification Cumiculum Authority
DAS Generic QAN Diploma Aggregation Service - Generic QAN
QAN Qualification Number,/Discount Code
Containing Code|ZTLOS Containing Description ‘ [ Ge ]
Code Description QAN Subject Expiry Date
ZTLOS001/ZZZA T Level Occupational Specialism - Surveying and Design for Construction and the Buil... Unclassified/Un... 31/12/2050 23....
ZTLOS002/ZZZB T Level Occupational Specialism - Civil Engineering Unclassified/Un... 31/12/2050 23....
ZTLOS003/ZZZC T Level Occupational Specialism - Building Services Design Unclassified/Un... 31/12/2050 23....
ZTLOS004/ZZZD T Level Occupational Specialism - Hazardous Matenals Analysis and Surveying Unclassified/Un...  31/12/2050 23....
ZTLOS005/ZZZA T Level Occupational Specialism - Digital Production, Design and Development Unclassified/Un...  31/12/2050 23....
ZTLOS006/ZZZA T Level Occupational Specialism - Eady Years Education and Childcare Unclassified/Un...  31/12/2050 23....
ZTLOS007/ZZZB T level Occupational Specialism - Assisting Teaching Unclassified/Un. 31/12/2050 23..

0K Cancel

For more information, please refer to the following DfE websites:

. Introduction of T Levels

(https://www.gov.uk/government/publications/introduction-of-t-

levels/introduction-of-t-levels)

= How to record T Levels (https://www.gov.uk/guidance/how-t-levels-will-
be-funded-in-academic-year-2020-to-2021 #how-to-record-t-levels).
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Schools must record the new QN reference for students starting
Occupational Specialisms from Autumn 2021 onwards. These new QNs all

start with *ZTLOS’. Schools should continue to use the original QN

references for students who started Occupational Specialisms in Autumn
2020 until they complete their courses. These QNs will have an approval end

date of 31 July 2021 and a certification end date of 31 July 2023.

The following table shows the relevant QN data from the DfE QWS website
and some suggestions on how these could be associated with SIMS levels
and subject created in SIMS. Although most of this data is relevant only for
those schools that will be providing T level programmes from September
2021, the data on work placements may also be relevant for other types of

programme.
QN/Discount Qualification Title Short Title Suggested Suggested
Code SIMS Level SIMS
Subject

60358294/7272727 T Level Technical Education and | TLev3 TQ-Educ &
Qualification in Childcare C'care
Education and T Level (Level 3)
Childcare (Level 3)
(delivered by NCFE)

ZTLOS006/ZZZA  |T Level Occupational | Early Years TLevS 0S-Early Yrs
Specialism - Early Education and | T Leve| 3 - Educ & C'care
Years Education and Childcare Specialism
Childcare

ZTLOS007/ZZZB | T level Occupational | Assisting Tlevs 0S-Assisting
Specialism - Assisting | Teaching T Level 3 - Teaching
Teaching Specialism

60358300/z2z2z2z2 T Level Technical Design, TLev3 TQ-DSPC
Qualification in Design, | Surveying
Surveying and and Planning |1 Level (Level 3)
Planning for for
Construction (Level 3) | Construction
(delivered by Pearson)

ZTLOS001/ZZZA  |T Level Occupational | Surveying TLevS 0S-SDCBE
Specialism - Surveying | and Design T Level 3 -
and Design for for Specialism
Construction and the Construction
Built Environment and the Built

Environment

ZTLOS002/2ZZB [T Level Occupational | Civil TLevS 0S-Civil
Specialism - Civil Engineering T Level 3 - Engineering
Engineering Specialism

ZTLOS003/ZZZC  |T Level Occupational | Building TLevS 0S-BS Design
Specialism - Building | Services T Level 3 -
Services Design Design Specialism

ZTLOS004/ZZZD |T Level Occupational | Hazardous TLevS 0S-HMAS
Specialism - Materials T Level 3 -
Hazardous Materials Analysis and | Specialism
Analysis and Surveying
Surveying
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QN/Discount Qualification Title Short Title Suggested Suggested
Code SIMS Level SIMS
Subject
60358324/27727 T Level Technical Digital TLev3 TQ-Digital
Qualification in Digital | Production, Prod D&D
Production, Design Design and T Level (Level 3)
and Development Development
(Level 3) (delivered by
Pearson)
ZTLOS005/ZZZA  |T Level Occupational | Digital TLevS 0S-Digital
Specialism - Digital Production, T Level 3 - Prod D&D
Production, Design Design and Specialism
and Development Development
ZWRKX001 16-19 Study 16-19 Study WP/WE - P16
Programme - Work Programme Study Prog
Experience/Placement |Placement
ZWRKX002 CDF - Industry CDF Industry WP-CDF
Placement Placement
ZWRKX003 T Level - Industry T Level WP-T Level
Placement Industry
Placement
ZTPRO001/ZZZZ | Agriculture, TLevT
Environmental and T Level Transition
Animal Care
ZTPR0002/222Z Business and TlLevT
Administration T Level Transition
ZTPR0003/ZZZZ | Catering and TLevT
Hospitality T Level Transition
ZTPR0004/ZZZZ  |Education and TlLevT
Childcare T Level Transition
ZTPR0O005/ZZZZ | Construction TLevT
T Level Transition
ZTPRO006/222Z Creative and Design TLevT
T Level Transition
ZTPR0O007/222Z Digital TLevT
T Level Transition
ZTPR0008/2Z27Z Engineering and TLevT
Manufacturing T Level Transition
ZTPR0009/2727Z Hair and Beauty TLevT
T Level Transition
ZTPR0010/ZZZZ  |Health and Science TlLevT
T Level Transition
ZTPR0011/2727Z Legal, Finance and TLevT

Accounting

T Level Transition
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Setting up Courses for T Level Transition

T Level Transition Programme is a type of 16 to 19 study programme
specifically to help students to progress onto a T Level.

T Level transition programmes have specific learning aims (prefixed with
ZTPR), which identify the appropriate T level route. This aim will always be
the core aim of a transition programme.

== Classification Codes ? X
Classification Codeset |QAN v | View <Any> | [ Remove Unused QANs }
Codes
Code Discount Code Expiry Date Description Active State A~ New
ZTLOS007 |ZZZB 311272050 |T level Occupational Specialism - Assisting Teaching Lctive I :
ZTPROOO1 |ZZZZ 31272050 |Agriculture, Environmental and Animal Care Active
ZTPROD02 |ZZZZ 31127205 Business and Administration Active
ZTPRO003 |ZZZZ 31127205 Catering and Hospitality Active
ZTPROOD4 |ZZZZ 31127205 Education and Childcare Active
ZTPRODDS |ZZZZ 31127205 Construction Active
ZTPRODD6 |ZZZZ 31127205 Creative and Design Active
ZTPRO007 |ZZZZ 31/12/2050 | Digital Active
ZTPROD08 |ZZZZ 31127205 Engineering and Manufacturing Active
ZTPROO0S |ZZZZ 31/12/2050 |Hair and Beauty Active
ZTPROO1O0 | ZZZZ 31112/2050 | Health and Science Active
ZTPROO1  |ZZZZ 311272050 |Legal. Finance and Accounting Active
ZWRKX001 |ZZZ7 31/12/2050 | 16-19 Study Programme - \Work Experience/Placement Active v
0K Close
(1) Update done successfully.

For more information, please visit the DfE website
(https://www.gov.uk/government/publications/t-level-transition-
programme-framework-for-delivery-2020-to-2021).

Work Placements

A work placement course must be created in order to record Work
Placements. The course must have a specific QN code attached for the
Information to be reported in the census.

The School Census Autumn Return collects work experience and industry
placements using three specific QNs:

= ZWRKX003 - T Level industry placement
= ZWRKX002 - Industry Placement, Capacity and Delivery Fund (CDF)
=  ZWRKX001 - 16 to 19 study programme work experience.

Adding the First Work Placement Record for a Student

From the SIMS 2020 Summer Release onwards, adding the first record for
one or more students to the Work Placement panel is achieved via the
Membership panel (Tools | Academic Management | Course Manager
| Maintain Course) by selecting one or more students and clicking the
Placement button.
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Once this button has been used to add an initial work placement record for a
student, subsequent records for that student can be added either from the
Membership panel (via the Placement button) or the Work Placement
panel itself (via the Add button).

The initial record does not have to be put in place at an individual level
because multiple students can be selected, and the initial record created for
all of those that have been selected.

When you select a group of students from the table (shown in the following
graphic), clicking the Placement button adds rows in the placement table
for all rows selected in the Membership and Results panel.

Course Detals: W10
: Pring
1 Durpton and Tolerance 2 Basic 3 Expmiraticn 4 Chasificaion 5 Scpervisces  GClasses T Memberships and Results 8 \Work Placements
Er e [l 1. e B & Rokesh
7 Membershigs. and Resdts = ° =
(0 Recalcume Resuis | T Rasuis Regent
Click on Result Column 1o view the Result Details

Sats  Ress Prote Result S0 QWSQ&NDise NonFo P T A [ Hew

M Detete

Exception

EIEEN

M
Hendesson , Pear L
Hinghing . Edward M
Jackscn , Madson P
Jordan . Mezkadl 12 M
Kaats , Brisn E
Langdord . Darssl L
Lumpeter . Samansha |12 P

otal - 22

This is an efficient and safer method of completing this task because groups
often start their placements at the same time, and it could be used for
second (and subsequent) records where this is true for multiple students.

Finding your way Around the Work Placement Panel
Tools | Academic Management | Course Manager | Maintain Course

The Post 16 Learning Aims are collected once a year only, in the School
Census Autumn Return. Learning Aims are collected from the previous year,
i.e. any that were active in 2020/2021, and those for the current academic
year 2021/2022.

A work experience/industry placement QN can have more than one work

placement.
8 Work Placements
Name YTl Reg ULN Start End Employer ID Employer Name Mode Planned Hours  Notes ~| B Add
» Anton , Tiger n 1A 5142336606 05/10/2021 30/10/2021 987654321 Haywood Lid External 45 %2 Delete
Ariano . Pietro n 1E 5142336592 |05/10/2021 30/10:2021 987654321 | Haywood Ltd External 45
Ariano . Pietro n 1E 5142336592 |05/10/2021 301062021 987654321 | Hayweod Ltd External 45
Brown , Jimmy n 1E 1111165431 |05/10/2021 30/10:2021 587654321 |Haywood Ltd External 45
Dolby . Peter n 1A 5142336452 |05/10/2021 301062021 987654321 | Haywood Ltd External 45
Fink , Sara n 1B 5142365371 |05/10/2021 30/10:2021 987654321 |Haywood Ltd External 45
Gunn , Jessica n 11F 1111166195 |05/10/2021 301062021 987654321 | Haywood Ltd External 45
Henderson , Pearl n 1B 1111166837 |05/10/2021 30/10:2021 987654321 |Haywood Ltd External 45
Hinchins . Edward n 1C 1111166772 |05/10/2021 30/10:2021 987654321 |Haywood Ltd External 45 ©

Name, YTI, Reg and ULN: Identification of the student for the placement.

Start: Start date for the placement. This should be a date within the
student’s membership of the course.
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End: End date for the placement. This should be a date within the student’s
membership of the course.

Employment ID and Employer Name: Identification of the employer for
the placement. Only the ID is included in the census. Use the employer
reference number (ERN) from the Employer Data Service
(https://edrs.education.gov.uk/search/Isc/find.aspx).

Mode: Whether the placement is external or internal.

NOTES: This is not included in the census but can be useful for identifying
any special aspects of the placement, e.g. the employer might not be able
to go ahead with the placement (https://www.gov.uk/guidance/industry-

placements).

Maintaining Post 16 Programmes of Study

Every programme must have a programme aim (ZPROGO001) spanning the
entire duration of the programme. A Programme can span more than one
year.

SIMS populates the School Census automatically with the programme aim
QN of ZPROGO001 where programme information is recorded in Post-16
Programmes of Study (via Tools | Academic Management | Course
Manager | Post-16 Programmes of Study). This can be seen in the Post-
16 Programmes of Study Detail Report after the Create and Validate process
is run.

There are three programme types:
=  Study Programme

= T Level Transition

= T Level.

T Levels are a two-year programme and the planned hours must be
recorded for the two years (https://www.gov.uk/quidance/16-to-19-education-
funding-guidance).

The planned hours recorded for T Levels must include:
= the technical qualification
=  specialist content
= non-qualification activity.
The planned hours recorded for T Levels must not include:
= maths and English study
= industry placements
= other qualifications that are not required for completion of the T Level.
The annual hours that count towards a course of study are categorised as:
= Qualification - Planned Learning Hours
or

=  Non-Qualification Hours - Planned Employment, Enrichment and Pastoral
Hours.

To qualify for funding purposes, Planned Hours must be timetabled within
your school's normal working pattern.
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More information can be found on the DfE website
(https://www.gov.uk/quidance/16-to-19-funding-how-it-works#funding-
formula-and-study-programmes).

Calculating Programmes of Study

The list of students displayed on the Maintain Post-16 Programmes of
Study page displays all post 16 students, including leavers who have an

active course membership in the current academic year and/or the previous

academic year. All students who could be included in the School Census
Autumn 2021 Return are displayed, whether they are studying at year 1 or
year 2 of their programme, or have completed their programme of study
and left the school in the previous academic year.

Guidance has been added in bold lettering to the top of the grid to reflect
this, e.g. Students with learning aims 01/08/2020 to 31/07/2022.

The content of the Core Aim and Other Courses columns include learning
aims that span the date range for the current academic year and the
previous academic year.

Maintain Post-16 Programmes of Study

Right Mouse Click for options Students with | eaming aims 01/0872020 to 31007/2022

Student YTI |Reg |Enrolment Status

Abbess, Graham 13 |G |Single Registration

Abbey, Sean 13 _|H |Single Registration

Acton, Jordan 13 |K |Single Registration
. - 12 h

Core Aim | O..| Progr.
B | Study

Type
gramme

Status Reason Traineeship | TT Hours |Qual H{ A
Completed
leted

b oo

16

do EiReport &) Refresh @Help g Unpin 3 Close
a
Academic Year (20212022 | Student YearTaughtn [<Any> | RegGroup [<Any> | Enrolment Status [<Any> v
Effective Date  [07/10/2021 Level(s) v] Occurences =1 Subject  |Any> v|  Unassigned hours O1 Resetfilters
Resetall Programmes | | s Calculate Programmes| [ _Remove | [fransfer | [ CalculaleHous | Overvriteexising [ | [ [ ][] Threshold 0|
of Study = of Study Programme | Programme | © fromCourses | values °o -

Right-click any column header, then select Select All from the pop-up
menu. Alternatively, select one or more students as required.

Click the Calculate Programmes of Study button.
A warning message is displayed:

This process will calculate programmes based on learning aims for
the selected students.

Existing programme values will not be overwritten.
Click the OK button to confirm that you wish to continue.
Calculated items are displayed in bold until the changes are saved.

D Com

Recording Planned Hours

Information relating to Programmes of Study for Post 16 student can be
recorded, enabling you to submit details of the total Planned Qualification
Hours and Planned Non-Qualification Hours in the Autumn School Census.

Planned hours are required for the current academic year and the previous
academic year.

44 | Preparing Post 16 Data for the School Census Autumn 2021 Return

pleted


https://www.gov.uk/guidance/16-to-19-funding-how-it-works#funding-formula-and-study-programmes
https://www.gov.uk/guidance/16-to-19-funding-how-it-works#funding-formula-and-study-programmes

03| Preparing Data for the Current Academic Year

Select Tools | Academic Management | Course Manager | Post-16
Programmes of Study to display the Maintain Post-16 Programmes of
Study page.

Maintain Post-16 Programmes of Study

Save do [=3Report &) Refresh @Help @ Unpin 3% Close
Academic Year (2021202 | Student Year Taught In [<Any> v] RegGroup [<any> ~| Enrolment Status [<Any> v
Eflective Date  [07/10/2021 Level(s) <] Occurrences = |1 Subject  |<Any> v]  Unassigned hours C1 Resetfilters

Resetall Programmes | | oo Calculate Programmes | | Remove T aa CalculateHours | Overwrite existing ins T Threshold [0

of Study © of Study Programme | “Programme | ° fromCourses | values | [ ][ thresha
Right Mouse Click for options Students with | eaming aims 01/08/2020 to 310772022
Student YTI |Reg |Enrolment Status Core Aim | O..| Progr End Date d_|Status Reason Traineeship | TT Hours |Qual H{ »
Abbess, Graham 13 Regisirati 021 B_|Study 220772021 Completed
Abbey, Sean 13 021 B 21 Completed
Acton, Jordan 13 c Continuing G

f 8 021

Select the required year from the Academic Year drop-down list, if
required.

The Effective Date field defaults to the date of the Autumn School Census
that falls within the selected Academic Year. This field is read-only.

To update the information displayed on the Maintain Post-16
Programmes of Study page to reflect the students and the courses they
are undertaking, click the Refresh button.

All students who could potentially be included in the census, i.e. Year 12 +
(including Guests and dual subsidiary student), are displayed.

You can also choose to display only those students with Unassigned hours
by selecting the check box. This enables you to identify students assigned to
courses who need to have the Planned Hours per Year section completed
on the Course Details page. If a value of zero has been entered into either
of the columns, this value is treated as a blank allocation of hours and is
displayed when the Unassigned hours check box is selected.

The Reset Filters button enables you to restore the default settings.

Where you have entered the Planned Hours per Year for each individual
course of study on the Course Details page, these totals are carried
through into the Qual Hours and Non-Qual Hours columns of the
Maintain Post-16 Programmes of Study page when you click the
Calculate hours from courses button.

Right-click a student's name to display a pop-up menu. You can access their
Student Details page, their Student Courses page or Select All the
students from this menu.

The TT Hours (timetabled hours per week) column enables you to check the
accuracy of Planned Hours for a timetabled programme of study.

If you want to manually amend the totals for a specific student, highlight
their name in the list, click into the Qual Hours or the Non-Qual Hours
column(s) and enter a different total.

If you want to manually amend the totals for all the students at once, right-
click anywhere in the list, press Ctrl & A to Select All the students in the
list and enter a different total in the Qual Hours or the Non-Qual Hours
column(s). Alternatively, enter a figure in the box adjacent to the green
arrow button at the top of either the Qual Hours or the Non-Qual Hours
column(s) to flood fill the entire column with the figure entered. You can
also enter a figure in the Threshold box, enabling you to check that a
student's full time funding is accurate before it is included in the School
Census Return.
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The combined hours for each student and their Post 16 Programmes of
Study are displayed in the Total Hours column. The figure displayed in this
column will be shown with a yellow background to indicate that the figure is
less than the figure you specified in the Threshold box.

You can also enter a brief set of Notes to indicate the reason for the
manually assigned hours. This will enable you to reconcile and validate your
School Census return in conjunction with the Programmes of Study
Report, accessible from Routines | Statutory Returns | School Census.

10. If you want to determine the total Qual Hours and Non-Qual Hours
figures for a student, for all the courses that they are assigned to, based on
the information entered on the Course Details page, click the Calculate
hours from courses button. Calculate hours from courses does not include
hours from courses which are non-funded (i.e. where Non Funded is
selected in the Membership and Results panel).

IMPORTANT NOTE: Where non-funded memberships have been indicated
(via Tools | Academic Management | Course Manager | Maintain
Course), the calculation of hours from courses, in Maintain Programmes of
Study, excludes the course hours for those memberships.

Funded memberships, e.g. Maths or English that are being studied as a
result of lack of Prior Attainment, are included in the calculated hours from
courses. Ensure that these memberships are not marked as Non Funded.

If you have selected the Overwrite existing values check box before
clicking the Calculate hours from courses button, the following warning
message is displayed:

This process will calculate the planned hours from the courses for
the selected students.

Warning: all existing values will be overwritten.

11. Click the OK button to continue or click the Cancel button to abandon the
process.

12. If you want to preserve any existing figures that are present in the Qual
Hours and Non-Qual Hours columns, ensure that the Overwrite existing
values check box is not selected before you click the Calculate hours
from courses button. A following message is displayed:

This process will calculate the planned hours from the courses for
the selected students.

13. Click the OK button to collate all the Qualification and Non-Qualification
totals that have been specified in the Planned Hours per Year section of
the Course Details page for each course, and populate the respective
columns with the cumulative total for each student according to the courses
that they are assigned to. Alternatively, click the Cancel button to abandon
the process.

14. Click the Save button.

15. Click the Report button to print the Maintain Post-16 Programmes of
Study page in .html output.

D Completed
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What features are available to facilitate the completion of the Maintain
Post-16 Programmes of Study page?

The following functionality has been provided on the Maintain Post-16
Programmes of Study page, which facilitates the manual entry of

programme types and their dates:

Filters that help schools to limit the number of rows displayed in the

table (e.g. two year GCE A-Level students) are available at the top of

the page.

=  Sorting the table by column values by
heading, e.g. programme Start Date.
Shift + click.

Discarding, removing and transferring
More Information:

clicking a column

Bulk selection of rows and bulk entry values using Ctrl + click and

of learning aim information.

Applying Filters to Limit the Number of Rows Displayed on page 47

Sorting the Table by Column Values on page 48

Selecting and Entering Information in Bulk on page 48

Discarding, Removing and Transferring Programme Aim Information on page 49

Applying Filters to Limit the Number of Rows Displayed

The content of the table can be filtered to display information relating to a
single level, therefore reducing the amount of information displayed on

screen.

Select the required level from the Level(s) drop-down list.

Maintain Post-16 Programmes of Study
[ ssve ) Undo (EiReport &) Refresh @ Help giflUnpin 3% Close
~
Academic Year [2021/2022  ~ Student Year Taught In ‘i:lm'p vl Reg Group ‘i:lm'p v|
Effective Date  [07/10/2021 Level(s) || Occurrences = 1| subjer  [eany> Resetfiltes
ETCe
Reselall Progran=] gTce3 rog —Remove Transfer g CaleulateHours | Overwrite existing Threshold
ooy e Frpmnme, Ve | fomCorses | s ol @[ 1= L
Right Mouse Click for options [ cnce beling aims 01082020 to 31072022
Student ¥TI [Reg |Enrolffent Status [ ] GCE2Y O_|Programme Type |StartDate  |End Date | Planned End |Status Reason [Traineeship |TT Hours |Qual Hours | Non-Qual Hrs |Total Hours [No| A
Abbess, Graham 1B G GESNF B [Tlevel 02082018 | 220712021 | 2200772021 | Completed 0
Abbey, Sean 13 oo kB[ Study Programme 020972018 | 22/07/2021 | 2200772021 | Completed 0 0
{Acion, Jordan = |E"| Sty Frogramme |8 (395772022 | Eontinsing | || | o] o] o
Acton, Samantha 13 | |[Single Registration En/GCE2Y|B | Study Frogramme |02008/2018 | 730712021 |22/07/2031 | Completed ] ] ]
v o E T EETe: :

The content of the table then filters to display information relating to the

selected level.

Maintain Post-16 Programmes of Siuxdy
[ ssve & Undo EiReport &) Refresh

@Help MUnpin 3 Close

Academic Year [X212022 Student Year Taughtln [cAny>  +|  RegGroup [<ny>

A
| Enrolment Status [<Ar> ~]

| Unassigned hours 1 Resetfilters

Effective Date  [07/10/2021 Level(s) V|| Occurrences = 1] subject [y
Resatall Programmes | | o Coleulte Frogrammes | | _Remove | | Transfer
of Study " of Stuy Programme; Programme

Right Mouse Click for options
Student

Students with leaming aims 01082020 to 310772022

¥T! |Reg |Enrolment Stztus | DOL [Core Aim [O_|Programme Type [Stari Date |End Date | Planned End

s Slodaebouns | Ouervritoisirg ] [/ [ [@] Theshats 0]

Status.

Reason [Traineeship [TT Hours |Qual Hours | Non-Qual Hrs |Total Hours [No A
Abbess, Graham 13 |G |[Single Registration (Ge/GCE2Y|E [T Level 020092015 | 22/07/2021 | 220772021 | Completed ]
Abbey, Sean 13 |H__|Single Registration Ch/GCEZY|B_|Study Programme | 0200912019 | 22/07/2021 | 22072021 | Completed 0 0 0
Acton, Jordan [[i27 W [Single Registration | Ma/GCEZY|C | Study Programme [03i08/2020 | | 3176772022 [Continuing | | m | I o] i) i
Acton, Samantha 13 |J |Single Registration EnGCEZY|B |Study Programme | 020092019 | 2210772021 | 220072021 | Completed 0 0 []

™ FEw—m o orcavin [cu b mnennn AIPM2 | oo

It is possible to apply multiple filters to further reduce the content displayed,
e.g. you can use a combination of Level(s), Subject, Enroiment Status,

etc.
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Sorting the Table by Column Values

The display order of the content of the table can be changed. Any filters
applied previously are retained.

1. Click the Planned End Date column heading. The up arrow is displayed in
the column heading, indicating that the content of the table is in ascending
date order (i.e. the earliest date is at the top of the list).

Maintain Post-16 Programmes of Study

[Fsave B Undo EiReport & Refresh @Help M Unpin $¢ Close
~
Academic Year [202172022  ~ Student Year Taughtin [<Any>  v| RegGroup [stny> | Enrolment Status [Any> ]
Effective Date  [07/10/2021 Level(s) [GCE2Y ~| Occumences p= [I | subect [hy> | Unsssigned hours 01 Resetfilters
Reset all Programmes. CalGulstE Prograries)| [Remoe e CalEUEEREIR oy
Stucy o Siucy Proaremme, | Frogramme| | i Overvriteexisting "3 | Threshold 0
Right Mouse Click for cptions Students with | eaming aims 01022020 to 31/07/2022
Student YTI [Reg |Enrolment Siaivs |DOL [Core Aim [O-|Programme Type [StartDate  |End Date P\annedDAatus Reasen | Traineeship |TT Hours |Qual Hours | Nen-Qual Hrs | Total Hours [Nd ~
Abbess. Graham 13 |G [Single Registration Ge/GCE2Y|B |T Level 02092020 | 22/0712022 | 22107720 ompleted
Abbey. Sean 12 H Single Registration ChIGCE2Y|B | Study Programme | 02/08/2020 |22/07/2022 | 22007 Completed 0 [] 0
Acton, Jordan 112 |M " |Single Registration | [MaiGCEZY|C | Study Programme [03108/2021 | | 3 [ Continuing | | | I o o o
Acton, Semantha 13 | |Single Registration En/GCEZY|B | Study Programme | 02/08/2020 | 221072022 72022 Compieted G [} 0
v FES—m = ercwin Soan minepot A oo o o o

2. Click the Planned End Date column heading again to change to descending
date order (the down arrow is then displayed in the column heading), if
required.

The information in the table is then displayed in the selected date order.

pe |StartDate |End Date Planned.. Status R
me | 02/09/2020 22/07/2022  BContinuing
me |02/09/2020 22/07/2022  fContinuing
me |02/09/2020 22/07/2022  §Continuing
me | 02/09/2020 22007/2022  fContinuing
me |02/09/2020 22/07/2022  §Continuing
me |02/09/2020 22/07/2022  §Continuing
me | 02/09/2020 2207/2022  BContinuing
me |02/09/2020 22/07/2022  §Continuing
me | 02/09/2020 2210712022 RContinuing
me |02/09/2020 22/07/2022  fContinuing
me |02/09/2020 22/07/2022  §Continuing
me | 02/09/2020 22007/2022  fContinuing
me |02/09/2020 22/07/2022  §Continuing
me |02/09/2020 22/07/2022  §Continuing

Selecting and Entering Information in Bulk

One or more student can be selected enabling single or bulk entry of
information. In this example, the Planned End Date for all entries in the
table are changed.

1. Click the Planned End Date cell of the first person whose date you want to
change.

2. To select a block of students, hold down the Shift key and click the
Planned End Date cell of the last student in the block.

Alternatively, to select multiple students who are not displayed
consecutively, hold down the Ctrl key and click Planned End Date cell of
the required students.
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3. Select the required Planned End Date from the Calendar in the drop-down
menu of one of the Planned End Date cells.

Start Date  |End Date Planned... Status R
03/05/2020 31/07/2022 || Continuing
03/09/2020 31/07/2022 | Continuing
03/09/2020 31/07/2022 || Continuing
| | 03/08/2020 31/07/2022 || Continuing
| [03i0er2020 31/07/2022 || Continuing
03/09/2020 31/07/2022 || Continuing
| | 03/09/2020 31/07/2022 || Continuing
| [02/08/2020 31/07/2022 || Continuing
03/05/2020 31/07/2022 | Continuing
03/09/2020 31/07/2022 || Continuing
03/05/2020 31/07/2022 || Continuing
03/05/2020 31/07/2022 || Continuing
| 03/08/2020 31/07/20... |=||Continuing

7 4 July v 42022» [
02/08/2019 | 22/07/2021 MTwWTFSS |
02/09/2019 | 22/07/72021 72823301 2 3
020972019 |2207/2021 | 4 5 8 7 &8 810 ¢
0200872019 | 22072021 || 1) 1213141516 17
020572019 | 22/07/2021 ;E ;2 i? i;gi; 27
02/05/2019 | 22/07/2021 123456 7
020972019 | 22/07/2021

020572019 | 22/07/2021

o ey inTmnng L

Today Clear

Discarding, Removing and Transferring Programme Aim Information

= Discarding Programme Aim Information
To discard all the programme aim information, click the Reset all
Programmes of Study button.

=  Removing Programme Information
To remove programme information for selected students, remove their
associated programme type.

= Transferring to Another Programme Type
To record a programme as a transfer to another type of programme,
click the Transfer Programme button.

Recording Post 16 Employment Information

You should record employment details for Post 16 students whose Year
Taught In is 12 or above.

Full-time employed students are those working eight or more weeks
consecutively and for 20 or more hours per week, e.g. school hours. Part-
time work (e.g. a weekend or evening work) is not included in the full-time
employed hours.

1. Select Focus | Student | Student Details to display the Find Student
browser.

2. Search for, then select the required student to display the Student Details
page.

3. Click the Additional Information hyperlink and then navigate to the

Post-16 Employment section at the bottom of the Additional
Information panel.

Post-16 Employment Employment Type Start Date End Date Hours Motes [ New
Open
Delete
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4. To add a new employment record, click the New button to display the Add
Employment Details dialog.

m Add Employment Details o e

Employment Type eekends out of schoaol hours| -

S — 19
L -
Hours / \Week l:l

Notes

oKk | [ Cancel

Alternatively, highlight an existing entry then click the Open button to
display the Edit Employment Details dialog.

5. Select the Employment Type from the drop-down list, i.e. Weekends out
of school hours, Weekday(s) out of school hours or School Hours.

6. Enter the Start Date of the employment period or click the Calendar
button then select the required date.

7. Specify the End Date of the employment, if applicable.

8. Enter the number of Hours/Week, together with any Notes.
9. Click the OK button to return to the Student Details page.
10. Click the Save button.

D Completed
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Managing Performance Indicators

To ensure a smooth transition between the former process of importing the
Performance Measures file and the new process of managing performance
indicator details in school, the following check list provides an outline of the
necessary actions in the order in which they must be undertaken.

Action Location or Menu Route

Step

Complete

No.

Step 1

Define the new Summer
season in Examinations
Organiser.

In Examinations Organiser,
via Tools | School Setup |
Seasons

Step 2

Download and import the most
up-to-date QWS files.

In SIMS, via Tools |
Examinations | Import
Qualification Data

Step 3

On the PI Setup page, set the
new Summer season as the
default PI Summer season and
ensure it is unlocked.

In SIMS, via Tools |
Examinations | PI Setup

Step 4

Ensure that the CRD or CKD
process has been run for the
previous year before cloning
QNs.

In SIMS, via Tools |
Examinations | Edit PI

Step 5

Clone the QNs used in the
previous year so that they are
copied into the new Summer
season.

In SIMS, via Tools |
Examinations | PI Setup

Step 6

Search for and delete any QNs
that will not be in use this
year.

In SIMS, via Tools |
Examinations | Manage
Performance Indicator

Step 7

Manually add any additional
QNs that will be required for
the new season.

In SIMS, via Tools |
Examinations | Manage
Performance Indicator
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Step Action Location or Menu Route Complete
No.
Step 8 |Work through the In SIMS, via Tools |

Performance Indicator Examinations | Manage D

Details for each QN type and |Performance Indicator
check that the details, point
values and entry equivalences
are recorded accurately for
Key Stage 4 and 16 to 18 year
olds for the forthcoming exams

season.
Step 9 |Ensure that all qualifications In SIMS, via Tools |
for the 16 to 18 cohort have Examinations | Manage D

been assigned to the relevant |Performance Indicator
discount family.

‘ Additional Resources:
et Processing Results and Calculating PI Data in Exams and SIMS handbook

Managing Non-EDI Exam Information
The Performance Indicator (PI) routines (now available via the Tools menu
in SIMS) assist with the non-electronic data interchange (EDI) results entry.

To ensure that the non-EDI data is displayed in the School Census Learning
Aims panel automatically, it must be linked to a course.

1. Select Tools | Examinations | Edit PI Data to display a confirmation
dialog.

2. Confirm that your QWS QN Catalogue is up-to-date by clicking the OK
button.

3. If PI cohorts exist, you are asked if you want the system to update the PI
cohort memberships. Click the Yes or No button, as required.

The Edit PI Data page is displayed.
4. Select the check box adjacent to the name of the required candidates.

I Edit Pl Data
Current Season [June (Summer) Exams 2021] [z Change Season MICRD & ckD @ Help $4 Close
~
Sumame | | Forensme | [yt [<Aany> <|Reg[<hny> st [Ar> o] [CL search
Sumsme  Forename  YTI Reg  DOB ULN Exam No Pl Cohort K484  KS431 KSEPs  KSeAvg KS5Pts  KS5Avg  Recaloulste A 35 Add Resulls
B |Atbess Graham |13 G 2910912002 1111176638 [4000 | 2021 Age 16+ O
> [ |Apbey Sean 13 H 190872002 | 1111176611 4001 | 2021 Age 16+ 4000 2000 O
O |Acton Samantha |13 0 25022003 1111168252 |4002 | 2021 Age 16+ 1000 1000 O
[0 |Adams Adam 11 1A [31/08/2005 [5142335637 (6000 | 2021KS4 800 9.00 47.00 470 O
O |Amese Sitv 13 K 250572003 1111168236 [4005 | 2021 Age 16+ 11000 | 3667 O
[0 |Andrews  |Paul 13 L 121042003 |1111168198 [4008 | 2021 Age 16+ 6000 3000 O
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5. Click the Add Results button to display the Add Results dialog.

I Add Results T -
@ Help
Qn (5) Refresh
Subject Course
Level Awarding Body

Paints I:I Discounted [
Surname Forename YTI Feg Exam Mo
» Able Cameron 13 G 2001
Ackrington Robert 13 H 2002 E]

Save Close

The names of the selected students are displayed in the lower panel, where
they can be removed or other students added, if required.

6. Enter all or part of the QN code (without slashes) to display a list of
examination/courses that match the entry.

7. Select the required examination/course to populate the QN field.

8. Click the Refresh button to populate the Subject, Level, Awarding Body
and exam Title fields automatically.

If the course is already linked to a QN/discount code, the Course field is
populated automatically.
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10.
11.

The button name changes from Refresh to Change and the QN field
changes to read-only.

25 Add Resuts [ 7 [l
an WJEC Level 1/Level 2 GCSEin History (60093070 @ Change
Subject  History ~ Course History (GCSEF) -
Level GCSE Full Course ¥ Awarding Body WJEC -
Title [WIEC Level 1/Level 2 GCSE in History
Grade 4] -
= I I L]
Equivalence
Paints Discounted [
Surname Forename YTI Reg Exam No &
b Ackton Bill 1 K 1003 —
Ahmed Ackmar 13 L 1004
Save Close

Select the Grade from the drop-down list. The equivalence entry fields and
Points field are populated automatically.

Select the Discounted check box, if applicable.

Click the Save button then confirm that the details are correct by clicking
the Yes button.

The data is then available to Performance Indicator, Course Manager and
School Census.

The results data entered in the Add Results dialog (described in this
section) is displayed in the School Census Learning Aims panel when the
details are calculated/recalculated via Routines | Statutory Returns |
School Census.
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WARNING: Clicking the Calculate All Details button overwrites all
manual edits.
€ Learning Aims

Suname || | Forename | ] |<~"\ny> \,‘ un | | GAN | | DiscCode |:| m
Subject  [<Any> ] Level [cAny> v]  Setus [Any ] From [01/08/2020][ @] Te [07/1072021 |[ B Seerch

= Select Columns [f® Compare with Previous Autumn B8 Compare with Course Manager &0 Add Exclude

Surname  Forename  YTI ULN Subject Level StartDate EndDate FPEndD. CoreAi. Status ‘ithdrawzl Reas.. QAN Discou. Provider UKP.. Trainees. Result A
P Abbess  |Graham |13 [11111766_ | General Studies |GCE Advanced Two Year Co. |02008/20. |22/07/20. |31/07/20 Complet 50021849 7810

Abbess  |Graham |13 |11111766.. |Health & Social |GCE Advanced Two Year Co..|02/09/20. |22(07/20.. |31/07/20. Complet.. 60052570 | 0003

Abbey Sean 13 |11111766... | General Studies |GCE Advanced Two Year Co..|0209/20.. |2207/20.. |31/07/20. Complet.. 50021849 | 7810

Abbey Sean 13 11111766 | Geography GCE Advanced Two Year Co.|02009/20.. |22/07/20.. |31/07/20. Complet 6018340 | 3910 D

Lbbey Sean 13 11111766, |Law GCE Advanced Twe Year Co..|02/09/20.. |22/07/20.. |22/07/20. Complet 60310091 |4770 D

Acton Jordan 12 |51423366.. | Chemistry GCE Advanced Two Year Co.. 03/09/20.. 31/07/20.. Cantini . 60152552 1110

Acton Jordan 12 |51423366..  Mathematics GCE Advanced Two Year Co..|03/09/20. 31/07/20. Continui 60311642 | 2210

Acton Jordan 12 51423366 Physics GCE Advanced Two Year Co..|03/09/20. 3107720, Continui 60147477 [ 1210

Acton Samantha |13 (11111682 |General Studies |GCE Advanced Two Year Co.|02/09/20.. 22007720 |3107/20 Complet 50021849 | 7810

Acton Samantha |13 [11111682... |History GCE Advanced Two Year Co..|0209/20... |22/07/20... |31/07/20. Complet.. 60145735 |4010 3

Adams Georo 12 111111665 | Geoorahy GCE Advanced Two Year Co.[03/09/20 310720 Continui 6018940 3910

9 Additional Resources:
e Processing Results and Calculating PI Data in Exams and SIMS handbook

School Census Autumn 2021 Reports

NOTE: The School Census Autumn 2021 Return must be created and
validated before the Summary report or any of the detail reports can be
run.

The 2021 Autumn return includes the following Post-16 detail reports:
=  Post-16 Programmes of Study report
= Post-16 Learning Aims report.

For information about other detail reports and the Summary report, please
refer to the Completing the School Census Autumn Return chapter in the
Producing the School Census Autumn Return handbook applicable to your
school.

Post-16 Programmes of Study and Learning Aims Report

Report Criteria: On-roll students and Leavers in Year 12 or above with
Programmes of Study and Learning Aims. Enrolment status of C (Current -
Single Registration) or M (Current Main - Dual Registration).

The report header displays the total students, the total students with
programmes of study and the total learning activities.

Each programme for each student is displayed in the report with a light
yellow background. The associated learning aims are displayed with a light
blue background below the programme.

If there are multiple programmes for a single student, the same learning
aim is repeated for the different programmes.
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The report provides the following information:

= Basic details about the students who match the report criteria: UPN,
legal surname, legal forename, date of birth (DOB), gender and year
taught in (YTI).

= Post-16 programme of Study and Learning Aims: QAN/Discount,
description, programme type, core aim and provider UKPRN.

= Additional information: start date, end date, planned end date,
completion status, withdrawal reason, traineeship and on-roll status.

School Census Autumn - 2021 (Programmes of Study and Learning Aims Report)
Security Message : This report contains sensitive information.

Report Criteria: On Roll and Leavers Students in Year 12 or above with Programmes of Study and Leaming Aims

Enrolment status of C (Current - Single Registration) or M (Current Main - Dual Registration)

Total Students: 2 Total Students with Programmes of Study: 2 Total Learning Aims: 5
School Name: Green Abbey School Fileset Number: 1900 {SIMS.net)

Filename: £234321_SC3_823LL21_002UNA  Report Created:  14/06/2021

XML Version Validation 2021 1.0 - Updated- 2020-08-19 ErrorList 2021 1.0 - Updated- 2020-08-13 Summary 2021 1.0 - Updated: 2020-05-19

DOB | Gender|YTI Post-16 Programme of Study and Leaming Aim End [planned Ena| Compietion | Withdrawal [ eainecahip| On Rol
QAN/Discoun Description qu — T R ——— =
Aim | UKPRN

e
Nz s Gaam 9002062 ak spipiarey  ACALesAdees 6CE 0 Gan e som maTaE SER Cenpees

AQALevel 3,

NB23432113104 Abbess Graham 20002002 Male 8005257010003 CEnHeslh | 7oyl No - 00N 2072021 3107021 Compirmd

o
"o

and Sceial C:  Award o o

TP w0200 s zerosn cusyFregremme s209a0s zeraner e | camperes e o

v dobey e 1w002002 e ey ARALEE AR GOE R G e e . ooeme e eI Comsed "o Ot

coenie dmney s J—_— oy AALESIAIRS TR a0 . caems meam soam Conpes "o o

Post 16 Programmes of Study Report

Report Criteria: On-roll and leavers in YTI 12+ with learning aims in the
School Census Autumn 2021 (01/08/2020 to 07/10/2021) who had an
enrolment status of C (Current - Single Registration) or M (Current Main
Dual Registration).

The report provides information about Planned Qualification Hours and
Planned Non-Qualification Hours for the current year (2021/2022) and
previous year (2020/2021).

Also displayed are the <ps>'s UPN, legal surname, legal forename, year
taught in (YTI), full-time employed status and on-roll status.

Definition:

Full-time employed <ps>s are those working eight or more weeks
consecutively and for 20 or more hours per week. Part-time work (e.g. a
weekend or evening work) is not included in the full-time employed hours.
T Level Planned Qualification Hours and T Level Planned Non-Qualification
Hours are displayed for T level programmes.

School Census Autumn - 2021 (Post-16 Programmes of Study)
Security Message : This report contains sensitive information.

Report Criteria: On roll and leavers in YTI 12+ with learning aims in the Autumn Census 2021 (01/08/2020 - 07/10/2021)

Enrolment status of C (Current - Single Registration) or M (Current Main - Dual Registration)

Note: Full Time Employed students are those working 20 or more hours
Total Pupils: 369

School Name: Green Abbey School Fileset Number: 1900 (SIMS.net)
Filename: 8234321_SC3_823L121 006 UNA  Report Created: 06/07/2021
XML Version: Validation 2021.1.0 - Updated: 2020-08-19 ErrorList 2021.1.0 - Updated: 2020-08-19 Summary 2021.1.0 - Updated: 2020-08-19
2021122 2021122 2020121
Legal Surname | Legal Forename | YTI Plas PL ve evel e s Full Time Employed | On Roll Status
ual rs | Non-Quali u u

1820200106060 | Acton Jordan 13 526 of - - 456 36[No on ol
1520200109003 _| Adams Adam 12 261 ol No on ol
Je23432114002_| Adams George 3 s = 1060 o 535 36| No on ol
1820200107005 | Adebayl Emmanuel 3 528 o 08 36| No on ol
X620200107009 [americana Kari 13 827 ol 899 o[no on ol
823432114004 | Anderson Ethan 13 936 o 635 36[No on ol
820200108010 | Andrews Jasmine 13 784] o - - 856 o[No on ol
H823432114011 | Ankonkule Cheryl 13 832] of 904 o[No on ol
1520200107039 | Anton Tiger 3 94/ of 760] 36| o on ol

nnnnn e 0 olno oo
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NOTE: To ensure that the total Planned Qualification Hours and Planned
Non-Qualification Hours are submitted in the Autumn School Census,
information relating to Programmes of Study for Post 16 students should
be recorded via Tools | Academic Management | Course Manager |
Post-16 Programmes of Study.

Funding and Monitoring Report

Report Criteria: On-roll pupil/students and leavers with funding and
monitoring information for thee collection period 01/08/2021 to
07/10/2021.

The report provides the following pupil/student details, and funding and
monitoring information: UPN, legal surname, legal forename, date of birth
(DOB), gender, Year Taught In (YTI), enrolment status, date of leaving
(DOL), funding and monitoring (FAM) type, e.g. NLM (National Learning and
Monitoring), funding and monitoring (FAM) code, description and on-roll

status.

Funding and Monitoring codes:

01 = Pupil/student in receipt of school-led tutoring programme

21 = Pupil/student in receipt of 16 to 19 tuition fund

22 = Pupil/student is repeating up to one full final year of 16 to 19 funded
provision.

The code(s) displayed in the report vary depending on your school phase.
Funding and Monitoring report — Secondary school example.

School Census Autumn - 2021 (Funding and Monitoring)

Security Message : This report contains sensitive information.

Report Criteria: Students with Funding and Monitoring information for the collection period 01/08/2021 to 07/10/2021 (On roll and leavers)
Total Students: 22

School Name: Green Abbey School Fileset Number: 2000 (SIMS net)
Filename: 8234321_SC3_823L121_004 UNA  Report Created: 06/09/2021
XML Version: Validation 2021.1.0 - Updated: 2020-08-19 ErrorList 2021.1.0 - Updated: 2020-08-19 Summary 2021.1.0 - Updated: 2020-08-19

UPN Legal Sumame Legal Forename: DoB Gender | YT Enrolment Status DOL FAM Type FAM Code Description On Roll Status

N823432113104 Abbess Graham 29/09/2002 | Male 13 |Single Registration - NLM 2 Repeating Year 13 on roll

R823432119004 Abimbola Deon 14/05/2008 | Male 9 single Registration - NLM 01 School Led Tutoring onroll

1823200110003 Ackton Stephen 121032006 | Male 1 |single Registration - NLM 01 School Led Tutoring on roll

MB20200106060 Acton Jordan 11/02/2004 | Male 13 |Single Registration - NLM 21 16-19 Tuition Fund onroll

1823432114002 Adams George 01/12/2003 | Male 13 |Single Registration - NLM 2 Repeating Year 13 on roll

Where Can I Get More Information

When using SIMS 7, online help is available by pressing F1 or clicking the
applicable Help button in SIMS. The SIMS 7 Documentation Centre can
be accessed by clicking the Documentation button located on the top
right-hand side of the SIMS Home Page.

The SIMS 7 Documentation Centre is also available via the support
portal

(https://support.capitasoftware.com/csm?id=kb article view&sysparm
article=KB0036819).

Preparing Post 16 Data for the School Census Autumn 2021 Return | 57


https://support.capitasoftware.com/csm?id=kb_article_view&sysparm_article=KB0036819
https://support.capitasoftware.com/csm?id=kb_article_view&sysparm_article=KB0036819

04| Additional Information

SIMS 7 Documentation

In addition to this document, other preparation guides that outlines how to
prepare your data for the School Census are available:

Preparing for the School Census Autumn 2021 Return
(English Secondary/Middle deemed Secondary Schools) guide

Preparing for the School Census Autumn 2021 Return
(English All-Through Schools) guide

Preparing for the School Census Autumn 2021 Return
(English Pupil Referral Units) guide

Handbooks outlining how to complete the School Census Autumn 2021
Return are also available:

Producing the School Census Autumn 2021 Return
(English Secondary/Middle deemed Secondary Schools) handbook

Producing the School Census Autumn 2021 Return
(English All-Through Schools) handbook

Producing the School Census Autumn 2021 Return
(English Pupil Referral Units) handbook.

Additional related information can also be found in the following handbooks:

Preparing Examinations Organiser for an Exams Season handbook
Administering and Registering Candidates for Exams handbook

Processing Results and Calculating PI Data in Exams and SIMS
handbook

Managing Courses handbook
Managing Pupil/Students handbook.

SIMS 7 Newsfeeds

You are strongly advised to check the following SIMS Newsfeeds because
they provide a range of explanatory text, presentations, videos and
spreadsheets that you may find useful. These newsfeeds are updated
regularly to provide the latest news and answers to enquiries.

SIMS Newsfeed - School Census Autumn 2021 (England) Validations
and Solutions (https://capitaswprod.service-
now.com/csm?id=kb article view&sysparm article=KB0047679)

SIMS Newsfeed - School Census Autumn 2021
SIMS Newsfeed - DfE CBDS 2021/22
SIMS Newsfeed - Course Management for SIMS 7 Summer Release 2021

SIMS Newsfeed - Series 1900 Filesets for SIMS 7 Summer Release
2021.

DfE Information

The following Learning Aims information has been provided by the DfE
(https://www.gov.uk/search?q=Ilearning+aims).
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