SCHOOL CENSUS MAY 2008
Primary Schools


Nottinghamshire Data Collections Team


                                                         SCHOOL CENSUS   18 January 2024

Spring School Census

Thursday 18th January 2024
=  Data Requirements & Information  =

Please upload your return to COLLECT by:
Primary  -  Friday 26th January 2024
Secondary  -  Friday 2nd February 2024
Because there are now several different ‘Management Information Systems’ (MIS) being used by schools within Nottinghamshire, this guidance shows the generic data required by the DfE for this census collection.

Your IT (software) supplier/support should be able to give guidance on how to create the census return using your MIS.  Whatever system you use, it is advisable to carry out a dry run before census day if possible.
Coverage of the School Census and Validation of Data
All LA Maintained Primary, Secondary and Special schools must make a census return. When a maintained school uploads their data to COLLECT, the LA has immediate access to it and for schools that have bought back the ‘Data Collection Service’ we will check your data using our validation processes before forwarding your return to the DfE. 

All Academies must make a census return.  When an academy uploads their data to COLLECT they should leave explanatory notes for any errors or queries that appear and then press the ‘Submit Return’ button so the status changes to ‘Approved’.  The DfE will then check your data and notes, when they are happy with the return they will ‘Authorise’ your census, at this point the LA gets access to an edited version of your data.  For academies that have bought back the ‘Data Collection Service’ we will check your data using our validation processes.  The sooner academies can get their return onto COLLECT the sooner the DfE will release it to us which will give us more time to check your data before the collection closes. 
Collection Structure
The School Census is comprised of several modules, with each module containing a group of related data items.
School Characteristics Module










	LA Number
	Nottinghamshire = 891

	DfE Establishment Number
	Your 4 digit DfE number.     The DfE number recorded on your system should match GIAS

	URN
	Your 6 digit Unique Reference Number.   The URN recorded on your system should match GIAS

	School Name
	In full, including the word ‘School’,  ‘College’,  ‘Academy’ etc.

	School Phase
	PS=Primary      SS=Secondary      SP=Special      AT=All through     

	School Type
	16=Maintained Infant      17=Maintained Junior      18=Maintained Primary
22=Maintained Secondary      52=Maintained Special      49=All Academies

	Governance
	CO=Community      VA=Voluntary Aided      VC=Voluntary Controlled      

CA=All Academies            The Governance recorded on your system should match GIAS    

	Min & Max NC Year Groups
	Lowest & Highest NC Year Group for which the school usually makes provision

	Intake Type
	COMP=Comprehensive (Broad Scope/No specific criteria)           SEL4=Religious School      SPEC=Special 

	School email address
	An account that is used regularly and is accessible to the Head.  (such as head@ or office@)

	School Telephone Number
	Main official telephone number  (including area code)

	School Time  (Spring Only)
	Total compulsory time school age pupils spend in school in a typical 5 day week (start of morning registration to official home time, inclusive of breaks) to 2 decimal places e.g. 32.50.  Schools that have different school weeks for different key stages should report weekly times for NC Year 3 in primary schools or NC Year 9 in secondary schools

	Additional data provided by Special Schools (Spring only)
	Maximum number of Pupils  /  Minimum & Maximum age of Pupils / School SEN Types


Admission Appeals Module










Data required from schools that were responsible for their own appeals (Governance Codes VA, FO or CA) 


	Admission Appeals Lodged
	Total number of appeals lodged by parents between March 2023 and August 2023 against non-admission to your school for the start of the academic year beginning September 2023

	Admission Appeals Withdrawn
	Total number of the above lodged appeals that were withdrawn by parents before reaching an independent appeals panel, this figure would include appeals that did not reach a hearing because a place became available

	Admission Appeals Heard
	Total number of the above lodged appeals heard by an independent appeals panel

	Decided in Parents Favour
	Total number of the above heard appeals decided in the parent’s favour by the independent appeals panel

	Rejected
	Total number of the above heard appeals rejected by the independent appeals panel


Class Information Module










Details are required of all classes running at your ‘selected time’ on census day.  The ‘selected time’ is based on the last Digit of a schools DfE number as follows: 








	0,  1,  or  5
	Last period in the Morning

	2,  3  or  6
	First period in the Afternoon

	4,  7,  8  or  9
	First period in the Morning

	If, at your ‘selected time’ an unusual situation occurs, defer to the next normal class situation.



	Class Reference Name
	The Class name with space for 30 characters

	Number of Teachers in the Class at selected time
	Include all Qualified and Unqualified teachers

Exclude any teachers providing support to individual pupils

	Number of Teachers on PPA or LMT at selected time
	Include all Qualified and Unqualified teachers who are on planning and preparation time (PPA), learning manager time (LMT) or newly qualified teacher time (NQT)

Exclude any teachers providing support to individual pupils

	Number of adult ‘non-teachers’ in the Class at selected time
	Include all education support staff (TA’s, SEN Support etc.)

Exclude any staff providing support to individual pupils

	Class Year Group
	The Curriculum followed by the class.  Mixed year groups are those classes containing pupils from more than one NC year group although the odd ‘held back’ or ‘advanced’ pupil does not render the class as a mixed year group

	Class Type
	Indicates whether the class is a ‘Nursery’ class or ‘Other’ class

	Class Key Stage
	Indicates which Key stage is taught in the class

	Class Activity
	The single activity that takes place in the class.

The School Admissions Regulations limits the size of an infant class to 30 pupils per schoolteacher, so schools with infant children are asked to ensure that at their ‘selected time’ their infants are engaged in an ordinary academic teaching session and not an activity conducted with large groups of children, such as: PE, Music, Drama etc. if this is the case, defer to the next ordinary teaching session.  This should be enacted for all classes in school not just the infant class.
The calculation is based on the pupil:teacher ratio not pupil:adult ratio therefore, regardless of the number of teaching assistants, if there are no exceptions or teachers on PPA reported, the class will be treated as unlawful (see exception codes below)


	Number of pupils from host school in the Class
	Include all pupils scheduled to be in class, include any pupils temporarily absent 

	Number of pupils from other schools in the Class
	Include any pupils from other schools scheduled to be in this class at this time

	Number of pupils admitted as ‘exceptions’ to the infant class
	Include any pupils within the class who are recorded as ‘excepted’

Exception Code A

The number of children admitted outside the normal admissions round with an education, health and care plan specifying a school

Exception Code B

The number of looked after children and previously looked after children admitted outside the normal admissions round

Exception Code C

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

Exception Code D

The number of children admitted after an independent appeals panel upholds an appeal

Exception Code E

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

The number of children of UK service personnel admitted outside the normal admissions round
Exception Code G

The number of children whose twin or sibling from a multiple birth is admitted otherwise than as an excepted pupil
Exception Code H

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



Pupil Reconciliation Module










This is to check that the number of individual registered pupils in your return is consistent with the number of pupils
recorded in your ‘Class Information Module’ 









	Part-timer not in school
	Number of pupils not included in the ‘Class Information Module’ because they are part time and not attending school at the selected time

	Engaged in Private Study
	Number of pupils not included in the ‘Class Information Module’ because they are engaged in private study at the selected time

	Not in School
	Number of pupils not included in the ‘Class Information Module’ because they are attending another school at the selected time

	Attending FE College
	Number of pupils not included in the ‘Class Information Module’ because they are attending a College at the selected time

	Work Experience
	Number of pupils not included in the ‘Class Information Module’ because they are attending work experience at the selected time


Miscellaneous Module   (FSM Taken on Census Day & Childcare Provisions)




	Free School Meals Taken
	The number of pupils who had a FSM at lunchtime on census day, unless the situation that day was abnormal, in which case base the figure on the nearest normal day.  Do not include pupils who had a meal only due to the infant universal FSM entitlement

	Schools must provide information on the provision of, or signposting to, childcare that the school offers for each of these four types of childcare:  A return is required for each category even if your school do not provide on-site childcare or signpost off-site provision.

	Before School Childcare  (B)
	Definition: A regular service provided on days when the school is open where working parents can leave their children before school formally opens.

Does your school offer this – Y/N
If Yes – What time does it open?  /  How many places?  /  Who provides the service?  /  Is it open to children from other schools (with transfer provided)?

If No – is there a regular off-site service that the school promotes or signposts?

	After School Childcare  (A)
	Definition: A regular service provided on days when the school is open where children spend time after the school day until working parents can collect them

Does your school offer this – Y/N
If Yes – What time does it close?  /  How many places?  /  Who provides the service?  /  Is it open to children from other schools (with transfer provided)?

If No – is there a regular off-site service that the school promotes or signposts?

	Holiday Childcare  (H) 
	Definition:  A service that is usually open Mon-Fri during school holidays, it does not have to cover all holiday periods but should provide a useful service to working parents

Does your school offer this – Y/N
If Yes – What time does it open & close?  /  For how many weeks is the service open during the year?  /  How many places?  /  Who provides the service?  /  Is it open to children from other schools?

If No – is there a regular off-site service that the school promotes or signposts? 

	Childcare for children age 0-4   (U)
	Definition: A service that parents can use on-site that is open for at least 9 hours a day.  Do not include provision that is only available during school hours or where children can only attend for a morning or afternoon session 

Does your school offer this – Y/N
If Yes – What time does it open & close?  /  For how many weeks is the service open during the year?  /  How many places?  /  Who provides the service?

If No – is there a regular off-site service that the school promotes or signposts?


Pupil Identifiers Module











	Unique Pupil Number (UPN)
	Temporary UPN’s (with a letter at the end) should only be used as an interim measure until a Permanent UPN is obtained/issued.  Please email data.collections@nottscc.gov.uk for any UPN queries

	Former UPN
	A UPN (usually temporary) will be shown if a new UPN has been allocated.
Where a pupil is adopted, it is standard practice to issue a new UPN with no link made to their former UPN, however in situations where the adoption creates no safeguarding risks, and permission has been granted by both the pupil’s adopted parents and the manager of the LA’s adoption service, then the pupil can retain their UPN.

	Unique Learner Number (ULN)
	All students aged 14 or over should have a ULN.  These are allocated and managed by the Learning Records Service (LRS).  The best way to acquire/verify a ULN is to send a partial ctf to the LRS via the DfE’s S2S site.

	Surname
	The pupil’s full legal surname as the school believes it to be.

	Forename
	The pupil’s full forename, do not shorten it or use nicknames.

	Middle names
	The pupil’s full middle name(s).  Leave blank if necessary.

	Preferred Surname
	The surname most commonly used within the school.

	Former Surname
	Only use if a former surname is known to the school.

	Sex
	The Sex of the pupil as recognised in law.  (F – Female    or    M – Male)

	Date of Birth
	The Date of Birth of the pupil as known by the school.


Pupil Characteristics Module











	Ethnicity
	Records ethnicity as stated by the parent/pupil and should not be ascribed by the school.  The parent/pupil can decline to provide this data in which case code ‘REFU’ (refused) can be used.  Where ethnicity has not yet been collected, use code ‘NOBT’ (information not yet obtained).  

	Language
	Records the language as stated by the parent/pupil.  The parent/pupil can decline to provide this data in which case use code ‘REFU’ (refused).   The school should not ascribe a specific language to a pupil, but if the parents have not responded to enquiries, schools can use ‘ENB’ (Not known but believed to be English) or ‘OTB’ (Not known but believed to be other than English)

 

	FSM Start Date
	The date that a pupil, that meets the FSM eligibility criteria, made a claim.  

This does not include pupils who only have a meal due to the infant universal FSM entitlement.  Free School Meals are only eligible for pupils that are receiving education both before and after the lunch period.

	FSM End Date *
	*Transitional Arrangements have been put in place to ensure that no pupil loses a meal as a result of the rollout of Universal Credit and the introduction of a net-earned income threshold to determine eligibility for free school meals.

Transitional protections ensure that any pupil in receipt of free school meals on 31 March 2018 or after, should continue to receive free school meals until the end of the universal credit roll out period, and then until their phase of education ends. This covers until at least March 2025 and applies even if their circumstances change and they would no longer meet the eligibility criteria.
Therefore, it is not expected that FSM end dates will be entered by schools during the transitional period ……..with the exceptions being:

· a parent has said specifically that they do not wish the child to be recorded as eligible for free school meals

· a pupil transfers from another UK country – their non-English free school meals must have an end date

· a parent notifies the school that their support under the Immigration & Asylum Act 1999 or the pension credit has ended
· a parent notifies the school that they no longer qualify under the criteria for families with no recourse to public funds (NRPF)

	FSM Country of UK
	The country should be system generated so no data entry is required

	School Lunch Taken
	Records whether an infant pupil (NC years R, 1 or 2) has taken a ‘school lunch’ on census day regardless of whether they are ‘FSM’ eligible or not.   This may include ‘packed lunches’ provided by the school to children on trips.

	YSSA Agreement Indicator
	Should be returned for all students aged 12 and above.  Schools should send out a Privacy Notice and depending on the reply should use the following:  Yes  /  No  /  Unsought  /  Sought, no reply

	Service Child
	Completed for pupils who have someone exercising parental responsibility and who is a member of the regular armed forces.  This information must come from the parent/pupil and should not be ascribed by the school.

	Universal Funded Hours
	All children become eligible for 15 hours free early education from the term following a child’s third birthday and ‘disadvantaged’ two year olds also become eligible from the term following their second birthday.        Please see Appendix for Universal Funded Hours Information.

	Extended Childcare Hours
	Some children of working parents become eligible for an additional 15 hours free ‘Extended’ childcare from the term following a child’s third birthday.  

Please see Appendix for Extended Childcare Hours Information.

	30-hour Code
	An 11 digit code that is required for pupils to claim the extended childcare hours.  Each child should have their own code.  When a school is presented with the code by the parent, the school must confirm the code’s validity with the LA via the Notts CC Provider Portal.

	Hours at Setting
	Hours at setting is the total number of hours per week a nursery child spends in education provision at your school, irrespective of who funded the hours.

	Disability Access Fund Indicator
	Indicates that a child is in receipt of Disability Living Allowance, so is eligible for the Disability Access Fund.  Valid for 3 year olds and any 4 year olds taught in a nursery class (not for four year olds taught in ‘Reception’)   

	Early Years Pupil Premium  (Spring Only)
	EYPP is additional funding for children that receive the 15 hours free ‘Universal entitlement’ and meet the benefits related criteria for FSM (basis RE) or are in the care of the LA (basis RO) or are classed as PLAA (basis RO)

	2-year-olds Basis for Funding
	If you have any 2 year olds in your school who are funded because they are classed as ‘disadvantaged’, you will need to record the basis for this funding:  ECO=Economic (FSM)     HSD=SEN or Disability     LAA=Looked after or PLAA

	Top up Funding Indicator
	Used to record pupils at your school who are receiving top-up funding as at census day.  Top-up funding is supplied to schools, usually by the Local Authority, to meet the additional costs of support for high needs pupils.

This might include “High Level Needs” (HLN), “Additional Family Needs” (AFN) and “Family Network Funding” (FNF).



	Post Looked after Arrangements (PLAA)
	Collects information regarding pupils that have left Local Authority care in England and Wales through either adoption, a special guardianship order, a residence order or a child arrangement order.  Also relevant to any pupils adopted from state care outside of England and Wales (‘state care’ is care provided by a public authority, a religious organisation or any other organisation whose main purpose is to benefit society).  These pupils will be eligible for the PLAA element of the pupil premium.   It is for those with parental responsibility to decide if they wish to self-declare their child’s status to a school, the school must be satisfied with any evidence the parent uses. 

	Young Carer Indicator  (Spring  Only)
	This indicator identifies whether a pupil has been identified as a young carer and if so, by whom.

N – Not declared

P – Identified as a young carer by parent or guardian

S – Identified as a young carer by school (including where the pupil self declares)

	Learner Funding & Monitoring (FAM) Type
	Used to identify pupils in receipt of elements of the education recovery package.

Type of Funding & Monitoring = NLM

	Learner Funding & Monitoring (FAM) Code
	Used to indicate the specific element of the category being recorded.

FAM Code 01 = Yr 1 to 11 pupils in receipt of tutoring funded by the ‘National Tutoring Programme’ 

FAM Code 21 = Learner in receipt of 16 to 19 Tuition Fund

FAM Code 22 = Learner repeating up to one full year of 16 to 19 funded provision 

	Learner Funding & Monitoring (FAM) Hours
	Cumulative total number of hours the pupil has received of tutoring via the ‘National Tutoring Programme’ (NTP) since 01/09/2023 to the nearest 0.5.  This includes:

· School-Led Tutoring

· Tuition Partners

· Academic Mentors



	Post 16 - Learner Support Code 
	Indicates that a student is eligible for the government’s bursary fund and may include students who have recently left your school.

The two relevant types of support collected in the census are:

a) A Vulnerable Bursary (Code 55)

b) A Discretionary Bursary (Code 56)


Pupil Status Module












	Enrolment Status
	C=Current (single Registration)     M=Dual Registration Main      S=Dual Registration Subsidiary      G=Guest  (not registered, but attends some lessons at this school.  Census does not pick up any information for guest pupils)

	Class Type
	N=Nursery  or  O=Other  depending in which class the child is taught.

	Date of Entry
	Pupils Date of Entry into the current school.  Pupils transferring from Nursery to Reception or from year 11 to year 12 in the same school should not be given a new entry date.
If a school changes it’s DfE number, all pupils should be given a new entry date.

	Date of Leaving
	Pupils Date of Leaving who are no longer on the school’s roll.  Please be aware that it is unlawful to back date a leaving date. A school should record the appropriate absence code until such a time they find out the pupil’s whereabouts, once established they can off roll the pupil.

	Part Time Indicator
	Indicates whether a pupil is part-time (i.e. attends school fewer than 10 ‘education provision’ sessions per week).  A Nursery child with extended childcare hours can be recorded as full-time if they attend am & pm Monday-Friday.   Compulsory school-age pupils should not be recorded as part-time

	Boarder Indicator
	N=Not a boarder

	Actual NC Year Group
	The NC year group in which the pupil is taught for the majority of their time, irrespective of their chronological age.


School Arranged ‘Alternative Provision’ Module
(This should be completed by any school that has arranged a placement for their pupils)


	Scope
	Any school arranged placement taking place as at census day or a previous placement, where the pupil has left the AP placement since the last census



	Placement Setting
	Select one of the following three options:  URN if the setting appears on GIAS  or  UKPRN from the UK Register of Learning Providers  or  If the setting does not have a URN or UKPRN record the Type of Setting from:

· NFE  - Non-Maintained FE Provision

· OOT – One-on-One Tuition

· OTH – Other Unregistered Provider

· WBP – Work-Based Placement

	Companies House company number of setting
	Only required for placements where neither a URN or UKPRN are available

	Postcode of setting
	Only required for placements where neither a URN or UKPRN are available

	Placement Reason
	Choose a reason from the list

	Placement Date of Entry
	Date the placement began

	Placement Data of Leaving
	Date the placement ended if relevant

	SEN Provision
	Should be automatically populated from your MIS

	Attendance at AP Setting
	FT if the pupils attends full-time.  If the pupil attends part-time (fewer than 10 sessions per week) record the number of sessions per week


Pupil Home Information Module










	Full Address
	Schools are expected to provide a valid home address for most of their pupils.

	Postcode
	The postcode is mandatory and is one that is allocated by the post office.

	Unique Property Reference Number (UPRN)
	This is currently a voluntary data item but if you can easily get the UPRN please include it in your return.


Pupil SEN Module












	SEN Provision
	E = EHC plan      K = SEN Support

	SEN Type  (Spring Only)
	Several codes for SEN type are available to show the nature of a pupil’s SEN.

	Member of SEN Unit or Resourced Provision
	Identifies pupils with SEN who are members of a SEN unit or receive support from a specialist-resourced provision.  They are:

a) designated by the LA specifically for making SEN provision

b) Receive funding of £10,000 per place

c) Cater for a specific type of SEN (e.g. Hearing Impairment)

Schools should only use these indicators where a SEN Unit or Resourced Provision have been formally recognised as such by the LA where your school is located.
The data recorded on your system should match GIAS    


Termly Suspensions and Permanent Exclusions Module
(This census will collect all Permanent Exclusions and Suspensions with a start date 10/04/2023 to 31/12/2023)


	Category
	PERM = Permanent  (data only expected to be provided once it has been upheld by the governing body or Review Panel)        SUSPENSION (new name for Fixed Term Exclusions)

	Exclusion/Suspension Reason
	Several codes to show the exclusion or suspension reason are available.
Up to 3 reasons can be recorded for each exclusion/suspension

	Exclusion/Suspension Start Date
	The date that the head teacher asked the pupil to leave the school.  

Only exclusions or suspensions that have been upheld should be included.

	Suspension Number of Sessions
	A full day is counted as two sessions


Termly Attendance Module
(This census will collect attendance data relating to the Autumn 2023 term (01/08/2023 – 31/12/2023)


	Possible Sessions
	Collected for all pupils with DoB between 1 Sept 2007 and 31 Aug 2019

	Sessions missed due to Authorised absence
	An absence that has been authorised by a teacher or other representative.

	Sessions missed due to Unauthorised absence
	An absence without permission from a teacher or other representative.

	Total Sessions Missed
	Total number of sessions missed due to authorised and unauthorised absences.

	Attendance Codes
	Schools can use the full range of absence and attendance codes.


Support by the LA
1st Line Support - Schools Service Desk 0115 977 2010 (option 1)    or    helpdesk@nottscc.gov.uk
Or Data Collections Team: data.collections@nottscc.gov.uk
Uploading your xml Census file to COLLECT
Go to the DfE sign-in website and login:   https://services.signin.education.gov.uk/
Once in COLLECT you will see a list of possible data collections, click on School Census 2024_Spring which will embolden.

Click the Select Data Collection button. Click the Upload Return from file button.

Click the Browse button and navigate to your census folder.

Highlight your census file: 891ssss_SC1_891LL24_nnn.xml and click Open.

Click the Upload button and the file upload process will start. Once Loaded, click OK.

Once the status of your return is “Loaded and Validated” you may have some queries and possibly the odd error.

Click on the Open Return button.
Click on the All Errors button which will list every Error & Query.  The Details button will give you additional info.
*** Please provide a note for each error and query you have ***, you can do this by clicking on Return (right of screen) then opening the pencil icon under the “Return Level Notes” section.

When all notes have been added, click Back to MyCOLLECT Page at the top of the screen.
Click on the Submit Return button.
Once the status changes to “Submitted” you can Log Out, then Log Off to end your COLLECT session.

Thank you
Next School Census:  Thursday 16th May 2024
How data collected in the School Census goes towards School Funding 
Dedicated Schools Grant (DSG) Schools Block Allocation
This is the main basic entitlement to fund all pupils (Reception to Year 11).  Based on ‘Numbers on Roll’ as recorded in the October School Census.
Dedicated Schools Grant (DSG) Early Years Block Allocation

The Funding streams from the Early Years Block is based on EY data recorded in the January School Census, and include:
· Early Years Universal Entitlement Funding for 3 year olds   (or 4 year olds if not in Reception)

· Early Years Extended Entitlement Funding for 3 year olds of eligible working parents   (or 4 year olds if not in Reception)

· Entitlement for ‘Disadvantaged’ 2 year olds

· Early Years Pupil Premium for 3 year olds   (or 4 year olds if not in Reception)

· Disability Access Fund for 3 year olds who receive a ‘Disability Living Allowance’   (or 4 year olds if not in Reception)
Deprivation Pupil Premium (also known as FSM6)
Any student in Reception to Year 11 who has had a free school meal in the past 6 years.  Collected in all termly census returns, based on FSM start & end date fields.  Based on where a pupil is recorded in the October School Census.
Previously Looked after Child Pupil Premium (PLAA)

Previously looked after child who is now either adopted, SGO, RO or CAO.  Based on data collected under PLAA (Post Looked After Arrangements).  Based on where a pupil is recorded in the October School Census.
Service Child Pupil Premium
Any pupil who has a parent/carer who is a member of the regular armed forces, recorded as such anytime in the past 6 years.  Based on where a pupil is recorded in the October School Census.
Universal Infant FSM

Funding is based on the average number of meals recorded in the October and January School Censuses

The Looked after child Pupil Premium is administered by the LA Virtual School Team and is not connected to any data collected in the School Census.
Funding for 16 to 19 year olds is administered by the Education and Skills Funding Agency (ESFA) based on Post-16 data recorded in the October School Census
Common Errors & Queries in COLLECT

Further info from DfE Notepad entry guidance:
School_Census_Notepad_entries_2023_24_v.1.1.ods (live.com)
	Number
	Query
	Adequate NOTE example

	564Q
	Pri Appeals expected to be greater than zero
	564Q – We confirm we had no Primary Admission Appeals

	565Q
	Sec Appeals expected to be greater than zero
	565Q – We confirm we had no Secondary Admission Appeals

	566Q
	Inf Appeals expected to be greater than zero
	566Q – We confirm we had no Infant Admission Appeals

	1700Q
	10%+ pupils showing Ethnicity ‘not obtained’
	You can add in missing Ethnicities to COLLECT throughout the collection period to get rid of this query

	1741Q
	Unusual for service child to also be FSM
	If parents are separated the child must live with the service parent 50% of the time for the child to be classed as ‘service’

	1750Q
	More than 45% FSM in school
	1750Q – We confirm we have more than 45% FSM eligibility in total, not including sole UIFSM pupils

	1751Q
	More than 50% FSM for pupils in Yr R
	1751Q – We confirm we have more than 50% FSM eligibility in Year R, not including sole UIFSM pupils

	1752Q
	More than 50% FSM for pupils in Yr 1
	1752Q – We confirm we have more than 50% FSM eligibility in Year 1, not including sole UIFSM pupils

	1753Q
	More than 50% FSM for pupils in Yr 7
	1753Q – We confirm we have more than 50% FSM eligibility in Year 7

	1767Q
	Protected FSM’s are not expected to end
	You can check with data.collections@nottscc.gov.uk to see if the pupil has protected status

	1850Q
	10%+ pupils showing Language ‘not obtained’
	You can add in missing First Languages to COLLECT throughout the collection period to get rid of this query

	1872Q
	5%+ pupils showing as PLAA
	1872Q – We confirm more than 5% of our pupils are correctly recorded as PLAA

	1877Q
	UIFSM take-up more than 95%
	1877Q – Infant Meal Take-up Confirmed as Correct

	1881Q
	Mismatch between Entry date and attendance
	1881Q – Pupil left school # / # / ##  but then returned  # / # / ##

	1883Q
	Mismatch between Entry date and attendance
	1883Q – Pupil left school # / # / ##  but then returned  # / # / ##

	1960Q
	35%+ pupils showing as Part Time
	1960Q – We confirm we are an Infant school and more than 35% of our pupils are Part Time 

	1990Q
	Pupil has Top-up Funding but not EHCP
	1990Q – Top-up Funding Confirmed as Correct



	1991Q
	Pupils have EHCP but not Top-up Funding
	1991Q – Top-up Funding Confirmed as Correct



	2090Q
	Nursery pupils reported but no nursery classes
	2090Q – Classes panel Confirmed as Correct.  Nursery & KS1 children taught in same class

	2100Q
	Mismatch between nursery pupils and classes
	2100Q – Classes panel checked and correct.  Nursery & Reception age children taught in same class

	2110Q
	Mismatch between nursery pupils and classes
	2110Q – Classes panel checked and correct.  Nursery & Reception age children taught in same class

	2355Q
	Pupil with no address details
	2355Q – Confidential Address  (for example)

	2399Q
	AP setting not open on GIAS
	2399Q – The UKPRN we have used does appear in the UK Register of Learning Providers

	2485Q
	Has attendance code ‘E’ but no suspension
	2485Q – Suspension at the end of previous term extended into this term, no education provision was provided  (for example)

	2588Q
	Has attendance code ‘E’ but no suspension
	2588Q – Suspension at the end of previous term extended into this term, no education provision was provided  (for example)

	2913Q
	AP setting not open on GIAS
	2913Q – The UKPRN we have used does appear in the UK Register of Learning Providers

	2937Q
	AP setting not open on GIAS
	2937Q – The UKPRN we have used does appear in the UK Register of Learning Providers

	2960Q
	Check Holiday club opening and closing times
	2960Q – Holiday Club timings confirmed as correct

	2965Q
	Check Holiday club opening and closing times
	2965Q – Holiday Club timings confirmed as correct

	4007Q
	No NTP recorded for any pupils
	4007Q – NTP Tutoring Confirmed as Correct

	4015Q
	No School arranged AP recorded for any pupils
	4015Q – Alternative Provision Confirmed as Correct

	5240Q
	Mismatch in Hours at Setting and Part Time
	5240Q – Although these Nursery pupil(s) attend for more than 25 hours they do not attend all 10 sessions per week

	
	
	

	TonT1B
	More pupils than last collection
	TonT1B – The reason we have more pupil this term is because  ………………………

	TonT1C
	Fewer pupils than last collection
	TonT1C – Large year 2 class left in July, new Nursery class was a lot smaller  (for example)

	TonT3B
	More infant pupils eligible for FSM
	TonT3B – The reason we have more infant pupils eligible for FSM is because  ……………

	TonT3C
	Fewer infant pupils eligible for FSM
	TonT3C – Several year 2 eligible pupils moved to year 3 in July, fewer Reception children are currently on FSM (for example)

	TonT4B
	More pupils eligible for FSM
	TonT4B - The reason we have more infant pupils eligible for FSM is because  ……………

	TonT4C
	Fewer pupils eligible for FSM
	TonT4C – Several year 6 eligible pupils moved to year 7 in July, fewer Reception children are currently on FSM (for example)

	TonT5B
	More pupils with an EHC Plan
	TonT5B – More pupils with EHCP Confirmed as Correct

	TonT5C
	Fewer pupils with an EHC Plan
	TonT5C – Fewer pupils with EHCP Confirmed as Correct

	TonT6B
	More pupils recorded as SEN Support
	TonT6B – More pupils with SEN Support Confirmed as Correct

	TonT6C
	Fewer pupils recorded as SEN Support
	TonT6C – Fewer pupils with SEN Support Confirmed as Correct

	TonT7B
	More pupils shown to be EAL
	TonT7B – The reason EAL has increased is because ……….

	TonT7C
	Fewer pupils shown to be EAL
	TonT7C – The reason EAL has decreased is because ……….

	TonT9B
	More pupils showing Ethnicity ‘Not Obtained’
	You can add in missing Ethnicities to COLLECT throughout the collection period to get rid of this query

	TonT13B
	More infants taking up a UIFSM
	TonT13B – Increase in UIFSM was because of a special menu on census day  (for example)

	TonT13C
	Fewer infants taking up a UIFSM
	TonT13C – We confirm UIFSM take-up has decreased due to ……………

	TonT14B
	More suspensions recorded than last collection
	TonT14B – One suspension was missed off the last census, the data is now correct  (for example)

	TonT14C
	Fewer suspensions recorded than last collection
	TonT14C – One suspension was added incorrectly last census, the data is now correct  (for example)


Making amendments in COLLECT  (Academies only)
After you have submitted your census return to the COLLECT site, you may find that you need to make some small amendments to your data, the easiest way of doing this is directly in COLLECT (But don’t forget you will probably also need to make the changes in your school MIS).
You will also need to re-press the Submit Return button so the DfE can re-authorise your return.
Once you open your return in COLLECT you will see various tables down the left, this is where your census data is stored.

How to change pupil Identifiers   (UPN  /  ULN  /  Name  /  Gender  /  DoB)
Click on Identifiers table 

Click Edit to go into edit mode

Make sure the relevant pupil is highlighted

Scroll down to see the highlighted pupils Identifiers

Make any necessary amendments

Click off the field, it will save automatically

How to change pupil Status   (Enrolment / Class Type / Entry Date / Part Time Indicator / NC Year / SEN Provision-for Summer & Autumn)
Click on Status table 

Click Edit to go into edit mode

Make sure the relevant pupil is highlighted

Scroll down to see the highlighted pupils Status’

Make any necessary amendments

Click off the field, it will save automatically

How to change pupil Characteristics   (Ethnicity / Infant School Lunch Taken / YSSA / Language / Service Child / Funded Hours / Extended Hours / 30 Hr Code / Hours at Setting / EYPP / Top Up Funding / PLAA)

Click on Characteristics table 

Click Edit to go into edit mode

Make sure the relevant pupil is highlighted

Scroll down to see the highlighted pupils Characteristics

Make any necessary amendments

Click off the field, it will save automatically

How to change pupil SEN   (Provision / Needs)
  (Spring Census only, for other Census’ use Status table)
Click on SEN table 

Click Edit to go into edit mode

Make sure the relevant pupil is highlighted

Scroll down to see the highlighted pupils SEN details

Make any necessary amendments

Click off the field, it will save automatically

How to add an Exclusion

Click on Identifiers table 

Make sure the relevant pupil is highlighted

Scroll down to ‘Pupil on Roll Termly Exclusions’ View All
Click on Add   Make any necessary additions

Click on Save
How to add a Free School Meal

Click on Characteristics table 

Make sure the relevant pupil is highlighted

Scroll down to ‘Pupil on Roll FSM periods’ View All
Click on Add   Make any necessary additions (Start Date & “Eng”)
Click on Save     As a final check, make sure the pupil now appears in the FSMperiod table 
How to ‘Off Roll’ a pupil (not required for nursery age pupils)

Click on Identifiers table

Click Edit to go into edit mode 

Make sure the relevant pupil is highlighted

Scroll down to the bottom ‘Transfer Pupil to Off Roll’.  Change to ‘True’

Overnight this pupil will automatically transfer to the ‘Pupil No Longer On Roll’ tables, to finish the process, you will need to go into the No Longer on Roll Status table for this pupil and put in their Leaving date.
Early Years Information – January 2024 Census
	Date of Birth Range
	NC Year
	Age for this census
	Funding Eligibility

	1 Sep 2018  -  31 Dec 2018
	R (0) – Autumn Born
	5
	Funded as Full Time equivalent through DSG

	1 Jan 2019 -  31 Mar 2019
	R (0) – Spring Born
	4
	

	1 Apr 2019  -  31 Aug 2019
	R (0) – Summer Born
	4
	

	Please note:  Reception Age pupils who are taught in Nursery are eligible for 15 hours Free Universal or if they have a valid code can claim
15 hours Free Universal with 15 hours Extended.

	1 Sep 2019  -  31 Dec 2019
	N2 (-1) – Autumn Born
	4
	15 hours Free Universal / 15 hours Extended with a valid code 

	1 Jan 2020  -  31 Mar 2020
	N2 (-1) – Spring Born
	3
	15 hours Free Universal / 15 hours Extended with a valid code 

	1 Apr 2020  -  31 Aug 2020
	N2 (-1) – Summer Born
	3
	15 hours Free Universal / 15 hours Extended with a valid code 

	1 Sep 2020  -  31 Dec 2020
	N1 (-2) – Autumn Born
	3
	15 hours Free Universal / 15 hours Extended with a valid code

	1 Jan 2021  -  31 Mar 2021
	N1 (-2) – Spring Born
	2
	15 hours Free Universal if ‘disadvantaged’ *

	1 Apr 2021  -  31 Aug 2021
	N1 (-2) – Summer Born
	2
	15 hours Free Universal if ‘disadvantaged’ *

	1 Sep 2021  -  31 Dec 2021
	E2 (-3) – Autumn Born
	2
	15 hours Free Universal if ‘disadvantaged’ *

	1 Jan 2022  -  31 Mar 2022
	E2 (-3) – Spring Born
	1
	

	1 Apr 2022  -  31 Aug 2022
	E2 (-3) – Summer Born
	1
	

	1 Sep 2022  -  31 Dec 2022
	E1 (-4) – Autumn Born
	1
	

	1 Jan 2023  -  31 Mar 2023
	E1 (-4) – Spring Born
	<1
	Not expected to be in receipt of education at this age, they can be recorded as Guest and will not be picked up in the Census.

	1 Apr 2023  -  31 Aug 2023
	E1 (-4) – Summer Born
	<1
	Not expected to be in receipt of education at this age, they can be recorded as Guest and will not be picked up in the Census.


* To be classed as ‘disadvantaged’, one or more of the following criteria must be met:

· The family meet the benefits related criteria for free school meals

· The child is looked after by a local authority

· The child has left care through adoption, special guardianship, residence or child arrangement order (PLAA)
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