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Producing the School Workforce Return

If you have any complex queries on using your MIS (SIMS) system to
complete your Census return, please contact the Capita.ict helpdesk on

01604 824999.

Access Rights for Creating a School Workforce Census return

Adding a member of staff to the Returns Manager permissions Group in
System Manager. In order to create a School Census return you need to be

Log into SIMS .net
with a user who has
access rights to
System Manager
and from the
shortcuts at the left
hand side of the
screen select

From the
VWelcome Screen
select the
appropriate group
from the drop
down list on the
right hand side of
the Assign Users
to User Group.
Then select the
active button to
the left hand side
of the row.

\

‘Add existing people as users of the system’.

E SIMS .net: Green

Focus Reports  Rout|
: >
SIMS Shoricults

SIMS -

Capita
SOLUS

Assessment
E xaminations
Perfarmance

logged into SIMS .net as
a user who is a member
of the Returns Manager
Group as defined in
System Manager. In order
to resolve School
Workforce Census errors
you will also require
access to Personnel 7
and be a member of the
Personnel Officer Group
as defined in System
Manager

NB. The user must have
already been activated
as an SQL module user
through the top option

7

[V Show the seraen 2 startup

Welcome ta System Manager

Fleasa choosethe action youwish 1o parorm

%’“kﬂ Add Existing Peoole as Users of the Svstern
-2 | Add a hew User inot already known 1a the syster)
H‘I%E Aosicn Joors to Uszr Group:

2 EE':] | Display / prirt a report of New Users

NB. The user must have already been activated as an SQL module user
through the top option ‘Add existing people as users of the system’.
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In the top half of the
screen, left click on
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This will move the :7

users hame into the
bottom window.
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Update
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correct select

Name (8 Ime |T°
Update to 8 ke, Belnda 261072004

refresh the
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Group
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Creating a folder to save the School Workforce Return

Go to Routines | Statutory Returns | School Workforce Return
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You will need
Personnel Officer
access rights to see
this option
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SIMS Shortculs
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Select ¥ to see the
available terms and
select Spring.

Select the browse

Un::uiw mN-:—I — a.;m‘.r:”:‘:i‘-‘-:::"::W‘qrn:m[.emu vmmD KI\ icon to the rlg ht Of
the School
Workforce Return
Folder.
=ay -
BRI HNCRL0BES Navigate to:
@1 Ve N:isimsistanascout.
N represents your
sims drive (Usually C:A
7 or S\).
e === [=—n ] S 7 Select OK.
|

Select Close to
return to Home
Page.

Settings for Information to be included in Return Go to Tools | Setups |
Statutory Returns | School Workforce Return Defaults

E SIS Lnel: WATERS EDGE PHIMARY SCHOO

Encus  Goports  Rouines  [Tooks |W Help

SIMS Shorcuts
SIMSG

K 'BRES HRECZ2DB0RSD
BB Oyt schenis f

Quarvicuban & Lesson Planner
% Clekler Uindate
Assesement Mansger Tocls
Perfnrmance Anabysis Tooks
System Rlagnustics
waldate Memberships
Peofdess Tooks
haff
SRN17007 0830 . D800
22110071 00
311172007 0830 - 0800

o

SEN Sehup
* Sebug Addressee Formal,

Eooument Mansgerars server  RIVIAR Y SCHOOL
s Exteenal Appleations
* CONNEZIONS CARD
i
» \ser Difined Fiekds
L User Cptiores
3 Behaviour Typs
Aachinynment Type
’ Creleglion Type Cateqoiy
e =
Aderddae Selup Ehool Everts
T Schacks Werkfores Rebun Defauts |}

ek )

ek 54 Cloe

B

Bas




Thomas Cash — SWF Analyst 01225 718208 thomascash@wiltshire.gov.uk

For the Spring 2009 School Workforce Return all fields should be ticked. This
is a default set by CCS
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Producing the Return

Go to Routines | Statutory Returns | School Workforce Census
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When you create the Spring return there will be six panels to complete. In

order to see each of the panels you can either use the hyperlinks at the top of
the page or the scroll bar on the right hand side of the return.




! k Open

Thomas Cash — SWF Analyst

[ielete | @Bra_wse & Nest ‘- Previous | Copy
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eH‘efp_ % Cloge

Fisave | B Undo | & Validate. &> Authorise | 5= Detail Report =
'I-:S'\::hno[s “Workforoe Census Detals 2 School Information 3 Absent on Census Dy 4 Vacancies 5 Dooasional T eachers Infarmiation

@ Help 3% Close

B Third Parly Staff Caunt

Infant and Junior 5 T 511

[WATERS EDGE PRIMARY SCHOOL

Schoal Detal % Caloulste All Detalls

[E3

UIFG R

Staff Forename | Staff Code

| Absent On Census Day

| Post Mumber | Post

|PostName  Subject Code | General Subject

‘Tenwe  Temporarly Filled | Advertised |

&0 S S S =
2 -

| Category Description

| Caunt

Nurnber of Occasional T eachers(Total]| |

MNumber of Third Party Staffs(Total)| |

—

Census Date must
be set to
15/01/2009

Check School
Information is
correct, if not
select School
Detail and amend
as required.

Select Calculate
all Details
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Schools Workforce Census Browser

B
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& Brovse @ Help 5% Close
Schools Workforce Census Details - New Retum
P 5ave | SUnda | 7 Validate &2 Authorise | i Detail Repert + @ Help 3% Close

1 Sciools Workforce Census Detaile 2 School Information 3 Absent on Census Dap 4 Vacancies 5 Occasional Teachers Infarmation 6 Third Party Staff Count

lchools Workforce Census Detzils

Schonis Workforce Census Descriplion[SPiing Workforce Retun 03 ]

15/01/2003
S pring 2009

SIMS . net

Census Date

Iworkfarce Retun Tupe

bsence Start Date

A

ontinuous Cortracts Start Date

The first time you
create a SWC return
you must select Yes
to populate the
return.

This will caloulate the details below.
You need ko do this at lzast once For each return,

2

Diata previoushy collected or edied will be ove

2] ool Information Praceed with calculating details?
T B ]
T Infant an
ol Phase [Frimary |

[WaTERS EDGE FRIMARY SCHODL |

School Detail | % Calculate Al Detaile

I

on Census Day

taff Sumame Staff Forename Stalf Code Absent On Census Day

|
] |
Select Save

The return will be populated with any data that is already recorded in Sims

.net

Panel 3 absent on Census Day

SchoolsWorkforce Census Details - 5 pring Workforce Retum 09

I_L'f Save | % Undo | « Validate &>Authorise | = Detail Report = @Help 4 Close

1 Schools Workfarce Census Detal

2 School Information

3 Absent on Census Day

4Vacancies 5 Occasional Teachess Informabon B Thad Party Staff Count

LA Number sl E stablishment Number  [<UU1 |
School Type |Infaﬂl and Junior School 511 |
School Fhase [Primary |
Cohontl it [WATERS EDGE PRIMARY SCHOOL |
[ School Detail ] I “i& Calculate All Details ]
3 Absent on Census Day
Staff Surname Staff Forename Stalf Code Absent On Census Day A3 Delete
Avery Helen HA& N
Bates Belinda BEB N
Boswel Jennifer JAB ¥
Brooks Cail ce W
Brown Pauline PB
bl Erown Charmaine CTE
Cable Freda FC
Chard Vicky Ve N
Connelly Caroline CcC N
v

If any staff are
absent on SWC day
(15.01.2009) and
this has not yet been
recorded in P7.

Click on the N and
from the drop down
option change it to a
Y.
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Panel 4 Vacancies
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b Schools Workforce Census Browser

jNew ‘_‘}:’,'Delete m_Browse J-}Next |' Copy

@t X | To record a teaching

chools Workforce Census Details - Spring Workforce Retun (9
M save | B Undo | o Vaidats: & Authoise | 3= Detal Report »
AVacancies 5 Occasional Teachers Infarmation

Schools Workforce Cerpus Detale 2 School Information: 3 Absent on Census Day

Agsistant head
Advanced Skills Teacher
Deputy head
Educational Pspchologist
Excellent Teacher

Head teacher

m teacher

B Third Party Staff Count

vacancy Select New.
@Heh ¥ e | Click into each column
and select the
Jappropriate option for

.-'f .
4 Vacancies ~Z-=the vacancy being
e
recorded.
Past Mumber  Post Subject Code  General Subject Ternue  TemporariyFiled  Advertised ] Mew il
i Description A VACATICY1S

recorded in error it
can be removed by
highlighting it and
selecting Delete

Panel 5 Occassional Teacher Count

If a Service Agreement has already been set up in P7

for any Occasional

Teachers in school on SWC day (15.01.2009) this panel will already be

5 Occasional Teachers Information

Category Description Count
b "G Of UCational | 6achss WUt U1 5
Humber of Occasional Teachers Where QTS Not Known

) Recaleulate

Numbet of Occasional Teachers(T otsl 1

/

The number of Occasional Teachers can also be recorded manually by
clicking into the field and typing in the applicable number.

.

Should a Service
Agreement be
added after the
SWC return has
been created.
Selecting
Recalculate will
update the return.

populated.

Panel 6 Head Count

Schools are required to take a head count of all persons deemed to be ‘Third

Party Staff’ who are working in school on census day.
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[ Schacls Workfarce Census Diowse: To record Third
i E’Rule hhnser - : b — I AR Party Staﬂ:
SchoolsWorkfi
[ Save | 9 Undo :e:g:]gleMFﬁ:;e 1 — DS:«I:.E‘ ;c:j:‘gezhfl & Help 3K Cios: Salect New thi
el - ° e '
Coratan o] ,\/ will bring up the
5 Cscasional Ten | Vit fachiont / Role Chooser
i ol e s, | e g
il 11, e g From the
st ; Available Roles
Updete Wl ‘Cancel : panel highlight
6 Third Party Stail \ the appllcable
Firim Pt i roles for all Third
Party Staff in
school and select
Add. These roles
will now appear
Numker of Thid Party StafisiTotal] in the Selected
Roles panel.
Roles selected in
error can be
removed by
highlighting them
and using the
Remove option.
Select Update.

& Third Party Staff Count The roles will now
R B Bvew appear in Panel 6
e T T andthe numberof

» people carrying
out each role can
be added by

Nurrber o Third Pary Steffs(Totall 7 clicking into the
count field.

Once the return has been calculated it will need to be Validated to check for
any errors or queries.
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Select o \alidate

Sehnnlerms

1 Schoals Workforce Censes Delails

2 Scheal Information
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“ran e [t el curion S 571

|r-.mw
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Sowdl Prase
Documen!aion i

el Hane

Favumiles

b Jal= BOUIE [T] shooswaklonsComs il
workfarse Metur Typs Cpiraznd

Abzonze St Date e P_—

Continous Contracts Stait Date Contiwicus Cortracts Erd Diale

SehoolDesl |5 Coleulste A1 Detois

3 Absent on Cansss Dy

The following message
will appear in the status
bar at the bottom left
hand side of screen

The validation routine is
cuirently taking place.
This may take some
time.

Schools Workforce Census Details =5 pring Worklores Retun 09

o Validate &2 futhorise | 3= Detail Report

1 Schools Workforce Census Detals.

2 School Information 3 Absent on Census Day 4 Wacancies 5 Occasonal Teachers Information

@ Help 3 Close
6 Third Party Stalf Count

Enor Message Individual Data ltem

lall v [seach |

Solution

At least one staff record in this school's return should sha ‘

H # Check Focus | Persan | T“

Ethnicity is invalid Teacher Number. 2867101 Name: Larin,

Post s missing Teasher Number: 85867101 Hame: Lorin,
| Rile I dentifier i missing Teacher Humber BB86710] Name: Lorin,
Elhmicily is rvalid Teacher Number. 68712431 Name: Grasve
K Humber has invald format Teacher Number. B571243] Name. Grosve
| Past is missing Teacher Mumber: 6571243] Name: Grosve
Ethicily is nvald Teacher Number. 87770711 Name: Perin,
ot is missing Teacher Number. 8777071] Name: Pertin,
Teacher Number. 85826381 Name: Joyner,

Teacher Number: B582638| Name: Joyner.

Teacher Number: 274521| Name. Fartune, |

H G0 to Focus | Person | Stafh, Nd

# Go lo Foeus | Person | Stalf ar\

| #GatoFocus [ Person | Stalf and
# Go o Focus | Person | Staff and
# 6o to Foous | Person | Staf and

| # Giato Focus [ Person | Staff and

| #Gato Focus [ Person | Staff and

# o to Focus | Person | Statf and \

# Go to Focus | Person | Statf and
# o to Focus | Person | Sitalf and

# i (o Focus | Person | Staif and

You can print the list of errors for ease of checking.

Staff Suname Siaff Ferename Staff Cade Absont On Conous Day A1 5 Debele
Bz llelen 1 |
Baes Belinca BEB N
Hnawell denniler Wlak ks
— . Broo: Carl [ 4 b
Q The alidatian iulite s cuneatly taking alace. This may teks some tine.
Schools Worktarce Census Browser R
[ e %€ Deiee | Rioves 3 oy @rp %oee | | The return will generate

Validation Errors and
Queries for any data that
does not meet the SWC
specification.

F = Failure these will show
in Red and must be
resolved before authorising
and sending the return.

Q = Queries these will
show in Black. The return
can be authorised and sent
with these queries provided
the school can offer a
suitable explanation for
them.

You can order the way that
you view the errors by
clicking in the header of
any column or by using the
code filter option and
selecting Search.

You can print the list of errors for ease of checking. The return will generate
Validation Errors and Queries for any data that does not meet the SWC
specification. F = Failure these will show in Red and must be resolved before
authorising and sending the return. Q = Queries these will show in Black. The
return can be authorised and sent with these queries provided the school can
offer a suitable explanation for any column or by using the code filter option

and selecting Search.
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To resolve an error — double click on it and the member of staff’'s personnel record
will open at the panel where the error has occurred. In this example the NI Number
IS missing.

i1 Fiik

Tdmwlaak  Iwwneing oo ZPuewud  AAleees Doodes Bluladioon e SMedo 4 BB perdLaled: Y
; / Enter the missing NI
s 3.1 G 8 b R
[Elack.- Carizaza | V| dudinadin A I /-| Number

w Jtisebdm b mber

| | surstuomi. s

-|

14 I

i BEu b= LDelaks

— Select Save to update

e — 3 I R | the record. Close the
Figon Sl i ] record to return to the
b v ——— SWC return.

celag by suliviia -
Lizitalis siedb

Once all the errors have been resolved, the detailed reports have been
checked and any anomalies cleared, it is necessary to authorise the return
before it can be sent.

If you have exited from the return. Go to: Routines | Statutory Returns |
School Workforce Census. Select Search
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Tools  Window  Help
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When you select Yes the
return will be authorised.

The following message will
appear in the bottom left
hand corner of the screen.

& Schools Workforce Census authorised successiully

The XML file can now be uploaded to COLLECT.
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