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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 

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 

‘Add existing people as users of the system’.  

 

 

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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Creating a folder to save the School Workforce Return  
 
Go to Routines | Statutory Returns | School Workforce Return  

 

  

 

Settings for Information to be included in Return Go to Tools | Setups | 
Statutory Returns | School Workforce Return Defaults  
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For the Spring 2009 School Workforce Return all fields should be ticked. This 
is a default set by CCS  

 
Producing the Return 

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.  
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The return will be populated with any data that is already recorded in Sims 
.net  
 
Panel 3 absent on Census Day 
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Panel 4 Vacancies 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

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

 
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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The XML file can now be uploaded to COLLECT. 


