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	Date 
	16th  September 2019
	Department:
	Systems and Information

	
	Contact Name:
	Anjum Javaid

Paul Brotherton

	
	Contact No:
	01753 476576

01753 875744

	
	Email:
	anjum.javaid@slough.gov.uk paul.brotherton@slough.gov.uk


Dear Head teacher and Bursar/Business Manager,

School Workforce Census 2019 – 7th  November 2019
The School Workforce Census is the statutory return for school workforce data and the Department for Education’s sole source of this data.  A return is required from all schools including all Academies and Free Schools.
The key dates for the 2018 School Workforce Census are:

· Census date: Thursday 7th  November 2019 
· Submission deadline to LA (maintained schools only):  Thursday 14th  November 2019
· Absence collected from 01/09/2018 to 31/08/2019
· Continuous contracts collected from 01/09/2018 to 07/11/2019
Academies and Free Schools must follow instructions sent to the school by DfE and submit their returns directly to them via the COLLECT website.  There will be no LA managed upload service for this return.

LA support contacts for maintained schools
LA support for the school workforce census is available to maintained schools.  Contact details below:
· Workforce issues / queries about the content of the return:

· Nicky Dear – nicky.dear@slough.gov.uk / 01753 772191
Problems submitting to LA:

· Anjum Javaid    – anjum.javaid@slough.gov.uk / 01753 476576

· Paul Brotherton – paul.brotherton@slough.gov.uk / 01753 875744

Guidance notes for all school types
All schools should access the Capita SIMS.net “preparing for” and “producing” school workforce census documents.  These documents contain step by step instructions on how to check your school’s workforce data and how to create your census return.  These documents are available from:

· SIMS.net documentation area - click on the documentation link on the SIMS homepage, navigate to the returns manager area and access the relevant workforce census documents.
· Capita My Account - https://myaccount.capita-cs.co.uk.
· Slough Borough Council’s census webpage - http://www.slough.gov.uk/council/key-statistics-and-data/statutory-returns-for-schools.aspx.

The DfE’s school workforce census guidance is available via the below link and should be referred to should you have any questions regarding the content of your return:

· https://www.gov.uk/guidance/school-workforce-census
Changes to School Workforce Census 2019
There have been several changes to the census and guidance since 2018. These are:
  •    A new post of ‘Apprentice Teacher’ (APP) has been created, with all the same data requirements the same date requirements of existing teacher posts
  •    New posts ‘Leaderships – Non Teacher’ (LNT) and ‘Other Support Staff’ (OSP) have been added and the older Post of ‘Support Staff’ (SUP) has been removed. Data requirements for these roles are unchanged apart from Qualifications and Additional payments

Dry Runs
Schools are strongly encouraged to run dry runs in advance of the return date in order that any errors / queries are identified and resolved.
Privacy Notice

Updated privacy notices must be issued to all staff at your school for which data is being provided in the School Workforce Census.  There is a sample/template privacy notice that you will receive along with this letter, this can also be downloaded from https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices. Please amend the notice according to your own school policies and procedures. 
Summary
· Schools should access, download and familiarise themselves with the DfE and Capita (or equivalent) guidance for the 2019 School Workforce Census and complete a dry run at the earliest opportunity
· Schools should make a note of the census day – 7th November 2019 – and maintained schools should submit their first return to the LA by 14th November 2019. 
If you have any queries, please don’t hesitate to contact me.
Yours sincerely
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Anjum Javaid
Systems and School Support Officer

Children, Learning and Skills

Slough Borough Council
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