[image: image1.jpg]department for
children, schools and families





SCHOOL WORKFORCE CENSUS – LA PILOT RETURN AUTUMN 2009
Introduction
The Local Authority (LA) is being asked by the DCSF to complete a statutory School Workforce Census for Autumn 2009. An element of this includes a Local Authority Census return for staff who spend the majority of their time within the school environment. This is being piloted by the DCSF for Autumn 2009 with the first full return to be made in Spring 2010. This will be a termly return until Autumn 2011 when it will become an annual return.

The type of data to be collected from LA staff varies according to different categories of LA employed staff. This is split into2 categories: those LA staff who teach in school for the majority of their time (classed as Teachers/Teaching Assistants) and those LA staff who support schools in their role and spend the majority of their time at school(s) (classed as Support Staff).

This data is being collected manually as it is not currently held collectively on any LA Information System however the aim will be, in the future, that this data will be collected automatically from a central source. Until this is possible we will need to collect and submit this information manually on a termly basis, including data for LA staff who have left within the previous term. 
You have been identified by your line management as meeting the criteria for this return, as outlined below. If you believe you do not, or, are in the wrong category of staff please let us know immediately.

The Census reference date for this return was 1st October 2009 so you should return details according to your circumstances on that date. 
The DCSF deadline date is 4th November so please can you complete all details by this date. 
If you know of staff who will be unable to fill in the questionnaire by this date due to absence please can you inform us immediately.
In order to help you complete this return, below are extracts from the DCSF School Workforce Full guidance which can be found at: 
http://www.teachernet.gov.uk/management/ims/datacollections/swfcpilot/guidanceFAQs/
Guidance
The submission of the School Workforce Census return, including a set of individual staff records, is a statutory requirement on schools and LAs by virtue of regulations SI2007/1264 made under Sections 113 and 114 of the Education Act 2005.  
By putting the School Workforce Census on a statutory basis:
· schools and LAs do not need to obtain consent for the provision of information from individual members of the workforce 
· schools and LAs are protected from any legal challenge that they are breaching a duty of confidence to staff members;

· it helps to ensure that returns are completed by schools and LAs.

LA Staff who should be included in the Census
Please ensure you meet the criteria below, if you feel that you do not, contact this team immediately.
To be included in the School Workforce Census, a member of a LA’s staff should:
· have a current contract with the LA on the day of the census (1/10/09), whether they are present or absent, or

· have previously been employed at the LA in regular service, and their contract started and/or finished during the previous term (Summer ‘09). 
Individual level data can only be collected for teachers and support staff on a contract who are in regular service for the LA (any period of continuous service that lasts 28 days or more) and can be considered to be part of the schools’ workforce, on account of their 
· spending the majority of their time in schools (>50%) and/or
· providing or supporting the provision of education  
Including:
· teachers employed direct by the LA.  This includes:
· peripatetic teachers 
· teachers working in pupil referral units (PRUs)
· teachers working in other non-school education, e.g. teachers providing education by reason of SEN 
· if the LA acts like a supply agency providing teachers to schools on a fixed term or temporary basis, then the LA should submit details for those teachers that have been in regular service during the Census period 
· staff, including teaching assistants, employed direct by the LA who spend the majority of their time in schools e.g. cleaners, catering staff, and ICT technicians.  Staff working in extended school service provision should be excluded from the SWF but staff engaged in the normal running of the school, such as cleaners, should be included regardless of when they work, e.g. before, after or during the normal school day
· advisory teachers - often qualified teachers that carry out a range of duties including training staff, helping develop and implement school policy and classroom support.  For the purposes of SWF these are considered to be Support staff and the data items required are those specified for Other support staff. 
Individual level data is not required for:

· educational psychologists

· teachers engaged in the One to One Tuition Programme.  
· staff paid according to teachers’ pay and conditions but not falling into the criteria for inclusion.
The table below indicates what information will be collected for those LA staff identified within the above categories. 
All data will be managed in accordance with the requirements of the Data Protection Act 1998 and with a sensitivity commensurate with the level of data collected & will not be used for any other purpose other than for informing future census. Data Collection within the LA are covered by the Fair Processing Notices issued to staff within normal pay routines.
	  
	Teachers 
	Teaching Assistants
	Other support staff

	1.
Staff Details

	Teacher Number
	(
	(
	(

	Family Name
	(
	(
	(

	Given Name
	(
	(
	(

	Former Family Names
	(
	(
	x

	NI Number
	(
	(
	(

	Gender
	(
	(
	(

	Date of birth
	(
	(
	(

	Ethnic Code
	(
	(
	(

	Disability
	(
	(
	(

	QT Status
	(
	(
	x

	HLTA Status
	(
	(
	(

	QTS Route
	(
	x
	x

	2.
Contract / Agreement

	Contract/Agreement Type
	(
	(
	(

	Start Date
	(
	(
	(

	End Date
	(
	(
	(

	Post
	(
	(
	(

	Pay Scale*
	(
	(
	x

	Regional Pay Spine*
	(
	x
	x

	Spine Point*
	(
	x
	x

	Salary Rate/Total Pay*
	(
	(
	x

	Safeguarded Salary*
	(
	x
	x

	Destination
	(
	(
	x

	Origin
	(
	(
	x

	Role Identifier
	(
	(
	(

	Hours worked per week
	(
	(
	x

	FTE Hours per week
	(
	(
	x

	Weeks per year
	(
	(
	x

	Category of Additional Payment*
	(
	(
	x

	Additional Payment Amount*
	(
	(
	x

	3.
Qualification

	Qualification code
	(
	(
	x

	Subject Code 1
	(
	(
	x

	Subject Code 2
	(
	(
	x

	Verified
	(
	(
	x


* - only in Spring return

All the items marked with a tick are Mandatory for all staff identified to participate in the Census please do not leave any areas blank, if you are unsure how to fill in any section or you cannot find a code relevant to your situation please call the team.
Teachers and Teaching Assistants should choose the Teachers category, all other staff will be classed as Support Staff/Other staff.
Staff Details Module for the Autumn return includes:
Surname: 

Full family name
Forename:

Given name including middle name(s)

Former Family Names: this is an optional field for non-teachers/ mandatory for teachers
NI Number:

Temporary NI numbers are not acceptable

Ethnic Code: 
Categories shown match those of the 2001 Population census

QT Status:
required for all teachers and teaching assistants
HLTA Status:
Required for both categories, if you have HLTA Status but not working in that role the status should still be returned as Yes.

QTS Route:
Only for those teachers currently en route to achieving QTS status.
Contract/Agreement Module fro the Autumn return includes:
For Support Staff only Contract Type, Start & End date are collected, for Teachers all fields are collected.
Contract Type:
Fixed Term – contracts with a definite span and fixed end date

Temporary –  short term contracts without a fixed end date

Post:
Post for which you are contracted

Role:
A teacher may have more than one role on a single contract. These should be entered as separate roles under the same post and hours distributed according to the time spent in each role.
Origin:
Origin should show where the person was employed, or in some cases what the person was doing, immediately prior to taking up post.  
Hours per week:
The number of hours worked in a normal week required for each role, hours should be assigned to the roles roughly according to the time spent on them and combined should add up to over 50% of your full working hours.

If staff work variable hours per week, an average hours per week over the previous term should be used.

FTE Hours:
The number of hours per week that a person will work if they are full-time, typically 25 hours for teachers.
Weeks per year:
Typically 52 weeks for teachers and 37 weeks for term-time only contracts.

For further guidance and queries please contact Lesley Gibbings on 01803 208916

