Online Helpdesk: Canned Responses

CES Census Login – Username and Password

Thank you for contacting the CES Census helpdesk.

To upload a completed census file, go to https://cescensus.org.uk/upload and enter the following login details:

User Id: censususer
Password: census2024

Advice for people new to completing the Census 

Thank you for contacting the CES Census helpdesk.

The website contains extensive guidance documents covering all aspects of the census.  This includes a single page ‘quickstart’ guide for SIMS that summarises the census process.

To access the quickstart guide and detailed guidance go to the census website and click on the "SIMS" menu option. 

We would suggest that you start with the relevant quickstart guide and see if that helps. Also, the section on the question panels should be useful when completing the census (http://cescensus.org.uk/sims/panelsdetail.html).

If you have specific questions then please submit a ticket and we will be happy to assist.

Pre-Census Letter

Thank you for contacting the CES Census helpdesk.

Copies of all correspondence, including the letter sent to schools in December 2023, can be downloaded from the Census website at http://cescensus.org.uk. 

Maternity Leave

Thank you for contacting the CES Census helpdesk.

You should not include any members of staff who are on extended leave (greater than one term). This would normally include staff on maternity leave.

You should include all staff, including supply staff, who are continuously employed for a term or more.

URN

Thank you for contacting the CES Census helpdesk.

Please follow these steps if you wish to find your URN, Local Authority Number or Establishment Number:

1. Go to https://get-information-schools.service.gov.uk/
2. Select "Search by Location" and enter your school’s postcode in the box labeled ‘Postcode, town or city’
3. Click on the ‘Search’ button
4. Select your school from the list on the next page
5. You will be taken to a page where all three numbers are shown.

Upload Instructions

Thank you for contacting the CES Census helpdesk.

To upload your completed Census file please follow these steps:

1. Go to https://www.cescensus.org.uk
2. Click on the ‘Upload’ menu option
3. Enter the user id (censususer) and password (census2024)
4. Upload your file using the web form

If your school uses SIMS please upload the XML file that was created when you authorised the Census. Otherwise, please upload the Excel spreadsheet version of the Census.

File Receipt Confirmation 

Thank you for contacting the CES Census helpdesk.

If your file is uploaded successfully then a confirmation email will be sent to the email address that you supplied in the upload form. You can check whether we have received your file by looking at the return rates page at https://www.cescensus.org.uk. Please wait until the return rates on the website have a date on or after the date that you submitted your file.

Dual Registration

Thank you for contacting the CES Census helpdesk.

You should only include dual registered pupils if your school is their main school. If your school is their subsidiary school they should not be included.

SIMS reporting incorrect pupil totals 

Thank you for contacting the CES Census helpdesk.

SIMS extracts data for the Census date of 18th January 2024 in England and 16th February in Wales. If pupils have joined or left the school since that date then the totals will be different.

If a pupil is dual registered and your school is their subsidiary school they will not be included in any part of the CES Census.

Website unavailable or LA block

Thank you for contacting the CES Census helpdesk.

There are currently no problems with the website, https://cescensus.org.uk. The firewall on your school network may be the cause of the problem, or a block by a local authority. 

It may also be caused by the secure certificate not being recognised. If this is the case you can select the option to proceed to the site or you can simply follow this link instead: http://cescensus.org.uk. This will ignore the secure certificate but there won’t be any implications in doing this.

If you think that you may be being denied access by your local authority or learning grid please could you reply to this response and tell us their name and contact phone number.

If the census has been completed, you can email the file to census@catholiceducation.org.uk. If you created the census with SIMS please make sure you send us the XML file, not one of the HTML report files.

SIMS reporting incorrect Catholic pupils 

Thank you for contacting the CES Census helpdesk.

If the summary report is showing less Catholic pupils than you are expecting, the Census lookup for Catholic pupils is probably set to the wrong religion.

Go to Tools | Statutory Returns Tools | Update CES Census Lookups. Under Pupil Lookups Related check the value for Catholic Religion. If this is set to an incorrect value, eg Christian, set it to the correct value and press ‘Save’. Return to the census and press ‘Save’ then ‘Create & validate’. If the lookup value is correct, or if the report still shows an incorrect figure, please call the helpdesk if it is your support period or reply to this ticket.

Support staff 

Thank you for contacting the CES Census helpdesk.

The headcounts of support staff religion should consist of education support staff (ie classroom-based staff). These include teaching assistants, librarians and technicians but not admin staff, lunchtime supervisors and other non-education support staff.

A complete list of support staff to be included in the Census can be found here: http://cescensus.org.uk/sims/supportstaff.html.

If the totals in panel 11 of SIMS are incorrect, they can be changed manually.

SIMS pupil corrections not showing in Census 

Thank you for contacting the CES Census helpdesk.

If you make corrections to pupil data that should be reflected in the census (to pupil religion for example), you must ensure that the changes are made with an effective start date earlier than the census reference date (18th January in England, 16th February in Wales).  To change the start date, go to the ethnic and cultural panel for the affected pupils and follow these steps:

1. Click on the History button in the bottom right corner of the panel
2. Double-click on Religion
3. Double-click on the orange bar, next to the pupil's religion
4. change the start date to a date on or before the census reference date

After making corrections you must ensure that you press ‘create and validate’ for the changes to appear in the reports.

You can check the data that SIMS has used for your Census by running the staff and student detail reports. 

Specialist qualified RE teachers 

Thank you for contacting the CES Census helpdesk.

The Census guidance states that specialist qualified RE teachers are teachers whose first degree comprised the study of RE in whole or in part.

Completion dates 

Thank you for contacting the CES Census helpdesk.

The Census start date is Thursday 18th January in England and Tuesday 16th January in Wales. Schools should complete their Census during the support period which runs from the start date to Friday 9th February.

Should you require telephone assistance please call the helpdesk on 020 7901 1909 during the telephone support period.

Schools can raise support tickets at any time. It is not necessary to wait until the telephone support period before raising a support ticket.

F1014

Thank you for contacting the CES Census helpdesk.

Validation error F1014 should occur when one or more students have no religion assigned. These will have ‘-‘ as their religion in the Census student detail report. If your school does have some pupils with no religion recorded in SIMS you should amend their religion, making sure that the effective date is on or before the Census date (click the history button in the ethnic / cultural panel to do this).

If there are no students without a religion then check the summary report to see if there is a value greater than zero next to question 129 (missing religion). 

If the report shows that there are no pupils missing a religion you can ignore the error and authorise the Census. 

However, if this value is greater than zero there may be religion codes that have not been mapped to a religion category. This results in error F1014. If so please follow these steps:

1. Open Tools | Lookups | Maintain and select Home Religion as the lookup type.

2. Ensure that each Active religion code has an appropriate religion category, e.g. a code for Church of England should have a category of CH (Christian).

3. Shut down and restart SIMS

If there is still a value for ‘Missing’ please run a SIMS report of pupil religion totals and send the totals to the CES, either by email or in a support ticket. You can then authorise the Census and the CES will correct the file when it is received.

F1014 Brief Response 

Thank you for contacting the CES Census helpdesk.

Can you check the student detail report and see if any pupils have a '-' for their religion instead of an actual value. If there are any, amend their religion details in the ethnic / cultural panel and also set the effective date of the change to the 20th January or earlier by clicking on the history button in the same panel. 

After doing this create and validate again. If the error is still appearing check the summary report. If Q129 (Missing religion) is 0, ignore the error message and authorise the Census. If Q129 is greater than 0, please can you run a SIMS report of the totals of pupil religions and reply to this ticket with the figures. You can then authorise the Census and we will amend your file when it is received.

F1015

Thank you for contacting the CES Census helpdesk.

F1015 error message is displayed when the total number of pupils when grouped by year group, gender and Catholicity is different to the total number of pupils when grouped by ethnicity.

The first thing to check is whether there is actually a discrepancy in the pupil totals. Open the summary report and compare the total number of pupils when counted by their year group, gender and Catholicity (questions  52 – 119) with the total number when counted by their ethnicity (questions 138 – 149). If the two totals are the same then you can ignore the F1015 error and authorise your census.

If there is a discrepancy, go to panel 7 (pupil ethnicity) and press the recalculate button. If any changes to pupil numbers have taken place in SIMS after the Calculate All Details button was pressed, they will not be reflected in the ethnicity totals until the panel is recalculated. This may remove the error in which case you can authorise the census.

If recalculating the pupil ethnicity totals doesn’t remove the discrepancy, you will need to generate the student detail report and look for the cause of the discrepancy at pupil level. For example, if a new pupil hasn't been given a year group they will not be counted in the totals of pupils by year group and gender. Also, the pupil ethnicity totals sometimes include dual-registered pupils where the school is the subsidiary school.

Finally, if there is a discrepancy that can’t be resolved, please authorise and submit your census. Additionally, please reply to this ticket stating the correct total pupils on roll on census day. We will then amend your file when it is received.

Please DO NOT attach your student detail report to your ticket as this will constitute a breach of GDPR.

F1016

The error code F1016 is generated if there are one or more students with no year group assigned to them. Once these pupils have been assigned a year group it will be necessary to recalculate the census.

This can cause a discrepancy between the two totals of pupils in the summary report: total pupils by ethnicity; total pupils by year group, gender and Catholicity. This discrepancy in turn will produce error code F1015.

Headteacher ethnicity 

Thank you for contacting the CES Census Helpdesk.

Please check the leadership group in panel 4 of the Census. The head teacher should have the role "Head Teacher1". If their role is "Head Teacher2" or some other role then the ethnicity may be incorrect.

Change the role to Head Teacher1 and validate the Census again. 

If the problem is not resolved please let us know what the correct ethnicity should be. You can then authorise the Census if there are no more queries and we will amend your file when it is received.

Leadership groups

Thank you for contacting the CES helpdesk.

Although several roles are included in most schools leadership teams the CES Census asks for details of only these roles: head teachers; executive head teachers; deputy heads; assistant heads.

You should only include these roles in answers to questions about the leadership team.

Amend head teacher (SIMS)

Thank you for contacting the CES Census helpdesk.

You can amend the head teacher and other details in the School Information panel (panel 2) by clicking on the School Detail button in the panel. You will be taken to the school details section in SIMS where you can change the head teacher. When you save the changes and click on Ok the Census panel will show the new head teacher.

SIMS crashes on validate 

Thank you for contacting the CES Census helpdesk.

There are three possible solutions to this problem:

1 - Run 'Tools->Validate Memberships'

2 - Change the CES Census Folder if it is no longer a valid folder that you have permission to save files to (See http://www.cescensus.org.uk/sims/folder.html for further information)

3 - Import the latest fileset if this has not already been done by your SIMS administrator.
 
If you still cannot create your census, please raise a case with CAPITA and reply to this ticket with the CASE number.

Change effectives dates 

Thank you for contacting the CES census helpdesk.

If you have made changes to pupil religion after the census date of 18th January in England (16th January in Wales) you will also need to change the effective start date of the religion for each pupil.

To change the effective date follow these steps:

1. Go to pupil details, panel 8 (ethnic / cultural)
2. Click on the History button
3. Double click on religion
4. Double click on the orange bar next to the religion
5. Amend the start date
6. Click on Ok

GDPR 

Thank you for contacting the CES Census helpdesk.

The annual CES Census is the source of all school data collected by the CES. The census files submitted to the CES consist of aggregate totals. No data on individual pupils or teaching and support staff are collected in the census. The only personal details collected in the census are:

•	Headteacher name
•	Contact name and email address, used solely for census related communications.

A document that describes the extent to which the CES census falls within the General Data Protection Regulation (GDPR) can be downloaded from the CES census website. This document addresses questions that the CES has received from schools that raised concerns about the CES census and privacy of schools’ data.

CES Census Specifications 

Thank you for requesting the CES Census specification. The attached zip file contains three files:

CES_Census_Specification.doc: This contains a detailed description of the census questions.

CESCensus2024LayoutForCSV.xlsx: An example census return in the format that should be used for CSV files. Note that the heading would not be included in a csv file, only the data row.

ExcelCensusForm2024.xls: The Excel census form.

SEN categorises

Thank you for contacting the CES census helpdesk. Capita have supplied the following answer to a question about SEN categories and codes:

This area can easily be misunderstood by schools, as the governments have changed the rules in recent years and the codes displayed for the pupil are mapped to those used for returns.  The mapped codes are known as categories and are under the control of government, i.e. DFE or Welsh Government.  We provide a set of codes that are the same as the official categories, but users can create their own codes, as long as they map them to an official category.  ‘N’ is a special category, as it means that the pupil hasn’t got a Special Educational Need.  ‘S – Statement’ isn’t used in England anymore, but for our purposed this is equivalent to ‘E - Education, Health and Care Plan’.

To make matters a bit more confusing, what we call ‘SEN Status’ is also known as ‘SEN Provision’.

Official SEN Status categories for England

•	E - Education, Health and Care Plan
•	K - SEN Support
•	N - No Special Educational Need

Official SEN Status categories for Wales

•	S - Statement
•	P - School Action Plus
•	A - School Action
•	N - No Special Educational Need

So assuming the school is State School in England, the simple answer to the school’s question is that the SEN status of ‘O’ should be included in the CES Census total for ‘SEN without statement’ if it has been mapped to the official category of ‘K – SEN Support’.  The school can check their mappings via SEN Status via Tools | Lookups | Maintain.

Unfortunately, the position is actually a more complicated than I have described (e.g. history assigned codes is also involved), so if this doesn’t satisfy the school they will need to contact their SIMS helpdesk.

Upload form 500 error 

thank you for contacting the CES census helpdesk.

I'm sorry that you have been unable to upload your census file. We have experienced a technical problem that caused an internal server error. I am pleased to say that the problem has been resolved and the upload page is now accessible again. 

In order to resolve the issue it was necessary to remove the password  protection on the upload page. Please be assured that this does not compromise the security of your census file. The password protection was in place to prevent uploading of files not related to the CES census. We will re-instate the password protection as soon as possible.

Advice for people new to the CES Census: EXCEL 

Thank you for contacting the CES Census helpdesk.

The website contains extensive guidance documents covering all aspects of the census.  This includes a single page ‘quickstart’ guide for Excel that summarises the census process.

To access the guidance notes and quickstart guide go to the census website and click on "Excel".

We would suggest that you start with the relevant quickstart guide and see if that helps.

If you have specific questions then please submit a ticket and we will be happy to assist.

Cannot upload file 

thank you for contacting the CES census helpdesk.

I'm sorry that you are having trouble accessing the upload page. Please can you reply to this ticket and attach your census file? Alternatively please send the file as an attachment to census@catholiceducation.org.uk.

If you are sending a SIMS file please note that we require the XML file which will have a filename similar to this: 1234567_CES_123XX24_001.XML.

CCRS

Thank you for contacting the CES census helpdesk.

The CCRS figure is calculated automatically by SIMS from the staff professional qualifications details. If 'CCRS' is entered as the name of the qualification it will be counted by the Census.

Alternatively, you can manually amend the total teaching staff with CCRS in panel 3 of the census.

One other qualification is equivalent to CCRS and may also be included:

CTC: Catholic Teachers' Certificate

CTC is not counted automatically by SIMS. The panel will need to be amended manually if any staff hold the CTC.

Arbor

Unfortunately we are unable to answer specific questions on the Arbor CES census module.

You can find a user guide on their website here:

https://support.arbor-education.com/hc/en-us/articles/360004579857-CES-Census-Guide

If these do not answer your questions please call the Arbor helpdesk.

Arbor subject details 

Thank you for contacting the CES census helpdesk.

There is some information on resolving the subject course error in the Arbor help centre article here: https://support.arbor-education.com/hc/en-us/articles/360017842818-CES-census-FAQ

This error should only be triggered for secondary schools. Primary schools can ignore the error but should manually enter RE teaching information (see link above).
