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To:
The Principal of each

Secondary and Grammar School










23 September 2011
Dear Principal

ANNUAL SCHOOL CENSUS

This year, as in previous years, we are requesting school census information for statistical and other purposes. Using the C2k MIS system, a statistical return should be made to the Department of Education, no later than 14 October 2011.  It is important that schools make their submission by this date.  Much of the information collected is used to determine the funding of schools.  All of it is used by the Department of Education.  It is therefore essential that information is accurate and returned on time, to ensure that all schools receive their appropriate level of funding.  (Delays in making the return by some schools can delay the allocation of funding for all schools.)  
Data collected

The census return should include all pupils on the school roll (i.e. registered pupils) at 7 October 2011, who have attended for at least one day, whether or not accommodated on the school’s premises.  Schools should ensure that all variables, e.g., those entitled to free school meals, SEN details, etc, are complete and accurate.  Information about how to record pupils under these categories is listed in the C2k guidelines.  Definitions are also supplied in the supplementary notes to this letter.  Schools are reminded to ensure that they comply with the provisions of the Data Protection Act 1998 in collecting information in relation to pupils, in that they should inform parents that data collected by the school may be shared with other education bodies, such as the Department and ELBs.  Data provided to the Department are treated as confidential and disclosive information is not published. 
Auditable documentation

In addition, schools are asked to pay particular attention to the checking of data in summary tables produced as part of the reporting process.  Principals should satisfy themselves that the data contained in these tables is correct before submitting the census return.  Once the school is satisfied that the tables accurately reflect the data that they wish to submit in their census return, a return should be made via the C2k MIS system.  The summary tables, which should be treated as an auditable document, should be photocopied.  The copy should be submitted to the LMS Officer in your ELB(voluntary grammar schools and grant maintained integrated schools should send this copy to Schools Finance Branch in the Department of Education).  The school should retain the original.  In addition, it is recommended that the summary tables should be recorded at the next meeting of the Board of Governors.

Where there are any subsequent changes made as a result of the DE validation process (and/or verifications undertaken by Funding Authorities), the school’s system must also be updated to reflect these.  Revised copies of the summary tables must then be submitted to the ELB and to Statistics and Research Branch. 

Any inquiries regarding the C2k MIS system should be directed to the C2k helpdesk 087 0601 1666.  Should you have any queries regarding the school census please contact me on (028) 9127 9613 or Gemma Reid on (028) 9127 9707.

Yours sincerely
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IVOR GRAHAM

Statistics and Research Branch

Email: ivor.graham@deni.gov.uk
