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Ol ‘ Introduction to the Early Years Census

Overview

The Early Years census is a statutory return that is run on the third Thursday in January. It
collects data on all children receiving free early years education during census week.

Local Authorities can generate the census return in the One v4 Client via Focus | Early Years |
Census Return

The successful generation process pre-populates the census data from the information currently
held in One and enables the following to be updated:

= Availability and opening times.
m Staff numbers and qualifications.
m Number of children by age.

If the Local Authority has purchased the Provider Self Update portal, the census data can be
viewed and amended by the provider. For more information, refer to the One Early Years Self
Update Provider Portal handbook available on the One Publications website
(www.onepublications.com) and on My Account.

After the data has been validated against the DfE schema, an XML file is produced. The Local
Authority uploads the return to the DfE via the COLLECT system and further validation takes
place. After all errors have been resolved, the LA submits the final return via COLLECT.

More Information: Early Years Census Mapping v4 available from the Statutory Returns page on the
One Publications website (http://www.onepublications.com).

What's New in this Release

This is a new handbook for the 2018 census.

The latest DfE Early years census guide, technical specifications and validation rules can be
found here:

https://www.gov.uk/government/publications/early-years-census-2018-quide

Using this Handbook

This handbook is intended for Local Authority administrators who are submitting data for the
Early Years census to the DfE.

The first chapter provides an overview of the generation process and the data collected in the
Early Years census.

The second chapter describes how to generate the return in the v4 Client.

Data Collected in the Early Years Census

The Early Years census collects two sets of data:
m Establishment level data relating to early years providers.

m Child level data relating to children accessing free early years education.

Early Years Census Handbook -
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Provider Eligibility
A provider is eligible to be included in the census return if the following conditions are met:

m They have at least one funded service that has an active registration during the census week
and is registered for the Nursery Education Grant/Fund.

m The registration start date, if recorded, must be on or before the end of the census week and
the registration end date, if recorded, must be on or after the start of the census week.

Child Eligibility

Children are included in the census return if all of the following conditions are met:
They have an active school history with the provider.

Their school history start date is on or before the end of the census week.

Their school history end date is on or after the start of the census week or is blank.

They are displayed on the Children panel in the v4 Client via Focus | Early Years | Search
for Funded Services and:

Their Period Start Date is on or before the end of the census week.

Their Period End Date is on or after the start of the census week.

Their Status is not cancelled (CANC).

2 year-old chldren have both Actual Hours Week and Universal Pay Hours Week
recorded.

3 and 4 year-old children have both Actual Hours Week and Universal Pay Hours Week
or Extended Pay Hours Week recorded.

[ Save [C1DataPanels ¥ Alerts 57 Sql Mail Merge f25 UDF Manager {3 Refresh

1. Payment Period | EHERIGERI| 3. Daily Hours 2. Chidren

(1. Payment Period
Period 201772018 Spring - Period Start Date 01/01/2018 -

Period End Date 2103/2018 S Age Calculation Date  39/12/2017 >

(2. Children
Display  aI2,384yearolds ~ [J Show Rates [v]Show Cancelled ! [ Show Apportienments Required | sppw/Hide Columns
Universe Universe Extendel Extendet , o a0 a0 g;\;’versi Universs Extendes Exende o

Age on cumame Foroname DA€ OF Post Pares P28 Period Stretched I pterim  iterim Iterim Interim ey ACiual - Actual Pay  Pay  Pay
3227 Birth Code Decle Date End Date Offer I;ermd Hours. Hours Hours Hours. ;‘ermd Week Period Hours Hours Hours Hours
Week Period Week Period v ‘Week Period Week Period

4 Anya 23/07/2013 01/01/2018 * 31/03/2018 ¥ 15 0 0 0 0 15 10 150 10 150 0 ] 600.00
4 = Jennifer 05/05/2013 M M 01/01/2018 * 31/03/2018 ~ 15 0 ] 0 0 15 10 150 10 150 0 ] 600.00
4 Deboran 30/03/2013 01/01/2018 ~ 31/03/2018 ~ 0 0 0 0 0 0 0 0 ] 0 0 5

Provider Availability and Opening Times
Provider service availability and opening times are collected as follows:

m There must be an active Opening Dates and Times record with a start date that is on or
before the census date.

m The end date of the Opening Dates and Times record, if recorded, must be on or after the
census date.

The census collects the earliest start time and latest end time for each day.

- Early Years Census Handbook
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02 ‘ Generating the Early Years Census

Introduction

The Early Years census is generated in the v4 Client via Focus | Early Years | Census Return.

During the generation process, the census details are initially pre-populated with the
establishment level information held for the current funded service and the following information
can be updated:

= Availability and opening times.

= Staff numbers and qualifications.

= Number of children by age.

If required, a different funded service can be selected and the census regenerated.

NOTE: The information can be updated in the v4 Client. Alternatively, if the Local Authority has
purchased the Provider Self Update portal, they can configure the portal to enable providers to view and
amend the details held about their services.

For more information, refer to the Early Years Self Update Provider Portal handbook on the One
Publications website and on My Account.

Generating a New Return

Pre-populating the Census Details

1. Select Focus | Early Years | Census Return to display the Early Years Census Enquiry
page.

33 Search Cclllapse -

01. Basic Details
i Batch Desc

Setup Reference Date -

Run Date E-

[H Mew Delete Open In New Window

2. Click the New button to display the Census Return Batch Details page.

Early Years Census Handbook -
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B Save and Populate Services D New ' Workflow £* Generate @ Validate @ Retrieve

_| 02, Providers | 03. Errer Log 01. Basic Details - ;'77

(01. Basic Details

Batch Desc

Setup Reference Date  12/01,2018 -
Output Folder C:\Users\ati ws CSS\Documents E‘
Run Date
(02 Providers ™
Provider Name  Service for Census DCSF URN  Status Provider Address Return ID  Warning Message Server Path 'fuIJ Add
Remove
Service and Details
(03, Error Log ~
Provider Error Desc Details

3. Enter a Batch Description.

The Setup Reference Date is automatically set to the census return date (third Thursday in
January).

4. Select an Output Folder. This is the folder to which the XML file generated by the return is
saved.

5. Select the providers to be returned:

a. In the Providers panel, click the Add button to display the Search Childcare Provider
dialog.

b. Enter search criteria and then click the Search button to display a list of matching providers.
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34 Search @ Collapse - ’:‘.:T;- Clear

T —

Search for Provider

Provider Mame pe
Postcode DCSF URM
Status - Funded Status -
o Select B Mew $€ Delete ] Open @ Mext Previous
]
i Provider Name DCSF URN  Status Provider Address
Smmmeen Semmeig| School 0 Not et Open
EE w Not ¥et Open 5 MARLCROFT DRIVE,
ompesss - Community Nursery Open
— 500 54321 Open 27 Chandos Road, g, B

6. Highlight the required providers and click the Select button to select the providers and close the

8.

dialog.

Click the Save and Populate Services button to save the census details and update the
Service for Census.

) Save and Populate Services [ New ;7 Generate [ Validate 45| Retrieve
[PEESEE0RE| o2 Providers | 03.Emorlog | Ol BasicDelale - 77

(01, Basic Details ™

Batch Desc r— =)

Setup Reference Date  12101/2018 >

Output Folder CALmmegmm s L\ Documents

Run Date
{02, Providers ™

Provider Name Service for Census DCSFURN Status ProviderAddress Return D Warning Message Server Path & Add
g wm Community Nursery ~“gmge=== == Community Nursery - Full Day Care Remove
Service and Details

If required, to select a different service for the census:
a. Highlight the provider in the Providers panel.

(02 Providers

Provider Name Service for Census.

Peregrine Park Community Nursery Peregrine Park Community Nursery - Full Day Care

DCSFURN Status Provider Address  Return D VVarning Message Server Path

b Add
90 Remove

&l Service and Details

b. Click the Service and Details button to display the Census Details page.

E Save
_| 02. Census Return... | 03. Census Return...

0. Service Provisior ~ ),'/_

Service for Census

k Community Nursery - Full Day Carcjied

FL Service Provision Details

c. Select a Service for Census.
d. Click the Save button.
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E Save and Populate Services D New Workflow #7 Generate @ Validate @ Retrieve
(01, Basic Details ‘ 02, Providers ‘-| 03. Error Log - ;,'7

(01, Basic Details R

Batch Desc Test2

Setup Reference Date  1g/01/2018 -

Output Folder CilUsersil » C5S\Documents lﬂ

Run Date
’5. Providers |

Provider Name Service for Census DCSFURN  Status  Provider Address  Return ID Warning Message Server P '-L:-' Add

—_ "SI Community Nursery =y = Community Nursery - Full Day Care 954 - e R __} % Remove
| Service and Details

Click the Generate button to display a confirmation dialog.

Click the Yes button pre-populate the census details and display a message in My Workflow
Messages.

(53 Refresh 9 Deactivate 3 Search

Subject Task Due Assigned By Post Assigned On Message
Due Today
|:| '} Early Years Cen Today 31102017 Early Years Census Generated for batch: Test 2

Updating the Census Details in the v4 Client

Census details for the selected providers are pre-populated using the information currently held
in One v4. For more information, see Pre-populating the Census Details on page 3. A message
is displayed in My Workflow Messages on the home page.

() Refresh $€ Deactivate 38 Search

Subject Task Due Assigned By Post Assigned On Message
Due Today
D {} Early Years Cen.. Today 02017 Early ears Census Generated for batch: Test2

The following information can be updated in the v4 Client:
m Availability and opening times.
= Staff numbers and qualifications.

= Number of children by age.

NOTE: If the Local Authority has purchased the Provider Self Update portal, they can configure the
portal to enable providers to view and amend the details held about their services.

For more information, refer to the Early Years Self Update Provider Portal handbook on the One
Publications website and on My Account.

Click the workflow message to display the Census Return Batch Details page.

- Early Years Census Handbook
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B Save and Populate Services @ New &3 Workflow ;7 Generate @ Validate a Retrieve

.01. Basic Details | 02. Providers |-| 03. Error Log

Batch Desc Test2

Setup Reference Date 13/01/2018 -

Output Folder CAUsersll . CSSiDocuments
Run Date

Provider Name Service for Census DCSF URN  Status  Provider Address  Return ID Warning Message Server P QEL‘ Add
TSR Community Nursery SEemgessssss Community Nursery - Full Day Care 954 W _SEgTER N R e . % Remove

ﬁ_ Service and Details

2. Highlight the required provider in the Providers panel and click on the Service and Details
button to display the pre-populated Census Details page.

|E Save

_‘ 02. Census Return... | 03. Census Return... | 01. Service Provisior = f

{02 census Return Establishment Dotalte T Y

-

Edit/Edited
Establishment Details

Establishment

01. Basic Details

LEA 0o URN

OFSTED URN 456725

Establishment Name Peregrine Park Community Nursery

Phone No

Post Code EY Provider Category PRIV

EY Provider Category Other

EY Childminder Category EY Setting Type OMS
EY Setting Type Other

EY Day Care F

EY Day Care Other

EY School Relationship 0 E* Establishment Partnership

=}

Awvailability and
Qpening Times
1] No. of Funding ¥ 0
X
Wednesday Open Time
Thursday Open Time Thursday Close Time
Friday Open Time Friday Close Time
Saturday Open Time Saturday
Sunday Open Time
ctalbisnakrnatcn 03. Total Staff Information
Total Mumber of Staff o Level 2 Qualification 0

m

3. Select (tick) the Edit/Edited Establishment Details check box to enable the fields on the
Availability and Opening Times, Total Staff Information and Children by Age panels.

Early Years Census Handbook
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[ Save
01. Senvice Provision Detoils | IEICENEUSRERUEY | 03. Census Retur... 02 Census Retun E ~| 7

EY Day Care Other

EY School Relationship ) EY Establishment Partnership o

g"pﬁ;ﬂg%‘:ﬂ"& 02. Availability and Opening Times
No. of Weeks Open 0 No. of Funding Weeks. 0
c Open X (By q open, existi and closing fimes will be cleared. Do you want to continue_..)
Wonday Open Time Monday Close Time
Tuesday Open Time Tuesday Close Time
Wednesday Open Time Wednesday Close Time
Thursday Open Time Thursday Close Time B
Friday Open Time Friday Close Time
Saturday Open Time Saturday Close Time
Sunday Open Time Sunday Close Time

Total Staff Information | g3 rota) staff information (Please record the highest qualification of £ach Staff member)

Total Number of Staff ] Level 2 Qualification 0

Level 3 Qualification Non-Wanagerial o Level 3 Qualification Managerial 0

Qualified Teacher Status 0 Early Vears Professional Status 0 E
Early Years Teachers Staff o

Children By Age 04. Number of Children By Age

Number of 2 year olds. 0 Number of 3 year oids 0

Number of 4 year olds. 0

4. Change the census information as required and click the Save button to display the Census
Return Batch Details page.

5. Click the Validate button to display a confirmation dialog.

Click the OK button to validate the information against the DfE schema and display a message
in My Workflow Messages.

BN
5) Refresh 9 Deactivate 34 Search
Subject Task Due AssignedBy  Post AssignedOn  Message
Due Today
[T 3 Eariy Years Cen Today il 061212017 Early Years Census Generated for batch: description
[E] < Early vears Cen.. Today - 0611272017 Early ears Census Validated for batch: description
[E] < Early vears Cen.. Today - 0611272017 Early ears Census Generated for batch: description

7. Click on the workflow message to open the Census Return Batch Details page.

8. The Run Date is updated and the list of providers is updated with the Returnid and
ServerPath.

[ Save and Populate Services [ Mew &3 Workilow ## Generate [0 Validate 4] Retrieve
0L, Basic Details | 02. Providers | [G3lEmanLog] 03, Error Log 1 F
(01, Basic Detalls "
Batch Desc descriplion
Setup Reference Date  1g/01/2018 -
Output Folder @
Run Date
‘E. Providers N
Provider Name Service for Census. DCSFURN  Status Provider Address Return D Warning Message Server Path LUJ Add
= = Community Nursery - mesgesss s Community Nursery - Full Day Care 57 W . . C:WindowsTEMPmE27 1A tmp Remave
Service and Details
{03. Error Log »
Provider Error Desc Details
= e . Community Hursery  The ‘LEA’ element s invalid - The value ‘820’ is invalid according to ts datatype ‘EngishLEAfype'- The constraint failed
- Community Nursery The 'OFSTEDURN' element is invalid - The value "4587235" is invalid according to its datatype "OFSTEDURNtype' - The Pattern constraint failed
mompess wwm: Community Nursery  The ‘PhoneNo’ element is invalid - The value " is invalid according to its datatype ‘String’ - The Pattern constraint failed
- Communtty Nursery The PostCode’ element s invalid - The value " is invalid according to its datatype FostCodeType' - The Pattern constraint failed
= = Community Nursery The 'URN' element is invalid - The value " is invalid according to its datatype "URNtype’ - The string ” is not a valid Integer value.
= wgwe =t Community Nursery  The element ‘PupisChildren’ in “hitps: i go basic-data-set’ has incomplete content. List of possible elements expected: "PupilChild” in namespace "hitps.

9. Any errors generated are displayed in the Error Log panel.
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10. Click the Retrieve button to retrieve the return and save the file to the Output Folder selected
in the Basic Details panel.

NOTES: If the service is open for 24 hours a day and 7 days a week, it should be recorded with an open
time of 00:00 and a close time of 23:59 for all 7 days. When the census is generated, the Continuously
Open check box is automatically selected and the individual times are disabled.

If the service is open for less than 7 days a week, the respective days start and end times should be
recorded.

Regenerating the Census
If the Service for Census is changed the census must be regenerated for the new service.

If errors are raised during the validation process and the information is updated, the census
must be regenerated. Any updates already made to the pre-populated census details will not be
overwritten unless the Edit/Edited Establishment Details check box is unchecked on the
Census Details page.

1. Click on the message in My Workflow Messages to display the Census Return Batch Details
page.

[ Save and Populate Services [] New |1 Workilow #* Generate [0] Validate 5] Retrieve

_\ 02. Providers | 03. Error Log M.BasicDetals - 57

01. Basic Details

Batch Desc descripion
Setup Reference Dats  12/01/2018 =
Output Folder Cilserslube me. - Lo Jocuments =
Run Date 16112 15006
(02, Providers S
Provider Name Service for Census DCSF URN Status Provider Address Return D Warning Message Server Path lu—‘ Add
Community Nursery s s Community Nursery - Full Day Care s7 . C:WWindows\TEMPmE27 1A tmp Remove

Service and Details

’u-G.EmrrLog -

Provider Error Desc Details
Community Mursery  The 'LEA’ element is invalid - The value '820° is invalid according to its datatype EnglishLEAtype’ - The Enumeration constraint failed
Communtty Nursery The ‘OFSTEDURN element is invalid - The valuz '4587235 is invalid according to its datatype "OFSTEDURNtype' - The Pattern constraint failed.
Community Nursery The ‘PhoneNe’ element is invalid - The value ™ is invalid according to its datatype "String’ - The Pattern constraint faied
Community Mursery The PostCode’ element is invalid - The value ™ is invalid according to its datatype "PostCodeType’ - The Pattern constraint failed
Community Nursery  The ‘URN' element is invalid - The value " is invalid according to its datatype "URNtype’ - The string * is not & valid Integer value.
Community Nursery The element PupilsChiidren’ in ps go basic-data-set has incomplets content, List of possible elements expectsd: PupIChid in namespace hitps

2. Highlight the required provider and click the Service and Details button to display the Census
Details page.

Early Years Census Handbook -
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[ Save
[GESERiEEPIEHEBRBEMIE | 02. Census Return... | 03, Census Return... 01. Service Provisior = | 7
01. Service Provision Details 3
Servics for Census ‘s e = “w s Community Nursery -~
(02, Census Retum Details ™
Edit/Edited

Establishment Details
Estabiishment

01. Basic Details

LEA 010 URN

OFSTED URN 4887235

Establishment Name " = Community Nursery E
Fhone No

Post Code EY Provider Category PRIV

EY Provider Category Other
EY Chidminder Category EY Setting Type DNS

EY Setling Type Cther

EY Day Care F [l
EY Day Care Other

EY School Relationship 0 EY Establishment Parinership o

Availability and

e 02. Availability and Opening Times

No. of Weeks Open 50 No. of Funding Weeks 50

Continuously Open X (By selecting continuously open, existing opening and closing times will be cleared. Do you want fo continue...)

WMonday Open Time Monday Close Time
Tuesday Open Time Tuesday Close Time
Wednesday Open Time Wednesday Close Time
Thursday Open Time: Thursday Close Time:
Friday Open Time Friday Close Time
Saturday Open Time Saturday Close Time:

If required, update the census information.

NOTE: Any updates already made to the pre-populated census details are not overwritten unless the
Edit/Edited Establishment Details check box is deselected (unchecked).

If required, select a different Service for Census.

NOTE: If a different service is selected, any updates already made to the pre-populated census details
are overwritten.

Click the Save button to display the Census Return Batch Details page.
Click the Generate button to display a confirmation message.

Click the Yes button to generate the census and display a message in My Workflow
Messages.

=
{5 Refresh ¢ Deactivate 33 Search
Subject Task Due Assigned By Post Assigned On Message

Overdue
|:| {} Early vears Cen... 06/1242017 N CENCEN 06M2/2017 Early rears Census Generated for batch: dezcription
|:| Lk Early vears Cen... 06/12/2017 - RN 06M272017 Early Years Census Generated for batch: description
|:| {k Early Years Cen... 08/1242017 R 0eM 22017 Early Years Census Validated for batch: description

Due Teday
|:| {k Early vears Cen... Today - R E 100012018 Early ears Census Generated for batch: description

Click on the workflow message to open the return in the Census Return Batch Details page.
Click the Validate button to display a confirmation dialog.

Click the OK button to validate the information against the DfE schema and display a message
in My Workflow Messages.
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[ & wywonfiowmessages @

(55 Refresh §€ Deactivate 38 Search
Subject Task Due Assigned By Post Assigned On Message

Overdue
|:| yiEarly Years Cen... 06M2/2017 I 08M272017 Early ears Census Generated for batch: description
|:| {} Early Years Cen... 06M2/2017 snils bam o - 06M2/2017 Early ears Census Generated for batch: description
|:| i Early Years Cen 08/12/2017 " | - 0BsM22MT Early vears Census Validated for batch: description

Due Teday
|:| % Early Years Cen... Today . R e 10/01/2018 Early ears Census Generated for batch: description
|:| {} Early Years Cen... Today -—EEE T 1000172018 Early ears Census Validated for batch: description

11. Click on the workflow message to open the Census Return Batch Details page.

12. The Run Date is updated and the list of providers is updated with the Returnid and
ServerPath.

[ save and Populate Services [ Mew ') Workflow /7 Generate [0 Validate 45| Retrieve

01, Basic Details | 02. Providers | BENERORLag) | 03 Error Log -7

Batch Desc descripiion

Setup Reference Date  18/01,2018 -

Output Folder C:\Usersemmems- @5\ Documents
Run Date 100172018 11:38:20

13. Any errors generated are displayed in the Error Log panel.

14. Click the Retrieve button to retrieve the return and save the file to the Output Folder selected
in the Basic Details panel.

Early Years Census Handbook
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