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Setting Up Schools List.

Introduction

Who should read this guidance?

This guidance is intended for individuals within Local Authority (LA) teams and associated
provider organisations who are responsible for administering the National Child
Measurement Programme (NCMP) in their area.

For security and information governance considerations, access to the NCMP IT system is
restricted depending on users’ role within the programme; therefore, some users may not
have permission to access some areas of the system referred to in this guidance.

How will this guidance help me?

This guidance will show you how to manage the list of schools in your LA area participating
in the NCMP within the NCMP IT system. It will show you how to:

e Check the accuracy of your LA’s school list — this has been supplied by Department
for Education and populated in the system by NHS England.

e Edit school details.
e Add and remove schools from your list.

e Update pupil eligible numbers.

Available NCMP IT System guidance documents

1 Setting Up User Accounts.

2 Setting Up Schools List.

3 Pupil Data Management.

4 Generating Feedback Letters.

5 Progress and Data Quality Monitoring.

6 Data Submission.

What is a super user?
Each LA will typically have one user who is responsible for the administration of
the NCMP IT system. The super user can:

e Add and remove users.

e Assign user roles in accordance with Information Governance
requirements.

e Assign schools to users in accordance with Information Governance
requirements.
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Setting Up Schools List.
Your local authority’s schools list

For each year’s data collection, the NCMP IT system is pre-populated with a list of state-
maintained schools, with eligible pupil numbers for each school, for your Local Authority,
based on an annual extract provided by the Department for Education (DfE), and assigned to
the LA based on postcode boundaries.

It is important to check the schools list and pupil numbers for accuracy, as this will influence
your LA’s participation rates. Some schools may have closed and others opened since the
extract was provided. You can add, remove or edit schools as necessary.

View your schools list

1. Onthe Welcome page, click the relevant collection year.

MWZE  Nowme

. . National Child Measurement Programme
Digital

Welcome to the National Child Measurement Programme

You have been assigned the following role or roles within the NCMP IT system for your local authority area:

Monitor - can view aggregated data only

Super Monitor - can view aggregated and pupil-level data
Collector - can view and enter or edit pupil-level data

LA Setup - can view and edit schools list

Super User - can assign access to other users

[[] NCMP Lead - can finalise the submission

Please se‘ required collection year to continue:

2017/18 [Manage Users]
2016/17 [Manage Users]

2. The NCMP Public Home page is shown. From the menu at the top, click Schools.

3. Your schools list is shown.

m NCMP 20xx/xx

. - Newcastle-Upon-Tyne City Council
Digital

Home | Schools | Pupil Data | Monitoring | Submission

Return to year selection
Schools

Add a school
Edit Eligible Pupil Numbers

Headcount Pre-measurement Participation
D upi LA Edited Measured Adjusted
School Count Pupil Count Pupils Headcount
Opted

URN ozte School Name Category R 6 R 6 R 6 R 6

All NCMP schools

Archbishop Runcie CofE Remove . :

P

108495 [] First School NCMP 30 o 32 12 32 12 Sorn list upil Grid
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Setting Up Schools List.

@ For information governance purposes, you will only be able to see schools that \
wo have been allocated to you by your LA’s Super User. If you are the LA’s Primary
Super User, all schools can be assigned to you by default; however, any
subsequent super users you create must be allocated the appropriate schools by
the Primary Super user, because no schools will have yet been allocated to them
when first logging in. For more details regarding school allocation, refer to
guidance part 1 Setting Up User Accounts. )

\_

View pupils in a school

Pupil
1. On your Schools List page click the | ~,iq |link for the school you want to view.

m NCMP 20xx/xx

Newcastle-Upon-Tyne City Council

Digital

Home | Schools | Pupil Data | Monitoring | Submission
Return to year selection
Schools

Add a school
Edit Eligible Pupil Numbers E
Headcount Pre-measurement Participation

DfE Pupil LA Edited Measured Adjusted
School Count Pupil Count Pupils Headcount
Opted
URN out School Name Category R 6 R 6 R 6 R 6 /
All NCMP schools
Archbishop RUncie:ColE e 30 o 32 12 32 12 Remove o il Grid
from list

108495 [ First School

2. The pupil grid for the selected school will then be displayed. The list will be empty if
no pupils have been added.
View pupils across all schools in your schools list

You may wish to view pupils for all schools in your schools list:
1. From the NCMP Public Home Page, click Pupil Data on the top menu

Hello RDO1test i My Account o Sign Out o
NHS NCMP 20xx/xx i 1 rccom © J so00u O]

Nowcnltlo-UporQno City Councll

Digital

Home | Schools | Pupil Data | Monitoring | Submission
Return to year selection

NCMP Public Home Page

Using the tabs you can:

« Check your schools list and amend as required (SCHOOLS)

« Record and validate pupil data (PUPIL DATA)

» Monitor progress and data quality (MONITORING)

« Submit your completed dataset to NHS Digital (SUBMISSION)
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Setting Up Schools List.
2. Click the All Pupils for local authority link.

Home | Schools \ Pupil Data \ Monitoring | Submission

Return to year selection

Upload pupil lists

i ©

Pupil data

= View / edit pupil data
+ Extract data for letter generation or analysis

+ Create offline measurement form: \
By school “
All pupils for local authority

3. Afull list of pupils in all schools on your schools list is shown.

Making changes to your schools list.

Editing eligible pupil numbers

Eligible Pupil Numbers are headcounts showing the number of pupils eligible for
measurement. These are initially assigned using DfE census data but should only be used
as a guide.

These numbers should be checked and edited to show the actual number of pupils on the
school’s reception and year 6 class lists excluding those who are no longer at the school or
who are unable to stand on weighing scales and height measures unaided, due to physical
or cognitive impairment. This will ensure the calculated participation rates for your LA are
accurate. This can be done before or after visiting the schools, depending on when the
correct figures are available.

Eligible Pupil Numbers can be obtained directly from schools on the day of measurement, or
from your education department.

Note: If your LA has not provided headcounts for more than 90% of schools on your list, and
has a participation rate of below 90%, then “Breaching Headcount Validation” will appear on
the list of failing indicators on the “Submission Status” page. It will then be necessary for a
breach reason to be selected, or for the issue to be resolved, before the submission can be
finalised.

The eligible figures provided by DfE are headcount (or on roll) figures for
each year group and not the total measured. The system will work out how
many children have been measured and will present this information once
you have entered this data into the system.

1. View your school list. From the NCMP Public Home Page, click Schools on the top
menu.
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2. Click the Edit Eligible Pupil Numbers link.

Home | Schools | Pupil Data | Menitering | Submissien

Schools

Add a
dit Eligible Pupil Numbers

)\

DfE Pupil LA Edited Pupil Measured Adjusted
School Count Count Pupils Headcount
URN School Name Category R 6 R 6 R 6 R 6
Remove Pupil
108586 Amberley Primary School State 59 47 60 46 8 3 60 48 ; .
from list Grid

3. The page shows the DfE pupil eligible figures for Reception & Year 6 for each school.
Enter LA eligible figures in the appropriate columns as shown below.

Home | Schools | PupilData | Menitering | Submission

= Backto Schools

Edit Eligible Pupil Numbers

Monitoring | Submission DfE Pupil DfE Pupil LA Edited LA Edited
School Category for NCMP Count - Count - Yea[ Pupil Count - Pupil Count -
URN School Name purposes Reception 6 Reception Year 6
108586 Amberley Primary Schoal State 59 47 60 46

&
G

When editing LA headcounts, please ensure you hit the save button in the school
headcount list every 5 minutes or so to avoid it timing out.

\

4. Once all the LA eligible figures have been entered click . You will be asked
to confirm your changes.

/f Adjusted headcounts are derived from the figures you have entered into the LA\

Edited Pupil Count, however if the number of children measured exceeds this
number, the Adjusted headcounts total will display the number measured rather
than the LA edited total.

o

The LA edited pupil count will not auto-update in any instances where a non-
measurement reason code has been applied to a record so please ensure you
adjust your pupil counts if any children are not eligible for measurement.

Children considered not eligible for measurement are those who are no longer at
school, and those who are not able to be measured due to physical or cognitive
impairment. In these cases, decrease the LA edited pupil count for that school by
the appropriate amount and if you have left the unmeasured record in place, enter

\ the appropriate non-measurement reason. /
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Amending and adding school details
You can modify the details of any school in your School list.

1. Remaining in the ‘Schools’ page, click the name of the school in which you wish to
edit the details.

Home | Schools | Pupil Data | Monitoring | Submission
Schools
Add a school
Edit Eligible Pupil Numbers
DfE Pupil LA Edited Pupil Measured Adjusted
School Count Count Pupils Headcount
URN School Name Category R 6 R 6 R 6 R 6
) Remove Pupil
108586 Amberley Primary School State 59 47 60 46 8 3 60 46 ; A
from list Grid
) \ Remove Pupil
108584 Appletree Gardens First School 49 0 ki 67 49 67 ) )
from list Grid
) Remove Pupil
1085804 Backworth Park Primary School State 14 11 14 11 ) )
from list Grid
. . Remove Pupil
108587 Bailey Green Primary School State 55 43 55 43 ) )
from list Grid

2. The selected school details are shown, click the Edit School Details link.

Home \ Schools | Pupil Data \ Meonitoring | Submission

< Back to Schools

School Detail
by

3. Edit the school’s details as required and save.

In the Edit School Details page you can change a number of details including the school
name, address and school type. You can also add notes, record if the school has opted out
and record dates relating the progress in the collection.

4 & )
You cannot change the school URN or DfE number on the Edit School
,e\d@‘ Details page. If one of your schools has a new URN due to changing status
(e.g. becoming an academy) then you must remove the school with the old
URN before adding the school with the new URN. This is explained further
\ in the section Change a schools URN. y

Add a school to your local authority’s schools list

You may need to add schools that do not currently appear on your LA’s list. Common
reasons why schools may not appear in your list:

e You may have taken responsibility for a school from another LA.
e A new school has opened in your LA area.
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Setting Up Schools List.

e Two schools may have merged, creating a new URN for the new school
e A school may have changed status (e.g. become an academy) with a new URN
e An independent (i.e. not state-maintained) school may voluntarily join the programme.

e You may not have been assigned the school by your super user.

‘ You will need the school’s Unique Reference Number (URN) and DfE
a® number to add it to your LA. If you do not have this information, you can
W search for it by school name, town, locality or postcode, on the Department

for Education's register of educational establishments in England:

https://get-information-schools.service.gov.uk/

- J

Add a school from another LA’s schools list

1. View your school list. From the NCMP Public Home Page, click Schools on the top
menu.

Home Schools Pupil Data | Monitoring | Submission

NCMP Public; e Page

Using the tabs you can: /

* Check your schools list and a d as required (SCHOOLS)
* Record and validate pupil data (PUPIL DATA)

2. Click the Add a school link.

Home | Schools | Pupil Data | Monitoring | Submission

Schools

A&Ha school I|
Edit Eligible Pupil Nut rs

DfE Pupil LA Edited Pupil Measured Adjusted
Scheol Count Count Pupils Headcount
URN School Name Category R 6 R 6 R 6 R 6
Remove Pupil
108586 Amberley Primary School State 59 47 60 46 8 3 60 46 A
from list Grid
. Remove Pupil
108584  Appletree Gardens First School State 49 0 ki &7 49 67 :
from list Grid
R Pupil
108580 Backworth Park Primary School State 14 11 1“4 1 emove up!
from list Grid

3. Enter the School’s URN and DfE number and click

Copyright © 2024, NHS England. All rights reserved. 9
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Home | Schools | Pupil Data | Monitoring | Submission

= Back to Schools

Search for school to add
URMN:

DfE number:

4. The school’s details are shown and its status.

Assign

School is currently assigned to BARNSLEY METROPOLITAN BOROUGH COUMNCIL
URM ~ 144737

DfE number S00/2003

Mame * Abbot Alphege Academy
Address 1 EBeckford Drive

Address 2 Lansdown

Address 3 Bath

Address 4 Shropshire

Address 5

Postcode ™ BA1T 94

Telephone Mumber

Fax Mumber

MNotes

=
School Establishment Type ™ Free schools r
School category for MCMP purposes MNCMP

Pupil Count Receplion (LA Adjusted)
Pupil Count Year & (LA Adjusied)

Opted Out

Contact made with school (letter
sent'conversation with staff)

Measurement date agreed
Pre-measursment letters sent fo school

Pre-measurement letters sent fo parents
-II

4. Edit the school’s details if required including adding the LA’s adjusted Pupil Count for
Reception and Year 6.

5. Click

i@ If you are taking responsibility for a school currently assigned to another LA, the
NG transfer will only be successful if no pupil data has been entered for this school.

Ll > ¥ and you will be asked to confirm the addition.

10 Copyright © 2024, NHS England. All rights reserved.
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Add a new school to your LA’s school list

You may need to add new schools to your list when a new state-maintained school opens in
your LA’s area or an independent school is measured in your LA for the first time.

Within the ‘Schools’ page, click the Add a school link.
1. Enter the school’'s URN and DfE number and click

Home | Schools | Pupil Data | Monitoring | Submission

< Back to Schools

Search for school to add
URN:

DfE number:

2. If the school is not new, then the school’s details will be displayed. If the school is new,
then you will need to complete mandatory fields (*) before adding.

i If you are trying to add a school due to a school currently on your list having a
V\O@ new URN (due to changing status) then please refer to the section Change a
\ schools URN.

Add a new school
The entered URN/DIE Number does not exist within NCMP. This could occur if the school is new. Please enter details below.

School details

URM 911911
DfE number * 999/5585
Mame *

Address 1 I|
Address 2

Address 3

Address 4

Address 5

Postcode ™

Telephone Number

Fax Mumber

Motes

School Establishment Type © v
School category for NCMP purposes
Pupil Count Receplion (LA Adjusted)

Pupil Count Year 6 (LA Adjusted)

Copyright © 2024, NHS England. All rights reserved. 11
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You must complete the following fields before you can save:

School name
School postcode
School type

Pupil counts

4 )

" 4 If a school has opted out of the programme, the LA edited pupil count
g® figures must still be updated as the school is still eligible for measurement.
w More information on encouraging schools to participate in the NCMP can
be found in Office for Health Improvement and Disparities (OHID)’s
Operational Guidance: https://www.gov.uk/government/publications/national-

\ child-measurement-programme-operational-guidance. )

Remove a school from your local authority’s schools list

If a school has closed or has been incorrectly allocated to you, the school can be deleted
from your LA’s list.

1. View your school list. From the NCMP Public Home Page, click Schools on the top
menu.

Home [ Schools upil Data | Monitoring | Submission

NCMP Public Home Page
Using the tabs you can:

* Check your schools list and amend as required (SCHOOLS)

« Record and validate pupil data (PUPIL DATA)

= Monitor progress and data quality (MONITORING & SUBMISSION)

» Submit your completed dataset to the HSCIC (MONITORING & SUBMISSION)

2. Find the school in the list and click the Remove from list link for the school you want to
remove.

Home | Schools | Pupil Data | Monitoring | Submission'
Schools
Add a school
Edit Eligible Pupil Numbers
DfE Pupil LA Edited Pupil Measured Adjusted
School Count Count Pupils Headcount
URN School Name Category R 6 R 6 R 6 R 6
. Remove Pupil
108586 Amberley Primary School State 59 47 G0 46 8 3 G0 46
from list Grnid
. Remove Pupil
108584 Appletree Gardens First School State 49 0 31 67 49 67 A
from list Grid
. Remove Pupil
108580 Backworth Park Primary School State 14 11 14 11 A
from list Grid
R Pupil
108587 Bailey Green Primary School State 55 43 % emove o
from list Grid
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Any pupil records which have previously been entered for this school
will be PERMANENTLY DELETED.

3.

One of the fO”OWing reasons must be given for the wWarning! Any pupil records that have been
SChOOl deletion entered for this school will also be deleted.

You will see this confirmation message. Confirm school delete

The only valid reasons for removing a school
from your list are that the school has closed or
is an ineligible school. If another LA will be
responsible for collecting measurements for

The SChOOI iS nOt e||g|b|e this school, please contact that LA directly and

arrange for them to reassign the school.

The school has closed.

Please select your reason for removing this
school:

Select one of the above reasons and click Yes to [~]
proceed with the school deletion or No to abort the Please confirm that you want to remove this
d6|eti0n. school from your school list.

Change a school’'s URN

When a school changes status (e.g. become an academy) it is assigned a new URN. You
cannot change the school URN using Edit School Details but instead can do this using the
following steps:

1.

2.

3.

Remove the school with the old URN.

If you do not know which school to remove, then simply try adding the school with the
new URN and the system will identify which school needs to be removed and display

this in a message after you have selected “Search”. You will then need to return to the
“Schools” screen to remove it.

Please choose the option “School has closed” if the school has changed status and
been assigned a new URN.

Warning! Any pupil records that have been entered for this school will also be
deleted. Please download any data added to the school before deletion so it can
be uploaded to the school with the new URN.

Guidance on how to download data is provided in the Exporting pupil data files
section of Pupil Data Management and on how to upload data is shown in the
Upload Pupil Data section. All guidance documents are available here:
https://digital.nhs.uk/services/national-child-measurement-programme/it-system/.

Add the school using the new URN. This should have the same DfE number as the
school you have removed since schools retain the same DfE number when they
change status.

Assign the school

Copyright © 2024, NHS England. All rights reserved. 13
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Frequently Asked Questions.
Please see the full FAQs on the main NCMP guidance page

Can we load details of schools?

The system is pre-loaded by NHS Digital with details of schools
within each local authority’s postcode boundary and the
expected number of children in Reception and Year 6. Users
may make changes to these as required to reflect any changes
to schools or the number of pupils within their local authority.

There are some schools missing

from my local authority, please
can you add these?

NHS Digital receives a list of all state-maintained schools from
the Department for Education at the start of the school year,
however on some occasions some schools are missing from this
list. We cannot add schools to your local authority from here,
however if you consult page 18 of #1 Setting up Schools List
guidance document, full instructions are provided.

How important is it to ensure we
have provided accurate eligible
pupil count figures for our
schools?

Eligible Pupil Numbers are headcounts showing the number of
pupils eligible for measurement. These are initially assigned
using Department for Education census data but should be only
used as a guide. Please adjust the LA edited pupil counts
column to show the number of pupils on the school's reception
and year 6 class lists who are eligible for measurement.
Children considered not eligible for measurement are those who
are no longer at school, and those who are not able to be
measured due to physical or cognitive impairment. In these
cases, decrease the LA edited pupil count for that school and if
you have left the unmeasured record in place, enter the
appropriate non-measurement reason.

It is really important to check and edit the LA edited pupil count
figures for both Reception and Year 6. This is to ensure your
participation rates are accurate. This can be done before or
after visiting the schools, depending on when you have the
correct figures to hand. Some organisations retrieve these from
the school on the day of measurement, from School census
material or from another reliable source.

If a state school has withdrawn
from the programme, will this
affect my participation rate?

Yes, this school and its pupils remain eligible therefore the
headcount figures for children on roll in Reception and Year 6
should remain but this school will be recorded as an opt out and
your overall participation rate will be slightly affected by this.

A school in my LA has switched
to an Acadarr;lPr so | want to put
the pupils in the new school.

The main thing to be aware of is that the pupils must not appear
twice, ie. in the predecessor school and the new Academy
school. Please refer to page 11 of the Setting Up Schools List
guidance document for details of how to add a new school.
Once this is done, you need to remowve the old school from your
school list (details on page 15 of ‘Setting Up Schools List’)
before you enter the pupils at the new school.

Mote it is not essential to mowve the pupils to the new school if
you would prefer to leave them at the predecessor school. This
is fine for NHS Digital analysis purposes as we only show results
at LA level in our published reports. The most important
consideration for us is that they don’t appear at both schools as
this will result in them being double counted.

Two schools in my LA have
merged together into one school
and | want to put the pupils in
the new school.

As with the question on the transfer of a school to academy
status, the most important consideration is to make sure the
pupils do not appear twice at the predecessor school and the
new school. Therefore please follow the guidance above on
how to do this. Again it is not essential for NHS Digital for the
pupils to be transferred to the new school and they can be left in
their predecessor school, but it is important they do not appear
twice in the dataset.

14
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