
 
 

Entering School Workforce  Census  Information  

 

 

 

   

   

   

   

   

   

   

   

   

   

   

   

   

 
 

 

 

     
 

 

 

  

  

  

  

    

  

  
  
  
  
   

 

  

PA30  –  Maintain  HR  Master Data app  

Contents:  

Section Guidance Page 

1 Introduction and Information 1 

2 How to display existing qualifications in the SWF infotype 3 

2.1 How to add qualifications in the SWF infotype 5 

2.2 How to change existing SWF qualifications data 9 

3 How to display existing SWF staff details 12 

3.1 How to create SWF staff details 14 

3.2 How to change SWF staff details 16 

3.3 How to copy SWF staff details 18 

4 How to display existing SEN Co-ordinator working hours 21 

4.1 How to add SEN Co-ordinator working hours 22 

4.2 How to change a SEN Co-ordinator entry 25 

4.3 How to delete a SEN Co-ordinator entry 27 

5 How to add SEN Co-ordinator SENCO qualification in the 
SWF Infotype 

29 

Section 1 - Introduction and Information 

The school workforce census is a statutory data collection each autumn under sections 
113 and 114 of the Education Act 2005. 
The census collects individual-level data for all teaching and support staff in regular 
employment.  
Census data is submitted to the DFE  using COLLECT  (Collections Online - Learners, 
Education, Children and Teachers), their  centralised data collection and management  
system.  The  data collection for the  Schools Workforce Census will be extracted  directly  
from SAP so it is imperative that this information is accurate and up to date.  

This census collects individual staff data including: 

• Personal details, such as ethnicity, gender and disability.

• Contract or service agreements, including pay.

• Qualifications.

• Absences.

• Origin and destination for those starting or leaving employment during the year.

This allows the DFE to: 

• Review the success of equal opportunities policies.
• Monitor the qualification levels of the workforce.
• Plan headteacher succession guidelines.
• Develop better staff recruitment and retention strategies.
• Identify potential demand for teaching staff in schools.
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• Schools starters, adjustments and leavers forms have been updated to capture 
information relevant to the Schools Workforce Census. 

• Schools are required to update the School Workforce Qualification Section in SAP 
in preparation for the SWF Census Returns. (This information should be taken from 
the new starters form which should be photocopied and the copy retained in school). 

• The following information should now be recorded in SAP: 
• Qualification Code 
• Class of Degree 
• Date of Award 

N.B. It is the highest qualification held that must be recorded e.g. if employee holds 
a Degree then a Masters, the Masters will be entered into SAP to override the 
Degree. 

• The following information can also be recorded if known: 
• Country 
• Subject Code 

• Schools are required to update the SWF Staff Details Section in SAP in preparation 
for the SWF Census Returns.  (This information should be taken from the new 
starters form which should be photocopied and the copy retained in school). 

• The following information should now be recorded in SAP: 

• QT Status, 
• Qualified Teacher Learning and Skills Status 
• Early years Teacher Status 
• HLTA Status 
• Status Route i.e. Graduate Teacher Programme 
• Newly Qualified Teacher 

The DfE has made changes to the School Workforce Census return from 

September 2021; the return now needs to include whether each teacher on the 

return is a Newly Qualified Teacher in the first year, second year or Not an NQT, as 

this is how schools will claim funding for their newly qualified teachers. 

The induction period for NQTs will increase to 2 years, starting with the September 

21 cohort, so going forward, these will be recorded on SAP as part of the New 

Starter Action if the school has completed this information on the updated teacher 

starter form. 
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• A report will be run quarterly on the 30th of the month in March, June, September 
and December each year to allow time for schools to update SAP with any missing 
data. The reports will be uploaded to Perspective Lite secure area of SchoolsNet. If 
you have any entries on the reports, please follow sections 2.1 and 3.1 of the 
guidance to populate the information. 

Section 2 - How to display existing qualifications in the School Workforce 

Qualifications Infotype 

Log into SAP 

• This loads the Fiori Dashboard 

Click on the PA30 – Maintain HR Master Data app 
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• Select the employee by ‘double clicking’ so that their details appear in the right-hand 
pane 

• Select the ‘Personal Data’ tab 

• Select the radio button to the left of ‘SWF Qualifications’ to highlight the line 

• Click the ‘All’ radio button 

• Click ‘Display’ (the following screen will appear) 

If there is no data stored, you will see a notification message on the bottom left of the 
screen 

• To add qualifications, please go to section 2.1 of this guidance 

Budget Manager Support 
School Workforce Census PA30 Public

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 4 of 32



 
 

 

 

 
  

 
   

 

 
 

    
 

 

   
 
 
 

       
 

 
 

 
 

 
 

 
 

 
     

 
  

• If data exists, you will see a ‘display’ of qualifications, you can use this to determine 
and review if this is the highest qualification 

The following information identifies the highest qualification details held for the employee 

N.B. If the information is incorrect, please update/change as per section 2.2 of this 
guidance 

• Click ‘Back’ arrow on top left to return to the home page 

Section 2.1 - How to add Qualifications to the School Workforce 
Qualifications Infotype 

The employee must have been set up by the HR Services in order for you to complete the 
following process 

Please take a copy of Section C of the new starter form for your records to enable you to 
populate the following required fields 

Please note there should only ever be one qualification entry, this should always represent 
the highest qualification e.g. if the employee holds a Degree and a Masters, the Masters 
will be entered into SAP to override the Degree 

Click on ‘PA30 – Maintain HR Master Data app 
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• Select the employee by ‘double clicking’ so that their details appear in the right-hand 
pane 

• Select the ‘Personal Data’ tab 

• Select the radio button to the left of ‘SWF Qualifications’ to highlight the line 

• Click the ‘All’ radio button 

• Click ‘Create’ 

• If a qualification has already been added, you will see the following error message: 

• Please see section 2.2 of this guidance for how to change an existing entry 

• If you do not receive the message above, please continue with this guidance 

N.B. The ‘Start’ date is always displayed as 01.01.1800 and the ‘To’ date is always 
31.12.9999 
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• Click on the search box icon to the right of ‘Qualification Code’ 

• Click on the appropriate qualification to select and click on the green tick 
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• Click in the ‘Class of Degree’ field 

• Select the class of degree from the drop down list 

• You can also add the Country and Subject Code if known 

• Click in the ‘Date of Award’ field 

• Enter the date of the award in the format DD.MM.YYYY. 

• Press ‘Enter’ on your keyboard 

• You will see a message in the bottom left hand corner advising you to save your 
entries. 
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• Click ‘Save’ at the bottom right of your screen 

• The following message will appear in the bottom left of the screen 

If the employee has more than one position, the recorded qualification will copy across to 
all records held both at your school and any other schools along with any other DCC 
establishments, in which case the qualification may already have been added by another 
school/establishment 

Section 2.2 - How to change existing School Workforce Qualifications data 

Click on ‘PA30 – Maintain HR Master Data app 

• Select the employee by ‘double clicking’ so that their details appear in the right-hand 
pane 

• Select the ‘Personal Data’ tab 

• Select the radio button to the left of ‘SWF Qualifications’ to highlight the line 

• Click the ‘All’ radio button 

• Click ‘Change’ 
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The following screen with existing information will be displayed: 

N.B. The ‘Start’ date is always 01.01.1800 and the ‘To’ date is always 31.12.9999 

• Amend the fields as required e.g. change the ‘Qualification Code’ to ‘Masters 
Degree’ by selecting ‘Masters Degree’ from the drop-down list 

• Amend the ‘Class of Degree’ field to reflect ‘Masters Degree’ 

• Amend the ‘Date of Award’ by over-typing the original date in the format 
DD.MM.YYYY. 
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• Press ‘Enter’ on your keyboard 

• You will see a message in the bottom left hand corner advising you to save your 
entries 

• Click ‘Save’ at the bottom right of your screen 

• The following message will appear in the bottom left of the screen 
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Section 3 - How to display existing School Workforce Staff Details 

• Click on ‘PA30 – Maintain HR Master Data app 

• Select the employee from the left-hand pane by ‘double clicking’ so that their details 
appear in the right-hand pane 

• Select the ‘Personal Data’ tab 

• Select the radio button to the left of ‘SWF Staff Details’ to highlight the line 

• Click the ‘All’ radio button 

• Click ‘Display’ 

If there is no data stored, you will see a notification message on the bottom left of the 
screen 

If you receive this message and the employee should have details recorded, please enter 
the relevant details. (See section 3.1 of this guide). 
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If data exists, you will see a ‘display’ of SWF staff details information which identifies if the 
employee has either QT Status, Qualified Teacher Learning and Skills Status, Early 
Years Teacher Status, HLTA Status, the Status Route, Newly Qualified Teacher details 

N.B. If the information is incomplete, please change as per section 3.2 of this guidance 

Click ‘Back’ arrow on top left to return to the home page 
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Section  3.1  - How to  Create  SWF  Staff  Details  

Click  on PA30 –  Maintain  HR Master Data app  

• Select the employee from the left-hand pane by ‘double clicking’ so that their details 
appear in the right-hand pane 

• Select the ‘Personal Data’ tab 

• Select the radio button to the left of ‘SWF Staff Details’ to highlight the line 

• Click the ‘All’ radio button 

• Click ‘Create’ to add a new entry 
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On this screen Enter employee’s start date and leave end date as 31.12.9999 (do not 

press enter) 

Then select the correct option against each qualification depending on which the employee 

holds. (QT Status, Qualified Teacher Learning and Skills Status, Early Years Teacher 

Status, HLTA Status, Status Route) 

• Press Enter on your keyboard

and you will • The start date will turn red

see this warning message at the bottom left of the screen: 

A message at the bottom left tells you to: .Click the ‘Save’ button at the 

bottom right of the screen to save your entry 

• The message ‘ Record created’ will appear in the bottom left of the screen

•

•

Press enter on your keyboard, If the employee is an NQT/ECT there will now be 
an extra field visible for completion – Newly Qualified Teacher (see screen 
above)

Select the relevant option from the Newly Qualified Teacher drop down field
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Section 3.2 - How to change SWF Staff Details 

• Click on PA30 – Maintain HR Master Data app 

• Select the employee from the left-hand pane by ‘double clicking’ so that their details 
appear in the right-hand pane 

• Select the ‘Personal Data’ tab 

• Select the radio button to the left of ‘SWF Staff Details’ to highlight the line 

• Click the ‘All’ radio button 

• Click ‘Change’ to amend an existing entry 
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Amend the SWF details as required and click ‘Save’ 

• The following message will appear in the bottom left of the screen 
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Section 3.3 - How to Copy SWF Staff Details 

• Click on PA30 – Maintain HR Master Data app 

• Select the ‘Personal Data’ tab 

• Select the radio button to the left of ‘SWF Staff Details’ to highlight the line 

• Click the ‘All’ radio button 

• Click ‘Copy’ to copy an existing entry 
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Once entry is displayed edit the start date and ‘Newly Qualified Teacher’ field with the 

required option (see below) and press enter on the keyboard 

The following warning message will appear in the bottom left of the screen 

Press enter on the keyboard to accept the message 
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The message ‘save your entries’ now appears in the bottom left of the screen 

Click ‘Save’ 

• The following message will appear in the bottom left of the screen 

Employee now has two entries in their List SWF Details 
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Section 4 - How to display existing SEN Co-ordinator Working Hrs 

• Click on PA30 Maintain HR Master Data app 

• Select the employee by ‘double clicking’ so that their details appear in the right-hand 
pane 

• Select ‘Work Contract Data’ tab 

• Highlight ‘Personal IDs’ Infotype 

• Select radio button ‘All’ 

• Enter Subtype 40 in ‘Sty’ box 

• Click ‘Display’ 

If there is no data stored, you will see the following notification message on the bottom left 
of the screen 
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Section  4.1  - How to  add  SEN Co-ordinator  hours  on  an  employee’s record  

Click on PA30  –  Display  HR Master Data  app  

• Select the employee by ‘double clicking’ so that their details appear in the right-hand 
pane 

• Select ‘Work Contract Data’ tab 

• Highlight ‘Personal IDs’ 

• Click the ‘All’ radio button 

• Click on the ‘Create’ button 
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‘Subtype 40 ‘SEN Co-ordinator Working Hrs’  
• Scroll down the list of Subtypes to find and click on the radio button 

• Click the Green tick icon on the bottom right to confirm selection 
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Start Date is from start of academic year for example, 01.09.2022, or the date the 

employee has started working as the SEN Co-ordinator. The End Date is 31.12.9999 

or the date the employee has finished working as the SEN Co-ordinator. 

The number of hours worked per week as the SEN Co-ordinator should be entered in ‘ID 

number’. 

Click ‘Save’ 

The following message will appear in the bottom left of the screen 
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Section 4.2 - How to change a SEN Co-ordinator entry 

If the employee stops working as the SEN Co-ordinator (e.g. Change of Post, Leaver) 

change the End Date of the existing entry to the date the last day they worked as the SEN 

Co-ordinator. 

NB: It is important to update the exiting SEN Co-ordinator’s record with an end date, so the 
School Workforce Census does not pick up 2 SEN Co-ordinators. 

If the number of hours the employee is working as the SEN Co-ordinator changes, change 

the End Date of the existing entry and create a new entry from the following day up to the 

end of the academic year, with the new hours. 

As per section 3.2 locate the appropriate employee using the PA30 app 

• Select ‘Work Contract Data’ tab 

• Highlight ‘Personal IDs’ 

• Click the ‘All’ radio button 

• Enter ‘40’ in STy box 

• Click ‘Change’ 
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In this example the SEN Co-ordinator hours per week has changed so the existing entry 
needs an end date entering, then a new record with the new hours per week is created for 
the employee (see Section 4 of this guide) 

Amend as appropriate and click ‘Save’ 

The following message will appear in the bottom left of the screen 
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Section 4.3 - How to delete a SEN Co-ordinator entry 

If an SEN Co-ordinator entry is created against an employee in error, use the Delete 

options to remove the incorrect entry. 

As per section 3.2 locate the appropriate employee using the PA30 app 

• Select ‘Work Contract Data’ tab 

• Highlight ‘Personal IDs’ 

• Enter ‘40’ in STy box 

• Click ‘Delete’ 
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Click ‘Delete’ again on the following screen to confirm deletion of the entry 

The following message will appear in the bottom left of the screen 

• Click on Back arrow to return to the home page
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Section 5 - How to add SEN Co-ordinator SENCO Qualifications in the SWF 

infotype 

Click on PA30 – Display HR Master Data app 

• Select the employee by ‘double clicking’ so that their details appear in the right-hand
pane

• Select the ‘Personal Data’ tab

• Select the grey box to the left of ‘SWF Qualifications’ to highlight the line

• Click the ‘All’ radio button

• Click on ‘Change’ button on top menu bar
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• The following screen will be displayed with employee’s existing qualification

• Click into the Subject Code 1 box (If this is already populated click into Subject
Code 2 box)

Now click on the search squares 
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In the following pop up box scroll down the list of Subject Codes and click on the 
appropriate SENCO qualification option to highlight it then click on the green tick icon to 
confirm selection 

Subject Code 1 is now populated, click on Save button in bottom right of screen 

Note – do not change ‘Date of Award’ box 
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Confirmation message ‘Record Changed’ now appears in bottom left of the screen 
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