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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:

October 2024

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.

For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk
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e Schools starters, adjustments and leavers forms have been updated to capture
information relevant to the Schools Workforce Census.

e 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).

e 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.

e The following information can also be recorded if known:
« Country
» Subject Code

e 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).

e 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.

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 2 of 32
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e A report will be run quarterly on the 30" 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

e This loads the Fiori Dashboard
Click on the PA30 — Maintain HR Master Data app

F.61 FBE12 FE70 FBCJ
Correspondence: Pri... Correspondence Re. .. Enter Outgoing Imvoi. .. Cash Journal

PAZ20 PA30 PA70 PCO0_M93_CWTR
Display HR Master D... Maintain HR Master... Fast Entry Wage type reporter
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e Select the employee by ‘double clicking’ so that their details appear in the right-hand

pane

e Select the ‘Personal Data’ tab

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

e Click the ‘All’ radio button

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

Maintain HR Master Data

Create

Change Copy Delimit Delete Owerview Services for Object~ More

Personnel No.: | 71895087

Name;|M1' ss Martha Vineyard |

Pers.Assgn: |Te:=\c:l'1er1r 50248997

Find by ) .
EE group: |C | Schools Pers.area: |CAYA [Childrens Services
~v 22 Person
Q Collective S h Hel EE subgroup: | TC [Teachers Cost Center: |[CIP5213 King Street
ollec earch Help
@ Search Term
Personal Data Work Contract Data Payroll Data Time Data Menu Travel Benefits Data
lit list ]
Infotype Text Status Period
B == oo -
E] E] () Personal data 4 Period
Personne... Name Position name Additional Personal Data From:[01.01. 1800
71095084 Miss Dorothy Gale  Supply Teacher () Addresses v Today
: "I Miss Martha Viney... Teacher I (_) Family Member/Dependents
71095088  Mr Peter Parker Teacher ®) SWF Qualifications
71095089  Mrs Martine Thom... Teaching & Learning Assistant - ="/F Stalf Details From curr.date
71095020  Mr Thomas Tom Teaching & Learning Assistant Resifl.cl,-ma-a Status To Curent Date
71095091  Mr Liam Arrow Teaching & Learning Assistant ) Qualifications _
HIEN Current Period
71095092  Mr Liam Arrow Mid Day Supervisor
71005093  Mrs Lara Croft Mid Day Supervisor [ i£] Choose
71085094  Mr Basil Brush Cleaner
71095095  Ms Mary Rose Caretaker
71095096  Miss Milly Vanilly — Caretaker . i
. Direct selection
71095098  Mr Bobby Sparks Technician

Infatype: | SWF Qualifications | STy: | |

(¥ Mo data stored for SWF Qualifications in the selected period

[View Details

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

screen

() Mo data stored for SWF Qualifications in the selected period

e To add qualifications, please go to section 2.1 of this guidance
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For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk
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o |f 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

SWF Qualifications

Qualification Code: | BEDO |

Class of Degree: | First class honours v |

Country: | w |

Subject Code 1: | |

Subject Code 2: | |

Date of Award: |01.09.2015 |

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

e 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

PA3D
Maintain HR Master.__.
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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’

Maintain HR Master Data

Change Display Copy Delimit Delete Overview Services for Object~ More v

Personnel No.: | 71995087

Find by

~ &2 Person
C, Collective Search Help

Q, Search Term

Name: |I-'I1' ss Martha Vineyard

Pers.Assgn: |Teacher1’ 50248997

EE group: |C | Schools

EE subgroup: |TC

eachers

Pers.area: |CAYA |Childrens Services

Cost Center: |CIP5213 King Street

Personal Data Work Contract Data Payroll Data Time Data Menu Travel Benefits Data

Period

Period
From:|©1.01.1880
Today

All

From curr.date
To Current Date

Current Period

iZ] Choose

it list
Infotype Text Status
BEEY ol ;
Personnel num... MName Paosition name () Additional Personal Data
71095084 Miss Dorothy Gale  Supply Teacher (O Addresses v
| 72095087 Miss Martha Viney... Teacher () Family Member/Dependents
71095088 Mr Peter Parker Teacher (*) SWF Qualifications |
71095089 Mrs Martine Thom... Teaching & Leaming Assi () SWF Staff Details v
71095090 Mr Thomas Tom Teaching & Leamning Assi (O Residence Status
71095091 Mr Liam Arrow Teaching & Leaming Assi () Qualifications
71095092 Mr Liam Arrow Mid Day Supervisor O
71095093 Mrs Lara Croft Mid Day Supervisor
71095094 Mr Basil Brush Cleaner
71095085 Ms Mary Rose Caretaker
71095096 Miss Milly Vanilly Caretaker
71095008 Mr Bobby Sparks  Technician Direct selection
Infotype: | SWF Qualifications
°

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

% Infotype SWF Qualifications already exists, choose Change

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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e Click on the search box icon to the right of ‘Qualification Code’
< SAP Create SWF Qualifications
Overview  More ~
Pers. No.: Pers.Assgn: | Teacher / 50248997
Personnel No: Name:|M1'ss Martha Vineyard
Find
ind by EE group: Schools Pers.area: Childrenﬁ Services
~ 2% Person
Q. Collective Search Help I EE subgroup: eachers Cost Center:
Hit list L
s SWF Qualifications
E] E] e Qualification Codel
Personnel num... Name Position name Class of Degree: | - |
71095084 Miss Doro:ay \J:ial.e Supiy Teacher Country: | — |
71095087 Miss Mart iney... Teacher _
71095088 Mr Peter Parker Teacher Subject Code 1: D
71095089 Mrs Martine Thom... Teaching & Lean Subject Code 2: D
71095090 Mr Thomas Tom  Teaching & Lean EEEalArEd :
e Click on the appropriate qualification to select and click on the green tick
[ -~ |
SWEF: Qualification Code (1) X
% Restrictions
(<] v
Code Set SWE: Guali = Text
(o) BWF_D0023% BEDO BEd or other first degree combined with teacher qualifications
() SWF_Do0231 CTED Certificate in Education or eguivalent
() SWF_D00231 DOCT Doctorate
() SWF_D00231 FRST Other First Degree or equivalent
() SWF_D00231 MAST Masters Degree
() SWF_D00231 MHUK Mon-UK teaching qualification
() SWF_D00231 NQF4 Any other qualification at NQF level 4 or equivalent
() SWF_D00231 PGCE Post-graduate Initial Teacher Training Qualification (e.g. PGCE)
|
8 Entries found
(]
L= =
October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 7 of 32
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e Click in the ‘Class of Degree’ field
e Select the class of degree from the drop down list

Pers. No.: Pers.Assgn: | Teacher / 50248997
Personnel No: Name:|M'i55 Martha Vineyard
EE group: Schools Pers.area: Childrenﬁ Services
EE subgroup: eachers Cost Center:

F Qualifications

Qualification Code: | BEDO
Class of Degree: |First class honours m

Country:|| First class honours N

Subject Code 1:[ Upper second class honours
Subject Code 2:| Lower second class honours
Date of Award:| Yndivided second class honours
Third class honours
Fourth class honours
Unclassified honours
Aegrotat (whether to honours or pass)
Pass - degree awarded without honours following an honours d

Ordinary (to include divisions of ordinary, if any) - degree hd

e You can also add the Country and Subject Code if known
e Click in the ‘Date of Award’ field

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

SWF Qualifications

Qualification Code: | BEDD

Class of Degree: | First class honours e |

Country: | w |

Subject Code 1:[ |
Subject Code 2:

Date of Award: | B1.89.2015 |

e Press ‘Enter’ on your keyboard

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

@) Save your entries

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 8 of 32
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e The following message will appear in the bottom left of the screen

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

(¥) Record created

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

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

e Select the ‘Personal Data’ tab
e Select the radio button to the left of ‘SWF Qualifications’ to highlight the line
e Click the ‘All’ radio button

e Click ‘Change’

SAP Maintain HR Master Data

Create Display Copy Delimit Delete Overview Services for Object~ More

Personnel No.: | 71895084 | Pers.Assgn: | Supply Teacher / 50248995
o s
r\ame:|h11ss Dorothy Gale |

Find by ) )
EE group: [C| Schools Pers.area: | CAYA (Childrens Services
~ 2% Person . . : .
EE subgroup: [ CS |Claims/ su teac Cost Center: | CIP5213 King Street
O}, Collective Search Help group PRy g
Q, search Term
Personal Data Work Contract Data Payroll Data Time Data Menu Travel Benefits Data
Hit list ————
Infotype Text Status Period
=
Q v][v
=) EE O Personaldata v period
Personnel... Mame Position name Additional Personal Data From: m
71005084 | Miss Dorothy ... Supply Teacher] (' Addresses v o
\ : . oday
71095087  Miss Martha ... Teacher L)_Family MembeygDependanis
71095088  Mr Peter Parker Teacher (® SWF Qualifications v * Al
71095089  Mrs Martine T... Teaching & Lean () SWF Staff Details v From curr.date
71085090 MrThomas T... Teaching & Lean () Residence Status
. o To Current Date
71095091  Mr Liam Arrow  Teaching & Lean () Qualifications

1P Current Period
71005092  Mr Liam Arow  Mid Day Supervi’ () Hrrent reno

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 9 of 32
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The following screen with existing information will be displayed:

Pers. No.:| 71095084 Pers.ﬁssgn:| Supply Teacher / 5024899
Personnel No:| 71095084 Mame: | Miss Dorothy Gale
EE group: | C | Schools Pers.area: @Chimrens Services
EE subgroup: | CS [Claims/ supply teach Cost Center:|C[P5213 |
Start: | 01.01.1800 To:[31.12.9999 | Chng:|01.12.2022 [

SWF Qualifications

Qualification Code: | BEDD BEd or other first degree combined with teacher qu

Class of Degree: | First class honours v |

CDuntr}r:| v|

Subject Code 2:

Date of Awaru:::| B1.89.2015 |

[] Verified

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

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

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

e Amend the ‘Date of Award’ by over-typing the original date in the format
DD.MM.YYYY.

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 10 of 32
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< SAP Change SWF Qualifications

Owvendew  More -~

Pers. No.:| 71095884 Pers.ﬂssgn:| Supply Teacher / 50248995
Personnel No: | 71095084 Name:|h‘l1’ ss Dorothy Gale

EE group: Schools Pers.area: | CAYA (Childrens Services
EE subgroup: Claimsa’ supply teach Cost Center: | CIP5213 |
Start: | 01.01.1800 To:[31.12.9999 | Chng:|e1.12.2022 |TRS

SWF Qualifications
Qualification Code: BEd or other first degree combined with teacher qu

Class of Degree: | Masters Degree s |

Country: | ' |

SubjectCode 1:[ |
Subject Code 2:

Date of Award: | 01.09.2017

e Press ‘Enter’ on your keyboard

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

(+) Save your entries

e Click ‘Save’ at the bottom right of your screen @

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

() Record changed

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 11 of 32
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Section 3 - How to display existing School Workforce Staff Details

e Click on ‘PA30 -

Maintain HR Master Data app

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

e Select the ‘Personal Data’ tab

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

e Click the ‘All’ radio button

e Click ‘Display’

Maintain HR Master Data

Create Change lCcnpw_n,r Delimit Delete Owverview Services for Object ~  More ~

Personnel No.: | 71695084 | Pers.Assgn: \@

Name:||‘~ﬁ ss Dorothy Gale |

Find by )
EE group: | C | Schools Pers.area: @Chﬂ
k ggGl:,E::Sc?lrl-let:ﬁ'..re Search Help I EE subgroup: | CS |Claims/ supply teach Cost Center: | CIP5213
& Search Term

Work Contract Data Payroll Data Time Data Menu Tr:

dit list .
Infotype Text Status Period

E] E] - () Personal data v Period
Personneln... Mame Position name (O Additional Personal Data From:
71005084 Miss Dorothy Gale  Supply Teacher Addresses v Today
71005087 Miss Martha Viney... Teacher (L) Family Member/Dependents
71095088 Mr Peter Parker Teacher O _SWF Qualifications i ® Al
71005089  Mrs Martine Thomas Teaching & Leaming | ©)_SWF staff Details v_ From cun
71095090  MrThomasTom  Teaching & Leaming (' Residence Status o Cumrer
71005091  Mr Liam Arrow Teaching & Leamning, Qualifications -
71095092 Mr Liam Arrow Mid Day Supervisor
71005093  Mrs Lara Croft Mid Day Supervisor '
71095094 M Basil Brush Cleaner O
71095095 Ms Mary Rose Caretaker
71095096 Miss Milly Vanilly Caretaker . .
71095098 Mr Bobby Sparks Technician Direct selection

Infotype: | SWF Staff Details | sty |

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

screen

@ Mo data stored for SWF Staff Details in the selected period

If you receive this message and the employee should have details recorded, please enter
the relevant details. (See section 3.1 of this guide).

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 12 of 32
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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

< SAP Display SWF Staff Details

Cwverview  More ~~

Pers. No.: | Pers.Assgn:| Supply Teacher / 50248995

Personnel No:| 71095084 Name:|h11ss Dorothy Gale
EE group: Schools Pers.area: | CAYA (Childrens Services
EE subgroup: Claims." supply teach Cost Center: | CIP5213 King Street Primary

Start: (01.09. 2022 To:|31.12.9999 Chng:|22.99.2922 |?1E32524?

SWF Staff Details

QT Status:
Qualified Teacher Leaming and Skills Status:

Early Years Teacher Status:
HLTA Status:

Status Route: | Graduate Teacher Programme v|

Mewly Qualified Teacher: | Not Newly Qualified Teacher v |

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

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk
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Section 3.1 - How to Create SWF Staff Details
Click on PA30 — Maintain HR Master Data app

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

e Select the ‘Personal Data’ tab
e Select the radio button to the left of ‘SWF Staff Details’ to highlight the line
e Click the ‘All’ radio button

e Click ‘Create’ to add a new entry

Maintain HR Master Data

Change Display Copy Delimit Delete Overview Services for Object~ More -«
Pers.Assgn: | Teacher / 502489}
o Toachr 502450
Name:‘l‘u‘liss Martha Vineyard |

Find by
EE group: | C | Schools Pers.area: | CAYA [CF

Personnel No.: | 71095087

v &%;es;:lrllecme Search Help I EE subgroup: @Teachers Cost Center: | CIP5213
&, Search Term
Personal Datg Work Contract Data Payroll Data Time Data Menu T
Hit list .
Infotype Text Status Period

E] E] " O Personal data v Period

Personnel n... MNames Positon name () Additional Personal Data

Frot
71095084 Miss Dorothy Gale  Supply Teacher Addresses v Today
! Miss Martha Viney... Teacher I () Family Member/Dependents
71095088 M Peter Parker Teacher O _SWF Qualifications ¥ o Al
71095089  Mrs Martine Thomas  Teaching & Learl(&)_SWF Staff Details v 1 From ¢
71005090  MrThomasTom  Teaching&Lear (- Residence Status o Cu
71095091  Mr Liam Amrow Teaching & Lea, Qualifications Correr
71085092 Mr Liam Arrow Mid Day Superv
71085093 Mrs Lara Croft Mid Day Superv
71095004 Mr Basil Brush Cleaner
71095095 Ms Mary Rose Caretaker
71095096 Miss Milly Vanilly Caretaker . .
710895098 Mr Bobby Sparks Technician Direct selection
Infotype: | SWF Staff Details | sTy:
October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 14 of 32
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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)

e Press Enter on your keyboard

< SAP Create SWF Staff Details

COverview  More ~

Pers. No.:| 71095887 Pers.Assgn:|Teacher.fﬁﬁzdﬂgg? v| E]
Personnel No:| 71095087 hame:|h1155 Martha Vineyard

EE group: | C | Schools Pers.area: | CAYA |Childrens Services

EE subgmup:|TC Teachers Cost Center: | CIP5213
* Start: [01.09.2022 gk Tl:l:| 31.12.9999 |

SWF 3Staff Details

QT Status Yes w
Cualified Teacher Learning and Skills Status Mo ~
Early Years Teacher Status Mo ~
HLTA Status Mo -
: Status Route -
MNewly Crualified Teacher Nut Mewly CQuualified Teacher =
Overseas Trained Teacher Mot Mewly Qualified Teacher

Teacher in the first year of induction
Teacher in the second year of induction

d Start 01.0%.2021 | To 31.12.4955%

e The start date will turn re and you will

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

/™ Record valid from 01.01.1800 to 31.12.9999 delimited at end

e 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)

e Select the relevant option from the Newly Qualified Teacher drop down field

| @ save your entries |

.Click the ‘Save’ button at the

A message at the bottom left tells you to:
. =
bottom right of the screen to save your entry *

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

() Record created

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 15 of 32
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Section 3.2 - How to change SWF Staff Details

e Click on PA30 -

Maintain HR Master Data app

Public

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

e Select the ‘Personal Data’ tab

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

e Click the ‘All’ radio button

e Click ‘Change’ to amend an existing entry

SAP Maintain HR Master Data

Create Display Copy Delimit Delete Overview Services for Object~~ More ~r

Find by
“ 2% Person
4 Collective Search Help

Q, search Term

Personnel No.: | 71095088 |

Mame: |I'~'Ir Peter Parker

EE group: [C | Schools
I EE subgroup: | TC Teachers

Personal Data Work Contract Data Payroll Data

dit list —_—
Infotype Text Status

E] E] - () Personal data v,
Personnel n... MName Position name () Additional Personal Data
71095084 Miss Dorothy Gale Supply Teacher Addresses v
71005087  Miss Martha Vineyard Teacher () Family Member/Dependents
F10o5088 | Mr Peter Parker Teacher ] (O SWF Qualifications
71005089  Mrs Martine Thomas  Teaching & Leaming |®) SWF Staff Details v
71095090  Mr Thomas Tom Teaching & Leaming () Residence Status

) Qualifications

71095091 Mr Liam Arrow
71095092 Mr Liam Arrow
71095093 Mrs Lara Croft
71095094 Mr Basil Brush
71095095 Ms Mary Rose
71095096 Miss Milly Vanilly
71095098 Mr Bobby Sparks

October 2024

Teaching & Leaming_
Mid Day Supervisor -/
Mid Day Supervisor -/

Cleaner :
Caretaker
Caretaker . .
- Direct selection
Technician

Infotype: | SWF Staff Details

For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk

Pers.Assgn: | Teacher / 502490:

Pers.area: | CAYA (Ch

Cost Center: [CIP5213

Time Data Menu T

Period
Period
From

Today

s All

From cu
To Curre

Current

L

5Ty:
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Amend the SWF details as required and click ‘Save’

< SAP Change SWF Staff Details

Cverview  More ~

Pers. No.:| 71095088 Pers.Assgn: | Teacher [ 50249034 v| 7l
Personnel No:| 71095088 Name:|h‘|r Peter Parker |

EE gruup: Schools Pers.area: | CAYA (Childrens Services

EE subgroup: eachers Cost Center: | CIP5213 King Street Primary
* Start: | 01.09.2022 *Top:|31.12.9999 Chng:| 3e.09.2022 |?1I32524?

SWF Staff Details

* QT Status:
* Qualified Teacher Leamning and Skills Status:
* Early Years Teacher Status:

* HLTA Status: |

Status Route: | Graduate Teacher Programme

Newly Qualified Teacher: | Not Newly Qualified Teacher

[] Owverseas Trained Teacher

|@ I Cancel

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

() Record changed

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 17 of 32
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Section 3.3 - How to Copy SWF Staff Details
e Click on PA30 — Maintain HR Master Data app
[1 )
e Select the ‘Personal Data’ tab
. . . . . .
e Select the radio button to the left of ‘SWF Staff Details’ to highlight the line
e Click the ‘All’ radio button
. ‘ ..
e Click ‘Copy’ to copy an existing entry
Maintain HR Master Data
Menu v | 4 | Back || Exit || Cancel || System , Create || Change || Display Delimit || Delete || Overview
Y (3 »» Personnel No. 89996479 Pers.Assan 50062277 89996479 v | |5 &g
Mame Miss Chic LeFreak
Find b
) EE group C | Schools Pers area CAYA (Childrens Services
- Person
£ EE subgroup TC Teachers Cost Center CIP3545 5t Joseph'S Cath. ..
(y Collective search help
(i) Search Term I Work Contract Data = Payroll Data | Time Data Menu = Travel Benefits Daia H )
ﬂﬁ Free search !
Infotype Text st Period
Personal Data Vi Period
Hit list Additional Personal Data From 01.01.1800 To 31.12.9999
o & 2lTIE. » Addresses o Today Currweek
Parsonnal numbear Name b Family Member/Dependents | HOW-\ ] 1 : Current month
71021306 MRS Jade Hilton ~ SWF Qualifications From curr.date Last week
71024912 MRS Isabella Lioyd ﬁ B V To Cument Date Last morth
71025575 MRS Isabella Lioyd Residence Status Current Period Current Year
71027243 MISS Elie Banks Qualiications B Choose
71027359 MR Alfie Lees v
£ b
71028404 MRS Anna Hanson
71031920 MRS Victoria Hobbs Direct selection
71041066 MRS Maisie Marsden ~  folvpe SWF Staff Details g

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

Copy SWF Staff Details
Menu , v | 4 | Save || Back || BExit | Cancel || System , Owverview
,S-‘.} % 33 Personnel No 20995479 Name Miss Chic LeFreak
EE group C | Schools Pers.area CAYA Childrens Services
Find b
y EE subgroup TC Teachers Cost Center CIP3545 5t Joseph'S Cath Pri
v o Person
Start 01.09.2021 To 31.12.99499

[Hj Collective search help

ﬂﬂﬁ Search Term
SWF Staff Details

(i) Free search
QT Status Yes
CQualified Teacher Learning and Skills Status Mo W
Hit list Early Years Teacher Status No
] @ S| TP »»  HLTA Status Mo w
—_ = - Fi :

Personnel number Name Status Route -
71021306 MRS Jade Hilton A  Newly Qualified Teacher [Teacher in the second year of inducl

71024912 MRS Isabella Lioyd Overseas Trained Teacher

SWF Staff Details

QT Status Yes w
Clualified Teacher Learning and Skills Status Mo
Early Years Teacher Status No w
HLTA Status No
" Status Route y
Mewly Qualified Teacher Nﬂt Mewly Qualified Teacher n
Cverseas Trained Teacher Mot Mewly Qualified Teacher

Teacher in the first year of induction

Teacher in the second yvear of induction

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

¥ Record valid from 01.09.2020 to 31.12.9999 delimited at end

Press enter on the keyboard to accept the message

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 19 of 32
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The message ‘save your entries’ now appears in the bottom left of the screen
Click ‘Save’

Copy SWF Staff Details
Menu , w 4 | Save || Back | Exit || Cancel || System , Overview
va % 33 Personnel No 89996479 Mame Miss Chic LeFreak
EE group C | Schools Pers.area CAYA Childrens Services
Find b
Y EE subgroup TC Teachers Cost Center CIP3545 5t Joseph'S Cath Pri
- g Person

sar o a2

SWF Staff Details

ﬂ:ﬁ Collective search help
[Hj Search Term

ﬂﬂﬁ Free search
QT Status Yes w
CQualified Teacher Learmning and Skills Status No  w
Hit list Early Years Teacher Status Mo
s @ é ? ? ) » HLTA Status Mo
Personnel number Mame | Status Route v
71021306 MRS Jade Hilton »  Newly Qualified Teacher Teacher in the second year ofind...
71024912 MRS Isabella Lioyd Qverseas Trained Teacher
71025575 MRS Isabella Lioyd
71027243 MISS Ellie Banks
71027359 MR Alfie Lees
71028404 MRS Anna Hanson
71031920 MRS Victoria Hobbs
71041066 MRS Maisie Marsden -
< >
¥ Save your entries Ey

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

| &) Record created

Employee now has two entries in their List SWF Details

List SWF Staff Details
Menu , v | 4 | Back || Exit || Cancel || System , Change | Create | Copy | Lockfunlock || Delete
7a % 33 Personnel No 89996479 Name Miss Chic LeFreak
EE group C | Schools Pers.area CAYA Childrens Services

Find by EE subgroup TC Teachers Cost Center CIP3545 5t Joseph'S Cath Pri
v &g Person [E Choose 01.01.1800 [Jro 31.12.9999 STy.

ﬂfﬁ Collective search help

[Hj Search Term

Start Date End Date Q H Stat L.

[Hj Free search
01.09.2021 31.12.9989 ¥ N

01.09.2020 31.08.2021 ¥ N

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 20 of 32
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Section 4 - How to display existing SEN Co-ordinator Working Hrs

e Click on PA30 Maintain HR Master Data app

e Select the employee by ‘double clicking’ so that their details appear in the right-hand
pane
e Select ‘Work Contract Data’ tab

e Highlight ‘Personal IDs’ Infotype
e Select radio button ‘All’

e Enter Subtype 40 in ‘Sty’ box

e Click ‘Display’

Maintain HR Master Data

Create  Change Copy Delimit Delete Overview Services for Object~ More

Personnel No.: | 71095887 Pers.Assgn: |Teacher [ 50248997
.

Name:|M1’ss Martha Vineyard |

Find
by EE group: |C | Schools Pers.area: | CAYA (Childrens Services
~ B2 Person
EE subgroup: | TC [Teachers Cost Center: | CIP5213 King Street Primar
, Collective Search Help group g 2

Q, Search Term

Personal Data Work Contract Data Payroll Data Time Data Menu Travel Benefits Data Learnit

dit list .
Infotype Text Status Period
B .

E] E] o () Actions \-’ Period
Person... Name Position name Organizational assignment v From: [61.01.1800 1

i Miss Dorothy Gale ~ Supply Teacher -~ Confract Elements Today cu

[720950... Miss Martha Viney... Teacher | () Menitoring of Tasks
710050... Mr Peter Parker  Teacher O Date Specifications v o Al Cu
710950... Mrs Martine Thomas Teaching & Lear 'l Personal IDs I From curr.date Las
710950... Mr Thomas Tom Teaching & Lear Internal E?ata. To Cument Date Las
710050... Mr Liam Arrow Teaching & Lear ) Communication T -
710050... Mr Liam Ammow Mid Day Supervi: (0 ESS Settings Remuneration Statement Hrrent Fenod Y
710950... Mrs Lara Croft Mid Day Supervi ) SWF Contract Details E [ i) Choose
710950... Mr Basil Brush Cleaner (U Objects on Loan
710950... Ms Mary Rose Caretaker
710950... Miss Milly Vanilly Caretaker
Direct selection
710950... Mr Bobby Sparks Technician
Infotype: |F'ersonal IDs | STy: |40 SEN Co-ordinator Working Hrs

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

‘ (+/) Mo data stored for Personal |Ds in the selected period I

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 21 of 32
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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

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

e Select ‘Work Contract Data’ tab
e Highlight ‘Personal IDs’

e Click the ‘All’ radio button

e Click on the ‘Create’ button

SAP Maintain HR Master Data

Change Display ©Copy Delimit Delete Overview Services for Object~ More -~

Personnel No.: |?1E]95EJB?

Pers.Assgn: | Teacher / 5024889

Name: |I'~'I1' ss Martha Vineyard |

Find by |
EE group: C | Schools Pers.area: | CAYA |Chi

v 22 Person ——
EE subgroup: | TC [Teachers Cost Center: [CIP5213

L, Collective Search Help group l—

O, search Term

Personal Data Work Contract Data Payroll Data Time Data Menu Tr
Hit list )
Infotype Text Status Period
E] E] (O Actions v Peri
Personne... Mame Position name () Organizational assignment v F
71095084  Miss Dorothy Gale  Supply Teache Contract Elements o
71005087 Miss Martha Viney... Teacher () Monitoring of Tasks
710095088  Mr Peter Parker Teacher Date Specifications Y Al
71005089  Mrs Martine Thom... Teaching & Le: L% Personal IDs Fror
71095090 MrThomssTom  Teaching&Le () IntemalData To €
71005081  Mr Liam Arrow Teaching & Le; () Communication .
71095092  Mr Liam Arrow Mid Day Super ) ESS Settings Remuneration Statement
71095082  Mirs Lara Croft Mid Day Super ) SWF Contract Details v C
71095094  Mr Basil Brush Cleaner O Objects on Loan
71095085  Ms Mary Rose Caretaker U
71085086  Miss Milly Vanilly Caretaker . .
71085088  Mr Bobby Sparks Technician Direct selection

October 2024

Infotype: | Personal IDs

For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk
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School Workforce Census PA30 Public
e Scroll down the list of Subtypes to find and click on the radio button
‘Subtype 40 ‘SEN Co-ordinator Working Hrs’
Subtypes for infotype "Personal 1Ds" (1) x
*» Restrictions
(][]
IC Description
Oz Trailer test
) 22 Overseas teacher
() 23 Health & safety registrations
() 24 Mursing & midwifery council dt
() 25 Person number - CPRS
() 26 Pre employmt med clearance dt
) 27 Refemral dt to occupnl health
) 28 Eye Care Voucher
()29 Spectacles Voucher
()30 Questionnaire Issued
O = Questionnaire Returned
) 32 Social Care Consent
() 33 Social Work Qualification
) 34 Night Worker Assessment
() 38 DO MOT USE-Health Surveillance
) 36 Workforce extra objection
() 37 Credit Union Membership No.
() 38 25 Year Retention CPRS/EDREM
() 30 Trade Unicn Rep Accreditation
fei 40 SEM Co-ordinator Working Hrs
57 Enfries found
Q]

e Click the Green tick icon on the bottom right to confirm selection

October 2024
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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’.

< SAP Create Personal IDs

Cverview  More ~

Pers. No.:| 71095087 Pers.Assgn: | Teacher / 50248997 v
Personnel No:| 71095087 Name:|h11ss Martha Vineyard
EE gruup: Schools Pers.area: | CAYA |Childrens Services

EE subgroup: | TC [Teachers Cost Center: | CIP5213
* From: | 01.09.2022 *t0:(31.12.9999

i

Personal 1Ds

1D type: | SEN Co-ordinator Working Hrs v
ID color: | |
ID number: |6 :
Previous ID number: |—\

Author.: |

Issuing number: | |

Date of issue:
Valid to:

Place of issue: |

Country of issue: | r |

Click ‘Save’

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

| () Record created I

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 24 of 32
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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

e Highlight ‘Personal IDs’
e Click the ‘All’ radio button

e Enter ‘40’ in STy box

e Click ‘Change’

Maintain HR Master Data

Create Display Copy Delimit Delete Owerview Services for Object~ More ~~

Personnel No.: |?1095988 Pers.Assgn: |Teacher / 50249034

Name: | Mr Peter Parker

Find —] P
by EE group: |ﬂ Schools Pers.area: |CAYA Childrens Services

~v 22 Person | . |
EE subgroup: | TC [Teachers Cost Center: | CIP5213 King Street Primar
Q4 Collective Search Help group c g ary

& search Term

Personal Data Work Contract Data Payroll Data Time Data Menu Travel Benefits Data Learnil

it list .
Infotype Text Status Period

E] E] " () Actions v Period
Personnel... Name Position name (_) Organizational assignment v Erom: |m - |—3
71005084  Miss Dorothy Gale  Supply Teacher (' Contract Elements Today curr w;
71095087 Miss Martha Viney... Teacher O Monitoring of Tasks '
71005088  MrPeter Parker  Teacher |I_P_ Date Specifications Y Ol current
71095089 Mrs Martine Thom... Teaching & Leaming As: |._Fersonal IDs | From curr.date Last we
71005090 MrThomasTom  Teaching & Leaming As ) Infemal Data To Current Date Last mo
71095091  Mr Liam Arrow Teaching & Leaming As; ) Communication _
71005092  Mr Liam Amrow Mid Day Supervisor O Ess Settings Remuneration Statement Current Period Current
71095093  Mrs Lara Croft Mid Day Supervisor '/ SWF Contract Details v [ & Choose
71095094  Mr Basil Brush Cleaner O objects on Loan
71095095  Ms Mary Rose Caretaker O
71095036  Miss Milly Vanilly Caretaker . .
71095098  Mr Bobby Sparks Technician Direct selection

Infotype: |F'er50nal IDs | 5Ty: |40 |SEN Co-ordinator Working Hrs

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 25 of 32
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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’

< SAP Change Personal IDs

Cwverview  More

Pers. No.:| 71095888 Pers.Assgn: | Teacher / 50249034 v| red
Personnel No:| 71095088 Name: | Mr Peter Parker |
EE group: Schools Pers.area: | CAYA |Childrens Services

EE subgroup: eachers Cost Center: | CIP5213
* From: | 01.69.2021 *t0:(31.08.2022 Chg. :| 02.12.2022 |TRAIMGE]1

Personal 1Ds

1D type: | SEN Co-ordinator Working Hrs “ |

ID color: | |

ID number: | 6 |

Previous 1D number: | |

Author.: | |

Issuing number: | |

Date of issue: :

Place of issue: |

Country of issue: | r |
Country: | o |
Mo check: |:|

|m Cancel

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

| ) Record changedl

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 26 of 32
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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

e Select ‘Work Contract Data’ tab

e Highlight ‘Personal IDs’
e Enter ‘40’ in STy box
e Click ‘Delete’

SAP Maintain HR Master Data

Create Change Display Copy Delimit | Delete | Overview Services for Object ~  More ~

Personnel No.: @ Pers.Assgn: |Teachef / 50248097

Name: |M'|' s5 Martha Vineyard |

Find
oy EE group: |C [ Schools Pers.area: | CAYA (Childrens Services
v &% Person
EE subgroup: | TC [Teachers Cost Center: | CIP5213 King Street Primar
O, Collective Search Help group e y

O, Search Term

Personal Data Work Contract Data Payroll Data Time Data Menu Travel Benefits Data Learni

dit list .
Infotype Text Status Period
d ¥ oo -
E] E] () Actions + Period
Personnel... Name Position name Organizational assignment v From: :Im G Te
71095084  Miss Dorothy Gale  Supply Teacher () Coniract Elements Today cun
71095087 Temgie () Monitoring of Tasks
71095088  Mr Peter Parker  Teacher O] Loz et = ® Al Curt
71095089  Mrs Martine Thom... Teaching & Leal |® Personalins | From curr.date Last
: () Internal Data
71095090  Mr Thomas Tom Teaching & Leal - - To Curent Date Last
71085091  Mr Liam Amow Teaching & Lea;, -/ Communication _
71005092  Mr Liam Amow Mid Day Supenl: () ESS Settings Remuneration Statement Current Period Cun
71005093  Mrs Lara Croft Mid Day Supery () SWF Confract Details g [ i Choose
71085094  Mr Basil Brush Cleaner L) BuE e
71095095  Ms Mary Rose Caretaker
71095096  Miss Milly Vanilly Caretaker . i
71095098  Mr Bobby Sparks Technician Direct selection
Infotype: | Personal IDs | IST}r: |4l3' |SEN Co-ordinator Working Hrs I

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 27 of 32
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Click ‘Delete’ again on the following screen to confirm deletion of the entry

< SAP Delete Personal IDs

Overview| Delete | More -~

Pers. No.: Pers.Assgn: | Teacher / 50248997 v| i
Personnel No: MName: | Miss Martha Vineyard

EE group: Schools Pers.area: Childrenﬁ Services
EE subgroup: eachers Cost Center: King Street Primary
' * to; Chg.:[62.12.2022 |TRAINGOL

Personal 1Ds

1D type: | SEN Co-ordinator Working Hrs “ |

ID color: | |

ID number: | 6 |

Previous |D number: | |

Author.: | |

|ssuing number: | |

Date of issue: :

Place of issue: |

Country of issue: | v |

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

(/) Record delsted

e Click on Back arrow to return to the home page

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 28 of 32
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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

e 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

4 SAP Maintain HR Master Data

Menu ~ [Createl [Changel [D'splay] [Cooyl [Deli'ﬂitl [Deletel [Ovewiew] [Ser\f'cesfor Objectv]

Personnel No.: Pers.Assgn: |Teacher 150264535

Name:|Mr Jordan James |
EE group: Schools Pers.area: CI1ildre-1s

v g4 Person
. EE subgroup: Teec-1ers Cost Center: [CIP1234
Q Collective Search Help

Q, Search Term

Find by

Personal Data Work Contract Data Payroll Data Time Data Menu Travel E

Hit list —_—
E] E] - Infotype Text Status Period

. B () Personal data v () Period
Zi;—s;);:;‘ EName ::::::: name I i:::i::: Personal Data g From: @
71104895 Mrs Annabelle Lock  Teacher O) Family Member/Dependents ) Today
71104896 Miss Sally Field Supply Teacher SWF Qualifications (= All
71104897 Ms Clara Bell Teaching & Learning Assistant () SWF Staff Details O From Today
71104898 Mrs Beverley Bonnet Teaching & Learning Assistant () Residence Status .
71104899 Mr Matthew Paint Teaching & Learning Assistant Gualifications ) Until Today
71104900 Mr Matthew Paint Mid Day Supervisor O Curr. Period
71104301 Mrs Goldy Locks Mid Day Supervisor (Relief) .;f;. [E
71104302 Mr Martin Mop Cleaner
71104903 Mr Albert Bucket Caretaker (Relief) -
71104904 Miss Carrie Cupboard  Caretaker
71104905 Ms Millie Marshall Technician Direct selection

Infotype: | SWF Qualifications | STy: D

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 29 of 32
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e The following screen will be displayed with employee’s existing qualification

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

4 SAP Change SWF Qualifications

Pers. No.:| 71104894 Pers.Assgn: | Teacher / 50264535
o Lloachor S026a5_

Personnel No:| 71104894 Name:IMr Jordan James

Find by

EE group: Schools Pers.area: | CAYA [Childrens Service:

v g4 Person
) EE subgroup: Teamers Cost Center: [ CIP1234
Q, Collective Search Help
Q Search Term Start:|©1.01.1800 To:|31.12.9999 Chng:|16.05.2024

Hit list SWF Qualifications

E] E] Qualification Coce: BEd or other first degree combined with teacher qu

Personne... = Name Position name Class of Degree: | First class honours \/|
71104894 Mr Jordan James Teacher Country:| v|
71104895 Mrs Annabelle Lock Teach
rs Annabelle Locl eacher Subject Code 13D
71104896 Miss Sally Field Supply Teacher
71104897 Ms Clara Bell o it e (Tt e S - Subject Code 2:
71104898 Mrs Beverley Bonnet Teaching & Learning Assistant ' Date of Award: |01.06.2023
71104899 Mr Matthew Paint Teaching & Learning Assistant (7] Verified
T11nAQnn Bl RAmdtlmanr Dmiemd BAA Minnr v e m B

Now click on the search squares

SWF Qualifications

Qualification Code: | BEDO BEd or other first degree combined with teacher qu

Class of Degree: | First class honours v|
Country: v|
Subject Code 1: |'E'|

Subject Code 2:

Date of Award: | 01.06.2023 |

(] Verified

October 2024 For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk Page 30 of 32
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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

SWF: Subject Code 1 (1) X

» Restrictions

(%] [2][a])[«]] 5

Code Set SWF: Su... = Text Start D...
SWF_D00199 27102 Applied Science 01.01.18C
SWF_D00199 7103 Citizenship 01.01.18C
SWF_D0019s 7104 Design and Technology 01.01.18C
SWF_D00199 7105 Geography 01.01.18C
SWF_D0019% 7106 Manufacturing 01.01.18C
SWF_D00193 72107 Modern Languages 01.01.18C
| . SWF_D00199 7201 SEN — SENCO 01.01.18C I
m| SWF_D00199 7202 SEN — Sensory Impairment 01.01.18C
SWF_D00193 7203 SEN — Severe Learning Difficulties 01.01.18C
SWF_D00199 Z204 SEN — Profound and Multiple Learning Difficulties 01.01.18C
SWF_D00199 2205 SEN - other 01.01.18C
SWF_D00199 7206 Level 3 School Administration Foundation Certificate 01.09.202
SWF_D00193 2207 Level 3 Procurement & Supply Assistant 01.09.202
SWF_D0019% 7208 Level 4 SBP Apprenticeship 01.09.202
SWF_D00193 2209 Level 4 Diploma School Business Management (SBM) 01.09.202

189 Entries found

[ (#](v]|&) (%]

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

Note — do not change ‘Date of Award’ box

SWF Qualifications

Qualification Code: | BEDO BEd or other first degree combined with teacher qu

Class of Degres: | First class honours v|

Country: | v|

Subject Code 1: {7201 |

Subject Code 2:

Date of Award: | 01.06.2023 |

(] Verified
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Confirmation message ‘Record Changed’ now appears in bottom left of the screen

< SAP

Maintain HR Master Data

Menu ~ [Createl [Changel [Display] [Copy] [Delimitl [Deletel [Ovewiewl [Services for Objectvl

Find by

v &3 Person

Hit list

[ [« EEFE

@, Collective Search Help
Q, Search Term

Personne... = Name Position name

71104894 Mr Jordan James Teacher

71104895 Mrs Annabelle Lock Teacher

71104896 Miss Sally Field Supply Teacher

71104897 Ms Clara Bell Teaching & Learning Assistant :
71104898 Mrs Beverley Bonnet  Teaching & Learning Assistant '
71104899 Mr Matthew Paint Teaching & Learning Assistant
711043900 Mr Matthew Paint Mid Day Supervisor

711043901 Mrs Goldy Locks Mid Day Supervisor (Relief)
71104902 Mr Martin Mop Cleaner

71104903 Mr Albert Bucket Caretaker (Relief)

71104904 Miss Carrie Cupboard ~ Caretaker

71104305 Ms Millie Marshall Technician

@ Record changed View Details

October 2024

For assistance, email the Budget Manager Support Team at: cst.budgetsupport@derbyshire.gov.uk

Personnel No.: | 71104894

Name:|Mr Jordan James |

EE group: Schools

EE subgroup: eachers

Pers.Assgn: | Teacher / 50264535

Pers.area: | CAYA |Childrens Ser

Cost Center: | CIP1234 Any

Personal Data Work Contract Data Payroll Data Time Data Menu Travel Bene
Infotype Text Status Period
(") Personal data v () Period
Additional Personal Data From: | 01.01.1800
Addresses v .
Family Member/Dependents ) Today
SWF Qualifications v (®) Al
(O SWF Staff Details () From Today
() Residence Status .
) () Until Today
() Qualifications
() Curr. Period
[ 1] Choose
Direct selection
Infotype: | SWF Qualifications | STy:| |
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