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Copyright

All rights are reserved. No part of this document may be reproduced or transmitted in any form or
means electronic or mechanical including photocopying and recording or by any information
storage or retrieval system except as may be permitted in writing by Civica Pty Ltd (trading as
Civica Education).

Application for permission for use of copyright material, including permission to reproduce extracts
in other published works, shall be made to the publishers. Full acknowledgement of author,
publisher and source must be given.

Material is contained in this publication for which publishing permission has been sought and for
which copyright is acknowledged. Permission to reproduce such material cannot be granted by the
publishers and application must be made to the copyright holder.

Microsoft, Windows and Excel are registered trademarks of Microsoft Corporation. Visual
Components is a trademark of OMNIS Software Limited. Integris is a trademark of RM Plc.

Because our policy is to improve our products and services continually, we may make changes
without notice. We have tried to keep the information in this manual complete and accurate, but
we cannot be held responsible for the consequences of any errors or omissions.

Your comments are of great value to us in improving our computer systems, publications and
services.

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual
property of Civica Pty Ltd (trading as Civica Education) and its associates. All rights are reserved
except as may be granted to the addressee in writing by Civica Education.
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WA Census Manual — Semester 1

Installing and Loading the WA Census Module

IMPORTANT

The census system is a two part process which consists of:

1. Updating student data in Integris (then waiting overnight for
processing).

2. Logging on to the on-line Student Census system to enter any

additional information and to sign off school data.

Go to: www.det.wa.edu.au/schoolinformation and navigate to Public
Schools which contain all links to manuals and instructions.

For any queries regarding census requirements, please log a call with the
ICT Customer Service Centre on 9264 5555 (Metro),1800 012 828 (Regional)
or email customer.service.centre@education.wa.edu.au



http://www.det.wa.edu.au/schoolinformation
mailto:customer.service.centre@education.wa.edu.au

1 Installing and Loading the WA Census Module

The WA Census Module has been placed on all workstations where Integris is loaded.

Note: The correct version of the WA Census module must be loaded on the workstation that
is going to be used to create the Census reports.

1.1 Check version of the WA Census Module

Top Toolbar > Help > System Information

@ West Coast District High
File Edit General | Help

ﬂ:- ﬂ & Help Contents & Index
S nit |

SIS on the Web 4

Technical Support 4

System Information

UPM Systemn Status
About ...

e Locate CENSUSWA in the list

O =]
Software
Application CAREYSSMTEGRISSEINWCORE LBR
Yersion W7.09.80 - 12th August 2013
Data CAREYSMMTEGRIS'WRMOBATRGDATA TMNTEGRIS.DF1
Runtime 3336
Module Wersion Path Size
CBOS {CAKEYSMNTEGRIS'BINYCED S LER { 3328000 ~
-E'SMMTEGRISBIMSWCEMSUS
CORE : CAREYSUMTEGRISNBINYCORE.LBR :
COREDATA  i7.09.80(12/08/19) (CAKEYSANTEGRISNS TARTUPNCOREDATA LBS 1972800
COREFLUS (6.98.10(16/07/13) (CAKEYSANTEGRISSBINSCOREPLUS LBR ;460200
COWER i1.14.06 [12/08/2014) CAKEYSANTEGRISSBINYCOVER LBR § 2078720
EDWAREPS  i7.09.80(12/08/149) (CAKEYSANTEGRISABINYEDWAREPS LER {1EEA120 o~
CowAnbkdC UL M 1A NC M 200A M0 00 AV EWVCLVIRITOCCDICAVDIRIAC S AACTUCH | DD 1T INECN
£ >
Hardweare
Machine M35 Windows Pentium Processor
Screen 1680:1050
Printer DocuCentre-lY C2263Mel3:
Free Memory 2147483646
Claze

You can see the version number in the Version column. The correct version of the Semester 1,
2020 WA Census Module is 4.40.00 or higher.

If you do not have the correct version of WA Census, contact the ICT Customer Service Centre on
9264 5555 (Metro) or 1800 012 828 (Regional).

WACensusManualSem1 Jan-20
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1.2  Adding the WA Census Module

If you have not used the WA Census module before, it must be added into Integris.

Note: If you have previously used the Census module from the workstation, there will be a
WA Census module sidebar. You will not need to add the module again.

General > Control > Add Module

*

Ouick access

Desktop
m
Libraries

3

This PC

é

Network

@& Add Module

Loaok in: |

>
BIN v @%@
Mame Date modified Type ™
Apple Scripts 16/01/2020 2206 PM  File folds
DAD—HOC.LBR 16/01/2020 210 PM  LER File
DADMlN.lbr 16/01/2020 210 PM  LBR File
D BEHAVIOUR.Ibr 16/01/2020 210 PM  LER File
D BILL.Ibr 16/01/2020 1:34 PM  LBR File
D CBDS.LER 16/01/2020 210 PM  LER File
U CEMSUSWA.Ibr 16/01/2020 210 PM_ LBR File
D CORE.Ibr 16/01/2020 210 PM  LBR File
D COREPLUS.LER 16/01/2020 210 PM  LBR File
D COVER.Ibr 16/01/2020 210 PM  LBR File
D EDWAREPS.Ibr 16/01/2020 210 PM  LBR File
D EXAMSCHED.Ibr 16/01/2020 210 PM  LER File
D LESSOM.Ibr 16/01/2020 210 PM LBR File
<'_‘ >
Fle name: CENSUSWA v Tre
Files of type: Medules (" lbr) w Cancel

e Double click on CENSUSWA.lbr

Information

(o]

Registration Complete...

e Click OK

ClVICa
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1.3 Integris Sidebar

General

]
-*'

School Details

A

P

Student Details

i

Staff Details

B

Groupz

W

Farameters

&.

Control

Admin
Lezzon Attendance
Wit Beports
Timetabling
YET
Behaviour
Cowver
Rt Billing
Wia, Cenzus

The WA Census module should now be loaded and form part of the
Sidebar modules.

. Click on Parameters to set up default details
. Click on Semester 1 to access the Census reports for Semester 1.
. Double-click on a report to run it.

ity Census

Semester 2

N

Farameters

Note: Check that you have set the default values in Parameters (Section 2) and completed

any relevant data checks (Section 3) before running the reports.

WACensusManualSem1 Jan-20
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WA Census Manual — Semester 1

Census Parameters




2 Parameters @

Parameters

WA Census > Parameters

Enter the defaults for each census form:

e your name

e the date of the census — 14 February 2020
e date for age calculations: 1 July 2020

This information must be re-entered before every census.

If you have not already done so, secondary schools must also add:
e the department names used by the school for English, Science and Mathematics

All schools:
e Check the dates you have entered are the same as those displayed below

E
Census Parameters

Person Completing Farm |Fi,stN arme Surnanme
Date of Census 14 FEE 2020

Date for Age Calculations 1JUL 2020

English Department |English ~
Science Department |Science w
taths Department |Mathematics v
Cancel
e Click OK

WACensusManualSem1 Jan-20
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3 Census Data Check Procedures
There are a number of checks to be completed prior to running the census reports. These checks

ensure that key fields required for each report contain current and accurate data and enable
maximum use of the information stored in Integris.

3.1 Full Time Equivalent (FTE)

Ensure all students have a valid FTE including any part-time Secondary students.

All kindergarten (K) students must have an FTE value of either 0.40, 0.50 (standard), or 0.60 if
your school is participating in the Universal Access program.

All pre-primary and primary students (P — 6) must have an FTE of 1.00.

Secondary schools must check the FTE of all part-time students. The FTE for any part-time
secondary student should be greater than 0.00 and less than or equal to 0.90.

All other secondary students are full-time and must have an FTE of 1.00.

All secondary students less than 15 years old must have an FTE of 1.00.

Note: If schools need assistance setting up attendance patterns for part-time students please
refer to the Create a 10 day attendance cycle for kindergarten students fact sheet available
on lkon.

Recording attendance

To record attendance for students you should create daily records.

Refer to the lesson attendance codes and the |esson attendance code description to

record attendance correctly.

Kindergarten students attend part time. To manage kindergarten attendance you can

[create a 10 day cycle for kindergarten students}and set an enforced school closure for the

day that the kindy students do not attend.

You can also track attendance changes to monitor variations made to the AM and/or PM
sessions for students.

When setting up the school diary you will need to create a closed day for public holidays
and school development days.

WACensusManualSem1 Jan-20
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https://ikon.education.wa.edu.au/-/sis-classic-lesson-attendance#toc1

3.1.1 Kindergarten

If you find that any kindergarten students have an FTE of 1.00, these students must have their FTE
changed to 0.40, 0.50 or 0.60.

Admin > Speed Edit

e Select the Area: FTE and Part-time status

Find Year Group K

Select the students whose records need editing
Enter the correct FTE in New Value

*

Area
|FTE and Part time: gtatus v
| Select Al ” Deselect All || Irvwert Selection || Blanks || hi's |

Ref. Student Mame Walue Status

Mew Walue Iu_5 | od” | | Cloze || Save

e Click Apply Changes and Save

Speed Edit [ =2 |

This change of part-time status will be reflected in Lesson Attendance
the next time records
are created for the selected students.

e Click OK

WACensusManualSem1 Jan-20
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Warning

Are you sure you wish to save the modifications?

oY ]|

Mo

Click Yes
Select Custom

Part Time Selector

Luke &ndrews

Student FTE haz been changed. Please select
a Part Time Attendance pattern.

I AM S I PM @ Custom

Dinta

Attendance Pattern

Day
Monday
Tuesday
Wednesday
Thursday
Friday

Use Selected for &l

Enter the applicable attendance pattern
If the same pattern applies to all selected students, click Use Selected for All

Part Time Selector

Caitlin Borsche

Student FTE haz baen changed. Flease select
a Part Time Attendance pattern.

OaM (OPM (®) Custom

Oinda

Altendance Pattern

Day
Monday
Tuesday
Wednesday
Thursday
Friday

Part Time Selector

Luke &ndrews

Student FTE haz been changed. Pleaze select
a Part Time Attendance pattern.

AM  (OPM (Onfa @ Custom
Aftendance Pattern
Day AM PM
Tuesday Lo W
Wednezday v e
Thursday Lo W
Friday

Usze Selected for Al

Sample 0.4
e Click OK

Sample 0.5

Sample 0.6

CIVICa
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3.1.2 Attendance Type
Refer to the Online Student Census System - User Guide to determine which students can be
counted in Census.

If a student is not to be counted for Census, change the attendance type for a student in General >
Student Details.

e Click Edit J
e Select the Additional tab

Personal | Family Group  Additional ]Movemenl Hist. l Groups] uol ] Misc. ]Attendance Hist. ] Medical].ﬁ.ctivilies]

Mationality Mot specified | Australian Citizen / In Receipt of Allowance 1
et s Allowance Type | Mot specified
R eligion Catholic = 5 =

Date Amival Australia 154N 1989 Visa Sub Class Mo ~

Firzt Language French ~ \iza Grant Na. ,7 Int, Fee Paying -
Indigenous Status Mat Abariginal ... |« 6 YWiza SC Mo, Expi Date

Study Type o Birth Certificate Seen [ate Checked
Main Lang OTE 5&H  [French - Courtry of Birth fustialia < Passport Sighted [
Pazzport Mumber
Mainly zpeak Englizh at home?
LEOTE Entry O ate 3FEE 2011 Prev. School |MNarthem Territary
Out of State Leave Date Destination ~
Out of Area o Fiecords Sent | [.&ttendance Census - Mot Counted |+ ]
Access Restiction T - oes] [0 Bowd
Entered in SLP Program s n this schoo 2 nareet U
E ducational Suppart Program Terms in other school(z) 0 Exchided O

EAL/D Stage FTE [1.00  Part Time Status am pm n/a Custom

Documented Flan Review D ate
Docurnented Flan forwarded to DCP

Documented Plan Completed
In Care of DCF

Rizk Management Plan

OO0 TROROORO
]

S

e Change the Attendance value to Census-Not Counted
e Click OK

WACensusManualSem1 Jan-20
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To change the attendance type for a number of students go to Admin > Speed Edit.

o Select the Area: Attendance Type

e Find the required students

e Highlight the students who need their attendance type updated

e Select the appropriate New Value

*

Area
IAttendance Type IE‘
| Select Al ” Dezelect Al || Irrveert Selection || Blanks || n's |

Ref. Shudent Mame Yalue Statuz
Ang Il e gl re ]

Hew Yalue Census - Mot Counted L] | o | | Close | | Save

e Click Apply Changes and Save

Warning @

Are you sure you wish to save the modifications?

e Click Yes

CIVICa
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3.2 Indigenous Status

Ensure all students have had the Indigenous Status set. Any student with a value of ‘Not specified’
or blank will need to be updated before census reports can be run.

Acceptable values for Indigenous Status are:

e Aboriginal

Torres Strait Islander

Both Aboriginal & TSI

Not Aboriginal or TSI

Not Stated (use if Indigenous Status is unknown)

Check and update Indigenous Status in Admin > Speed Edit

e Select the Area: Indigenous Status

e Click , Find, Select and Yes

This will load all students on the current roll.

e Click on the Value column header

Students who have not had their Indigenous Status entered will appear at the top of the list.

Speed Edit

Area

| Indigenous Status IE‘ % &h
I Select All “ Deselect All “ Invert Selection ” Blanks “ his I
Fef. Student Mame Walue Statuz
157 Luck, Stevie -
27 Peter, Blake
108 Felley, Raohyn
25 Bravet, Patrick Aboriginal
26 Brown, Oliver Abariginal
24 Murphy, Dale Abariginal
/17 Taylor, Cass Abaoriginal
a18 Brood. Cassie Abariginal
220 Murphy, Carlos Abaoriginal
foiata] Borm, Tanya Abariginal
848 Thorre, Tina Abariginal
18 Bloor, Rebecca Aboriginal
A Luck, Martin Abariginal
131 Lang, Jade Abariginal
832 Dunztan, Jennifer Abariginal
836 Edwarda, Jacob Abariginal
75 Parkey. Lauren Aboriginal
350 Smith, Kane Abariginal
216 Pauley, Candice Abariginal i
[aF. Il | PP - [ S |

Mew Value E‘ [ \/ l I Close ‘ I Save ‘

e Highlight the students with a blank value and the same Indigenous Status
e Select the appropriate New Value for these students

e Click Apply Changes v
e Repeat the last two steps for other students with a blank value and the same Indigenous Status
until all students have an Indigenous Status

WACensusManualSem1 Jan-20
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Speed Edit

Area
IIndigenous Status IZ|
’ Select Al ” Deselect Al ][ Invert Selection ” Blanks ” nds ]
Ref. Student Mame Walua Statug
157 iLuck, Stevie Mot Abarigingl or TS M.
el ke T der ull
108 K.elley, Rohyn Mot Aboriginal or TSI ] L8
28 Brown, Patrick Abonginal
26 Brown, Oliver Abonginal
221 turphy, Dale Abariginal
;7 Taplor, Cass Abonginal
a8 Brood, Cassie Aboriginal
220 Furphy, Carlas Abariginal
255 Born, Tarwa Aboniginal
a4 Thome. Tina Abonginal
18 Bloor, Rebecca Abonginal
7 Luck., Martin Aboriginal
13 Lang, Jade Abonginal
a3z Dunstan, Jennifer Abariginal
836 Edwarda, Jacab Abariginal
rr=) Parkey, Lauren Abanginal
350 Srith, K.ane Aboriginal
a6 Pauley. Candice Abonginal i
Mew Y alue Tarres Strait |slander Iz‘ [ ' J Cloze ] ’ Save
e Click Save
Warning l-"'_]
Are you sure you wish to save the modifications?
| Yes No
e Click Yes
[ ]

Scroll down the list to see if any students have an Indigenous Status of Not specified (Hint:
Clicking on the n/s button will Highlight these students)

CIVICa
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Speed Edit

Area
IIndigenDus Status IZ‘

| Select Al ” Deselect All || Irwert Selection || Blanks || nds

Student Mame Walue Statuz

iLe-Ti, Travis iMoot Aboriginal or TSI : ~
i Lawson, Mark Mat Aboriginal or TSI
Laurertsch, Robert Mot Aboriginal or TSI
Kinnane, Brant Mot Aboriginal or TSI
Laurentz, Jazon Mot Aboriginal or TSI
Laughton, Britt Mat Aboriginal or TSI
Mat Aboriginal or TSI

rI

Luang, Amber Tarres Strait |slander
Lesley, Monique Tores Strait |glander
Carless, Matthew i Torres Strait |slander
Hubble, Regan i Torres Strait |slander
Keane, Sam i Tamres Strait |slander
Lambert, D amien i Tomes Strait |slander
Ducker, Patrick Tores Strait |glander

iLam, Chanara i Torres Strait |slander >

Mew Walue

Repeat the steps above to change the Not specified value to one of the acceptable options

CIVICa
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3.3 Repeating Current Year

Check that all students who are repeating the current year are tagged.

Note: Any students tagged as repeating in 2019 but have progressed to the next year level in
2020 should have the Repeating Current Year tag removed.

Change the repeating flag for an individual student in General >Student Details

e Click Edit J
e Select the Miscellaneous tab

Student Jackie Albert

Perzonal | Family Group].f-‘-.dditional] Movement Hist. ] Groupsl Dl Misc, ]Attendance Hizt. ] Medical]a’-‘«ctivilies]

Dizabilities Information

Dizability | W Dretail |
Other Dizability | W Detail |
Other Disability [ = Detail [

@ Click here far infarmation about the Disability Groups

Immunization D etails

Evidence provided Date Checked |2DEC 2013 Yaccination Schedule |Fu||y Completed

W
Measles Vaccination Diphtheria, Tetanus and Pertussis Waccinations

MMPR (15t dose st 12manths] [ DTPa (Immunisation completed to school entry ]

MMR [2nd dose at 4 pears) DTPa[Year 7) O

Measles Exclusion | D ate of lagt Tetanus vacoination li

Other Infarmation

Rl Wwithdrawn |

Religion Spiritualism W

[ Repeating Current Y'ear O ]

e Check or uncheck Repeating Current Year as required
e Click OK

WACensusManualSem1 Jan-20
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Change the repeating flag for a number of students in Admin > Speed Edit.

Select the Area: **Student UDI Fields**
Select the UDI Field Repeating Current Year

[ ]
e Find the required students

e Highlight the students who need their repeating flag changed
e Check or uncheck New Value as required

Speed Edit
Area D Field
I’“‘ Studert LIDI Fields = = |F|epeating Current ¥ ear |=]
[ Select Al ” LDeselect All ” Invert Selection ][ Blanks ” nds ]

Ref. Student Mame Walue Status

Hew Yalue [ e ] ’ Cloze ] ’ Save
: v
e Click Apply Changes and Save
Warning lﬁ—_J

Are you sure you wish to save the modifications?

e Click Yes

3.4 External Students

Students enrolled at one school, but attending a second school for specific activities, can be placed
on the second school’s External Roll. Typically, students in this situation may be attending for
PEAC or from an Educational Support Centre. A student cannot be on the Current Roll at two
schools.

If you have students in this situation and need assistance to correct the data please call the ICT
Customer Service Centre on 9264 5555 (Metro), 1800 012 828 (Regional) or
Customer.Service.Centre@education.wa.edu.au
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3.5 Specific Data Checks for Form Al

Note: Prior to generating the Al report, make sure that all absences have been entered in the
Lesson Attendance module up to the census date.

3.6 Specific Data Checks for Form B1

If your school is required to provide form B1, complete the following checks:

e All Year 7 students have a valid previous primary school that they attended in 2019.

e All new Year 11 students have a valid previous secondary school entered. The school should
be where the student attended Year 10 in 2019.

Note: Do NOT use Not Specified as a previous school for any students.

Check and enter the previous school details in Admin > Speed Edit.

e Select the Area: Previous School

e Find the students in Years 7 and/or 11 as appropriate
e Click on the Value column header

Students who have not had their previous school entered will appear at the top of the list.

Speed Edit

Area

|F'revious School IE‘
[ Select Al " Deselect All “ Invert Selection ” Blanksz " hi's ]
Ref. Student Mame Walue Statug
280 Pate, Francine -
51 Donner, Liarm
54 Ducker, Patrick =
333 Scholar, Imogen T
336 Scott, Mark
251 Oul, Jael
248 Ozzen, Jane
151 Lively, Micole
111 Kiliny, Tegan
225 Mankivell, Peter Applecross PLS.
221 Furphy, Dale Applecross PLS.
217 Fulromey, Todd Applecross P.5S.
286 Price, Bemard Applecross PL5.
267 Pendlebury, Stacey Applecross PLS.
266 Peel, Pamela Applecross PLS.
265 Pearzson, Tamara Applecross PLS.
261 Paterson, Erin Applecross PS5,
393 Zolter-lbert, Jennifer East Maylands P.5.
45 Defazio, Matthew E azt Maylands P.5. i
A4 | ES - Featbdaidawda ™

MewValue Riwverton P.5. E‘ [ e ] ] [ Save

e Select all students from the same previous school
e Select that school in New Value

v

e Click Apply Changes and Save
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Warning =)

Are you sure you wish to save the modifications?

e Click Yes
e Repeat for other students until they all have a previous school entered

3.7 Specific Data Checks for Form EL1

Refer to Enrol English as an Additional Language or dialect Students

All students participating in an EALD program must have the correct stage entered.
All EALD students must have the following fields addressed:

e An EALD Stage
e County of Birth
e First Language (the first language the student learned to speak)
e Main Language OTE SAH (main language other than English spoken at home)
e LBOTE (language background other than English)
e Mainly Speak English at home (Yes or No checkbox; for no response, check box
must be checked and then unchecked)
e Australian Citizen/Permanent Resident (Yes or No checkbox)
e Visa Sub Class Number
o Enter the three digit visa subclass number
o Enter AC for students with Australian Citizenship
o Children born in Australia with parents that are visa holders generally have the
same visa subclass and visa condition as their parents
o be entered in this field
o Children born in Australia automatically acquire Australian citizenship if at least one
parent is an Australian citizen or permanent resident at the time of the child’s birth
e Visa SC No. Expiry date (if not known, leave blank)
o Date of Arrival to Australia
o If the student is born in Australia, enter the day after their birth date to avoid a
conflict to be shown

Note: The above information must be entered into Integris so that the EALD students
appear on the EL1 Report.
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https://ikon.education.wa.edu.au/-/enrol-english-as-an-additional-language-or-dialect-students

Record this information in General > Student > Details > Additional Information

|:| Student

Current

1A 4/ 01 S¢aagudlEHoeanm

abc
abc

BE&

E=2

Adam Alkitik (2)

Sumame Alkitik:
Firzt Mame Adamn
Other Names
Preferred Mame Adam
Legal Surname Ailkitik
House Red
M ationality Mot specified
R eligion Catholic
| First Language French |

Year9 Form 08.1

Auztralian Citizen / It Receipt of Allowarce

Fermanent Fesiden

- [ ate Ayrival Australia

0

Allowance Type Mot specified
15.J4aN 2011 I Yiza Sub Class Mo, 485 I

Indigenaus Status
Study Tupe

Mot Aboriginal or TSI

Fain Lang OTE 54H French

t ainly zpeak Englizh at home?

LEBOTE

Out of State

Out of Area

Access Festriction

Entered in SLP Program
Documented Plan Completed
In Care of DCP

Rizk Managernent Plan

Search ||

OO0O00OROOE

2

Viza Lrant Nurmber Int. Fee Paying Mo Fees
| Visa SC Mo Expip Date 15 J8N 2021 | Int. Fee Paid To
Birth Certificate Seen Date Checked
I Country of Birth France I Pazzport Sighted |
Pazzpaort Mumber
Entry Date 3FEE 2011 Previous School Morthern Territom
0 Leave Date Destination
Flecords Sent Attendance Current [Single registratio
FTE 1.00
Terms in thiz School 20 Boarder |
Termsz in ather Schoallz] 0 Excluded |

E ducational Support Program I EAL/D Stage 1 I
WET Status Mot aWET Student

Docurnented Plan Review Date
Docurnented Plan forwarded to DCP

® | o |

o0

[&]

EALD students from a limited schooling background must be identified:

General > Student Details > User Defined Information.
Select the UDI Limited School
Enter ‘Yes’ to reflect limited schooling status

I:l Student

Current

> /0 8 enaguwdnBearm

abe
abc

=y

B

Lana Brown (774 )

Year7 Form 07.1

Description
Stat. Dec. sighted
General Motes

| Transport to School

Walue
Mo

Limited 5chool

Tes

Wting

Community Service Completed
Release of Info Individual Swwal
Feleaze of Infio Career Informat
Feleaze of Info Exarm Answers
Exchude frorm SCSA Reporting
Community Service Hours Accr
Community Service Location
Medical records can display ph

C bl |

v mmm b

Search

Mo
Mo
Ha
Mo
Mo
1]

Mo

Hide Blank Entries

L

=)

&

CIVICa
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Enter Limited School information for multiple students in Admin > Speed Edit.

e Select the Area: **Student UDI Fields**
e Select the UDI Field Limited School

e Find the required students

e Highlight the students who need to have this data entered
e Check or uncheck New Value as appropriate

Speed Edit

Area LD Field

| Student LUDI Fields * |=|  [Cimited Schoal =
’ Select Al “ Deselect Al ” Irvert Selection " Blanks “ ni's ]
Ref. Student Mame Walue Status
2 Alkitik, Adamn -
T Brown, Lana
823 Lezley, Codie
310 Fioediger, Craig
388 Wheeler, Margaret

MewValue — [C] [ \/ l [ Close ] [ Save

e Click Apply Changes v and Save
Warning =)

Are you sure you wish to save the modifications?

e Click Yes

3.7.1 EALD Support

If you require additional assistance regarding EALD students please contact:

Email: LiteracyandNumeracy.EALD@education.wa.edu.au
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3.8 Specific Data Checks for Form FF1

The records of all international students must include a three digit Visa Sub Class No and a Date

Arrival Australia.

Disregard the Error Message for Students with these visas
500D, 500E, 500H, 500N, 500P, 500S and 500V.

Students with the following Visa numbers must also have their International Fee Paying Type

recorded.

See the correct values in the table below.

Visa Options

457 Full Fee Paying or Partial Fee Paying
482 Partial Fee Paying or No Fees
485 Partial Fee Paying or No Fees
571 Full Fee Paying or No Fees
573 Partial Fee Paying or No Fees
574 Partial Fee Paying or No Fees
500D No Fees

500E Full Fee Paying

500H Full Fee Paying or No Fees
500N Full Fee Paying

500P Full Fee Paying or No Fees
500S Full Fee Paying or No Fees
500V Full Fee Paying or No Fees

Edit the International Fee Paying Type for individual students in General >Student Details

e Click Edit 4
e Select the Additional tab
e Select the correct value in Int. Fee Paying

Refer to:
Enrolment Of Students From Overseas Schedule; and
Enrolling Students From Overseas

WACensusManualSem1 Jan-20
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http://det.wa.edu.au/policies/redirect/?oid=com.arsdigita.cms.contenttypes.guideline-id-13762571
https://ikon.education.wa.edu.au/-/enrol-students-from-overseas#toc1

Student Bronson Koehler

Pergonal | Family Group Additional lMovement Hist. l Gmupsl (H1n]] ] Mizc. l.ﬁ.ttendance Hist. l Medical].-’-‘«ctivities]

M ationality Mat speciied | w Auwistralian Citizen /
Permanent Resident
Freligion Mizcellaneous ... w

Drate Arival Australia

O In Receipt of Allowance O
Allowance Type LY
Wiza Sub Class Mo, | 457 )

German v
Mot Aboriginal ... | » o
W

First Language \iea Grant Mo, |

Indigenaous Status

Study Type

Ilnt. Fee Paying |F'artia| Fee Paying | I

Wisa 5C Mo. Expiry Date [31 DEC 2017
Birth Certificate Seen

Date Checked

—

MainLang OTE SAH [Geman  Jw] | —ountwefBith Gemany ] Passpot Sighted []
Pazzport Mumber

M ainly speak English at home? O
LBOTE O Entry Date 100CT 2012 Frev. Schoal |
Out of State ] Leave Date Destination |
Out of Area o O RecardsSent | Attendance | Cumert [Single registr... | w
Access Restriction J T (0% ] [ Boad
Entered in SLP Program O] erms in this schoo 21 oarder 1

Termg in other zchool(z) 0 Excluded |
Educational Suppaort Program J K

FTE Fait Time Stab
EAL/D Stage Iz 1.00 art Time Status  am (pm @ nfa ) Custom
Docurnented Plan Completed ] Documented Plan Review Date
In Care of DCP O Documented Plan forwarded to DCP

@ .4 LCancel
e Click OK

Note: All students with Visa Sub Class No 457 and 482 are to have Int. Fee Paying set to

Partial Fee Paying.

3.8.1 Visa Support

If you require additional assistance regarding Visa Sub Class numbers please contact

Schooling Planning: 9264 4322

CIVICa
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WA Census Manual — Semester 1

Generating the Census Reports




4 Generating the Census Reports

Refer to Section 1 for information on installing the WA Census module.

Refer to Section 2 for information on setting your default census information.

Wi, Census
Semester 1
S To access the Semester 1 census reports, click on Semester 1 on the WA Census
. == sidebar.
Semester 2
@ To find out more about a particular form, click once on that form and read the text
Parameters displayed in the panel on the left.
1 Reports for Semester 1 @
Instructions
Produce the statistics far Faorm @ W
A1 -Full and part time students & Form B1
& Form 51

Please keep a hard copy of
Form A1 at the zchool for & Form EL1
auditing purposes.

4.40.00 [05/03/19)

& Form FF1
&% Fomm SC51

Before producing each census report, the system validates the data. If the correct data does not
exist, you will see an error report. This report tells you what you need to fix before running the
report again. See the example below.

In some instances, you will see a warning that tells you about a problem with the data but you will
have the option to continue to generate the report.

WA Census Report Warnings

Date Printed: 14/02/2020

Census Al Census Date: 14/02/2020

Warnings (detailed below) were generated for the listed students and may require consideration or rectification.

Farm 41 Table 1 cannaot be produced until the following data iz rectified
The following students do naot have the indigenous set defined.

- Angus, Sally

- Black, Joel

- Carey, Courtney

- Black, Jenny

The following students have a mizzing Address line 1:

- Longmire, Faghir

<End of Report>
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Al

There are warnings - continue anyway?

To preview and print a report:
e Double click on the required report

Report Destination
Destination lParametersl Page sizesl
I YT
Hlo101
= D i D &8
001011
Frinter Freview S creen Digk Clipbioard Fort
) @ v [
File HT L Fostscript RTF
’ Cancel ] [ Ok

e Select Screen and click OK

Census Infoermation
The following information is required:

Perzan Completing Form

Firzth ame Surnarme]

Date of Census 14/02/2020

Cancel

You will see the default parameters entered earlier.

e Click OK

If you run a report prior to the census date, you will see this message.

Census

Walues may chahge between today and the entered future date.
Continue anpvay?

Yes Mo

If you enter an incorrect census date, you will see this message.

WACensusManualSem1 Jan-20
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Census [t ]

This is not the Census date. Click OK to continue or Cancel to go back and enter
the correct date in Census Parameters,

| OK | [ Cancel

You may also see a reminder message.

Reminder

Prior to generating the A7 report, please ensure all abzences have been entered in the Lesson
Attendance module up to today's census date.

Click OK to continue or Cancel to go back and input the required data,

Cancel

e Click OK to continue

e After previewing the report click to print the report
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4.1 Census Form Al

This report consists of two tables of information containing:
e Part-time secondary students

e Pre-compulsory and full-time primary and secondary students

To view and print Form Al:

e Double click on Form Al icon

Report Destination

Destination lParameters] Pane sizesl

o

Frinter Preview

Disk. Clipboard Fort

File HTHL Pastscript RTF

[ Cancel ] [ oK.

e Select Screen and click OK

Census Information
The fallawing information iz required:

Perzan Completing Form

FirztN ame Surname

Date of Census 14/02/2020

Cancel

You will see the default parameters entered earlier.
e Click OK

You will see a reminder message.

Reminder

Prior to generating the A1 repart, please ensure all abzences have been entered in the Lesszon
Attendance module up to today's census date.

Click DK to continue or Cancel to go back and input the required data.

Cancel

e Click OK to continue or Cancel to go back and enter required data
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If there are no part-time secondary students at your school, you will see this message.

Form A1 Table 1 P

There are no part time secondary students, table 1 will not be produced.

—

e Click OK

This is an example of Table 1. You will see this only if your school has part-time secondary
students.

Al 4567
Bchool Code
DEPARTMENT OF EDUCATION
GOVERNMENT SCHOOLS FIRST SEMESTER STUDENT CENSUS AS AT FEBRUARY 14, 2020
Mamez of School West Coast District High
Tzlephons Number 9412 3456 Parson Complzting Form Firzth ame Surnarme
Table 1: PART-TIME SECONDARY STUDENTS
Education Offica ] Total Part-Time Total Part-Time Non-Aberiginal | Total Part-Time Aboriginal
Laval Usz E Students Students Students
Only X Number FTE Number FIE Number FTE
Year 7 Yo7 X
Year ¥ Yo7 ]
Year ¥ Yo7 F
‘ear 8 02 ®
Year 8 08 b
Year 8 708 F
Year 3 T03 X
Year 9 Y03 ]
Year 9 Y09 F
‘ear 10 710 ®
Year 10 10 b
“ear 10 710 F
Year 11 711 X
Year 11 11 b 1 0& 1 0B
Year 11 11 F 1 n.a 1 0.8
Year 12 712 ®
Year 12 112 b
Year 12 712 F 1 0.& 1 0B
Ungraded Secondany LSE *
Ungraded Secondany USE [
Ungraded Secondary USE F
TOTAL SEC K] 20 K] 20
e After previewing the report click -2 to print it
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e Close @ Table 1

You will see Table 2. (Continues on the next page)

Al 4567
School Code
DEPARTMENT OF EDUCATION
GOVERNMENT SCHOOLS FIRST SEMESTER STUDENT CENSUS AS AT FEBRUARY 14, 2020
Mame of School West Coast District High
Telephone Number 912 5456 Person Completing Form Firzth ame Surname
Table 2: PRE-COMPULSORY AND FULL-TIME PRIMARY AND SECONDARY STUDENTS
Education Office | 8| Total | Total Non- Total Repeating |Continuvous Unrasclved Absence
: Students Aboriginal Aboriginal
x Students Students

Kindergarten 504 =
F.indergarten 504 b
K.indergarten 504 F 2
K.indergarten 506 =
K.indergarten 506 b 1 1
K.indergarten 506 F
Pre-Primany 510 =
Pre-Primany 510 b 1
Pre-Primany 510 F
ear 1 YO =
ear 1 Al 14
ear 1 Al F 1
Year 2 o2 #
Year 2 o2 14 7
ear 2 v02 F 11 2
Year 3 03 #
Year 3 03 14
Year 3 03 F
ear 4 w04 #
Year 4 o4 | 1
Year 4 o4 F 1
Year & 05 bt
Year & 05 | 1
Year & 05 F 2
Year B YOE bt
Year B YOE | 7 g 1 7 g 1
YVear B hs F 5 4 1 5 4 1
Ungraded Primary UFR "
Unaraded Primary UFR &
Unaraded Primary UFR F
Year 7 Yo7 ®
Year 7 Yo7 b4 a0 26
Year 7 Yoy F 29 24
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Al

DEPARTMENT OF EDUCATION
GOVERNMENT SCHOOLS FIRST SEMESTER STUDENT CENSUS AS AT FEBRUARY 14, 2020

4567

School Code

Mame of School West Coast District High
Tzlzphons Numbsr 9412 3456 Pzrson Complating Form FirztM ame Surname
Education Office | 8| Total | Total Non- Total Repeating | Continvevs Unreselved Absence
5 Studants Aboriginal Aboriginal
% Students Btudents
Year 8 YO8 ®
Year 8 o2 I 59 55 1 1
Year 8 YO8 F 49 46
Year 3 09 ><.'
Year 3 O3 ] 40 M 1
Year 3 09 F 29 28 1
Year 10 10 ®
Year 10 10 I 27 26 1 1 1
Year 10 10 F K 33 5
Year 11 11 ><.'
Year 11 11 L] 3 32
Year 11 11 F 28 25
Year12 12 X
Year 12 12 b 36 32 4
Year12 12 F 27 26 1
Unagraded Secondary IISE =
Ungraded Secandary IISE [
Unagraded Secondary IISE F
Mat Specified *
Mot Specified [
Mot Specified F
TOTAL SCH B2d 478 48 14 11 3

Ungraded Primary and Secondary year levels are no longer valid (except for Canning

College).

e After previewing the report Click

=]

to print it

CIVICa
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4.2 Census Form B1

This form consists of two tables of information containing:
e The number of full-time Year 7 students from each intake source
e The number of full-time Year 11 students from each intake source

Before running this report, you must complete the data checks described in Section 3.6.

To view and print Form B1:
e Double click on Form B1 icon

Report Destination

Destination lF'alametersl Page sizesl

=

Frinter Preview

Dizk Clipboard Port

File HT L Fostscript RTF

[ Cancel ] [ oK

e Select Screen and click OK

Census Information
The following information is required:

Person Completing Form

Firstiame Surname]

Date of Census 140242020

Cancel

You will see the default parameters entered earlier.

e Click OK

Select Intake Year

Select the Intake Year for Table T |7 >

Cancel

e Select the correct intake year for Table 1.

Note: Table 2 always returns data on Year 11 students.

e Click OK

CIVICa
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A Warning Report may appear if Year 7 students do not have a Previous School.

WA Census Report Warnings
Date Printed: 14/02/2020
Census B1 Census Date: 14/02/2020
The following conditions must be rectified before this report can be printed.
The following year 7 students do not have a previous zchool:
- Baverstock, Adrian
- Farmer, Frystle
- Ramzden, Suzan
This is an example of Table 1.
B1 4567
School Code
DEPARTMENT OF EDUCATION
GOVERNMENT SCHOOLS FIRST SEMESTER STUDENT CENSUS AS AT FEBRUARY 14, 2020
STUDENT INTAKE SOURCES - YEARS 7 AND 11
Name of School West Coast District High
Telsphons Number 9412 3456 Person Complating Form FirstMame Sumame
Table 1: Number of Full-Time Year 7 Students from each intake source
Intale= Sovres Humber of Year 7 Students
Intake Source (3chool Cods) Male Female
A Students Repeating Year 7
Students Repeating Vear | RPT | |
B Year 7 Intake from All WA Schools
Adam Road P8 (South Bunbury) | | 1 [
Aftenswood B3, (Graenwood) | | 1 | !
AshAsld PS. | | 1 |
E Busselton B3, 1
Nullagine P.5. 1
Wast Coast Dhstrict Hizgh School 4567 30 28
E Entries
C Imtersiate
Intarstate | | |
I Owerseas (Total)
Owarseas (Total) | OSEA | |
E Other Sources
Other Sources | omm | |
Total FULL-TIME Year 7 Students 35 30
e After previewing the report click to print it

e Close @ Table 1

You will now see Table 2.

CIVICa
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B1 4567
School Code
DEPARTMENT OF EDUCATION
GOVERNMENT SCHOOLS FIRST SEMESTER STUDENT CENSUS AS AT FEBRUARY 14, 2020
STUDENT INTAKE SOURCES - YEARS 7 AND 11
Name of School West Coast District High
Telephone Number 9472 3456 Person Comgpleting Form FirstM arme Surhame
Table 2: Number of Full-Time Year 11 Students from each intake zource
Intake Source Number of Year 11 Students
Intake Source (3chool Code) Male Famale
A Students Repeating Year 11
Students Repeating Yaar | RPT |
B Year 11 Intake from this school
Weast Coast Distriet High School 4567 36 | 28
C  Year 1] Intake from All WA Schools
Albeny SHS. 4001 1 | 1
1 Entries | |
D Interstate
Interstate | |
E Overseas (Total)
Orverzeas (Total) | OSEA |
F Other Sources
Other Souress [oTER |
Total FULL-TIME Year 11 Students 37 29
After previewing the report click to print it

CIVICa
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4.3 Census Form CS1

This form provides one table that includes the details of pre-compulsory and primary classes.

To view and print Form CS1:

e Double click on Form CS1 icon

Report Destination
Destination lF‘alametersl Fage sizesl
L_fzoag]
a0l
= D Tt D g
001011
Printer Freview S Dizk. Clipbaard Fort
) @ v |
File HTHL Postzonpt RTF
[ Cancel ] [ Ok
e Select Screen and click OK
The fallawing information is required:
Person Completing Form | Firsth ame Sumame
Date of Censuz 140242020
Cancel

You will see the default parameters entered earlier.

e Click OK

Reminder

Click OK to continue.

Columns TTI (b), Class Type (g), Table 2 and Home Economics FTE (g) must be
completed manually on the printed report C51 before submitting this form.

Note: Ignore instructions to enter data manually on the form.

Click OK if this message appears

CIVICa
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This is an example of CS1, page 1 and 2.

CS1 4567

School Cods
DEPARTMENT OF EDUCATION
GOVERNMENT SCHOOLS FIRST SEMESTER STUDENT CENSUS AS AT FEBRUARY 14, 2020
Name of School West Coast District High
Telephons Number 9412 3456 Parson Completing Form FirstMame Surmame
Precompulsory and primary class details
Table 1 - CLASSES AT THIS SCHOOL
Teacher Name/s Class Tl Year Level (c) Total in Class
[surname,initials) Identifier this K P olYra|¥r2|¥r3|Yrd|¥rs|Yre | ¥Yris Class Type
(a) class| g (e}
(b}
b auwell,5 kAP 13 | 22
. Faar 1 E g
ASwindon, T Roam 2 14 14
. Room 3 1 11
Garden.J Room 4 14 14
wagher L Rioam 5 14 14
FPayne P Fioaom 6 12 12
School Total (f)

PLEASE INDICATE ANY KINDERGARTEN OR HOME ECONOMICS FTE (g)
PRE-PRIMARY CLASSES (EXCLUDING COMMUNITY
KINDERGARTENS) THAT ARE HELD OFF SITE {g). (Only relevant to District High Schools)

Table 2 What is the total amount of FTE allocated to Home
Teacher Mame/s Class ldentifier Economics teaching, in your school?
(surname,initial) (a)

CS1 4567

2chool Code

DEPARTMENT OF EDUCATION
GOVERNMENT SCHOOLS FIRST SEMESTER STUDENT CENSUS AS AT FEBRUARY 14, 2020

Name of School West Coast District High
Telephone Number 9412 3456 Pearson Complating Form Firsth ame Surnarne
Notes:

(a) CLASSIDENTIFIER - Use your schools particular method for identifying a class or form eg room number.

(b} TOTAL TEACHER INPUT (TTI) THIS CLASS (to one decimal place) - For most classes Total Teacher Input (TTI) would be
equal to 1.0. Exceptions to this arise when two or more teachers are simultaneously in front of the class atthe same
time (Class types TE and MT below). In such cases, the TTl would be greater than 1.0.

(d) KINDERGARTEN STUDENTS - Each Kindergarten group has aTTl=05.

(e} CLASS TYPE- See table below

Class Types Explanation Class Types Explanation

ST (Straight Class) | Class consists of one yvear level only with ene TA (Tandem Straight | Class consists of one year level only with more
teacher (TT1=1.0} Class) than one teacher jobsharing (TTi=1.0})

WX (Mixed Class) Class consists of more than one year level with  ||TX (Tandem Mixed Class consists of more than one year level with
one teacher (TTI=1.0} Class) more than one teacher jebsharing (TTl=1.0)

TE (Team Class) Class consists of one Primary vear level with a MT (Mixed Team Class consists of more than one year level with a
team of 2 or more teachers working together in Class) team of 2 or more teachers working together in
the classroom (TTI=1.0) the clazzroom (TTE=1.0)

RI (Rural Integratien | Class consists of 3 or more year levels, at least

Program) one of which is either K or P (TTI=1.0}

=]

After previewing the report click to print it
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4.4 Census Form EL1

This report provides one table that includes the details of EALD students. Complete the data
checks in Section 3.7.

To view Census Form EL1:

Double click on the Form EL1 icon

Choose Screen as the report destination to view the report before printing
Click OK

View default information entered in Parameters and Click OK

Select Screen and click OK

-

The fallawing information iz required:

Perzon Completing Form |FirstName SLrmame

Date of Census 14/02/2020

Cancel

e Click OK
EL1 Warning Report

Where data may require rectification the Warning Report will display.

WA Census Report Warnings
Date Printed: 14/02/2020
Census EL1 Census Date: 14/02/2020

Warnings (detailed below) were generated for the listed students and may require consideration or rectification.

The fallowing students were not barn in Australia and their Date OF Arival iz blank but are marked as Pemanent Residents.

- K.oehler, Bronzon
- Koehler, Janele

The following students were not born in Australia, have a blank VWiza Subclags number but are marked as Permanent Residents.
- K.oehler, Bronzon

- Koehler, Janelle

<End of Reports

e Closing the Report will display the following message

EL1

There were warnings - continue anyway?

Yes Mo

e Click Yes to continue to Print the Report
e Click No to exit

WACensusManualSem1 Jan-20
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A data check Reminder screen will be displayed. If the required data has been entered click OK to
continue. If additional data needs to be added click cancel and input the required data.

Reminder

I order to generate the ESL student profile sheet pleaze ensure the following data has been entered for
ESL students prior to the generation of the repart:

e Vizga Subclazs Mumber
e Country of Birth

e Date of Armival in Australia

e Main Lang OTE SAH [Main Language Other Than English Spoken at Home]

e Previous School Attended
¢ Home Suburb

& “Year Group

e ESLstagel12or3

e Student LD - Limited S chool

Click OK to continue or Cancel to go back and input the required data.

Click OK or Cancel to go back and enter required data

There is an example of EL1 below.

Cancel

EL1

4567

School Code

DEPARTMENT OF EDUCATICON

GOVERNMENT SCHOOLS FIRST SEMESTER STUDENT CENSUS AS AT FEBRUARY 14, 2020

ENGLISH AS AN ADDITIONAL LANGUAGE/DIALECT (EAL/D): PROGRAM COUNT DATA RETURN

Mame of 3chool  West Coast District High

Tslephons Number 3412 3456 Person Complsting Form  FirstName Surname

Table 1: EAL/D STUDENT PROFILE SHEET- (PROGRAM COUNT)

= _
M Date of @ Country Date of Languags Previous 'g' Home Lo ey
OR|  Birth HE Of Birth Asrivalin Spoken at School | § 3 Suburb L
Surname Given Name F |(DDADLYY) | m _§ E Australia Home Aftended | E 2 3| B
= a8 > |in 5
Chum Mora F 304005 China [excludes. .. APR 2014 | Mandarin OTHR M | PINEYw0O... E 2
De Jong Sebastian | 03/020 Brazil DEC 2007 |Fortuguese M [FINEY WO, 2 2
De A amiel ola F 050209 Brazl DECZ0TE |Fortuguese 1272 M [FINEY WO, 3 2z
Desilva Haley ] 2TAZ08 Brazl JAMZ0TT | Portuguese 1272 M [FINEY WO, ] 2z
Em Brenton ] 7B Germany M&Y 2072 [German M [FINEY WO, 3 2z
Farmer Friztof | 170608 Germarny JON 2007 [German HEW M [FINEY WO, ] 2
Janeic Fasmi [2] 05/02/09 Croatia May 2012 | Croatian W PINEY wi... 3 2
Jones razeed ] 05T Equpt JOM 2074 [ Arabic [incl.. M [FINEY WO, T 2z
F.oehler Bronzon ] 03004 Germany DECZIE |German ARET M [FINEY WO, 7 2z
Brabazon Ay F 170803 Fomania JON 2007 [Romanian M [CEEDERVI... ] ]
Eusuttil Sacha F 08/01/03 Spain M&Y 2012 [Spanish 5380 M [DALKEITH E] 3
Drazic Eleni F 13702702 Ukraine FEE 2074 [Ukrainian W |FERTH 10 3
Tkering Stevie |z T40E00 Sweden JOW 2077 [Swedish 2] FREMANTLE 12 3
Fafter Brad |2l 237702 Sudan SEF 2074 [Sudanese W | SORIACT E] 3
F.oehler Janelle F 231702 Germarny DEC Z0TE | German N [ JOLIMONT ] ]
Moor Fhalid ] 077,00 Equpt JOM 2008 [ Arabic [incl.. M |CEEDERVT... 11 3
TOTAL NUMBER OF STUDENTS IN PROGRAM: 16
e After previewing the report click to print it

Note: Retain the printed report for your school records. Students missing from this report
will generally be students born in Australia that require ‘AC’ entered in the Visa Sub Class
field. Refer to data checks in Section 3.7.
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45 Census Form FF1
This report produces the International Fee Paying Data Check.

To view and print report:
e Double click on Form FF1 icon.

Report Destination
Destination lF'alametersl Page sizesl
I YT
Hlo101
e D T D 8
001011
Printer Preview S Dizk Clipboard Port
) @ v 4
File HT L Fostscript RTF
[ Cancel ] [ Ok

e Select Screen and click OK

The following information is required:

Person Completing Form |FirstName Sumame

Date of Censuz 140222020
Cancel
e Click OK
Reminder | = |

The Visa Subclass number needs to be entered in student details, additional
information

prior to running this report.

Click OK to continue or Cancel to go back and enter the data.

| ok || cancel |

e Click OK or Cancel to go back and enter required data

There is an example of FF1 International Fee Paying Data Check on the next page.

CIVICa
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FF1 International Fee Paying Check 4567

School Code
International Fee Paying Check
Please check the students listed below have the correct International Fee Paying Type.
Student Name Student Reference Visa Subclass Number International Fee Paying

Note for Visa 457: The options for this Visa sub class number are Full Fee Paying or Partial Fee Paying. Please confirm the
following students have the correct International Fee Paying Type.

De Jong, Sebastian 796 457 Full Fee Paying
De Mamiel, Zola a10 457 Partial Fee Paving
Student Hame Student Reference Visa Subclass Humber International Fee Paying

Note for Visa 571: The options for this visa sub class number are Full Fee Paying or No Fees. Please confirm the following
students have the correct International Fee Paying Type:

Deszilva, Haley 830 57 Mo Fees

All Students with a Visa Sub Class Number

Please check the students listed below have the correct Visa Sub Class Number and International Fee Paying status
selected.

Student Name Student Reference Visa Subclass Number International Fee Paying
De Jong, Sebastian 736 457 Full Fee Paying

De Mamiel, Zola 210 457 Partial Fee Paying

Churn, Mora B2 470 Partial Fee Paving

Erm, Brenton 753 570 Partial Fee Paying

Deszilva, Haley 830 | Mo Fees

Total students with a Visa Sub Class Number: 5

Note: If no students have a Visa Sub Class number, the FF1 check report will not be
produced.

=]

You may print the report by selecting the Print icon
Close the report @ and view the message

Form FF1 Data Check

Please ensure all students have the correct Visa Sub Class Mumber,
Any changes made will be processed overnight and populated into the
Student Census Systemn on the following day.

Click OK to close the message box and return to the Semester 1 Census Reports menu
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4.6 Census Form SCS1

This report provides class size data for English, Science and Maths for Years 7, 8, 9 and 10.

If your school uses the timetabling module, this data is automatically produced from the timetable
for the current time slice. If your school does not use the timetabling module, refer to the Online
Student Census System - User Guide for instructions on how to upload or enter your data.

To preview the Form SCS1.:

e Double click on Form SCS1 icon

Form SC51 | |

Do you use the Timetabling module?

If your school uses the Timetable module:
e Click Yes

Report Destination

Destination lF‘alametelsl Page sizesl

o O

CHTaeT
P10
Lolooo «:—-EI
110100
o111

Frinter Preview S creen Digk Clipboard Port
] @ ps |4
File HTHL Pastscript RTF

e Select Screen and click OK

.

The following information iz required:

Person Completing Farm |Fir$tName Surmame

Date of Census 140242020

Cancel

You will see the default parameters entered earlier.

e Click OK
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Note: Ignore instructions to enter data manually on the form.

SCS1 4567

School Code

DEPARTMENT OF EDUCATION
GOVERNMENT SCHOOLS FIRST SEMESTER STUDENT CENSUS AS AT FEBRUARY 15, 2020
YEART, 8, 9 and 10 CLASS DETAILS

Name of School West Coast District High
Telephone Number 9412 3456 Parson Completing Form FirstMame Surname
NOTES:

[c) TTI this class - (TOTAL TEACHER INPUT THIS CLASS to one decimal placeg). This will normalty be expected to egual 1.0 except
for the Team Class options (class types ST,OT and OT) where the TTl would be greater than 1.0.
(&) CLASS TYPE - see table below:

CLASSTYPES |EXPLAMNATION CLASSTYPES |EXPLANATION
S (Single ear Class consists of one year level only (Year 7, 8, ||DT (Dual ¥ear, Class consists of more than one year level (years 7, 8, 9
Class) S or 10), with TTI=1.0 Team Class) and 10 onhy}, with TTE=1.0

ST (Single Year |Class censists of one vear level only (Year 7, 8, ||O (Other Years |Class consists of one, two or three year levels (from vYear

Team Class) 9 or 10), with TTl=1.0 Clazs) 7, 8,9 and 10 only) together with any other year levels,
and TTi=1.0

D (Dual "ear Class consists of more than one year level (from|{OT (Other Years, | Class consists of one, two or three yvear levels (from Year

Class) “ears 7, 8, 9 and 10 only} with TTI=1.0 Team Class) 7, 8,9 and 10 only) together with any other year levels,
and TTi=1.0

HOME ECONOMICS TEACHER FTE

What iz the total amount of FTE allocated for Home Economics teaching at your school?

YEAR 7, 8,9 and 10 ENGLISH CLASSES AT THIS SCHOOL AS AT FEB 14, 2020

Teacher Mame(s) Class TTlthis oar Leval @ Class |Class

Surname, Initial @ dentiier® | class® T 77 T vz | ves | vrio 1 vr 1t Total  |Type™
and and
below above

Briga.) 10ENG_1 23 23

Alan,T T0EMG_2 21 21

Calvin,J TOEMG_3 21 21

Abbott E TEng_1 29 29

Alan,T TEng_2 30 an

Best,C SEMG_1 27 27

Abbott E SEMG_2 27 27

D avids SEMG_3 27 27

Best,C SEMG_4 26 26

Best,C 9Eng_1 23 23

Abbott E 9Eng_Z 21 21

Alan,T 9Eng_3 24 24
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YEAR 7, 8,9 and 10 SCIENCE CLASSES AT THIS SCHOOL AS AT FEB 15 2020

Teacher Mame(s) Class TTl this Yoar Leve] ™ Class |Class

Surnarme, Initial @ dentifier ® | class® S5 T ve7 1 vra | vro | vrio 1 vrit Total  |Type®™
and and
below above

Halter K. 105C1_1 23 23

Henry 5 105C1_2 21 21

Duke,T 105C1_3 21 21

Halter K. 751 29 29

Hind,F TS 2 a0 a0

Stevenz 5 25011 27 27

Stevens.S 501 _2 27 &7

Duke,T a5C1_3 26 26

Hind,F 501 _4 27 &7

Creed M 35ci_1 23 23

Creed M 9Sci 2 23 23

Cormer,5 9Sci 3 22 22

YEAR 7, 8,9 and 10 MATHEMATICS CLASSES AT THIS SCHOOL AS AT FEB 15 2020

Teacher Mame(s) Class TTl this oar Leval ™ Class |Class
Surnama, Initial & entiier® | class® [T oare T vez 1 vre 1 vre | veto | vt Total  |Type®
and and
below above
Heaven,T 100 ath_1 23 23
Heaven,T 10k ath_2 21 21
Henrg,5 10k ath_3 21 21
Ingris,L Fhdathe 1 29 29
Halliz,C Phd aths_2 30 30
Cormer,5 Bhdath_1 27 27
Halter k. Bk ath_2 27 er
Halliz,C B ath_3 27 2
Ingriz L Bhd ath_4 26 26
Heaven,T Sdath_1 22 22
Henm5 dath_2 23 23
Hind F I ath_3 23 23

After previewing the report:

=]

e Click

to print it

Note: Ignore instructions to enter data manually on the form.
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5 Frequently Asked Questions

How do | know | am using the latest version of the WA Census module?

Check the version number and build date on the panel that you see after selecting Semester 1
reports.

[ Reports for Semester 1 @
Instructions
I the right hand panel, there are & Fomal
a number of icons with & Fom B1
descriptive tithes showing which
functions are available. @ Fom C51
&% Form EL1
In order to start a funchion,
pleaze double click on the & Fom FF1

required icon. &% Form SCS1

Click once on the icon ta view
mare information o that
function.

4.40.00 [05/09/19)

Alternatively go to the Top Toolbar > Help > System Information and locate CENSUSWA in the

list. You can see the version number in the Version column. The correct version of the Semester
1, 2020 WA Census Module is 4.40.00 or higher.

| £2
Software
Application CAKEYSUMTEGRISSEIMYWCORE.LEBR
Version W7.09.80 - 12th August 2013
Data CAKEYSAMTEGRIS\RMDBATRGDATA 1MNTEGRIS.DF
Runtime 3336
Wersion Path Size
{7.04.00(1111416) {CAKEYSAUNTEGRISSRINYCEDS LER { 3328000 ~
440,00 (05, El WMTEGRISYBIMSCENS ! I
izoasonz/ 9] : 4MTEGRIS4BIMSCORE.
COREDATA  :7.09.80(12/08/19) (CAKEYSANTEGRISWSTARTUPNCOREDATALBS §972800
CORERLUS (69810 16/07/13) {CAKEYSANTEGRISSBINYCOREPLUS LBR : 460800
COVER 1.14.06 (12/08/2019) {CAKEYSANTEGRISABINYCOVER. LER (2078720
EDWAREPS  (7.09.80(12/08/19) {CAKEYSANTEGRISSBINSEDWAREPS.LER {1EE3Z0 .
ChAh b ACTUC ™ P49 O M0 M0 o AV CWACAVIRITEZDICADIRAC W ARCTUCH | DD 4 FNRCT
£ >
Hardware
Machine M5 Windows Pentium Processar
Screen 1E80x1050
Printer DocuCentre-IYV C2263 Nel3:
Free Memory 2147483646
Cloze

If you do not have the correct version of WA Census, contact the ICT Customer Service Centre on
Metro 9264 5555 or Country 1800 012 828.
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The number of students shown on the census form is more than the number | have on the
current roll. What is wrong?

If you have more students on the census than you have on the current roll, it is most likely to be
because a student on the Former roll has an Entry and Leave Date combination that shows them
at the school on the census date.

To check:

Go to General > Student Information
Select the Former roll

|:| Student

Farrner |z|

#h

Click

On the Dates tab, enter a From Leaving Date that is equal to the census date

Student Search

L= REV .
Generall Parameters Dates la’-‘«ddress] Dtherl (Wn]] ] T Selsf[ﬁohortsl
| Date of birth range “ | o |
Birthday [Day, Month, Year) |--n.-’s-- ~ |
Fram To
Entry D ate |

|
Leaving Date [14 FEE 2020 |
Date Checked | |

|

Documented Plan |
forwarded to DCF Date

Documented Plan Review Date | |
(C) Mot In Care of DCP () Mot Documented Plan Completed
() I Care of DCP () Documented Plan Completed
(®) Either (®) Either

[ Show Inactive Parameters in Dropdown Lists Close

Leave the To column blank
Click Find

This search will find any former roll student who left on or the census day. These students will be
counted for census purposes. To not count a student, enter a leave date that is before the census
day.

The number of students shown on the census form is less than the number | have on the
current roll. What is wrong?

If you have fewer students on the census than you have on the current roll, there are four possible
explanations:

1. A student (or perhaps several students) on the current roll have a starting date after the census
date. Such students quite correctly are not being included in the census reports.
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To check:
e Go to General > Student Information
e Select the Current roll

|:| Student

Current |E|

e Click i

e On the Dates tab, enter a From Entry Date that is after the census day.

Student Search
L = RV
Generall Parameters Dates lf—\ddressl Dtherl [H]n]} l T Sets;"thorts]
[Date of birth range " [ oo |
Bitthday (Day, Maorth, Year] [z vl |
Fram To
Eritry Date [15 FEB 2020 [
Leaving Date | |
Date Checked | |

Documented Plan | |
forwarded ta DCP Date

Dacumented Plan Feview Date | |
()Mot In Care of DCP () Mot Documented Plan Completed
(O In Care of DCP () Dacumented Plan Completed
(®) Either (@) Either

[] Shaw Inactive Parameters in Dropdawn Lists Find Close

e |eave the To column blank
e Click Find

The search will find any current roll student who has an entry date after the census day. If the
entry dates for any of these students are incorrect, and the students are to be counted, edit the

date.

2. A current roll student has a leaving date before the census date.

To check:
e Go to General > Student Information
e Select the Current roll

|:| Student

Current |E|

e Click

e On the Dates tab, enter a From Leaving Date that is before the census day.
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Student Search
=N

Generall Parameters Dates |Address| Dtherl i I T SetsHEDhortsl

IDate of birth range v | ta |

Birthday [D'ay, Month, ¥ear) I— |--na’s-- e |
Fram Ta
Entry D ate | |
Leaving Date |13 FEE 2020 |
D ate Checked

Documented Plan
forwarded to DCF Date I I

Documented Plan Review Date | |
()Mot In Care of DCP () Mot Documented Plan Completed
() In Care of DCP () Diocumented Plan Completed
(®) Either (®) Either

[] Show Inactive Parameters in Dropdown Lists Find Close

e |eave the To column blank
e Click Find

The search will find any current roll student with a leaving date before the census day. If the
details are correct for any students, move them to the former roll. If the leave dates for any
students found are incorrect, you will need to edit them.

3. Current roll students in Years 11 or 12 have an attendance type of Participation List, which
removes them from the Census.

4. Students have an attendance type of Census - Not Counted that removes them from the
Census.

IMPORTANT

The census system is a two part process which consists of:

1. Updating student data in Integris (then waiting overnight for
processing).

2. Logging on to the on-line Student Census system to enter any
additional information and to sign off school data.

Go to: www.det.wa.edu.au/schoolinformation and navigate to Public
Schools which contain all links to manuals and instructions.

For any queries regarding census requirements, please log a call with the
Customer Service Centre (CSC): Metro callers 9264 5555; Regional callers

1800 012828; or email customer.service.centre@education.wa.edu.au

WACensusManualSem1 Jan-20
ClviCa Page 5-5

© 2020 Civica Pty Ltd


http://www.det.wa.edu.au/schoolinformation
mailto:customer.service.centre@education.wa.edu.au

WA Census Manual — Semester 1

Support




6 Support

6.1 Customer Service Centre

If you require additional assistance completing Census requirements, please log a call with the ICT
Customer Service Centre (CSC) on 9264 5555 (Metro), 1800 012 828 (Regional) or email
customer.service.centre@education.wa.edu.au
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