GUIDE FOR COMPLETION OF 

SHEFFIELD OUT OF SCHOOL NETWORK WORKFORCE PROFILE
The information entered on this form contributes to an accurate workforce profile for the city. This is used to help allocate funding, e.g. Transformation Fund, to ensure that there is sufficient training provision. It also monitors progress made in upskilling the Early Years workforce, a key national government agenda.

Please inform us of all members of staff that are currently employed by your provision or have left since the last Workforce Profile.  Only include staff that are directly involved in working with children and ensure all fields are completed.

· Personal Information.  This is needed to identify each member of staff individually and is essential so that we can provide accurate statistics and comply with the Data Protection Act (see also paragraph below).  Please ensure the name and date of birth for each member of staff is correct.  Also include their home address and their full postcode in the postcode field. (Postcode Information Line 08457 111 222). 

· In the column marked Ethnicity please indicate the ethnicity of each member of staff at your provision.  It is important that we collect this ethnicity data in order to ensure that we are providing an inclusive service to the whole community.  For information on ethnicity codes please see the attached document entitled LA Ethnicity codes. 

· Role.  This should be either  M, C, or S, for Manager, Co-ordinator or Staff.

· QTS or EYPS.  Please indicate if the member of staff has Qualified Teacher Status or Early Years Professional Status, by entering Q or E and the date of achievement, where appropriate.

The information collected in these forms will be used in compliance with the Data Protection Act 1998.  The information is being collected by SCC Early Years Service & OSN to monitor DCSF targets and to help in the planning process.  The information will also be used to provide statistics for various documents.  All data for documents will be aggregated ensuring no individual can be identified.

Please return these forms by             to:

Sheffield Out of School Network

6-8 Meetinghouse Lane, 
Sheffield 
S1 2DP
Or Email info@osn.org.uk 


