Frequently Asked Questions for non-Hampshire Schools
These FAQs have been produced to support the request for information on Hampshire’s children in care attending non-Hampshire schools. 

	Question
	Solution

	We have received a “pack” of information we do not have any Hampshire children.
	Contact the Data Collection Team who will be able to help (01962 845464 or email dqc.team@hants.gov.uk)

	We have pressed the “Save To Export File” button and we cannot find the .csv file.
	It will be in 1 of 2 places – either the same folder where the original spreadsheet is OR in your “My Documents” folder.

	We have forgotten the password we were given to use to encrypt their file.
	Contact the Data Collection Team who will be able to help (01962 845464 or email dqc.team@hants.gov.uk)

	What are the enumeration dates and when do the files have be sent back.
	The information is published on Hantsweb http://www3.hants.gov.uk/education/schools/cicdatatracking.htm

	Do we (non-HCC schools) need to fill in these spreadsheets for all our children in care?
	No, it’s only the Hampshire Children In Care that these spreadsheets apply to.

	We have lost the “blank” spreadsheets.
	They can be re-downloaded from Hantsweb http://www3.hants.gov.uk/education/schools/cicdatatracking.htm

	We have a Key Stage 2 child working at a Key Stage 1 level – which spreadsheet should we use?
	The spreadsheet to be used should correspond age at which the child is working – therefore in this case you should use the KS1 spreadsheet.

	We are trying to enter a value into a cell and getting an error message saying “The value you entered is not valid”
	Most of the cells are restricted and will only allow values that correspond to the item. Appendix 1 in the documentation details the values that must be used. If this still does not seem right, contact the IT Help Desk who will be able to help (01962 847007 or email ithelp@hants.gov.uk)

	The child I’m entering information for is working below P4 level and this information is not relevant.
	That’s OK – just answer YES to the question that asks “Is the child statemented and the system generated expectations unsuitable?” and fill in as much as you can.

	How have you calculated the values in the green and yellow fields – I think they are wrong. 
	The documentation (in section 4.15) shows how the calculations have been made. If you still believes this is incorrect contact the IT Help Desk who will be able to help (01962 847007 or email ithelp@hants.gov.uk)

	How do I encrypt the file before I send it?
	Instructions for using WinZip and encrypting are included in the documentation – which is also published on Hantsweb http://www3.hants.gov.uk/education/schools/cicdatatracking.htm

	Why can’t I just email you the file without encrypting it.
	This file contains personal data and therefore must be encrypted before it is sent over the internet (via email)
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