
 
 
 

 
 
 
 
 
 
 
 
 

Guide to using SIMS Data to populate the 
Ethnic Minority Achievement Plan 

 



Ethnic Minority Achievement Plan (Appendix to the School Improvement Plan) 
Minority Ethnic Pupils 

for academic year 20   / 20  
                                        
 

Local Authority  Head Teacher  
School  EMA Leader  
Date Agreed  EMAS Link  
Plan drawn up by  

 
School Profile – Data 

 
Total number of pupils in the school 
 

A Total number of minority ethnic pupils in the school B 

Numbers by ethnicity (use ethnic codes) 
C 
 

First language other than English (with pupil numbers) 
D 

 
Number of racist incidents reported  within the last 12 months 
(South Glos schools should use Sentinel reports for this indicator) 
 

 Number of BME pupils with SEN E 

Number of BME pupils on intervention programmes 
 

 Number of BME pupils on the Gifted and Talented register 
 

F 

Attainment:  Number of BME pupils above national expectations 
 

G Attainment:  Number of BME pupils below national expectations 
 

H 

Progress::  Number of BME pupils on track for national 
expectations   

J     

Attendance: Number of BME pupils who fall below 90% 
attendance      
 

K Behaviour: Number of BME pupils with behavioural concerns             
 

 

Exclusions: Total number of fixed-term and permanent 
exclusions during the last school year: 
 

L Exclusions: Total number of fixed-term and permanent exclusions 
for BME pupils during the last school year: 
 

M 
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Ethnic Minority Achievement Plan (Appendix to the School Improvement Plan) 
 
This document provides guidance to schools in using the SIMS data system in the 
completion of their Ethnic Minority Achievement Plan with EMAS.  This plan asks for 
certain school specific data related to your pupils. 
 
To help you gather this information, a help-sheet has been provided to assist you in 
populating the report with data held in your SIMS database.  
 
There is guidance for each section of data required, labelled A, B, C etc, that your 
SIMS can provide. The reports will only run after you have imported the SIMS report 
definitions as described in the APPENDIX of this document. 
 
Each collected item of data should be written or copied (using Copy & Paste in 
Windows) onto your Ethnic Minority Achievement Plan proforma. 
 
Some advice in this document e.g. in the area of Assessment will only work in South 
Gloucestershire schools using our IMS Assessment trackers. Other Local 
Authorities/Schools will have their own methods of tracking which they should use to 
fill in the relevant sections of the form.  
 



Page 2 of 22 
 

 

Make sure you have ticks placed in 
BOTH Accept All boxes 

Place tick here too 

Click OK 

In SIMS go to Reports|Run Report 

Click the + sign by Focus and then click Student 

Scroll down and double-click the report 
Ethnic/Cultural Analysis for EMAS 
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You should then see a screen similar to that shown below.  You will use this table, and various analyses it 
offers, to provide the data and totals required on your EMAS form (A, B, C, and D). 
 
Total number of pupils in the school (A) 
This figure is the number of on roll pupils in the school and can be obtained as follows:- 

 

 
The screen detail will change to reflect the newly chosen analysis by Ethnicity. 

You can maximise this screen by 
clicking on the middle button here 

Make sure that the Formula drop-down shows Count 

Make sure that the Calculate drop-down box shows Total 

Firstly change the Row data to ‘Ethnicity’ and Column to ‘Year’ 
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Total number of minority ethnic pupils in the school (B) 
For this information, we must remove the pupils whose ethnicity is White - British from the analysis.  This 
can be achieved by hiding the White – British row from the analysis screen below. 
 

 
 

 
 

 

The Total number of minority ethnic 
pupils in the school (B) is this figure 

To remove any row of figures from the table 
AND from calculations, e.g. the White – British 
row, right click the row and click 'Hide this row’ 

You’ll see this 

Please use this number for the 
Total number of pupils in the school (A) 
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Numbers (by Ethnicity) (C) 
 
For these figures, it is best to use the SIMS facility to copy the data to Excel, and then copy and paste the 
resulting table from Excel directly into your Achievement Plan. First, make sure that you have opened your 
Achievement Plan in Word, then, revert to the SIMS Analysis table ................ 
 

 
 

 
 

 

Next, click ‘Copy to Excel’ 

Excel will open automatically and 
you’ll see a screen similar to this. 

To re-include previously hidden rows of data e.g. 
White – British, right-click anywhere within the 
blue column and choose ‘Show hidden rows’ 



Page 6 of 22 
 

 

 
 
At this point, make Word active with the EMAS document open. 
 

 
 
First Language other than English (with pupil numbers) (D) 
This data can be acquired from the SIMS Analysis table by hiding the ‘English’ row of the table once you 
have first altered the Row type of the analysis to show ‘First Language’. 
 

 

By dragging, highlight the entire table. 
Then, right-click inside the highlighted 
table and from the menu choose Copy 

Right-click at the appropriate point within the EMAS 
document and click Paste to insert the table into the 
Numbers (by Ethnicity) (C).section 
(the box in the Word document will automatically extend 
to accommodate the inserted table)

To obtain the Languages other than English spoken 
in the school (with pupil numbers) (D) figures, firstly 
alter the Row type to show First Language 

To remove the English row from the 
calculations, right click the row 
‘English’ and click 'Hide this row’ 
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Click Copy to Excel 

Check that English 
has been removed 

Highlight the entire table; right-click 
inside the table and choose Copy 
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Number of BME pupils with SEN (E) 
This gathers the number of non-White-British pupils on roll who have an SEN status of either P, A or S. 
 
 

 

Swap into the EMAS document in Word; right-
click at the appropriate point within the EMAS 
document and click Paste to insert the table 
into the Languages other than English 
spoken in the school (with pupil numbers) 
(D) section 
(the box in the Word document will automatically 
extend to accommodate the inserted table) 

Now close the SIMS report here 

Please run this report again 
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Tick all the three boxes 
concerned with SEN Status 

Tick this box 

Finally, click OK to run the report 

Make sure this box is NOT ticked 

Ignore these 
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Firstly, make sure that the Row is set to 
Ethnicity, that the Calculate option is set to 
Total and the Formula option is set to Count 

Secondly, right-click 
White – British and 
choose ‘Hide this row’ 

The Number of BME pupils with SEN (E) is this total 

Close the report when you’ve finished 
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Number of BME pupils on the Gifted and Talented register (F) 
Again, run the report EMAS Ethnic / Cultural Analysis 
 

 
 
Your screen should display similarly to that shown below. 
 

 
 
 

 
 
Close the report once this figure has been put into your EMAS Plan. 

Finally, click OK to run the report 

Tick this box to Accept All SEN Status 

Click the ‘True’ radio button 

Secondly, right-click 
White – British and 
choose ‘Hide this row’ 

Firstly, make sure that Row is set to Ethnicity; 
that the Calculate option is set to Total; that 
the Formula option is set to Count 

The Number of BME pupils on the Gifted 
and Talented register (F) is this figure 

Make sure this box is NOT ticked 

Ignore these 
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Attainment: Number of BME pupils above National Expectations (G) 
Attainment: Number of BME pupils below National Expectations (H) 
Attainment: Number of BME pupils on track for National Expectations (J) 
The routines described here will only work in schools in South Gloucestershire.  Other Local 
Authorities/Schools will have developed their data tracking solutions to help fill in the form. 
 
Use the route: Focus | Assessment | Tracking Grids | whole school ISP 
 

 

Select the assessment  

Click Group Filter 

Click Exclude, click on the + sign by 
Ethnicity and then tick the box White 
British 

Click Apply 
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Attainment: Number of BME pupils in danger of falling below National Expectations 
This value must be determined using the school’s own judgement, based on assessments already carried 
out. 
 

Click the arrow to the right of 
Summary Columns and select 
Show Count 

The figures in these columns now can be 
totalled to provide values (G), (H) and (J) 
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Attendance: Number of BME pupils who fall below 90% attendance (K) 
 
Part (K) collects the number of non-White-British, on-roll pupils whose % Present attendance mark falls 
below 90%.  Note that before this report is run, make sure that your school attendance data is as up to date 
as possible.  After you have generated the report it would be worth using Attendance reports to drill down 
further to see patterns of attendance for the previous academic year for these students using Reports | 
Attendance/Lesson Monitor | Selected Student Reports | Percentage Attendance Report. 
 

 
 

 
 
 

 

Go to Reports | Run Reports. Browse 
the Student folder and double click EMAS 
Number of BME pupils below 90% 

Place a tick next to White – British 

Tick this box to Accept All Year Groups 

Type ‘90’ here

Maximise the screen if you need to 

Ignore these 

Make sure this box is NOT ticked 

Make sure this box is NOT ticked 

Finally, click OK to run the report 
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Exclusions: Total number of fixed-term and permanent exclusions for BME during the last 
school year: (L) 
 
This section of the report is self explanatory and asks for the total number of fixed-term (not lunchtime) and 
permanent exclusions during the last school year, for all pupils (leavers and on roll). 
 

 
 

The Number of BME pupils who fall 
below 95% attendance (K) is this number 

Close after noting total 

In Reports|Run Reports, browse the Student 
folder and double click EMAS No. fixed-term & 
perm exclusions 

Firstly, make sure that Row is set to Ethnicity; 
that the Calculate option is set to Total; that 
the Formula option is set to Count 
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Exclusions: Total number of fixed-term and permanent exclusions for BME pupils during 
the last school year: (M) 
 
You can run the same report as previous but this time you need to exclude White-British from the figures. 
 

Accept All here 

Click OK 

Maximise here if 
you need to 

Widen the column width if 
you need to by using this 
sliding button 

The Exclusions: Total number of fixed-term and permanent 
exclusions during the last school year: (L) should be this 
number here 

Close after use 

Accept All here 
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Again, open the report EMAS No. fixed-
term & perm exclusions 

Leave a tick next to Accept All for 
Year Group is: 

For Ethnicity is not, scroll and place a tick 
next to White - British 

Click OK 
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----------------------------------------------------- 
APPENDIX 
 
Reports  
 
There are three reports that need running that will assist you in completing the Ethnic Minority Achievement 
Plan. 
 
They are:  

1. EMAS Ethnic - Cultural Analysis 
2. EMAS No. fixed-term & perm exclusions 
3. EMAS Number of BME pupils below 95% Attendance 

 
We have bundled them all together as one report called: 
EMAS Reports.RptDef  
 
In doing this, all three reports can be imported at once via the import routine below. 
 
Importing the reports 

Permissions required  
You will need to be a member of any of the following User Groups in System Manager to run this 
function:  
Administration Assistant, Assessment Coordinator, Assessment Operator, Class Teacher, Pastoral Manager, School 
Administrator, System Manager. 

How to import report definitions  
Select Reports | Import to open the Import Reports dialog.  
 

Exclusions: Total number of fixed-term and 
permanent exclusions for BME pupils during the last 
school year: (M) should be this number here 

Click OK to finish 
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Click the Open button to open 
the Select File to Import 
dialog.  

The location defaults to C:\Program 
Files\SIMS\SIMS.net  

Highlight the required file and then 
click the Open button to return to 
the Select report file to import 
dialog 

Shows the reports included in the file. 
Select the Check All button to import all 
the reports 
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All imported reports are then available from the Report browser (via Reports | Run Report) and are 
stored in the appropriate Student Focus folder. 
 

  
 
 
 
 
 
If you are experiencing difficulties please contact your local support unit for assistance. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For feedback and information about these reports please contact: Gary.Andrews@southglos.gov.uk. 

 

Click Import to import the report definitions. 
An egg timer will appear and the Status 
will change from Pending to Imported 
once the import has completed  
 

Click Close after import 

Here are the three reports 


