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Introduction 

Who should read this guidance? 
This guidance is intended for individuals within Local Authority (LA) teams and associated 
Provider organisations who are responsible for administering the National Child 
Measurement Programme (NCMP) in their area. 

For security and Information Governance considerations, access to the NCMP IT system is 
restricted depending on your role within the programme. Therefore, you may not have user 
permissions to access some areas referred to in this guidance. 

 

How will this guidance help me? 
This guidance will show you how to: 

 Finalise your Local Authority’s collection data to NHS Digital. 

 Extract your Local Authority’s enhanced dataset. 

 Purge your Local Authority’s collection data. 

 

Available NCMP IT System Guidance 
 

1 Setting Up Schools List. 

2 Setting Up User Accounts. 

3 Pupil Data Management. 

4 Generating Feedback Letters. 

5 Progress and Data Quality Monitoring. 

6 Data Submission. 
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Log in to the NCMP IT System 
Once you have a NHS Digital account, you can login to NCMP IT system. 

1. Open your web browser. 

2. Enter the following web address (URL) in the address bar at the top of the browser: 

 

3. This URL will take you to the Sign In screen. 

 

 

4. Click the Sign In link at the top right of the screen as shown above. 

Enter your username and password and click the Sign- In button. 

  



Data Submission 

 
Copyright © 2017, Health and Social Care Information Centre. All rights reserved. 5 

Finalising your data 

When all the pupil measurement data has been collected and entered / uploaded to the NCMP IT 
system and data quality and progress indicators are as expected, then the data is ready to be 
finalised so that NHS Digital can commence final validation. The finalised data must have no 
unsuppressed warnings. 

A diagram of the submission process can be seen in Appendix A - Submission process on page 
12. 

The process of finalising your data 

To be able to access the submissions tab in the NCMP system, your LA’s Super User must have 
assigned you the role of NCMP Lead.  For more information refer to guidance #1 Setting Up User 
Accounts. 

To access the submission pages, click Submission on the top menu. 
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Supplementary information 
 
 

 

 

In addition to finalising the collected pupil measurement data, LA’s are required to provide for 
analysis purposes, supplementary information of pupils who have not been measured.  
 
If all non-measured pupils in your LA are included within your pupil data and a reason for non-
measurement specified, these aggregated counts will show in the left section of the Supplementary 
Information page, under the heading of Non-measurement reasons entered at pupil level as  below.  
 
(For more details about recording non-measurement, refer to Record NCMP Participation Opt-Out 
in the Pupil Data Management guidance document. 
 

 
 
 
 

If these figures are accurate (i.e. you have included all non-measured pupils and entered their non-
measurements reasons), no further action is required. 
 
However, if these figures are not accurate (i.e. some non-measured pupils are missing from your 
data or if you have not recorded non-measured pupils), the figures for each reason of non-
measurement should be entered manually in the middle section of the Supplementary Information 
page, under the heading of Local authority amended non measurement reasons as highlighted below. 

Once you have entered these figures, click . 

The figures in the right section under the heading of Non measurement reason totals to be used 
are the final figures which will be in any analyses. 
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Submission status 

When all your LA’s pupil data has been collected and the data quality and progress indicators are 
within the expected ranges, the pupil measurement data must be finalised so that NHS Digital can 
carry out  further validation prior to producing a final national dataset and producing the annual 
NHS Digital national report. For more details on data quality indicators refer to guidance #5 
Progress and Data Quality Monitoring. 

Before finalising your data, all data for the collection should have been entered and data quality 
and progress indicators should have been checked to be as expected. Also all unsuppressed 
warnings (e.g. extreme measurements or blank postcodes) must be checked and either amended if 
data is incorrect, or supressed if data is correct/as expected. It is not possible to finalise your data if 
there are unsuppressed warnings in your data.  

By the submission deadline date, all LA’s should have finalised their data. This is done by changing 
the Submission Status from the default status of Available For Collection to the status of 

Finalised. 

You can finalise your data prior to the deadline. This will lock your data so that no further changes 
can be made. The data can be unlocked if you want to make any changes.  

 

This means that on the deadline date NHS Digital will lock the system for all local authorities. Any 
records containing unsuppressed warnings at this stage are likely to not be included in the final 
analysis as NHS Digital will be unable to verify their accuracy. 

To change the submission status from available for collection to finalised: 

1. From the Top menu, click Submission. 

2. Once on the Submission page, click the Submission Status tab.  

 

3. The default submission status of Available For Collection is shown. Click  to 

change the status to Finalised. By finalising the data the NCMP Lead is confirming that the 
collection is complete and that data quality and progress indicators have been checked. 

 

 

The deadline for submitting data to NHS Digital for the 2017/18 collection year is 

Monday 13 August 2018. 
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4. The finalised data will be locked and no changes can be made without unlocking the data.  

 

5. If there are unsuppressed warnings against any data, you will be unable to proceed until all 
warnings have either been supressed (if the data are correct or as expected) or the 
underlying data corrected. 

 

6. If there are no unsuppressed warnings, the submission status will change to Finalised. This 
status will be visible to NHS Digital administrators who will know that your local authority has 
finalised your submission. 

  

 

 

You can unlock the data up to the point NHS Digital closes NCMP Submissions for 
the current year. To unlock the data, change the submission status back to 
Available for Collection. 
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7. When the submission status is set to Finalised, most of the system is locked and will 
appear greyed-out. 

Unsuppressed warnings 

The pupil data cannot be submitted to NHS Digital if any pupil records have unsuppressed 

warnings shown against them, indicated by the symbol. These warnings must be suppressed if 

the data are correct (or as expected) or their underlying data corrected.  

To see which records have unsuppressed warnings 

1. Click Monitoring on the top menu 

 

2. Click the Data Quality tab. 

 

3. Scroll down the data quality dashboard to the 
Unsuppressed Warnings. 

4. Each of these data quality indicators must show zero (0) 
prior to the system allowing your LA’s pupil data to be 
finalised.  

5. To access the underlying data click the relevant warning 
type link or to see all unsuppressed warnings, click the All 
Unsuppressed Warnings link 
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NHS Digital validation 

After the submission deadline date, NHS Digital will extract all non - personally identifiable data for 
further validation.  

If any errors are highlighted by NHS Digital validation process, the relevant LA’s submission will be 
unlocked and their submission status returned to Available for Collection. NHS Digital will notify the 
LA to make the required corrections and resubmit their data as described above. 

Enhanced dataset extraction 

Once NHS Digital has carried out initial validation an enhanced dataset will be made available to 
local authorities via the system. This dataset will contain all the data originally provided by the local 
authority along with mapped geographic and deprivation-based fields and derived fields such as 
child age. You will be able to extract your LA’s enhanced dataset until the data is purged by NHS 
Digital.  

For a full breakdown of the enhanced dataset, refer to Appendix B - Enhanced dataset on page 13 

To download your LA’s enhanced dataset: 

1. From the Top menu, click Submission. 

 

2. On the Submission page, click the Submission Status tab. 
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3. If your LA’s submission has been validated by NCMP and no corrective action is required, a 
link will appear enabling you to Extract Enhanced Dataset. 

 

Note: NHS Digital will carry out more detailed validation to identify any outliers and these may be 
removed from your dataset. Such records will be flagged in the national dataset and will not be 
used for the national analyses. We will contact you if we identify any outliers in your data. 

Data purge 

When you have extracted your LA’s enhanced dataset, you should confirm the extraction by 
changing the Submission status of your LA from Finalised to Ready For Purging. This will allow 
your LA’s data to be deleted from the NCMP system in accordance to information governance 
regulations. 

To change the submission status to Ready For Purging click  as shown above. 

The enhanced dataset will remain available until all data for the collection is purged by NHS Digital.  
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Appendix A - Submission process 
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Appendix B - Enhanced dataset 
1. LAcode 
2. LAname 
3. NCMP system ID 
4. PupilRef 
5. NHSnumber 
6. FirstName 
7. LastName 
8. Sex 
9. DateOfBirth 
10. Age 
11. SchoolYear 
12. Ethnicity 
13. NHSEthnicCode 
14. NHSEthnicDescription 
15. NCMPEthnicity 
16. Height 
17. Height_ZScore 
18. Weight 
19. Weight_ZScore 
20. Bmi 
21. BMI_ZScore 
22. BMI_ClinicalCategory 
23. GroupedClinicalBMIcategory 
24. BMI_PScore 
25. BMI_PopulationCategory 
26. GroupedPopulationBMIcategory 
27. DateOfMeasurment 
28. DayOfMeasurement 
29. MonthOfMeasurement 
30. NonMeasurementReasonCode 
31. NonMeasurementReasonDescription 
32. FeedbackDateSent 
33. Address1 
34. Address2 
35. Address3 
36. Address4 
37. Address5 
38. Postcode 
39. Notes 
40. ParentTel 
41. ParentEmail 
42. SchoolURN 
43. SchoolName 
44. SchoolPostcode 
45. NCMP school status 
46. ChildSchoolDistance 

 

Child: 

47. GOR 
48. ONS_GOR_Code  
49. ONS_GOR_Name 
50. SOA1 
51. SOA2 
52. OSNRTH100M 
53. OSEAST100M 
54. OSWARD 
55. URINDEW 
56. Urban rural description 
57. Urban rural group 
58. OSLAUA 
59. OACODE 
60. LSOA2011 
61. IMD 
62. IMDecile 
63. SUPERGROUP_CODE 
64. GROUP_CODE 
65. SUBGROUP_CODE 
66. SUPERGROUP_DESC 
67. GROUP_DESC 
68. SUBGROUP_DESC 

 

School: 

69. GOR 
70. ONS_GOR_Code  
71. ONS_GOR_Name 
72. SOA1 
73. SOA2 
74. OSNRTH100M 
75. OSEAST100M 
76. OSWARD 
77. URINDEW 
78. Urban rural description 
79. Urban rural group 
80. OSLAUA 
81. OACODE 
82. LSOA2011 
83. IMD 
84. IMDecile 
85. SUPERGROUP_CODE 
86. GROUP_CODE 
87. SUBGROUP_CODE 
88. SUPERGROUP_DESC 
89. GROUP_DESC 
90. SUBGROUP_DESC 
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