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General Information
A new method for completing the census return is now available within the Provider 
Portal. Previously, providers completed a separate form which was submitted to the 
FEEE Team. This process has now been replaced by a new “My Details” tab within 
the Provider Portal.

Providers on school sites who submit their census via the school census will not 
have the “My Details” tab available to them.

How to complete the Census Return

After logging in to the system and selected your setting, from the homepage click on 
‘My Details’ tab.

The census will display the current open headcount period for census submission 
(for example, Autumn or Spring). 

Only the active headcount period will be available to view and complete.

If you have 
previously submitted census information (either via the FEEE team or an earlier 
form), the details will be pre-populated.



If no previous data exist, the fields will appear blank. 

Please ensure that all mandatory fields, which are marked by an *, are completed 
before submission, as failure to do so will result in you not being able to submit the 
form.

By clicking Save, you are submitting your census return for that headcount period.

Once submitted, you will not be prompted to submit the census again.



If changes are required, reopen the census via ‘My Details’ tab, make the necessary 
amendments, then click Save again to submit the updated version.

The portal will accept the most recently saved version as your current submission.
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