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Introduction 

In July 2018, it was announced that the human papillomavirus (HPV) immunisation 

programme will be extended to boys aged 12-13 years in England, based on advice 

from the Joint Committee on Vaccination and Immunisation. The immunisation of both 

males and females in year 8 commenced in the 2019/20 academic year. In 2020/21 

academic year, both males and females in year 8 and 9 will be offered the HPV vaccine. 

Due to the disruption of the programme caused by COVID-19, catch-up for older 

cohorts may be required. This can be done by updating the previous 2018/19 data 

collection tool for the Year 9 females (Cohort 16).  

 

PHE has developed a school-based data collection tool for the adolescent collection of 

HPV to help monitor coverage locally throughout the academic year. The aim of this 

guidance is to give a comprehensive overview of the 2020/21 tool and to enable users 

to assess HPV coverage throughout the academic year locally, regionally, and 

nationally and to correctly enter data on the ImmForm platform. 

 

The 2020/21 tool collects coverage data by gender for each school which is then 

collated at the local authority (LA) level. This data can then be used to populate the 

ImmForm survey. The tool will help facilitate standardised data collection across the 

country, but its use is not mandatory. At the end of the academic year we will be kindly 

asking areas to provide a non-mandatory, end-of-season, and school-level submission 

for our additional analyses.  

 

PHE has made every effort to meet the needs of different stakeholders and as such 

there are many fields, but with the majority of these being either optional, pre-filled or 

automatically calculated, the tool remains user friendly.  

 

Please view the tutorial videos which demonstrate how to enter data and how to use the 

summary page. We recommend downloading the videos to improve the visual and 

audio quality.   

 

This year’s tool is for students in Year 8 (Cohort 18). Data should be entered for Year 8 

students in the 2020/21 academic year and updated in 2021/22 when the students are 

in Year 9.  

 

Year 9 students in the 2020/21 academic year (Cohort 17) should use last year’s tool. 
 
 
 
 
 

https://publichealthengland-immunisati.box.com/s/n2oqm0fize4zpi9r10aoayes6dv6llzp
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Data collection outline 

Eligible population  

The tool has been optimised to allow the collection of one academic year birth cohort of 

males and females, and to follow them from year 8 to year 9. Please use one Excel file 

per LA. The 2020/21 collection will capture data for students born between 1 September 

2007 and 31 August 2008 (cohort 18) starting the programme from September 2020. 

Some areas will also give the second dose to year 9 students born between 1 

September 2006 and 31 August 2007 (cohort 17). Please note the tool is created to be 

used for one LA and for one age cohort (that is cohort 18). Therefore, schools offering 

vaccines to 2 different cohorts in the same academic year (that is year 8 and 9 etc) 

must ensure that year 8 data is added to the tool provided this year and year 9 data is 

added to the tool provided last year. 

 

Cohort 
number 

Birth cohort 
start date 

Birth cohort 
end date 

Year first 
collected 

School year 
in 2020/21 

Vaccine 
offered to 

Tool to use 

16* 01/09/2005 31/08/2006 2018/19 10 Females 2018/19 tool 

17 01/09/2006 31/08/2007 2019/20 9 
Females 

and males 
2019/20 tool 

18 01/09/2007 31/08/2008 2020/21 8 
Females 

and males 

Current 
2020/21 tool 
described in 

this guide 

 
*Due to COVID-19 disruptions, this cohort may require catch-up vaccinations  

 

Local authority  

Data for one LA should be entered on one Excel file. This allows a summary of the 

coverage of all schools within that LA to be summarised on the sheet called 

“Summary_2021”, this data can then be submitted to ImmForm.  

 

Navigation of spreadsheet  

There are 7 tabs within the spreadsheet. These are:  
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• Year 8_2021 – the data entry sheet for cohort 18 during the 2020/21 academic year 

• Summary_2021 – an automatically generated summary of LA coverage data for 

cohort 18 during the 2020/21 academic year which can be inputted on ImmForm 

• Year 9_2022 – the data entry sheet for cohort 18 during the 2021/22 academic year 

• Summary_2022 – an automatically generated summary of LA coverage data for 

cohort 18 during the 2021/22 academic year which can be inputted on ImmForm. 

• List of schools – list of all schools and their corresponding URNs 

• Performance management – automatically calculates the schools with the highest 

coverage within that LA for dose 1 and dose 2 HPV vaccine 

• Glossary – reference list of all the columns in Year 8_2021 and Year 9_2022 and 

their data validations  

 

Shading – grey and white columns  

To ease usability, all columns in white are ones which data can be entered although 

there may be restrictions on the values/type of information which can be inputted. All 

columns in grey are calculated or pre-filled from information that has been previously 

submitted and cannot be amended.  
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Entering data for year 8 in 2020 to 2021  

(‘Year 8_2021’)  

Year 8_2021 layout 

Open the sheet entitled ‘Year 8_2021’. It should look like the image below.  

 

Select the local authority name from the drop-down menu in the red box. Enter data in 

all the mandatory fields and any optional fields you would like to fill, see more details 

below.  
 

Mandatory and optional fields  

The only mandatory fields are: 

 

• school URN (column B) 

• school visited/refused/missed/booked (column D) 

• sex (column E) 

• denominator if it is different to the prefilled provisional estimate (column G) 

• number of students vaccinated with HPV dose 1 (column O) 

• number of students vaccinated with HPV dose 2 (column T) – this field is not 

mandatory if your area does not deliver 2 doses in year 8  

 

All other fields are optional, though may be useful for your locality’s performance 

management.  
 

Data validation  

Conditional formatting rules are in place for most of the columns on the spreadsheet. 

The data validation rules do not stop you from entering data, but they will highlight the 

cells which will allow you to review your data.  
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Red validations mean that there is likely to be an error with your data, for example if 

there are more people vaccinated than there are in the denominator. Yellow or orange 

validations are warnings, meaning there could be an issue with your data, but it could 

be because you have not filled in an optional field or have unusual results.  
 

The field on the far left of the page called ‘Data check’ will flash red with the message 

“Required data incomplete” if a school URN has been entered but one of the mandatory 

fields has not been completed. 

 

Please ensure all mandatory fields are completed. If a data validation error appears and 

it is not apparent as to how to fix it, you can contact: adolescent@phe.gov.uk.  
 

Specific data validation rules for each column are detailed throughout the rest of this 

section, in the ’Comments’ field for each column heading in the tool and in the 

‘Glossary’ sheet (last tab on Year 8_2021 spreadsheet).  

 

List of schools  

The list of schools to be copied into the data collection spreadsheet is given on the ‘List 

of schools’ worksheet. Please use this list to find your local authority and the schools 

within that LA. Each school will have a 6-digit URN. 
 

 

 

Above is a screenshot of the list of schools; the column ‘sex of school description’ 

indicates if the school is mixed or either a single sex girls or boys school. You can also 

view the provisional denominator numbers which will prefill onto the Year 8_2021 

spreadsheet.  
 

There are special codes for unique cases which are: 

 

• 999999 – the code for home-schooled children  

• 888888 – the code for an unknown school that does not have a URN 

 

If there is a school URN that exists but is not on the list, then you can enter the name 

and URN onto the very bottom of the ‘List of schools’ sheet. Please note you cannot 

edit existing school or denominator information on this sheet.  
 

mailto:adolescent@phe.gov.uk
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Session information and denominator fields for year 8  

 
 

School URN (required) 

Please use the list of schools to find the schools within the LA you are completing the tool for. 

Copy the URNs of the schools in your LA into the main Year 8_2021 spreadsheet. A URN 

along with the ‘Sex’ column will automatically trigger a provisional denominator to be populated 

in the main Year 8_2021 spreadsheet.  

 

Special codes for unique cases: if you are entering 999999 or 888888, then there is a 

comments field on the far right of the page where you can enter more information.  

 

School name (calculated) 

This column will prefill with the name from the school URN.  
 

School visited/missed/refused/booked (required) 

All schools within the LA should be included in the tool as coverage is calculated for the 

total eligible population of the LA, not just for those schools that offered the programme. 

If the school was missed or if the school refused the vaccination programme, we still 

need information on the denominator to help with overall LA coverage estimation. You 

can only enter ‘visited’, ‘refused’, ‘missed’ or ‘booked’ in this cell. You can also select 

one of these options in the drop-down menu.  

 

If your area prefills all the school URNs and denominators at the start of the season, 

then we would advise entering ‘missed’ or ‘booked’ for this column until each school has 

been visited.  
 

Sex (male/female – required) 

The HPV vaccine is being offered to both males and females in school years 8 and 9 in 

2020/21 and the tool records data for males and females separately for each school. It 

is mandatory to complete the ‘Sex’ column. Select either ‘M’ or ‘F’ from the drop-down 
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menu. Please enter details of how many and vaccinations received into the comments 

box on the right-hand side of this sheet for individuals who do not identify with these 

categories. If a school is mixed, its URN will need to be entered twice into the data 

collection sheet to allow for data collection for both males and females.  
 

Data validation: if you do not enter either M or F the cell will highlight red and the 

provisional denominator will not appear.  

 

This is an example with example school URNs and dummy data. You can see that the 

school name and denominator have both prefilled. As both schools are mixed we 

entered each one twice to capture data on males and females. It is important to include 

schools that were missed or refused to run the programme so that we have the total 

denominator for that LA.  

 

Denominator: provisional (calculated) 

This is precalculated from the information given from the ‘School URN’ and the ‘Sex’ 

fields. The data comes from year 7 numbers in January 2020 from the Department for 

Education schools, pupils and their characteristics data tables.  
 

Denominator: amended (required, if different to provisional) 

As the provisional figures are from 8 months prior to the 2020/21 school year they may 

need amending for movements in and out of the school. Enter the correct denominator 

here, remember that males and females will be counted separately. In all further 

analyses in the spreadsheet the amended denominator will be used unless no data is 

entered in this field, in which case we will use the provisional denominator instead.  
 

https://www.gov.uk/government/statistics/announcements/schools-pupils-and-their-characteristics-january-2020
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Consent information for year 8  

 

Consent information is not mandatory for the coverage data collection but can be useful 

for local performance management. In this spreadsheet verbal and written consent are 

separated. If consent has been given for a student, they should either be counted in the 

written consent column or the verbal consent column and not both. All the consent 

information fields are optional.  
 

Consent forms distributed 

This refers to the number of forms distributed out. If you do not have data on this, then 

please leave the column blank. Data validation will highlight red if the number of 

consent forms distributed is higher than the denominator. 
 

Consent form returned (written consent) 

This is the number of consent forms returned consenting to HPV vaccination.  

Data validation will highlight red if:  
 

• this number is higher than the denominator 

• is higher than the number of consent forms distributed (if data has been entered into 

consent forms distributed column) 

• the total of number written consent, verbal consent and refusals together are higher 

than the denominator (see next paragraph) 

 

Verbal consent 

This is the number of students who returned negative consent forms or did not have a 

form but consented on the day. If students already had written consent and verbally 

consented, please do not double count them.  
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Data validation will highlight red if: 
 

• the number of verbal consents is higher than denominator 

• the total of written consent, verbal consent and refusals together are higher than the 

denominator 

 

 

In this example, the denominator is 201. The data validation rule has turned 3 cells red 

because the refusals, verbal consent, and written consent add up to more than 201.  
 

Total consent (calculated) 

The sum of the written and verbal consent columns. Data validation will highlight red if 

this is higher than the denominator. 

 

Refusals 

This number includes both written and verbal refusals for the vaccine. This figure does 

not include unreturned forms and students who did not attend the vaccination session.    
 

Data validation will highlight red if: 

 

• the number of refusals are higher than denominator 

• the total number of written consent, verbal consent, and refusals together are higher 

than denominator 
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Vaccine information (dose 1) for year 8 

 

Date of visit 

This is an optional field with a date format. Enter the date of vaccination for first dose.  
 

Number consented but absent on day 

This takes into account students absent on the day of vaccination programme that 

returned the form consenting for the vaccination. Data validation will highlight red if this 

number is higher than denominator.  
 

Number vaccinated with HPV dose 1 (required) 

This field is mandatory and is the number of students in year 8 vaccinated with dose 1 HPV at 

school during the day(s) the programme was delivered.  

 

Data validation will highlight: 
 

• red if the total number vaccinated (including both vaccinated at school and 

vaccinated elsewhere) is higher than the denominator 

• yellow if the number vaccinated is higher than total number consented – validation 

will not occur if consent information has not been provided 
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Here is an example with all fields filled in but note that only the number vaccinated with 

HPV dose 1 is required. 
 

Number vaccinated elsewhere with HPV dose 1 (such as GP) 

Regardless of whether the vaccination programme was commissioned only in schools 

or in both schools and GPs, please add any data on students vaccinated at their GPs if 

known; this number could also include students vaccinated by their GP when registered 

at a previous school.  
 

Data validation will highlight red if the total number vaccinated (including both 

vaccinated at school and vaccinated elsewhere) is higher than the denominator. 

 

Proportion of total vaccinated with HPV dose 1 (calculated) 

This figure is automatically calculated. The numerator is the total number of students 

vaccinated with dose 1; this includes any that were vaccinated by their GP or 

elsewhere. The denominator is the amended (corrected) denominator entered earlier, 

unless no changes were made to the provisional denominator.  
 

Data validation will highlight red if the percentage uptake is over 100%. 
 

Vaccine information (dose 2) for year 8 

Areas that deliver 2 doses of HPV vaccine in year 8 must include this information in the 

Year8_2021 sheet. If your area only delivers dose 1 in year 8 please add ‘0’ for the ‘Number 

vaccinated with HPV dose 2’. Complete the ‘Number vaccinated elsewhere with HPV dose 2’ 

column if known for students vaccinated with dose 2 by their GP.  
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Example of an area which delivers dose 2 in year 9 but has included information that 2 

students received the second dose at their GP.  
 

Number vaccinated with HPV dose 2 (only requires if second dose delivered in year 8)  

This field is the number of students in year 8 vaccinated with HPV dose 2 at school 

during the day(s) the programme was delivered. 

 

Data validation will highlight: 

 

• red if total number vaccinated with dose 2 (including both vaccinated at school and 

vaccinated elsewhere) is higher than the denominator 

• red if total number vaccinated with dose 2 (including both vaccinated at school and 

vaccinated elsewhere) is higher than number vaccinated with dose 1 (including both 

vaccinated at school and vaccinated elsewhere) 

• yellow if higher than the total number consented (validation will only occur if consent 

information has been provided)  

 

Proportion of total vaccinated with HPV dose 2 (calculated)  

This figure is automatically calculated. The numerator is the total number of students 

vaccinated with dose 2; this includes any that were vaccinated by their GP or 

elsewhere. The denominator is the amended (corrected) denominator entered earlier 

unless no changes were made to the provisional denominator.  

 

Data validation will highlight red if the percentage uptake is over 100%. 
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Comments  

Free text field to add any additional comments.  
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Summary page for year 8 in 2020/21 

(‘Summary_2021’) 

Explanation of fields  

The summary pages have been designed to collate information on one birth year cohort 

in one LA at a time, with information separated by gender. Most fields are automatically 

calculated from the information that has already been entered on the data entry page 

(Year 8_2021). The summary has been designed to mimic the ImmForm page (used to 

report LA data to PHE for the annual coverage survey) to ease data entry.  

 

This page does not have data validations as the data will already have been validated 

on the data entry Year 8_2021 page.  

 

The only fields that need to be filled out are: 
 

• ‘Local Authority’ 

• ‘Does the numerator include’ – tick 1 of 3 options for each dose 

• ‘Where was the vaccine commissioned?’ 

• ‘Did the LA offer 2 doses of HPV in year 8?’  

 

View of first part of summary page. This section does not need to be inputted into 

ImmForm.  

 

Local Authority  

Please select the name of your LA. 
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Total number of schools in LA (calculated) 

This is automatically calculated from the total number of School URNs entered (taking 

into account schools which are there twice for each gender) regardless of whether they 

were visited, refused, missed, or booked.  

 

This figure does not include home educated or unknown schools (URN entered 999999 

or 888888). 
 

Total number of visited schools in LA (calculated)  

Calculated from total number of schools with "visited" entered in the school 

‘visited/missed/refused/booked’ column while taking into account schools which are 

entered twice for each gender.  
 

This figure does not include home educated or unknown schools (URN entered 999999 

or 888888). 
 

Please bear in mind if a school is mixed but only females or only males have been 

vaccinated (marked as “visited”), the school will still be counted as “visited” for this total.  

 

Total number of refused schools in LA (calculated) 

Calculated from total number of schools with "refused" entered in the school 

‘visited/missed/refused/booked’ column while taking into account schools which are 

entered twice for each gender. 
 

This figure does not include home educated or unknown schools (URN entered 999999 

or 888888). 
 

Please bear in mind that if a school is mixed and vaccination has been refused for either 

all males or all females (marked as “refused”), the school will still be counted as 

“refused” for this total. 
 

Total number of booked schools in LA (calculated) 

Calculated from total number of schools with "booked" entered in the school 

‘visited/missed/refused/booked’ column while taking into account schools which are 

entered twice for each gender. As more schools are visited, the number of booked 

schools should decrease. 
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This figure does not include home educated or unknown schools (URN entered 999999 

or 888888). 
 

Please bear in mind if a school is mixed but only females or only males have been 

booked (marked as “booked”), the school will still be counted as “booked” for this total.  
 

 
 

Provisional denominator (calculated) 

Automatically calculated from the sum of all provisional denominators for female 

students from the local education figures. The male denominator is calculated in the 

same way in the adjacent table.  
 

Actual denominator (calculated)  

Automatically calculated from the sum of all the actual denominators for female students 

entered on the year 8 spreadsheet (if no revised denominator was entered then the 

provisional denominator will be used for that school). The actual male denominator is 

calculated in the same way in the adjacent table.  
 

 

Total number vaccinated by 31 August 2021 (calculated) 

Number vaccinated with dose 1: automatically calculated from the sum of all female 

students vaccinated with dose 1 (including any students vaccinated by GPs). Number of 

males vaccinated with dose 1 is calculated in same way in adjacent table.  
 

Dose 2: automatically calculated from the sum of all female students receiving dose 2 

(including any students vaccinated by GPs). Number of male students vaccinated with 

dose 2 is calculated in same way in adjacent table.  
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% Vaccinated (calculated) 

This is the calculated using the total number vaccinated, divided by the actual 

denominator, then multiplied by 100 to give a percentage.  
 

Does the numerator include? (please tick one box) 

Please note that even if a vaccine is commissioned to just be delivered in schools, if you 

also collected information from students that received the vaccine from their GP then 

you should tick the ‘Doses given in schools and GPs’ box. The answer could be 

different for dose 1 and dose 2.  

 

Where were the routine vaccinations commissioned? 

 
 

The above 2 questions are also from the ImmForm annual LA coverage collection form. 

Please select only one option for each and put any comments in the comments box 

below.  

 

Printing the summary page  

The summary page has been formatted so that it can be printed onto one page of A4 or 

A3.  

 

Using the summary page for monthly local performance management 

If you wish to view progress of vaccine coverage in the LA throughout the year, we 

would advise using one tool throughout the year but saving monthly copies which will 

each have automatically calculated summary coverage estimates for that month.  
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Entering data for year 9 in 2021/22 (‘Year 

9_2022’) 

Please note the following section relates to year 8 students in 2020/21 that will be in year 9 in 

2021/22. No data should be entered onto this section of the tool until the 2021/22 academic 

year.  

 

If you require the data collection tool for students that will be in year 9 in 2020/21 then please 

download the 2019/20 tool and complete the year 9 section on the 2019/20 tool.  

 

Prefilled data from year 8  

The year 9 spreadsheet is designed to follow the same students from year 8 (from 

2020/21) and will build on information entered in the prior academic year. The layout is 

similar to the year 8 spreadsheet but with many extra grey columns. The grey columns 

will prefill with data from year 8. Certain columns have a white column to the right. Data 

can be entered into these white columns with the updated year 9 figures, and then this 

new data will be used in all further calculations. The white columns can be kept clear if 

the numbers remain the same as the previous year. 
 

 

Above is an example with dummy data that was entered onto the Year 8 spreadsheet 

(mimicking data entered for cohort 18 in 2020/21) and is now prefilling the year 9 

spreadsheet (data for cohort 18 in 2021/22). The school visited/refused/missed/booked 

column can be updated. The denominator comes from the denominator in year 8 that 

was entered in the spreadsheet but can be amended in the adjacent column to allow for 

pupils that have left or started at the school.  
 

If there is a new school in the 2021/22 academic year that was not included in the 

collection in year 8, then please enter the school into the Year 8 spreadsheet but amend 

https://www.gov.uk/government/publications/adolescent-vaccine-coverage-school-level-data-collection-tools
https://www.gov.uk/government/publications/adolescent-vaccine-coverage-school-level-data-collection-tools
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the denominator to zero. The school will then show up in the year 9 spreadsheet where 

you will be able to then enter the correct denominator in the white column.  
 

Entering data for year 9  

When updating the data in the white columns, please add any students that have 

moved into the area and remove any students that have left. Note that this can change 

both the denominator and numerator. We understand that many areas will not have 

data at this level or the resources necessary, but please do maintain as high a level of 

accuracy as possible.  

 

Please note the 2021/22 year 9 figures should reflect overall cumulative vaccine coverage for 

the cohort (that is total numbers of students that received dose 1 and dose 2 since September 

2020).   

 

Additional data validations for year 9  

All original data validations from year 8 are in place for the year 9 data. Please see year 

8 section for more information on these.  

 

There is an additional data validation for ‘Number vaccinated with HPV dose 1’ and 

‘Number vaccinated with HPV dose 2’, these cells will highlight orange if lower than the 

number vaccinated last year. Although this could occur if there is a large change in the 

denominator or many vaccinated students leave the school, it is more likely that the 

number will increase due to mop-up clinics. 

 

See above an example with dummy data where some fields on the year 9 data entry 

page have been amended.  
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Summary page for year 9 in 2021/22 

(‘Summary_2022’)  

Layout 

The summary page for year 9 is very similar to the summary page for year 8 and data is 

collated in the same way. The main difference is that data from year 8 (Annual 

denominator – last season, No. vaccinated last season) is included to allow a 

comparison. Please do not enter this data into ImmForm until the 2021/22 ImmForm 

collection. Data for the year 9 section of ImmForm in 2020/21 will be taken from the 

previous cohort (cohort 17), school level data for this cohort should be entered onto the 

previous tool.  

 

Above is a layout of Year 9 Summary page. Please note that there is also a section for 

males which was not captured in this screenshot. The only fields to fill in are the LA and 

‘Does the numerator include’ fields.  
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Local performance management   

 

The local performance management page (partially shown above with dummy data) can 

be used to view schools within the LA with the highest and lowest coverage for dose 1 

and dose 2.  

 

Glossary 

 

The glossary provides a list of data entry columns in the spreadsheet and all their 

associated conditional formatting.  

 

 


