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Bromcom MIS Migration Data Cleansing Checklist 

1. Student / Pupil Data 
☐ Full legal names (no nicknames, correct casing) 

☐ Correct Date of Birth (no typos or future dates) 

☐ Accurate gender codes (M/F/X as per DfE) 

☐ Valid and unique UPNs (no duplicates or temporary unless justified) 

☐ Unique admissions numbers 

☐ Valid start and leaving dates 

☐ Assigned to the correct year and reg groups 

2. Contact & Parental Info 
☐ Full names with proper casing 

☐ Defined and consistent relationship types (e.g. "Mother", ”Father” not "mum" or “Dad”) 

☐ Accurate phone numbers and emails 

☐ Parental responsibility flagged correctly 

☐ Priority order is logical (e.g. 1 for main contact) 

3. Addresses 
☐ Full current student address with postcode in uppercase 

☐ Check for and remove duplicate addresses 

☐ Ensure contacts’ addresses are accurate and not outdated 

4. Staff Data 
☐ Full names and current roles entered correctly 

☐ Valid start and end dates for contracts 

☐ Up-to-date email and contact info 

☐ Staff linked to correct subjects and classes if applicable 
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5. Attendance 
☐ Use correct DfE codes only 

☐ No gaps in attendance data 

☐ All session dates correctly set up 

☐ Unexplained absences are resolved 

7. Behaviour & Safeguarding 
☐ Clear categories used for behaviour incidents 

☐ All exclusions logged properly with reasons/dates 

8. SEN & Medical Info 
☐ SEN status and provisions clearly recorded 

☐ Medical conditions and medication details are current on the student record 

☐ Medical conditions are not duplicated and spelling are correct (As a look table will be created from 
this) 

☐ Doctor surgery details are the same spelling if used multiple times (As a look table will be created from 
this) 

9. Curriculum & Timetabling 
☐ Consistent naming for teaching groups (e.g. “Year 2A”) 

☐ Deactivate or end any unused subjects 

☐ Ensure all classes have assigned teachers 

☐ Review and validate timetable periods 

☐ Review and check for any overlapping periods (Start time cannot be before the end time of the previous 
period) 

10. General Data Quality 
☐ Remove duplicate students/staff/contacts 

☐ Ensure all mandatory fields are completed 

☐ Archive or correctly mark leavers 

☐ Clean up custom/system-specific fields that won’t migrate 


