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What to look for in your MIS

This list will help you understand your requirements when buying your management information system (MIS). It sets out key features and functions you should look for in a system.
It’s a good idea to involve your staff members who will be using the MIS, such as admin staff and teachers, so you can understand their needs.
Share this list with relevant staff and ask them to feed back if there are other features or functions that they think the system needs. We’ve included some space at the bottom so they can add notes.
Note: depending on your context, you might not need all of the functions listed (for example, some are secondary-specific), or you might have some additional criteria of your own. Adapt this list as needed, before you give it to staff.

Key features of a management information system (MIS)Sources
This list was originally based on guidance published by the DfE that has been withdrawn. 
We worked with MIS experts at Arbor to revise and update it.
Arbor is a member of The Key Group.

	SECURITY

	Complies with the UK GDPR and Data Protection Act 2018

	Is certified to the ISO 27001 standard and/or Cyber Essentials Plus for information security management

	Has a robust authentication procedure – 2-factor authentication (2FA) at minimum

	Allows staff to edit, view and restrict access roles (known as ‘role-based access control’ or RBAC)

	Provides pre-defined groups for different staff roles



	DATA MANAGEMENT

	Can store pupil information that:
Includes at least the contents of the common transfer file (CTF)
Meets the requirements of the DfE’s data collections, such as the school census
Meets the teaching and management needs of your school

	Does not duplicate information (i.e. doesn’t create multiple records for the same pupil, resulting in errors)

	Uses automated processes to avoid errors and inconsistencies, and reduce workload. For example, automated data entry or report generation

	Can transfer data to:
Other schools
Your local authority
Agencies and bodies such as the DfE
· As part of the DfE’s planned national ‘data spine’, your MIS must be able to automatically and securely share information with the DfE’s database, in real-time. This is sometimes referred to as data interoperability 



	FUNCTIONALITY

	Assessment
Is as flexible, functional and easy-to-use as a teacher’s mark book
Supports staff to analyse, predict and standardise test and work scores 
Can track and monitor key groups in your school, and define new groups 

	Admissions
Seamlessly imports new admissions data, including via admissions transfer file (ATF)
Can store admissions applications and records of appeals from parents/carers (if applicable)

	Attendance
Can capture AM/PM attendance 
[Secondary schools only] Can capture lesson-by-lesson attendance 
Can help staff to proactively monitor attendance patterns
Can alert appropriate staff to any unusual attendance activity
Can send attendance alerts to parents/carers

	Communications
Allows staff to create, send and track messages and documents, including via email and text 
Includes a parent portal/app
Includes a pupil portal/app

	Allows full remote access on any device from any location

	Personnel management
Enables relevant staff to keep track of:
· Staff records
· Job evaluation
· Pay scales
· Training and development
· Attendance
· Sickness
Generates statutory returns (e.g. the workforce census)
Easily integrates with external HR systems (if relevant to your school)

	Timetabling (where relevant to your school)
Can be used to create timetables, helping staff to manage: rooms, times, locations, special needs access, staff allocation, pupil options, travel time, and non-standard timetable cycles; Or can import data from a third-party system
Allows staff to set up separate timetable periods for different parts of the school

	Behaviour management
Enables staff to:
Record and report on behaviour and incidents
Record both positive and negative aspects of pupil behaviour
Record and monitor interventions and outcomes

	Document handling
Allows staff to store, retrieve and classify documents (including pupil coursework for secondary schools)
Stores full metadata (i.e. contextual information about a document, such as file type, date last modified and by whom, etc)
Can import and export documents in all standard formats

	Reporting
Facilitates all statutory reporting, including of the school census
Can easily produce a range of both simple and complex reports
· May include AI tools to help users create reports with minimal training

	Special educational needs (SEN)
Helps staff to fulfil statutory administration and reporting duties around pupils with SEN
Enables practitioners to: 
· Develop learning plans and interventions
· Monitor and report progress
· Track achievements

	Pupil profile
Creates unified records of each individual pupil, including their attendance, behaviour, relevant communications, interventions and safeguarding flags
Can generate pupil report cards
Can track each pupil’s progress over time

	User experience
Is easy for staff and stakeholders across the school to adopt and use 
Provides clear information and functionality for each role



	MANY MODERN MIS ALSO OFFER THE ABILITY TO:

	Create and send alerts, that are:
Easy to set up
Flexible in terms of who receives the alert, and how

	Manage registrations and parent/carer permissions for meals, clubs and trips

	Take and manage payments
· May include the ability to create a school shop within the MIS   

	Take and manage appointment bookings for parents’ evening (guardian consultation) 

	Help staff visualise data and gain insights
May include compatibility with Microsoft Power BI

	Manage classes, including seating plans, registers and recording behaviour 

	Integrate with a wide range of third-party software, such as Google Classroom and Microsoft 365

	Add additional optional modules including:
· Catering and meal registers
· Timetabling and absence/cover management
· Homework 
· Exams and assessments
· HR 
· Finance



	MIS FOR MULTI-ACADEMY TRUSTS (MATS)

	Allows MAT central team staff to:
See data across schools at a central level
Send communications from the MAT central team
Update policies across all schools at once 
Log in to each school’s MIS remotely (to access its data and provide support)



	OTHER THINGS TO CONSIDER

	What quality of support you will receive from the provider

	How the migration process is managed

	What new features you can expect the provider to release in the future

	To what extent the provider offers social value (as well as value for money)



Missing anything? 
Let us know if there are other features or functions you think our MIS needs to have:

	ROLE
	

	SUGGESTIONS
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