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Introduction

1. This circular has been prepared by the Department of Education (DE) to inform post-primary schools of an amendment to the mechanism for transferring pupil details between schools, as originally outlined in Circular Number 2007/18 on the introduction of Unique Pupil Numbers (UPNs) for post-primary schools in Northern Ireland.

Background

2. In June 2006, the Minister gave approval for the introduction of UPN’s for pupils in grant-aided schools in Northern Ireland from June 2007. This would allow information to travel with the pupil from school to school and allow the progress of a pupil to be tracked throughout their school career. 

3. The original process for transferring pupil details when a pupil moves from one post-primary school to another post-primary school has now been updated.  .
Practical Implications

4. For all pupils moving between post-primary schools, their UPN and other core data should be transferred electronically.  This advice is contained within the ‘Pupil Movement’ document available from C2k.

5.  When a pupil leaves a school, they must have their leaving details recorded and a Common Transfer File (CTF) produced and forwarded to their new school.  This file will contain their UPN along with core pupil information.  When a pupil joins the new school, their details in the CTF file (including their UPN) will be imported into the new school.
6. Schools are asked to note the introduction of this process and to utilise it in those instances when a pupil moves between schools.

7. Schools should keep themselves aware of current versions of process instructions issued by C2k.  These will contain updates on how to use schools’ IT systems for the purpose of pupil movement.
