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Our ref:  1003803
           Circular No: 2012/003
3 January 2012
To:
Principals of all Primary Schools and Royal School Armagh (Preparatory Department)
Dear Principal

Procedure for Transfer from Primary to Post Primary Education in September 2012

Transferee Report

An updated Transferee Report which provides all data input to the Capita system for each child is enclosed with this circular.  
The list has the Unique Pupil Number (UPN) recorded where this was either on the system or provided by the school.  However, the UPN is missing for some children and this should be inserted on the Transferee Report.  The Transferee Report should be returned along with the Transfer Forms for your school in February 2012.  

Please note that whilst inputting data staff have identified that the address and postcode as provided by the school for some pupils does not reconcile according to the Royal Mail official postcode address book.  In such instances this may mean that a townland is not recorded in the address.  

I am aware that there may have been changes to the addresses of some pupils since information was requested from schools in June 2011.  Rather than requesting principals amend addresses on the enclosed Transferee Report, staff in the Pupil and Parent Unit will use the address on the Transfer Form to make amendments as required to the Capita system.  
If a P7 pupil has left or enrolled in the school please indicate this on the Transferee Report along with the date of leaving/enrolment and where they have moved from/to if known.  Please also indicate if any child has a formal Statement of Special Educational Needs.  
Any outstanding birth certificates should also be sent as soon as possible.  

Transfer Forms
I refer you to the Department of Education Circular 2011/14: The Procedure for Transfer from Primary to Post-Primary Education 2012/13 issued on 15 September 2011 which contained detailed advice for Primary School Principals.  
I would remind you that financial support for substitute cover will not be provided for transfer interviews with parents as advised in Annex 2 of this circular.  
Parents of all Primary 7 pupils (excluding those for whom the board maintains a statement of special educational needs) should be issued with the following:

· Transfer Form (all 5 carbon copies);

· DE leaflet - Advice to Parents – as well as English and Irish copies are available in the following languages on the board’s website - Lithuanian, Hungarian, Slovakian, Cantonese, Portuguese, Mandarin, Polish and Latvian; 
· DE Guidance for Parents on Completing a Transfer Form;
· The Guide for Parents 2012/13 (and a copy of other board books if required)
The WELB Transfer Booklet is awaited and copies will be issued to relevant schools as soon as possible.  

Please note that where a parent is not living with the child but still holds parental responsibility, both parents are entitled to nominate preferences.  Where a dispute arises it is for the parents to come to a joint decision and a single Transfer Form be completed.  If there has been an element of dispute it is strongly recommended that both parents sign the Transfer Form.  

Please ensure that the section of the form ‘For Primary School Use Only’ is completed including the Pupil’s Reference Number which is the Student ID on the Transferee Report issued with this circular.  All copies of the Transfer Form should be provided to parents for completion.  
A Transfer Form should be completed for all Primary 7 pupils with the exception of those who have a statement of special educational needs or for whom overage retention has been approved.  The Pupil and Parent Unit is currently dealing with a number of requests for overage retention and board advice will be issued to the individual schools concerned as soon as it becomes available.  Unless the Board of Governors has already formally agreed that the child concerned should remain in the school for a further year the child remains part of the Transfer Procedure.  Please be sure to include a Transfer Form for any child who was admitted to your school since September 2011.  

Any changes of preference must be notified to the Pupil and Parent Unit by Wednesday 7 March 2012 unless there are exceptional circumstances e.g. a substantial change of address.  
The final date for receipt by boards of changes of preference in exceptional circumstances is Wednesday 9 May 2012.   

As you are aware because of the ‘clearing house’ system a pupil ‘provisionally selected’ can be displaced at any time in the procedure by another applicant who better satisfies the school’s admission criteria e.g. a first preference applicant can be displaced by a fourth preference applicant.  

Where a child is displaced ‘late’ in the procedure it is not always possible or practical for the board to seek further preferences.  Please note that Friday 27 April 2012 is the last date for boards to request additional preferences which are to be returned by parents to the board on or before Wednesday 9 May 2012.  Any additional preferences received after this date will not be processed.  In these circumstances parents will receive letters advising them that their child is unplaced.  

In the past the ripple effect of displacement impacted on a number of schools on the day that the letters were due to be posted, the dates outlined above are necessary to allow both boards and post-primary schools to bring the post-primary admissions procedure to a close in adequate time to ensure that letters are issued to the parents of all applicants in accordance with the timetable.   

Assistance with Transport
Please draw to the attention of parents that the transport eligibility criteria and arrangements may alter during their child’s time at any particular school and this should be taken into consideration when making their school selection.  
Return of Transfer Forms to the Pupil and Parent Unit

It is quite acceptable to send the Transfer Forms in batches as soon as possible as they become available as this will facilitate the inputting of information so that Post Primary Schools receive the 1st preference applications by the due date (Friday 16 March 2012).  A copy of the Transferee Report should be returned with the Transfer Forms for your school.  All Transfer Forms should be returned to the board by Friday 17 February 2012 at the latest.  
Yours faithfully

Mairead Maguire (Mrs)
Head of Pupil and Parent Unit

Direct Line (028 3751 2411)

MM/cs

Enc. 
