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Procedures for locating missing pupils
Hertfordshire County Council is committed to ensuring that:

· Pupils who go missing from schools in Hertfordshire and move to other areas are located as soon as possible.

· Support is provided to other Local Authorities to locate pupils who are missing and may have moved to Hertfordshire.
The LA believes that it can best achieve this if the procedures are underpinned by the relevant statutory requirements in relation to missing pupils and interconnect with the DfES central s2s (school to school) Lost Pupil Database.

Procedures In Hertfordshire
1. Should a child leave a Hertfordshire school without notice being given by the parent or without the school being advised by the parent of the new address and/or school the child is to attend, the school should notify their allocated Education Welfare Officer as soon as possible.
a. The Education Welfare Officer will work with the school to make reasonable enquiries to try to identify the child’s whereabouts.

b. If after four weeks enquiries have failed to locate the child the school should remove the child’s name from its roll and create a “lost” common transfer file (CTF). XXX should be used as the destination Local Authority and XXXX as the destination school number. Each file should hold information on only one pupil. This lost CTF should be immediately up loaded onto the DfES s2s secure site where it should be held in the Lost Pupil Database.
Please Note: There are different procedures when a pupil’s whereabouts is known e.g. moved outside UK. See para 2. XXX XXXX should only be used when the school has no knowledge of the pupil’s destination.
2. When a pupil moves to a non-maintained school or one outside England and Wales then the school should use MMMMMMM as the destination code. This enables the CTF to be stored securely and to be available if the pupil returns to a maintained school.



3. Should a pupil leave a Hertfordshire school to be home educated, on receiving written confirmation from the parent(s) the school should remove the pupil’s name from the school roll and send the CTF to the s2s Database using MMMMMMM, so that the CTF goes into the database of pupils who have moved outside the maintained system. This does not apply to special schools. 

4. Should a pupil join a Hertfordshire school without that school receiving a CTF from the child’s previous school then the receiving school should contact the Lost Pupil Coordinator and request that a search be made of the Lost Pupil Database for a matching record using gender, names or former names and date of birth. Schools cannot search the lost pupil database.

5. Should a Hertfordshire school which has previously sent a lost child CTF to the Lost Pupil Database be subsequently contacted by a school at which the lost child has subsequently registered then:

a. the school which sent the CTF to the Lost Pupil Database should create a new CTF file and send this to the receiving school and request the Lost Pupil Coordinator to download the original CTF from the Lost Pupils database and delete it:

 And
b.  the receiving school should request its own LA to download the original CTF from the Lost Pupils Database.

These procedures will only be effective if all schools adhere to the principle that:

Whenever a pupil joins or leaves a school then a common transfer file MUST accompany him or her.

Further information on the transfer of a CTF can be found on www.teachernet.gov.uk/s2s
http://www.thegrid.org.uk/info/traded/sitss/mis/data_collection/ctf.shtml
