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1.1. Importance of the CTF

Common Transfer Files (CTFs) are XML files that are used to electronically import and
export data when pupil/students transfer from one school to another. This usually happens
at the start of a new academic year but can also occur at any other time throughout the
year.

Each transfer file contains details of the transferring pupil/students (such as contacts,
attendance history, assessment data, etc.), as well as details of the transferring and
receiving schools. CTF files are also used to export Key Stage Results to LAs and the
Qualifications and Curriculum Development Agency.

Once generated, the CTF file is sent to the receiving school via the DCSF secure web site
S2S. The receiving school or LA can then import the data into their SIMS/One system. The
CTF import routine enables pupil/students to be placed either directly on-roll or into a pre-

admission group.

1.2. Key benefits of CTF

e Pupil Welfare
When pupils move from one school to another it is the mechanism for keeping track
of them, ensuring they are not lost from the system, and that any significant
information, for example Special Educational Needs or details such as ‘In Care’ are
immediately available to the new school.

Much of the data to be transferred represents some characteristic or status at the
point in time that a pupil leaves school. There are also historical items which will
capture data for a year, e.g. pupil attendance aggregate data, or which relate to
events that have happened during a pupil’s time in school e.g.
attainment/assessment (end of Key Stage) data. Historical data may include data
that has been transferred from a pupil’s previous school(s).

e Maintaining Pupil Progress Using Prior Attainment
Another important rationale for this requirement is that, if the receiving school has
knowledge of the pupil’s prior attainment, this can be used to inform their planning
for the pupil’s continuing education. Using this knowledge of prior attainment they
are better able to meet the individual needs of each pupil with greater accuracy and
therefore maintain the momentum of their learning.

e Children whose parent(s) are serving with the Armed Forces
A CTF is patrticularly important for children whose parent(s) are serving with the
Armed Forces because these children tend to move schools more frequently.
Therefore maintaining continuity for their education by transferring up to date and
relevant information promptly is imperative.

SCE (Service Children’s Education) have schools worldwide that have access to
the S2S website and can therefore download a CTF.

SCE is committed to using CTFs on a voluntary basis, and points out that it is
particularly important for its schools to receive CTFs for pupils transferring into
them; as such moves can often involve large numbers of children at the same time.
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1.3.

Non-maintained Special Schools, City Technology Colleges and Academies
Many of the above establishments have MIS (Management Information Systems)
that are compatible with mainstream LA schools and it is therefore important that
children moving to these schools/colleges/academies are not disadvantaged by a
lack of information and communication from their old school.

Independent Schools
Many Independent schools have MIS compatible with other educational
establishments and they can have access to the S2S website to download a CTF.

School Value Added Analysis

A CTF can have implications for the whole school performance record. The lack of
previous results can impact on Value Added analysis of the schools performance. If
a school does not have pupils’ previous achievements future Value Added analysis
of the school results will be affected as this is reliant on data from the previous Key
Stage, for example from Key Stage 2 to Key Stage 3.

Target Setting
The lack of performance data for a child can affect school target setting processes
especially if part of this is based on the National Value Added Lines.

General Process map for Sending or receiving a CTF

When a pupil(s) Leaves your School

Currently the S2S secure transfer website provided the DCSF is the method for
exchanging data between schools. Schools should be monitoring files sent to receiving
schools which have not been downloaded from S2S. If a request is subsequently received
the school should actively check their records and, if appropriate, direct the requesting
school to the file on S2S.

A CTF should be created for every pupil who leaves your school even if:
- the destination is not a maintained school in England or Wales
- the destination is not known (Lost Pupils).

A CTF should be created and sent as soon as the destination is known.

[ ]
e ACTF can be created and sent before a pupil(s) leave.
e Creating a CTF DOES NOT take the pupil(s) ‘Off Roll’ or assign leaving dates.
e More than one CTF can be created and sent for the same pupil(s).
Ensure the Information Create a CTF using Upload the CTF to
in SIMS.net is up to date the routine in the S25
school system
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When a pupil(s) joins your School

Schools are notified by email if there is a CTF waiting for them to download from the DCSF
S2S Website. If you are having problems receiving these emails please contact
Management Information.

More than one CTF can be imported for the same pupil(s) however you may wish to de-
select certain items after the first file has been imported. Contacts and addresses for
example.

e If you do not receive a CTF, contact the previous school and request a file as soon
as possible

e If you have entered details manually you should still import the CTF but you may
wish to de-select certain items. Contacts and addresses for example.

_ Download Print Data
Email from !mport CTF Checking Sheet
S2S Computer MIS to give to pa}rents
for updating

1.4. Circumstances when standard rules for sending and receiving a
CTF for a pupil might not apply

There are occasions when it is not considered appropriate to pass on to a new school,
details of a pupil’s history. Each case would need to be judged on its merits in
consultation with relevant parties that might include:
e The school
The police
Child protection worker
Social worker
CME contact in the LA
Other LA contacts

Circumstances when it is not considered appropriate to pass on details via a CTF might
include:

e A family escaping a violent partner
e The family is in a witness protection programme
e The child has just been adopted

1.5. When to create a CTF with more than one pupil and when to create
CTF with only one pupil

e A group of pupils transferring to the same school where both the school and LA
number are known can be included in the same single CTF

e If, however, more than one pupil is leaving the school but the destination is either
unknown or outside the maintained sector for England and Wales, a separate CTF
must be created for each pupil. More details can be found in the S2S guidance
handbook on the Teachernet website: http://www.teachernet.gov.uk/S2S

e Details of all schools including Independent schools numbers can be found on the
website: http://www.edubase.gov.uk/
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2.1. Exporting Common Transfer Files
1. Select Routines | Data Out | CTF | Export CTF to display the Export CTF page.

2. Select the Effective Date using the Calendar button in the Pupil (or Student)
Options panel. This date must fall within the current academic year, and it governs
the cut-off point for the exclusion of the selected pupil/students, based on the View
settings.

3. Select the type of pupil/students to be included in the CTF file from the View drop-
down list, e.g. Leavers this year. The selection made here governs the impact of
the selected Effective Date.

2 Student Options indiud d : ’
: = - - Includs students [#]  Refesh Students
Effective Date  |11/12/2009 || B ! Wiew |Leavers this year L! already exported O | ﬂ ful
Current students
Leavers this year
3 Studenis Leavers previous years _
- |UPN Prefered Surname Current and Leavers this pear [*]|'rear Grp [*]|"Year Taught E”Destination L&/Other Destinat
L620832102001 Abraham Al iN2) (N2) [

4. Itis possible to place on-roll pupil/students and leavers in the same CTF file. This is
useful when sending end of Key Stage results to the National Assessment Agency.
To do this, select Current and Leavers this year from the View drop-down list.

NOTES:

Selecting All from the View drop-down list displays all students, and therefore, the
Effective Date filter is not applicable.

Selecting Leavers previous years displays all students who have left your school in all
previous years, and therefore the Effective Date filter is not applicable.

Pupil/students who have already been included in previously created CTFs will not
appear in the list by default. If you wish to include these pupil/students, select the
Include Students Already Exported check box.

2 Student Opbons o] .
. i l¢ [
Effective Date  [11/12/2009 | B | View Il:unent students ;I :aTr?e:dj ;Hl&o?:a; O | @ Refresh Students

5. Click the Refresh Students button to update the list of pupil/students displayed.
/

2 Student Oplions
Include students

Effective Date  [11,12/2009 U] = avers this year aheady exported d | Befresh Students |

6. Inthe Students panel, click into the Destination LA/Other or Destination School
cell for each relevant pupil/student, as appropriate, and select their destination from
the drop-down list.
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3 Studenis

LUPM Freferred S umame Freferred Forename Feg Gip IE‘ ear Grp Iz‘ “rear Taught IE‘ D estination La/Other /| Destination School -
1820892102001 Abraham Jane [FM) NZ) [N2)
ME202001 05001 Acktan Stan [2JE) (2 12
4320200102001 Acktan il [4ES) 4 14]
1220200105060 Acton Jordan [ELM] [R] [R)
BG20200106090 Actan Samantha [ELM) (1 [
HEZ0200107008 Adebayar Emmanuel [FINE] [F] [R)

# (0820200104002 fideds Papal [3T0] 13 13]
BE20200105002 Affleck Blexis [2GH] (2 12 I -
2820200105076 Agathocleaus Joe [3CE) (3 (3] g;{”k?r}gpﬂféggenham
E220200102001 Ahmad Arfa [5EE] 5 (5] Bramet
220200104003 Shmad Caiina L] 13 13 Bamnsley
(1520200104004 Ahmed Mohan [5DT) (5) (5 E:‘d’}ﬁ;d“g;‘,’;ﬁgﬁ‘ Somerset =
1UB20200105034 Aldiidge Caurtney [3CE) (3 [3)
NB20200105077 Alim Farah [3CE] 13 13
0820200105003 Alaia Padla [2JE) (2 12
A20200107009 Americana Kari [F] [R)
0A20200103001 Amiel Tanzeel [4ES) 14 4] -

\

TIP: Right-clicking anywhere in the grid enables you to Select All the pupil/students \

displayed. They can then be allocated to the same Destination LA or Destination Schoql
collectively. You can also highlight a selection by using the Shift or Ctrl keys in /

conjunction with the mouse button. -

——n o mm b s mm ks mm s e mm s mm ks mm s o n mm s e =
— - — =T " " "
. -

7. Click the Export CTF button to create and save the export file to the location
specified when configuring the CTF Defaults.

NOTE: Any errors preventing a record from being exported in full are written to the Export
Exception Log. The exception log also warns if any information expected to be included in
the CTF export file is missing for a pupil/student. For example, the Student Address is
included but the address has no Street.

8. If any data exceptions are found, correct the missing data for the pupil/students who
have not been processed or update any missing data items by editing their
pupil/student details, then click the Refresh Students button to enable the Export
CTF button again.

The Destination LA/Other or Destination School cells are blank for the
pupil/students who were not processed originally and a new column listing the
Previous Destination is displayed. Select the destination information as required.

When you have selected the Destination LA or Destination School for the relevant
pupil/students, click the Export CTF button again to create and save the export file.

9. Once the file has been created, any exceptions dealt with and the file created again,
if necessary, open S2S and navigate to the location of the CTF Export Directory
as defined in the Configure CTF Defaults page and identify the newly created CTF
file (.XML) for export. Each file has a unique file name. (see S2S guidance)

NOTE: In order to differentiate between CTF export files that have the same source
and destination number, the file names are automatically appended with a sequence
number, e.g. 8864567_CTF_8866543_001, 8864567_CTF_8866543 002

10.The CTF file can now be sent to the recipient by S2S
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ADDING NEW DESTINATION SCHOOLS

If you have a student(s) leave to go to a school which is not already in your system you will
need to add it to SIMS.net before you create the CTF.

Select Routines | Data Out | CTF | Export CTF to display the Export CTF page.

Click on Schools within the Links panel on the right hand side of the screen

(3 Links 9
Schools
Click New

Type in the name of the school you are sending the CTF to in the School Name field

1 Establishment

Schaool Mame |"'f"f‘3h3'S Edge Primary 5chool | School Purpose ] Partnership Monitor
[ Partnership 5 choal
B | - = | x [ Indirect Destination
E stablishment Mumber J L= — | [ Indirect Feeder
- [] Feeder
Schoal Ph . hd
FHORTNase 7 ] Destination
S chaol Governdnce hd
Head Teaéher | |
Main,lZ’ontact | |
/

Click on the magnify glass against the LA field

Type in the LA name or LA number and select Region as appropriate

ﬁ Search
L& name Lé, rmber a7 Region  |England v
Mame L& nurnber
Medway aa7

Highlight the LA and click OK

Type in the DCSF number of the destination school in the Establishment Number field
(If you do not know these details you can find them on www.edubase.gov.uk)

Save
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2.2. Importing Common Transfer Files

Select Routines | Data In | CTF | Import CTF to display the Import CTF page.
2. Specify the data to be imported by selecting and deselecting the appropriate Data
to be Imported check boxes.

=

1 Data to be Imported

Student Basic Details [l Student Address [l Student Cantacts [l
SEN Infarmation [w] Azzessment Data [w] School History [l
Altendance Summary ] Looked After ]

3. Inthe Import Selection panel, click the Open button adjacent to the CTF File field
to display the Select Import File dialog.

2 Import Selection /
CTF File | |
Flace new pupils in IF're-Admission j
Pre-&dmission Group | Admit On | Year Group |
& Import CTF

4. Navigate to the location of the CTF File to be imported. Highlight the appropriate file
and click the Open button.

New pupil/students can either be placed On-Roll or into an intake and admission group
combination.

5. Select the required destination to Place new pupils in from the drop-down list, i.e.
On-Roll or Pre-Admission.

2 Import Selechon
CTF File |E: WBEEATIE_CTF_8222001_007. Al | @

Flace new pupilz in Pre-&driszion W

| Pre-Admizsion |
Pre-dmission Gro{TEST I Year Group

NOTE: If a CTF file import includes data relating to an existing pupil/student, their data will
not be updated if the system detects that it already exists. These data exceptions are
written to the Import Exception Log (on the Import CTF page) where the details can be

viewed.

3 Exception Log

Mumber of pupilz i file: Mumber of pupils processed: Mumber of new pupils:
LIFH Freferred Surname | Preferred Forena... | Gender Date of Bith | Emor Description Hsave
K.886371 605007 BALZAN Luke ] 2R/09/2000  Details of previous schaoolz are nat present in the CTF fil é e

Unable to import Student Contacts a3 none found in the
Unable to import Student Addreszes az none found in thi
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3.1. Using the DCSF website S2S

Full details for using S2S can be found in the Handbook available on the Teachernet
website http://www.teachernet.gov.uk/S2S

Figure 1 shows the process of sending and receiving files using the S2S secure site.

Receiving
School

Email
%ck data

Sending
School

Upload file
Delete file

Email file received
Email file rejected

Download file

S 28 Reject file

Login Here
View files View files
Download file Download file
\ 4
Sending Database for records without a Receiving
LA destination school XXXXXXX or moved LA

to an independent or school outside
England MMMMMMM
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3.2. Uploading a CTF

http://www.teachernet.gov.uk/s2s

Click on Logon

Login

Flease enter your username and passwoard
in the boxes helow and press Submit

Jsername:

Password:

Enter ID & Password (If these
have been forgotten or lost you
can either contact
Management Information or the
S2S service desk on 01325

392626).

Click on Upload

Click on Upload CTF File

Sluplead
@ Upload CTF File €——

@ Upload Teacher Assessment File to HAA
@ Upload Generic File

@ Upload PLASC/School Census File

@ Uplead Consistent Financial Reporting file
@ Upload Exclusion File

@ Upload Admissions File

Use Browse button to locate the drive and directory where your CTF is stored, usually S:
or F: (see 5.1. How to Set CTF Configuration Defaults page 15 for guidance).

Select the file for example 8862000 _CTF_8864001_001.XML
Where:
886 is the LA number of the sending school
2000 is the DCSF Number of the sending school
886 is the LA number of the receiving school
4001 is the DCSF number of the receiving school

Common Pupil Transfer File Upload Page
Flease use the brovwse Button to retrieve files for upload

Select Folder & Filename:

SASIMSISTARISSE3T16_CTF_8232001_001 xml

pload File

Click Upload File

Kent County Council - CTFs Preparation and Guidance for SIMS.net Schools 2010 11
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3.3. Downloading a CTF

Using the Internet, access S2S web site by typing in www.teachernet.qov.uk/S2S

Click on Logon

Enter ID & Password (If these have been forgotten or lost you can either contact your
LCSP Rep. or the S2S service desk on 01325 392626).

Click on Download | Download CTF File

S| Download
@ Download CTF File €——
@ Previously Downloaded CTF Files
@ Download Generic Files
@ Re-Download Generic Files
@ Download HCT Results File
@ Re-Download HCT Results File
@ Download Admissions File
@ Re-Download Admissions Files

Select the CTF and check the basic pupil details shown.

Common Transfer Files ready for download

folichk op colgmn headings to change soit order)

File Date Uploaded Source School

g861234_CTF_BEES673_001xml 1411272009 Waters Edge Primary School

Pupil Details for selected file

Fupil LIPK Date of Birth Name
ABEAE1 23409001 O01r2000 Bloggs, Joe

Click on Download File or Remove File as appropriate
For Downloading; click on OK to confirm the download

Click Save | Identify the directory in which the file should be saved and save as you would
normally within your computer system.

Import the CTF into your SIMS.net (See 2.2. Importing Common Transfer Files page 9)

Kent County Council - CTFs Preparation and Guidance for SIMS.net Schools 2010 12
G:\Ed Management Information\COMMON\James\CTFs\CTFs_Preparation_and_Guidance_V1 0.doc



3.5. Problems with downloading from S2S (Security Settings)

If you experience problems with downloading from S2S, where your file appears to vanish
on the site and has not downloaded onto your system. You might need to check your
security settings as this may be affecting your download.

Help
Mail and Mews 3 e Open Internet Explorer
Pop-up Blocker 3
Manage Add-ons... e Click Tools | Internet Options
Synchronize. ..

Sun Java Console

Internet Options...

— e t—— ;
| Generall Security |Pri\u'aur_5-I I Content I Coﬁécﬁuns.l_ Frograms | Advanced
—_— T—.
~.
~.
S~ -~
Select & zone to view or change security';etﬁngs. T~ ° Select the Secu rlty Tab
Internet Local intranet  Trusted sites  Restricted 1 C“Ck on Custom Level
sites 1
Internet = |
Sites .
@ This zone is for Internet websites, S |
except those listed in trusted and .
restricted zones. i
. : /
Security level for this zone -
Allowed levels for this zone: Medium to High /
Medium-high _/
- Appropriate for most websites /
=) - Prompts before downloading potentially unsafe .
content /
- Unsigned ActiveX controls will not be downloaded /'
i : /
[¥] Enable Protected Mode (requires restarting Internet Explorer) Y
l Custom level. .. I Defaultlavet - T ’
Reset all zones to default level

Search for Downloads | Automatic Prompt for File Downloads

Eﬁ Downloads
,gﬁ Automatic prompting for file downloads
(7 Disable

Ensure this is Enabled

Click OK | Re-download CTF file from S2S
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4.1. Examples of File Names

The system will automatically generate the file name depending on the destination of the

file. The file name will always be in one of the formats given in the examples below. The

last three numbers will be incremental; therefore if a second or third file is created for the
same destination it would end in _002.XML or _003.XML respectively.

An example of a CTF file sent from one school to another school would be:

8012000 _CTF_8024001_001.XML

Where:

801 is the LA number of the sending school

2000 is the DCSF Number of the sending school
802 is the LA number of the receiving school
4001 is the DCSF number of the receiving school

An example of a CTF file sent from a school to its maintaining LA would be:

8012000 _CTF_801LLLL_001.XML
Where the second number contains LLLL indicating that the destination is
the Local Authority and not another school

An example of a CTF file sent from a school to the QCA would be:
8012000 _CTF_NAALLLL_001.XML
Where the second number is NAALLLL indicating its destination is the

National Assessment Agency and not another school

**An example of a CTF file sent from a school to where the destination is not
known, sometimes referred to as the ‘Lost Pupils’ database, would be:

8012000_CTF_XXXXXXX_001.XML

*An example of a CTF file sent from a school to where the destination is known to

be outside the maintained sector in England or Wales would be:
8012000_CTF_MMMMMMM_001.XML

An example of a CTF file sent from a School for Service Children would be:
8012000_CTF_702LLLL_001.XML

**See 5.2. Add alternative destinations to your SIMS.net (page 17) to see how to add
these to SIMS

Kent County Council - CTFs Preparation and Guidance for SIMS.net Schools 2010
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5.1. How to Set CTF Configuration Defaults

CTF configuration defaults must be set up before CTFs can be imported or exported. This
includes setting the import/export directory details, specifying the data to be
imported/exported by default in addition to adding any required alternative destinations.
These enable the export of CTFs for pupil/students whose destination is unknown or for
those who are moving to a school outside the maintained sector.

Setting the CTF configuration defaults

Select Tools | Setups | CTF to display the Configure CTF Defaults page.

Caonbujuse CTF DNebasks
;"I Sve | =0 Uiy
T
1 Dhaiw- by Dl
CTF import desciony |5 \arma\CTF Imei P |7
CTF expan deactons |"-. “awmatl-TF E upaort P ] |é‘|

7 [haba b b e el By el
Sluderd B asic D etals = Studert e [ Shudert Conticts Fel
SEM Inloemation =] Agaiameant O ats =] % choal Higtony =]
Angndancs Summay = Lioeiok i At b=l

A [hali bu ba Exposiod by Deladl
Shudend [l saic Datads = Ghudert Addeess = Shadert Contach =]
P Aiapireand ety A -
SEM Inlomnaton =] A K61 Tashi/Taiti 0O chosl Histery =]
[Bhendance Summiy ) sk At el
Collect Ahendance SIM5 Amendarce Module w
Diaka Fioss

4 Aliernatiee Dueteobors

Coda Descroton Hew
Setting the directory details
1 Directory Details
CTF import directaory |S:'\sims\ETF Impart Pri | @]
CTF expart directarny |S:‘~$im$"~ETF Expoart Pri | @]

1. Specify the location of the CTF Import Directory (folder where files to be imported are
stored prior to import) by clicking the Browser button in the Directory Details panel.
Select the required folder from the Browse for Folder dialog.

2. Specify the location of the CTF Export Directory (folder where export files are stored
once created) by clicking the Browser button in the Directory Details panel. Select the
required folder from the Browse for Folder dialog.

Kent County Council - CTFs Preparation and Guidance for SIMS.net Schools 2010 15
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Specifying the data to be imported by default

Specify the data that should be imported by default (if it exists in the CTF file) by selecting
the required check boxes in the Data to be Imported by Default panel.

TIP: Hover the mouse over each check box to view a list of the data in each section as
shown in the following graphic:

2 Data to be Imported by Default

{Student Basic Details | Student Address [l Student Contacts [l
. —1 A PR —1 H
SEM Information Tncludes the Fallowing: School Hiztary [wl]
Aftendance Summary Former LIFM
Preferred Surname
Farmer Surname
Preferred Forename
3 Data to be Exported by DY 1.1 411c Names
Student Basic: Details Mational Curriculum Year Student Contacts [w]
Ethnicity
. Ethnicity Source .
SEM Information Languages Information (Language qualifier and Languages) Sichool Histry [l
Free School Meal Eligibility
Alttendance Summary Free School Meal Review Date
Medical Flag
Collect Attendance q Enrolment Skatus

[rata From

These default selections can be changed on an individual file basis when importing a CTF
file (via the Import CTF page) if required.

Specify the data to be exported by default

1. Specify the data that should be exported by default by selecting the required check
boxes in the Data to be Exported by Default panel. These default selections can be
changed on an individual file basis when exporting a CTF file (via the Export CTF page)
if required.

2. Specify where attendance data should be collected from by selecting either Pupil (or
Student) Attendance Summary or SIMS Attendance Module from the Collect
Attendance Data drop-down list.

Attendance Summary — exports data manually entered in the CTF Attendance
Summary panel within a specific pupil/student record (in the School History panel).

SIMS Attendance Module — collects data from the Attendance Module records.
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5.2. Add alternative destinations to your SIMS.net

Alternative destinations are used to create destinations other than the schools defined in
your SIMS.net system. You can for example, set alternative destinations for pupil/students
whose destination is currently unknown, for pupil/students moving outside the maintained
sector and/or for the Qualifications and Curriculum Development Agency. Once added, the
alternative destinations will appear in the Destination LA drop-down list when exporting a
CTF.

SIMS.net Homepage
Tools | Setups | CTF

Panel 4; Alternative Destinations

4 Alternative Deshnahons
Code Description D e
MHAALLLL Matiohal Azsezzment Agency Open
% Delete
Click New
s Alternative Destination EEE|
Alternative Destination
Code [ 1]
Description
ak. ] [ Cancel

In Code field type relevant code from list above (for example XXXXXXX for destination
unknown)

In Description type in a relevant description

To make the alternative destination easier to find in your list when creating your CTF place
XX in front of the description (for example XX Destination Unknown)

Click OK | Save

4 Alternative Destinations
Code Drescription [ New
MaalLLLL Matiohal Azsezzment dgency Open
HRO T, ¥4 Destination Unknown N
% Delete
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This places your new destination in your Alternative Destinations panel
Log out of SIMS.net

Log in to SIMS.net

WHEN CREATING YOUR CTF

Routine | Data Out | CTF | Export CTF

Panel 3; Students

Select the appropriate Student

Destination LA/Other select XX Destination Unknown

Leave Destination School blank

3 Studenis
LIPH Frefemed Suma..  Prefered Forena.  Re.. fea.. ear T.. Destination LAth..  Destination School |
b 820292102001 ||Abraharn |Jane liPey Nz iMz) |54 Destination.  + [
ME2020010500.. |Ackton Stah [2IB] [2] [2]
Export CTF
Upload your file to S2S as a CTF (see S2S guidance for details)
Login Here
Examples of other codes and Alternative Destinations
MMMMMMM MM Non Maintained
4 Alternatmie Deshnabons
Code Drescription [ Mew
MaaLLLL Mational Azseszment Agency Onen
oD, = Destination Unkrnovn N 5
rAbAbA b RARAR BB MoR M aintained % Delete
The option for Service Children will already be on your system as;
Service Children’s Education Authority
Under Destination LA/Other in Export CTF
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6.1. Lost Pupils Database File Management

LA users with ‘LA Lost Pupil’ or ‘LA Lost Pupil Transfer’ S2S user access rights are able to
initiate searches of the lost pupils database when their schools report that a pupil has
arrived without a CTF.

This document provides instructions on searching and moving ‘lost’ CTFs only.

Search for a Lost Pupil CTF

If a pupil arrives at a school maintained by your LA without a CTF the school should
contact their LA providing details of the pupil and their previous school name/location (if
known). These details should be used to conduct a search of the Lost Pupils Database.

@ Home

H Upload

H pownload

@ Reports .
@ Search for Lost Pupil e Select Search for Lost Pupil from the menu.
HMessages

HMessage Templates

HMessage Address Groups

@ Contacts

@ Change Password

@ Logoff

e Depending on what information you have on the pupil for whom you are seeking a CTF
search by entering data into the spaces provided, for some or all of the following fields.

UPN |

Surnarme | Surnarne Beging [ € "= -
'~
.
" ins with N

Forename I Tick the above box to search on an exact Surname match that begins with .

your entered texd. (N
Tovwn I K the box is not ticked, 8 soundalike search will be performed. \

1
Date of Birth Day I Manth I = Year .
/
Gender I 'l oy -
. -
. -

Sort Order IDatE of Birth 'I Search | Reset —_" -

=
-
-——
-
. -
P
- -
-
. -
. -
. ——
. -

e Use the Surname Begins check box to search on exact text match (box checked) or
‘soundalike’ search (box unchecked).

Sort Order

: saann | o Select the field you wish to sort the files by from the
File Name | pull down list.

Forenamme

e Click Search.
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Lost Pupil Transfer Files

You are searching for a Surname or Former Surname that begins Mouse
You have selected to sort on DateofBirth

UHMN SUrharme Farenarme Ld GFender [own Fllenarme

Minney 11/06/1992 F Wales Towm 1119876 CTF MMMMDDMIM 001, ML

Pupil Details for selected file

Date
LEA School Number/Name Former UPH Former Surname Middle Names Uploade:
111 9876 - Wiales test1 05/0452004

Download Lost Pupil File Mew Search

When a file is selected additional pupil details are shown for the pupil within that file:

LA Number School Number/Name
Former UPN Former Surname
Middle Names Date Uploaded

e Highlight a file that matches the pupil you are searching for, check that the additional
pupil details match.

¢ |If the details match and you are sure that this pupil is on roll at a school in your LA,
click Download Lost Pupil File. If the details do not match click New Search.

e When asked to confirm that you wish to download the file you will need to confirm that
you have taken reasonable steps to ensure that the pupil contained in the file is on roll
at a school in your LA. To download the file you will need to check the box.

e Click Yes to Save the file, selecting an appropriate location to save the file to. Click
OK.

¢ When the file has finished downloading, click Close.

e You will be asked to confirm that the file has been downloaded correctly, if so click Yes,
if not click No to return to the Lost Pupils Files screen.
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TRANSFERRING THE CTF TO THE SCHOOL

Once you have downloaded the CTF you will need to transfer the file to the appropriate
school.

e Re-name the file so that the destination of the CTF is that of the school you are
sending the file to (See Summary of File Types Page).

e Select Upload from the main menu.

e Select Upload CTF File from the sub-menu

e Click Browse

e Locate the correct CTF for upload and click Open.

e Select Upload File, a message will inform you when the file has been uploaded to the
site.

e Click on your browser’s back button to take you back to upload another file or select
another option from the menu.

Kent County Council - CTFs Preparation and Guidance for SIMS.net Schools 2010
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7.1. Problems with S2S

= Due to traffic on the site, schools are not receiving CTFs even though the source
school has uploaded the file onto the S2S site

« As a workaround the DCSF have suggested that files could be sent as a Generic
File. Therefore, create the CTF as usual, navigate to the CTF Out folder and
rename that file

Select File | Right Click | Rename

Open
Prink
Edit

5 Comvert to Adobe POF
B Convvert ko Adobe POF and EMail

Open With 3
(@ Ultr sEdit

K Scan for threats. .
Send To L

Cuk
Copy

Create Sharkcouk
Delete

Rename

Properties

88627727 _886XXXX_CTF00?.xml

Where ZZZZ is the source school number, XXXX is the receiving school number
and ? the file version number taken from the version number of that CTF.

For example:

= When uploading via S2S, choose the Generic File option (rather than the CTF
option).

= upload
@ Upload CTF File
@ Upload Teacher Assessment File to HAA
@ Upload Generic File <+————
@ Upload PLASC School Census File
@ Upload Consistent Financial Reporting file
@ Upload Exclusion File
@ Upload Admissions File
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Use Browse button to locate the drive and directory where your CTF is stored

File Upload Page
Please use the Browse button to select a file for upload
The file selected must be no more than 4Mb

Select Folder & Filename:

|5:15IM515T&H18853T1 6_3232001_CTFOO1 xrml H Browse. ..

[ Upload File

Upload File

When downloading, the receiving school has to choose the Generic File option

Select the file | Download Generic File

Generic Files available for download

{select & file and click on ‘Download Gererlc flle’ to commence the download)

There are 2 Generic file{s) availahle for you to download.
F16_ 101 _CTFOO7 xml

[frmare than one file is selected then files will automatically be zipped.

[ Diowenload Generic File ]

Once downloaded, has to rename the file to the standard CTF format otherwise
the file will not import into SIMS.net

For example:

It is important to ensure that the last 3 digits
of the CTF file name remain the same
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8.1. Further Information and Contacts

e Management Information

Brenchley House, County Hall, Maidstone, ME14 1RF

Tel: 01622 671411 | Fax: 01622 694449

Email: midkentdataqualityteam@kent.gov.uk
management.information@kent.gov.uk

e EIS
The EIS Centre, Oxford Road, Maidstone, ME15 8AW
Tel: 01622 683708 | Fax: 01622 663591| Email: eis@kent.gov.uk

e S2S Service Desk
Tel: 01325 392626

8.2. Useful Links

e Management Information page - KentTrustWeb
http://www.kenttrustweb.org.uk/UserFiles/CW/File/Finance Assessment/Manage
ment Information/Data Collection/

e S2S - Secure file transfer site
http://www.teachernet.gov.uk/s2s

e DCSF CTF Guidance
http://www.teachernet.gov.uk/management/ims/datatransfers/CTE/

e National School Searchable Database
http://www.edubase.qov.uk/

e EIS
http://www.eiskent.co.uk
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