
5.6 Children joining during school year procedure 

 

 

 

 

 

 

 

 

 

  

 

 

5.6 Children who leave the school during the year procedure 

 

School informed by 

council about new pupil. 

Family contacted by 

school (Admin) and tour is 

offered at a mutually 

convenient time. 

During tour – welcome pack 

is given to family. (Admin) 

Consent forms are then sent 

on ParentMail. (Admin) 

Class teacher makes 

contact with previous 

school for handover 

information. 

Taster sessions / a start 

date is offered to the 

family depending on 

preference. 

(Admin/Headteacher) 

Electronic and hard 

copies of previous records 

will be received by the 

school. (Admin) 

School informed by 

parent. 

(Classteacher / 

Headteacher/Admin) 

School check that 

information is correct.  

(Admin) 

Date for leaving agreed 

with parent. 

(Headteacher/parent) 

 

Off-roll form completed 

and sent to the council. 

(Admin) 

 

School available for the 

new school to contact for 

a handover. 

(Class teacher) 

Child removed from roll 

when admitted to the 

new school. 

(Admin) 


