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Pupil Induction and Transfer Policy

1. Introduction

1.1. At St Michael’s, many of our children are from army families and thus have to move school more often than non-army children. We are therefore very aware that our policies for dealing with children new to the school and those transferring elsewhere need to be constantly monitored. 

1.2. We aim to ensure that every child’s admission to school is as smooth and happy as possible, whether this be at the normal nursery or reception entry date or at other stages throughout the school.  We also aim to ensure that children are carefully prepared for their transfer to other schools and that our systems for sending on records are securely in place.
2. Induction for Foundation Stage Pupils
2.1. When a place becomes available in the Nursery, parents are contacted and given an appointment for a meeting with the Nursery teacher. This is normally at the beginning of a term but may be at other times when spaces become available. The meeting includes a tour of the Nursery. At the meeting parents are given a Welcome Package that includes the ‘Information for Parents’ booklet, which details the Foundation Stage Curriculum, Nursery routines, snack time and Foundation Stage staff.

2.2. The children attend for three sessions out of five in the first week and then full time from the following week. A meeting is arranged with the parents after the child has been in the Nursery for half a term to discuss how they have settled.

2.3. As the Nursery is part of the Foundation Stage unit the children are familiar with the Reception Classroom and staff. If a child is due to start in Reception Class and hasn’t been to the Nursery, two visits are arranged for the child to attend before starting. 
2.4. Where possible, parents are encouraged to bring with them any records from Pre-schools and other Nurseries.

2.5. If the child is transferring from St Michael’s Nursery the parents are invited to attend a presentation by the Foundation Stage Coordinator about transferring to the Reception Class. This usually takes place in September for all children transferring during that academic year.
2.6. In the first few days of the Reception Class, the child will attend only the morning sessions. For children transferring from another school, parents will have a meeting with the Reception Class teacher during the child’s first week.
3. Starting School in Years 1 to 6
3.1. The nature of our school is such that we have many children starting in the middle of the term, so we aim to make the transition as smooth as possible for child and school alike.  Children are welcomed into their new class and a ‘friend’ will be found to help the child in the first few days. All staff members are made aware of any new children. The class teacher will be available to talk to the parents of the child at the end of the first day. Records from the child’s previous school will be sought, including any SEN information if applicable. Within two weeks of entry, ‘mid year’ pupils will be given a Reading Age test and a piece of writing will be levelled. Results will be recorded on an Entry Assessment sheet along with the teacher’s assessment for maths, literacy and any other general comments.

4. Transferring to another School

4.1. When we know that a child is leaving, we try to make the break as positive as possible. On the day the child goes the class teacher and all the children say goodbye and look at the positive side of making a change. Records are sent on to the new school and parents are given the child’s exercise books and samples of work to take with them. 
5. Transferring to Secondary School

5.1. We have good relationships with several of the local secondary schools and our pupils attend any events which are held for primary feeder school children, such as sporting competitions, etc. Induction visits are arranged during the last term before the children are due to start their new school to familiarise the children with their new environment. Liaison between the Year 6 teacher and the Secondary School staff also takes place, including discussions with the SEN staff if applicable.
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