SCHOOL
PROCESSING
CHECKLIST

For incoming and

outgoing families to aid
in the transition between
locations and schools.

REGISTRATION INFORMATION

Documents and records to have on hand
when enrolling in a new school

e Birth certificate and/or passport

e Immunization records

e Report cards/withdrawl grades

e Copy of school transcript/course history
(with grading system)

¢ Legal documents (guardianship/custody
papers)

* |EPs for students with educational
needs, 504 Plans, ESL, etc.

e Proof of residency (lease, utility bills,
escrow deed, etc.)

e Military orders or posting message

e Writing samples, activity records,
community service hours, academic
recognition, attendance/tardy records,
and/or standardized test scores.

WITHDRAWING INFORMATION

Steps to take and records to request
before leaving a school to move

Notify the school

Ask for a copy of school transcript
Sign a request to have official copy of
transcripts sent to new school

Ask for a copy of IEPs for students
with educational needs

Request counsellors
recommendation for placement
Request letters of recommendation
(especially for grade 11/12 students)
Address, phone numbers, contact
information, school website, school
profile/handbook, and/or course
description book

Copy of the cover of each textbook
or title page/table of contents
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