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TEMPLATE: Service children school transfer information
Service children may move and change school many times during their educational journey. It is vital all relevant information moves with them to enable the smoothest transition and avoid gaps in support.
How to use this tool: 
Ordinarily information between schools is handed over on transition. This tool is designed to support the transition process by providing more detailed background information on how best to support the Service child, learning overview, any Additional Learning Needs and educational history. It should be completed by the Service child’s current school prior to transition.
Instructions: 
1. This document should be completed by the Service child's current school. 
2. Current school share documentation with new school. 
3. New school can use the information to prepare for and support the Service child’s transition. 
4. When the Service child is relocating again in the future this tool can be updated to support the next school. 












	Service child details

	Basic information  

	Name 
	

	Gender 
	
	Date of birth 
	
	Year group 
	

	Reason for move 
	

	Anticipated moving date 
	




	Education History

	Current school 

	School name
	

	Location of current school (LA and country) 
	

	Key School contact 
	Name
	

	
	Job title 
	

	
	Email 
	

	
	Phone number 
	

	Dates of attendance 
	Date from      
	
	Date to
	

	Attendance (%)
	

	How many schools in total has the Service child attended? 
	

	Previous schools 

	School name 
	Date from
	Date to 
	Notes and additional information 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	About the Service child  

	Please outline how the Service child is making progress in these areas. 

	Characteristics of learning 
	

	Developing independence 
	

	Community inclusion and relationships 
	

	Understanding healthy living 
	

	Baseline Assessments 

	Reading 
	
	Spelling 
	
	Numeracy 
	

	Learning overview 

	Subject 
	Topics covered in year (add school year group) 
	Working level / grade / Any barriers identified 

	Maths 
	
	

	English 
	
	

	Science 
	
	

	Add Subject / topic area
	
	

	Add Subject / topic area
	
	

	Add GCSE / topic area
	
	

	Add Subject / topic area
	
	

	Add Subject / topic area
	
	

	Add GCSE / topic area
	
	

	Add Subject / topic area
	
	




	Service child’s needs 

	Please outline any additional needs the Service child may have whether this be linked to ALN/SEN or the nature of being a Service child. Please outline any support the Service child has been in receipt of in relation to these needs. 

	ALN / SEN 

	Does the child have any ALN / SEN? 
	Yes
	
	No
	

	If yes, please detail the level and type of support received. 
	

	When and what documentation will be shared regarding this e.g. provision map
	

	Service child related needs 

	Has the child ever received any additional support due to their Service child status e.g. catch-up support, ELSA support 
	Yes
	
	No
	

	If yes, please detail the level and type of support received.
	

	Further support 

	Does the child require support additional to classroom teaching? 
	

	If yes, please detail the level and type of support received.
	

	External support 

	Have any external agencies been involved with the child 
	Yes  
	
	No
	

	If yes, please detail as much information as possible e.g. agency, description of support, dates (from and to), contact (name, role, email, phone no.)

	

	Notes / additional information
	





	Service child pen picture 

	Pen Picture prompt questions –

	What people like and admire about me 
	Please include information on; 
What teaching staff and friends like and admire about the Service child. Personal qualities and characteristics e.g. kindness, perseverance, sense of humour etc


	What is important to me
	Please include information on; 
What they enjoy most about school. 
Any interests, hobbies, extra-curricular events they have taken part in.


	How best to support me 
	Please include information on; 
How they have been supported in lessons. 
Any interventions. 
Any external support. 
Specific times they may require additional support.


	Service child background / lifestyle 
	Please include information on; 
Who within the family is in the Armed Forces? Which service? In what capacity e.g. regular, reservist, veteran. 
How they react and what helps when their parent is deployed/away on training. 
How they react and what helps when they move home/school.


















Service child pen picture 
	


Add photo of Service child 
	
	Name: 


Class/Form: 




	
	Top 3 Strategies: 

·   
·  
·   



	My Service child background/lifestyle:
















	
	What people like and admire about me:








	
	
	

	What is important to me: 
















	
	How best to support me: 
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