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Description automatically generated]In-term CP/VP Case File Transfer Form
Please complete fully – copy to be retained by both establishments

	Transfer Notice from
	name of school transferring files

	Receiving School
	

	Files prepared on
	date

	Files prepared by
	name and designation



	Child’s Name
	

	Date of Birth
	

	CP or VP file included
	CP file        VP file         (Mark x as appropriate) 

	Any other files - list
	







Transferring Establishment - (Record transfer in pastoral notes)
Signature of Head of Establishment - ________________________________       Date _________________ 
Handed over by _______________________________________ Designation _______________________
OR
Date of Recorded Delivery Postage _____________________________

Receiving Establishment – 
Name ________________________________________  Designation_____________________________
Signature ________________________________	         Date __________________________

	Please note – receiving school to contact transferring school to confirm receipt of files and complete and scan the above form 

Contact number - sending school contact number

Please e-mail copy of transfer sheet to - Headteacher email address
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