Things you can do to ensure a smooth transition
Moving to a new military installation? 

· Here are a few tips to ensure a smooth educational transition for your child. 

· Tell your child's current school when he/she will be leaving as soon as you are aware of the move. 

· If at all possible, tell the current school what school the child will be transferring to (the name of the new school, city and state). 

· Make an appointment to discuss withdrawal procedures with the appropriate school personnel.

· If you wish to receive a copy of records in addition to the withdrawal document, one-week’s notice is required in most cases.

· Call ahead or use Internet to determine if your child's new school has special programs available (if needed); determine as much as you can about the new school. An example; many of the secondary schools are going to different types of schedules. This may impact your child's selection of courses. 

· Call ahead to determine if your child's new school uses block or traditional scheduling, or is a magnet school.

· When you get to the new school if you need further information or have questions, do not hesitate to call your old school back. When you leave your old installation, you should have contact phone numbers or the email address of your old school. 

· When you arrive at your new school, ensure that you have necessary documents and records. An example; without shot records your child's enrollment can be delayed. You should also have your student's last report card, and his or her birth certificate.

Schools generally should be able to provide the following support when you arrive at your new location.

· They can ensure proper placement in any special programs needed by your child. 

· They can arrange for alternative/accelerated methods to complete middle school or high school credits (contingent upon the date of withdrawal and current passing status). 

· They can help you plan secondary courses for your child. 

· They can provide information to explain the school's programs.
	Checklist for School Related Outprocessing

	· Notify school as soon as you have received an estimated departure date

	· Visit school prior to departure to officially withdraw

	· Return all books (library and text)

	· Clear all charges or fines

	· Receive copy of withdrawal document and/or records

	· If your child is between 5 and 11 years of age, contact family support to enroll your child in the Kids on the Move program


	Parents should have:

	· Personal information

	· Student's birth certificate

	· Student's social security number

	· Student's health record (immunizations, etc.)

	· Legal documents as needed

	· Proof of residency/Military orders

	

	School Information

	· Address, Phone numbers, Other contact information

	· Course description book/grading scale (if available for 6th grade and up)

	· Copy of the cover of each textbook or title page 

	· School Profile/Handbook

	· School Web Page

	

	School Records

	· Copy of cumulative folder/ only the copy mailed between the schools is considered official

	· Current school schedule (most recent)

	· Report cards

	· Withdrawal grades or progress reports

	· Test Scores

	

	Special programs records as appropriate

	· Individual education plan (IEP)/Individual Accomodation Plan (504)/Gifted Program Description

	· English as a Second Language (ESL) or Bilingual Education

	· At-Risk or Other Action Plans for Classroom Modifications

	

	Other documents and examples:

	· Writing samples and other work examples

	· Activities records (co-extracurricular)

	· Community service or service learning

	· Other work or performance examples

	· Academic recognitions and competition participation


Below are important contact numbers for the schools.

	School
	Telephone
	DSN
	FAX

	Feltwell Elementary 
School 
	01842-828504
	226-7003/7004
	 01842-827931

	


	Lakenheath Elementary 
School
	01638-523721           01638-532672
	226-3721    
226-3674
	01638-533943



	


	Lakenheath 

High School 
	01638-523115           06138-523118
	226-3115 
	 01638-533073

	


	Lakenheath 

Middle School
	01842-828245
	226-7008
	01842-827329   01842-827945

	
	
	226-7006/7007
	

	


	Liberty Intermediate School
	01638-522258/5935
	226-2258/5935
	 01638-533906

	


	Lakenheath 

Bus Office
	01638526584
	226-6584
	

	
	
	
	

	


	Feltwell 

Bus Office
	01638527332
	226-7332
	











