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POLICY TC \l1 "
This program will establish and maintain efficient and effective record-keeping systems in regards to children who exit the program prior to the end of the year.  The procedures for care of records between exit and forwarding to the next setting will be as follows.
PROCEDURE TC \l3 "
1. 
When a child has exited the program prior to the end of the program year the teacher will complete the SD #25 Cumulative Folder within 5 working days of exit.
2.    Health Manager will forward the District Health File to the teacher to be included.

3.     Teacher will submit information to the program Secretary, who will store until the end of the year.
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