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POLICY TC \l1 "
This program will establish and maintain efficient and effective record-keeping systems in regards to children who transfer from one classroom within the program to another during the school year.  
PROCEDURE TC \l3 "
1. 
When a child is transferred to another classroom within the program the sending teacher will complete all data entry in CreativeCurriculum.net and forward the family file and any other documentation collected to the receiving teacher within 5 working days.
2.    Teachers will schedule a time to communicate as soon as possible upon learning of the transfer to share information and ask/answer questions to ensure a smooth transition to the new setting.
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