
 
  

  

Protocol for Managed Moves  

   

Introduction  

   

In some circumstances, it may be appropriate for a registered pupil of 

compulsory school age to transfer from one school to another, other than for 

the usual reasons and primarily at the initiative of their current school, for 

example to reduce the risk of a permanent exclusion. A managed move 

should not be instigated where a pupil would otherwise be permanently 

excluded.   

   

It is best if such “managed moves” are dealt with according to a clear 

procedure, in order to avoid the risk of disputes between schools over who is 

responsible for the pupil, or children and parents being left with no clear 

provision for their education.  

   

In this protocol “parents” includes all those with “parental responsibility” for a 

child and anyone who currently has care of the child.  

   

Note:  

This protocol is not intended for use where parents (rather than 

schools) initiate a transfer from one school to another.  In this case, the 

usual application and admissions procedures should be applied.  A 

pupil should only be removed from the Admission Register of the 

sending school once the receiving school has agreed to take the pupil 

on a permanent basis.  (i.e. after the agreed review date).  This is not 

at the point where the parents express their intention to seek an 

alternative school.  

   

Principles  

   

• Managed Moves require the consent of parents and an expressed 

willingness by the child to be transferred and to attend the new school  

   

• These arrangements are of a voluntary nature for parents and children. 

The sending school must obtain parental consent prior to any negotiation.  

   

• Managed moves are initially time-limited for a maximum of twelve weeks 

with a clear date for reviews and the final decision over whether the 

transfer can become permanent  

   

• The ‘sending’ school should retain the pupil (whom remains ‘their’ pupil) on 

the Admission Register during any trial period.  The sending school must 

maintain a daily Attendance Register and must allow the pupil to return if  



The receiving school is not willing to admit on a permanent basis. All 

paperwork e.g. LAC/PP/SEN remains the responsibility of the sending 

school  

   

• The sending school may provide funding to support the receiving school, 

to be negotiated directly between the schools during the trial period and as 

a final “transfer fee” (pro rate) through Children’s Wellbeing Directorate if 

permanent admission is agreed  

   

• The receiving school can end the arrangement at any time.  During the 

trial period, the sending school is required to re-admit the pupil should the 

receiving school not wish to proceed  

   

  

  

  

Procedures  

  

Should a head teacher wishe to initiate a managed move, written consent 

should be obtained from the child’s parent(s) to begin the process of finding 

an alternative. The parent(s) may wish to specify their preferred receiving 

school, but should be advised that it may not be possible to accord with their 

wishes in every case.  

   

The request should be discussed directly between the two head teachers 

concerned, but it may be appropriate, at this stage, for the Social Inclusion 

Officer to co-ordinate the procedures.  

   

Once an agreed receiving school has been identified, an “assessment 

meeting” with both child and parent(s) should be arranged, at which the 

sending school should provide all the required information about the pupil’s 

previous progress, attainment, behaviour etc. This must not be described as 

an “interview”. This meeting may also involve other Service Officers and/ or 

professionals working with the family, with the consent of the parent(s). The 

child must remain on the home school’s register during this period.  

   

If a trial admission is agreed, the following arrangement should be recorded in 

writing, for example using the format of a Pastoral Support Programme 

(PSP):  

   

• The start date and agreed attendance arrangement (which, in the first 

instance, need not necessarily be full-time at the new school)  

• The period of the trial (maximum twelve weeks) and the date for review.  

• The arrangements for reporting and recording the child’s attendance 

record: The pupil should be dual registered which will allow the 

receiving school to record the pupil’s attendance at their school and 

the sending school to record ‘D’ – pupil attending another 

establishment. 

• Any financial support to be transferred directly between the schools during 

the trial period  



• Any other issues needing clarification such as transport, learning support, 

involvement of any other services and professionals.  

   

Should the receiving school wish to end the trial, the head teacher must 

confirm this in writing to the parent(s) and to the sending school head teacher, 

specifying the date from which the child must return to their home school.  

   

At the agreed final review meeting, or earlier if appropriate, a decision must be 

made to determine whether the child will return to their sending school or be 

admitted to the new school on a permanent basis.  Further trials would only 

be appropriate in unusual circumstances and, if so, must be confirmed in 

writing as before.  

   

On the agreed date, the child must be removed from the Admission Register 

of the sending school and admitted to the Admission Register of the receiving 

school.  Any remaining school records should then be transferred.  

   

The head teacher of the school which no longer has the pupil on their roll then 

writes to the Children and Families Directorate in order to confirm the agreed 

level of funding (to be voluntarily deducted). These funds should be 

transferred to the budget of the receiving school. An In-Year Transfer form is 

to be completed and sent to the Admissions Department.  

  

Social Inclusion Officer:  

01432 383321  

socialinclusion@herefordshire.gov.uk   
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