Procedures for Transition/Exit Staff Report
Procedures for completing form

1. Enter the child’s name, birth date, center and teacher. 

2. Put the parent’s name(s), meeting date, time, and place. 

3. Write down what services the child is already receiving. 

4. Write down the changes the child has made throughout the year. 

5. Write down the program placement, (where the child will be attending) next year. 

6. List the services that the child will be receiving next year, also list the times the child will be receiving the services. 

7. Everyone attending the meeting will need to sign the form in the space provided. 

8. Copies will be made and the parent, manager and teacher will all receive one. 

9. The teacher will place his/her copy in the child’s classroom file. 

