Western Harnett Middle School
Student Inbound and Outbound Checklist

Inbound Process
Required Paperwork
e The data manager will assist the family with the required paperwork
as needed
e The data manager will provide the family with general school
information if necessary
Tour
e A member of the WHMS Student Leadership Team will take the new
student on a tour of the building and assist the new student with
locating classes, meeting the counselors & teachers, and
school/classroom procedures

Outbound Process

e Parents will contact the data manager to begin the withdrawal
process

e Student will check out with all teachers using a WHMS Withdrawal
Form

e Student will return all books and the Chromebook to the Media
Center

e Student will check out with the Cafeteria and pay the unpaid balances

e Student will return the completed WHMS Withdrawal Form to the data
manager for final signature and to pick up the withdrawal packet that
includes a copy of the Withdrawal Form and a copy of the last report
card

e The data manager will send the remaining records to the receiving
school upon receipt of a request for records through Scribbles




