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Ealing headteacher handover guidance and checklist good practice

It is the responsibility of the governing board to ensure the appropriate procedures are in
place to facilitate a smooth transition from one headteacher to the next. This guidance is to
support this process.

It is important when a headteacher leaves a school there should be formal handover
procedures in place. This will ensure all key documents including financial accounts are
carefully documented with up to date information. This document is to support the governing
board to facilitate an effective handover procedure.

Suggested procedures

The outgoing headteacher must ensure all elements contained in these handover procedures
are completed, before the leaving date.

It is good practice if this document is kept and regularly updated in any case, so that senior
leaders have access to information in the absence of the headteacher.

The outgoing headteacher and the incoming headteacher must discuss this handover checklist
at a mutually agreed time before the departure of the outgoing headteacher.

The incoming headteacher must check that the handover checklist is completed and
documents identified. If there are any discrepancies, incomplete or missing documents,
this should be addressed as soon as possible and rectified before the outgoing headteacher
leaves. The chair/vice chair of the governing board should ensure that this is done.

If there is the possibility that the incoming headteacher is not known then the outgoing
headteacher who is leaving should go through the handover checklist with a senior member
of staff for example the deputy headteacher and the chair/vice chair of governors.

The chair/vice chair must ensure that the checklist is signed by the outgoing
headteacher.

A copy of this ‘handover checklist’ to be signed by the outgoing headteacher and chair/vice
chair of governors to say to the best of my knowledge this is a true record’

A copy of this ‘handover checklist’ must be retained by the school and a copy given to the
chair of governors.
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Name

Outgoing headteacher

Incoming headteacher

Chair/vice chair of Governors

Date

Signature
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School information
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School documents
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School documents
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School documents
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Teaching and learning/curriculum and standards
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Teaching and learning/curriculum and standards

Page 12 of 21



School policies
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School policies
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School policies
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School policies
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Passwords and access codes
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Staff information
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Staff information
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Certificates
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