ManageBac+  |  New Student Onboarding Planner

	ManageBac+
New Student Onboarding Planner
Complete one planner per new student. File digitally or in the student's physical record.
⚠️ IMPORTANT: This is a planning aid only. This is a complimentary best practice document to help you stay organised during student onboarding. It is not required, cannot be imported into ManageBac+, and is for your internal reference only. Please enter all student data directly into ManageBac+.




	Section 1 -- Student Details



	Legal full name
	

	Preferred name
	

	Date of birth
	

	Nationality / Passport
	

	Gender
	

	Home language(s)
	

	ManageBac+ Student ID
	

	School ID / Local ID
	

	Enrolment date
	

	Entry type
	



Year Level and Programme
	Year level
	

	Programme (e.g. MYP, DP, PYP)
	

	Entry point / grade
	

	Previous school name
	

	Previous school country
	



	Section 2 -- Family and Contact Details



Parent / Guardian 1
	Full name
	

	Relationship to student
	

	Mobile number
	

	Email address
	

	Preferred language
	

	ManageBac+ account email
	



Parent / Guardian 2
	Full name
	

	Relationship to student
	

	Mobile number
	

	Email address
	

	Preferred language
	

	ManageBac+ account email
	



Emergency Contact (if different from above)
	Full name
	

	Relationship
	

	Mobile / phone number
	



Access Setup
	No. of parent accounts to create
	

	Accounts sharing one login? (Y/N)
	

	Parent portal language configured
	



	Section 3 -- Academic and Class Setup



	Homeroom / tutor group
	

	Advisor assigned
	

	Classes assigned (confirm below)
	



Class Assignment Confirmation
	Subject / Class
	Teacher
	Confirmed (Y/N)

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐



	Section 4 -- Medical and Pastoral Notes



	Known medical conditions
	

	Medications (name / dosage)
	

	Allergies
	

	Learning support needs
	

	EAL / ELL support required?
	

	Counsellor / pastoral contact assigned
	

	Medical records received? (Y/N)
	

	Medical form filed? (Y/N)
	



	Section 5 -- Onboarding Checklist



Tick each item once completed. Add date and any relevant notes in the right-hand column.

Data and System Setup
	
	Task
	Notes / Date Completed

	☐
	Student record created in ManageBac+
	

	☐
	Student ID assigned and confirmed unique
	

	☐
	Year level and programme set correctly
	

	☐
	All classes assigned and confirmed with academic team
	

	☐
	Advisor assigned
	

	☐
	Homeroom / tutor group assigned
	

	☐
	Medical information entered in relevant system
	



Family and Login Setup
	
	Task
	Notes / Date Completed

	☐
	Parent / guardian records created and linked to student
	

	☐
	Parent email addresses verified
	

	☐
	Parent ManageBac+ accounts created
	

	☐
	Parent welcome emails sent
	

	☐
	Student login credentials sent
	

	☐
	Parent portal language configured
	

	☐
	Family contacted to confirm login received
	



Communication and Handover
	
	Task
	Notes / Date Completed

	☐
	Class teachers notified of new student arrival
	

	☐
	Homeroom teacher / advisor notified
	

	☐
	Counsellor / pastoral team informed (if relevant)
	

	☐
	Previous school records requested or received
	

	☐
	Parent orientation session scheduled or offered
	

	☐
	School handbook / platform guide sent to family
	



	Section 6 -- Sign-off



	Onboarding completed by
	

	Role
	

	Date completed
	

	Reviewed by (if applicable)
	

	Date reviewed
	

	Notes / follow-up actions
	



	FariaSupport reminder
Do not delete student records for departing students - use the archived or withdrawn status to preserve historical data. If you need help with any step in this planner, contact FariaSupport.




