	Sending School Checklist

Date of Placement Change__________

Sending School _______________

             Contact Information __________________

Receiving School_______________

             Contact Information __________________



	√
	Deadline following placement change – 

no later than
	Action Items – Sending Schools

	
	5 days 
	Sends or electronically transfers important records

	
	5 days
	Send or provides student assignments and curricular information

	
	5 days
	Sends or provides educational materials (textbooks, workbooks, etc.)

	
	5 days
	Academic program waiver is provided (if applicable)

	
	5 days 
	Professional staff from sending school assigned to oversee the transfer of records, grades, credits, and materials

	
	10 days
	School Work Recognition Plan developed or updated by student, family, sending and receiving school, and others (case managers)  


	Receiving School Checklist

Date of Placement Change__________

Sending School _______________

             Contact Information __________________

Receiving School_______________

             Contact Information __________________



	√
	Deadline
following placement change –

 no later than 
	Action Items – Receiving Schools

	
	5 days 
	Receives all important student records

	
	5 days
	Receives student assignments and curricular information

	
	5 days
	Receives educational materials (textbooks, workbooks, etc.)

	
	5 days
	Receives Academic Program Waiver (if applicable)

	
	5 days
	Professional staff from receiving school assigned to oversee the transfer of records, grades, credits, and materials

	
	10 days
	School Work Recognition Plan developed or updated by student, family, sending and receiving school, and others (case managers)  


