Documents to Scan

HIGH SCHOOLS WITHDRAWNS 

Withdrawn Files

Paper Clip Section:  Placed at front of CUM.
Only use the most current documentation for this section. Do not include prior Withdrawal and No Show forms in item #1 & #2. Prior Withdrawal forms will be placed in the section #14 after the paper clip. Each file will have EITHER a Withdrawal form or a No Show Leaver form. 
1. Withdrawal Form* (most current w/d form only)
a. Withdraw Records

i. Withdraw form
ii. Transcript 
iii. Starr Test card

iv. Leaver form
v. Enrollment Verification 

vi. PID print out - for Secondary schools – must have either PID or Enrollment Verification

vii. Request for Records

2. Leaver Documentation*
a. No Show students

i. Leaver form
ii. Transcript (If a student didn’t attend high school, then use the middle school transcript and Test Scores)
iii. Starr Test card (If a student didn’t attend high school, then use the middle school transcript and Test Scores)

iv.  Enrollment Verification 

v. PID print out - only for Secondary schools– must have either PID or Enrollment Verification

vi. Request for Records

3. Social Security Card* 
4. Birth Certificate*
5. Home Language Survey*
6. ESL documentation – the most current Language Proficient Assessment form*
* PAPERCLIPPED 


Place the remainder documentation in the following order behind the paper clipped packets.

7. Registration Cards – any old form that is still in the file
8. Health Card – if it is still in the file
9. Food Allergy form – comes from the nurse
a. Parent Statement for Food Allergies
b. Checklist for Student with Life-Threatening Allergies
10. Withdrawal or No Show  (older forms) 

11. Grades (Middle & Elementary schools)
12. Test Scores (from middle school or elementary schools)
13. Student Ethnicity & Race Data Questionnaire – if still in file
14. Proof of Residency – only the most current
15. Foster Care form

16. Military Connection form
17. Section 504 & SPED form

18. Gifted & Talented Screening form

19. Legal Documents

20. Request to Remain forms

21. Records from other districts – do not disperse throughout the folder
22. Fitnessgram Fitness Test

23. LPAC Folder

24. Red Student Success Initiative Folder
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