
Transfers between schools within Rockingham County

When a student transfers between schools within Rockingham County during the year, the following procedures should be applied:


1.
Sending school shall phone the new school to notify them of the current EC 




services.  If the receiving school suspects a new student may have special needs, 


they certainly may expedite the process with a call to the sending school.

2.
The confidential file is audited by the sending EC teacher and sent directly to the 


new school.  

3. 
The EC teacher notifies Central Office that the file has been sent.


4.
When the file arrives at the new school, the EC teacher should review the file, 



ensuring that it is complete and compliant.  

5.
CECAS is completed and sent to Central Office.  Check and complete “Transfer 



From:  ________” as the Purpose.  Indicate the enrollment date at the new school.  


You do not need to send the file to Central Office for auditing.


5.
No CECAS form is completed from the sending school.

If a student is moving to a new school for the following school year (for example, moving from elementary to middle school), you will send the file directly to the new school at the end of the year and complete the Files Transfer Form which you will send to Central Office.  It is assumed that these transfers have been coordinated between schools and the receiving school is aware of the student’s transfer in for the next year.

Note:  No staffing is needed unless there is going to be a change in services that requires an IEP meeting such as a change in the continuum of services.  If there is a change that affects the continuum, invite the parent to an IEP meeting, amend the IEP, complete DEC5, and complete a CECAS..  If there is a change in the amount of time that does not affect the continuum, the IEP must be amended, but there is not a need for DEC 5 or a CECAS. 
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