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NOTICE OF CONSIDERATION FOR INVOLUNTARY TRANSFER


(OSYD LETTERHEAD)

(Date)


Dear (PARENT):

I have received a recommendation from (PRINCIPAL’S NAME), Principal of (SCHOOL NAME), that your child, (STUDENT’S NAME), be transferred from the school. The reason for the transfer recommendation is: (INSERT EXPLANATION)
[This section should contain the following information about the student:
· age
· academic history
· attendance
· brief summary of disciplinary record
· number and type of suspensions
· any other reason for the transfer]

You have the right to ask for a hearing to contest the transfer within ten (10) days by contacting (SUSPENSION DIRECTOR) at (PHONE NUMBER). A hearing will be scheduled at a mutually convenient time. If you request a hearing, the proposed transfer will not take place until a written decision has been issued after the hearing, unless you consent in writing to an immediate transfer. If you do not request a hearing, your child will not be transferred until the end of the ten (10) days, unless you consent in writing to an earlier transfer. Consenting to a transfer does not constitute a waiver of your right to a hearing.
In the meantime, your child is to continue attending their regular school classes unless they were suspended and directed to attend elsewhere. Please note that this involuntary transfer hearing is separate from any suspension conference or suspension hearing that may have been scheduled.
If you decide to request a hearing, please arrive promptly on the scheduled date and bring your child with you.  You may have an interpreter present at the hearing. The Department of Education can provide interpretation services. If you will need interpretation services, please contact the Hearing Office immediately upon receipt of this letter. Every effort will be made to provide the requested services either in person or over the phone. However, please note that in person interpretation  is dependent upon the availability of interpreters and one may not be available at the time of your child’s hearing. The Hearing Office will notify you prior to the date of the hearing as to whether the requested services can be provided. You may also bring your own interpreter and should be prepared to do so if the service is not available. 
If you are unable to attend the scheduled hearing, please call (HEARING OFFICE) as soon as possible at (PHONE NUMBER) to reschedule the hearing at a mutually convenient time. Only one postponement will be granted. If, after receiving appropriate notice, you do not appear, the hearing will be held in your absence, and you will be advised of any decision that was reached.
You have the right to be accompanied at the hearing by counsel or another individual of your choice. A list of free or low-cost legal service providers is included with this letter (see Attachment No. 1). At the hearing, the school must demonstrate the need for your child’s transfer. You will have the right to question witnesses and present evidence and witnesses on behalf of your child. If you need to have any witnesses subpoenaed, you may contact (HEARING OFFICE) at (PHONE NUMBER).
The hearing will be recorded. You will be provided with a copy of the recording or transcript, whichever is available, if you request it. Within five (5) school days of the hearing, a letter explaining the decision and the reasons for it will be mailed. If a transfer is ordered, the letter will specify the school to which your child is being transferred and the date they will start to attend.
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If you wish to appeal the Executive Director’s or designee’s decision, you may do so by writing to the Chancellor at 52 Chambers Street, New York, NY 10007. Any appeal that is sent to the Chancellor should also be sent to the Office of Legal Services at the same address.  
I look forward to working with you to resolve this matter promptly and effectively. I can be contacted at (PHONE NUMBER). 
Very truly yours, 

Executive Director/Designee

c:	Principal
	Hearing Office Supervising Attorney

image1.jpeg
Y ¢r
e

Department of




