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PRINCIPAL’S NOTICE OF CONSIDERATION FOR INVOLUNTARY TRANSFER
(SCHOOL LETTERHEAD)

(Date)

Dear (PARENT and STUDENT):
I regret to inform you that it has become necessary to consider the transfer of your child, (STUDENT’S NAME), a student in (CLASS), from this school.
A principal’s conference has been scheduled for (TIME) on (DATE) at (LOCATION). Your presence is required to discuss how best to address your child’s academic and behavioral needs, review prior measures or strategies used to address those needs, and collaborate to develop satisfactory solutions to address this behavior. School officials who are familiar with your child may also be asked to attend. The result of the conference may be to recommend your child’s transfer to another school. In the meantime, your child is to continue attending their regular classes unless they were suspended and directed to attend elsewhere. Please note that this involuntary transfer conference is separate from any suspension conference or other conference that has been scheduled if your child was also suspended.
Please call (PHONE NUMBER) to confirm your attendance and arrive promptly with your child on the day of the conference. If you are unable to attend, please call the school as soon as possible at (PHONE NUMBER) to reschedule the conference at a mutually convenient time. Only one postponement will be granted. If, after receiving appropriate notice, you do not appear, the conference will be held in your absence, and you will be advised of any decisions that are reached. 
You have the right to request and obtain a copy of your child’s records in advance of the conference. You may have an interpreter present at the conference. The Department of Education can provide interpretation services. If you will need interpretation services, please contact (NAME AND PHONE NUMBER OF CONTACT PERSON OR OFFICE AT THE SCHOOL) immediately upon receipt of this letter. Every effort will be made to provide the requested services, either in person or through Over the Phone Interpretation (OPI). However, please note that in person interpretation services are dependent upon the availability of interpreters and one may not be available at the time of the conference. You will be contacted prior to the date of the conference to be informed whether an interpreter can be provided. You may also bring your own interpreter and should be prepared to do so if the service is not available. You have the right to be accompanied at the conference by counsel or another individual of your choice.
At the conference, you may agree to the transfer of your child. If you do not agree, the principal may make a recommendation to the Executive Director.  If the Executive Director agrees with the recommendation, you will be given notice and will provided further information about your right to request a hearing.
I look forward to working with you to promptly and effectively resolve this matter.
Very truly yours, 
____________________________Principal

c:	Executive Director/Designee
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