[image: ]Chancellor’s Regulation A-450 - Attachment No. 2 - Page 1 of 1
PRINCIPAL’S TRANSFER RECOMMENDATION LETTER
(SCHOOL LETTERHEAD)

(Date)


Dear (PARENT):
On (DATE), I met with you to discuss the recommended transfer of your child, (STUDENT’S NAME). At the conference, it was noted that (STUDENT’S NAME) has attended (SCHOOL NAME) for (NUMBER OF YEARS). A review of (STUDENT’S NAME)’s academic record indicates that (DESCRIBE ACADEMIC RECORD). [Include if applicable: (STUDENT’s NAME) is currently failing (NUMBER) courses, has cut (NUMBER) classes, and has (NUMBER) recorded absences.]
At the conference, it was noted that (STUDENT’S NAME)’s disciplinary record has notations for (DESCRIBE DISCIPLINARY RECORD). [Include if applicable: (STUDENT’S NAME) has received a Principal’s Suspension for (REASON) and a Superintendent’s Suspension for (REASON).]
(PROVIDE ANY OTHER REASON(S) FOR THE TRANSFER)
Since (STUDENT’S NAME) has attended (SCHOOL NAME), we have notified you by (METHOD OF NOTIFICATION) and at conferences of (STUDENT’S NAME)’s disciplinary infractions and academic progress.  (STUDENT’S NAME) has been referred to and met with (TITLES OF INDIVIDUALS) on (DATES) to discuss these matters.
(PROVIDE ALTERNATIVES EXPLORED AND PRIOR ACTION(S) TAKEN TO RESOLVE ISSUES WITH THE STUDENT.)
As a result of the conference, it is the decision of the school to recommend to the Executive Director that your child be transferred to another school setting in order to address their academic and behavioral needs. 
Very truly yours, 
Principal

c:	Borough Director of Suspensions
Executive Director/Designee
	Parent
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