[image: SPPS logo]		ADMINISTRATIVE PLACEMENT REQUEST FORM

						
School   		Investigating Administrator 		Date of Request

 (
Student’s Name:
Parent or G
uardian
’s Name
:
         
Address 
Address
 
(if different
) 
City
  State 
  Zip 
City
 
State 
 
 Zip 
         
CIF# 
 
 Grade 
Home Phone:
Date of Birth 
Age
 M
F 
Work or Cell
: 
)|_|  Student is involved in Truancy Intervention Program (TIP)/Family Truancy Intervention Program (FTIP).
 (
Ethnic Code
1
 
N
ative American    
2
 Asian American     
3
 
 
Hispanic American     
4 
 
Black American    
5 
 
White American
)
Please attach the following pages from CAMPUS:
[bookmark: Check1]|_| 	Summary & Household Info						
|_|	Enrollment 										
|_|	Attendance						
|_|	Behavior						
|_|	Transcript/Grades    (Secondary)

Is this a Special Education Student?  
|_|	Yes
|_|	 No  ~ 	Has this student ever been referred for Spec Ed assessment?     
	|_|  No 
	|_|  Yes ~ 	Did the parent/guardian refuse assessment?  
		|_|  Yes	
			|_|   No
Administrative Placement Procedure

Loss of Transportation Privileges 
· If student loses transportation privileges, please urge parents to exhaust every possible option for alternate transportation before recommending placement in another school.  When requesting placement, please attach a 
	list of the bus incidents leading up to loss of privileges.   

Parent Initiated Request
· When a parent/guardian initiates the request for a student to be placed in another school, the parent must first meet with the Principal or Assistant Principal and attempt to resolve the problem.  
· If the principal believes it is in the best interest of the student to be placed in a different school, the principal must fill out this form and attach all pertinent information before forwarding to the Assistant Superintendent.
· If the principal does not believe it is in the best interests of the student to change schools, the principal informs the parent/guardian that he/she may write a letter of appeal to the Assistant Superintendent.   (Please offer to fax parent/guardian letter.)   Principals then sends an email to the Assistant Superintendent (c: assistant) with a summary of the situation and the reasons for not approving placement. 

Reason for request:  				
				

PRINCIPAL SIGNATURE: 			DATE: 	

	ADMINISTRATION FAX:  651-290-8331	
			August 2012
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