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STUDENT WITHDRAWAL FROM SCHOOL 
 
 
Withdrawal Procedures: 
 
1. A withdrawal begins and ends with the student's counselor. 
2. A withdrawal form is given to the student, which must be signed by his/her parent/legal guardian 

before anything is done. 
3. The completed form is returned to the counselor. If it is returned by the student, a phone call is made 

by the counselor to the parent/legal guardian in order to verify the parent's signature and permission 
for withdrawal. 

4. The student is then given another form to take to each of his or her teachers. This form must be 
signed by each teacher. 

5. The form is then returned to the counselor. 
 

A counselor will discuss G.E.D. programs and the student will be encouraged to get his or her G.E.D. in 
the future. 
 
If the student does not return a book or books, payment must be made for such before any transcripts or 
school records can be sent to any other school or prospective employer. 
 
Transfer Procedures: 
 
1. Transfer begins and ends with the student's counselor. 
2. A transfer form is given to the student, which must be signed by his/her parent/legal guardian before 

anything is done. 
3. The completed form is returned to the counselor. If it is returned by the student, a phone call is made 

by the counselor to the parent/legal guardian in order to verify the parent's signature and permission 
for transferring. 

4. The student is then given another form to take to each of his or her teachers. This form must be 
signed by each teacher. 

5. The form is then returned to the counselor. 
6. The student or parent/legal guardian signs a release form so that records can be sent to the student's 

new school. 
7. The student is given a transfer form to take to his/her new school. 

 
 


