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538 STUDENT TRANSFERS AND WITHDRAWALS 
 
I. PURPOSE 

 
The purpose of this policy is to clarify for all parties, the procedures required by law when a student 
is considering transferring to another school or withdrawing from school. 

 
II. GENERAL STATEMENT OF POLICY 
 

Since Kato Public Charter School is a public charter school without established district boundaries, 
students voluntarily enroll from a variety of surrounding districts.  Students also have the 
opportunity to transfer or withdraw with little advance notice. 

 
III. DEFINITIONS 

A. Transfer 
A transfer occurs when a student ceases enrollment in one district or program and enrolls in 
another district or program.  For purposes of Kato Public Charter School’s policy, a transfer 
occurs when a student leaves to attend a school other than Kato Public Charter School. 

 
B. Withdrawal 

A withdrawal occurs when a student is planning on leaving school, with no immediate plans 
to enroll in another district or program. 

 
IV. LEGAL REQUIRMENTS 

Minnesota Statute 120A.22, subdivision 8 allows students who are between the ages of 16 and 18 
to withdraw from school with the written consent of their parent(s) or legal guardian.  The statute 
reads: 

 
Subd. 8.  Withdrawal from school.  Any student between 16 and 18 years old who seeks to 
withdraw from school, and the student's parent or guardian must: 
A. attend a meeting with school personnel to discuss the educational opportunities available to 

the student, including alternative educational opportunities; and 
 
B. sign a written election to withdraw from school.  

 
V. STAFF PROCEDURES FOR STUDENT TRANSFER 

When a student transfers to another school, the staff member will: 
 
A. determine why the student is leaving; 

 
B. confirm with the parent or guardian that the transfer is going to happen, where the student 

will be attending, and when the transfer is expected to occur; 
 

C. have the parent or guardian complete the “Reason for Transfer” form and forward the 
completed form to the office personnel; 

 
D. have the parent or guardian complete the form entitled “Transfer to Another School;” 
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E. place the signed “Transfer” form in the student’s cumulative file or communicate with the 
office staff to make sure it is properly filed; and 

 
F. complete a “Status Change Form” and deliver the form to the office personnel. 

 
VI. STAFF PROCEDURE FOR STUDENT WITHDRAWAL – STUDENTS UNDER 18 YEARS OF AGE 

 
When a student is older than 16, but has not yet turned 18 years of age, is planning on withdrawing 
from school, and has no plans to attend another school or program, the staff member will: 
 
A. determine why the student is leaving; 

 
B. confirm with the parent or guardian that the withdrawal is going to happen and the date for 

the withdrawal; 
 

C. set up a face-to-face meeting with the student and parent or guardian and at the meeting; 
1. advise the student and the parent or guardian of the other educational opportunities 

available to them; 
2. have the parent or guardian complete the “Reason for Withdrawal” form; 
3. have the parent or guardian complete and “Permission to Withdraw” form; 

 
D. give both completed forms to the office personnel; and 

 
E. complete a “Status Change Form” and deliver it to the office personnel. 

 
VII. STAFF PROCEDURE FOR STUDENT WITHDRAWAL - STUDENTS 18 AND OVER 
 

When a student reaches the age of 18, he or she can withdraw from school without their parent’s or 
guardian’s permission.  In cases where a student 18 over is planning on withdrawing, the staff 
member will: 
 
A. determine why the student is leaving; 

 
B. communicate with the parent or guardian that the student is planning on withdrawing (in 

situations in which the student is living at home; 
 

C. set up a face-to-face meeting with the student and at the meeting: 
1. have the student complete the “Reason for Withdrawal” form; 
2. advise the student (and parent or guardian if they are in attendance) of the other 

educational opportunities available to him or her; 
3. have the student complete and sign the “Permission to Withdraw” form; 

 
D. give both completed forms to the office personnel; and 

 
E. complete a “Status Change Form” and deliver it to the office personnel. 
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(Legal and Cross References are constantly changing:  these items shall remain under review) 
Legal References: 

Minn. Stat. §§ 121A.40-121A.56. (Pupil Fair Dismissal Act) 
 

Cross References:  
Policy 403   Discipline, Suspension and Dismissal of School District Employees 


