Accepting Transfer Application Forms on the First Day
We will begin accepting transfer forms for the following school year on the first staff work day in January of each year at the Plano ISD Administration Center, 2700 W. 15th Street.  Dependent upon the calendar, the date usually falls sometime within the period of January 2-7.  Consult the District calendar to confirm the first staff work day or call the office of Student Administrative Services at (469) 752-8124.  The building front door officially unlocks at 7:30.  Parents will be admitted to the room assigned and issued a number.  Customers will be served on a first come first serve basis.  Forms will be made available to the parents at the meeting or they may bring their completed form from the Plano ISD Website.  An informational meeting will begin promptly at 8 a.m. General information and instruction will be given to the parents and processing the requests will follow as quickly as possible.

You may expect the following action on the first day dependent upon your specific request:
1. Kindergarten Transfer Requests – Consult the current list for campuses closed to transfers due to staffing, enrollment, or boundary issues.  On the first day transfer requests will be timed and dated only.  All kindergarten transfer requests will be held until after the kindergarten pre-registration dates the first week of April.  Parents should pre-enroll their child at the school assigned to their residence.  Once we have reports from the pre-enrollment at each school we will make transfer decisions during the second week of April and parents will be contacted.  It is not required but it is advised that parents indicate a first, second, and third choice to be considered in the event their first choice is not available.  

2. Elementary Transfer Requests Grades 1-5 – Consult the current list for schools closed to transfers due to staffing, enrollment, or boundary issues.  On the first day transfer requests will be timed and dated only.  Transfer will be held until staffing has been assigned to each campus for the following year.  Staffing assignments are normally received the last week of January.  Once those allocations are received and are compared to projected enrollment transfer decisions will be made in early February.  It is not required but it is advised that parents indicate a first, second, and third choice to be considered in the event their first choice is not available.
3. Middle School Transfer Requests Grades 6-8 – Consult the current list for schools closed to transfers due to staffing, enrollment, or boundary issues.  Transfer requests will be timed and dated and will be approved up to the limits assigned to each grade level at the campuses open to transfers.  Limits have been set at a point that would allow the transfers to be approved without the requirement to add staff.  It is not required but it is advised that parents indicate a first, second, and third choice to be considered in the event their first choice is not available.  The forms will be processed and a copy of the approved/denied form will be given to the parent at the meeting.  If the transfer is approved, the parent will need to show the approved form to their current school counselor’s office to insure the course schedule is in place for the following school year.  New students will register at the middle school in late July or early August.  The parent must make an appointment with the counselor to enroll.
4. High School Transfer Requests Grades 9-10 - Consult the current list for schools closed to transfers due to staffing, enrollment, or boundary issues.  Read carefully the transfer rules as eligibility to participate in competitive activities may be affected.  Transfer requests will be timed and dated and will be approved up to the limits assigned to each grade level at the campuses open to transfers.  Limits have been set at a point that would allow the transfers to be approved without the requirement to add staff.  It is not required but it is advised that parents indicate a first and second choice to be considered in the event their first choice is not available.  The forms will be processed and a copy of the approved/denied form will be given to the parent at the meeting.  If the transfer is approved, the parent will need to show the approved form to their current school counselor’s office to insure the course schedule is in place for the following school year.  New students will register at the high schools in late July or early August.  The parent must make an appointment with the counselor to enroll.
5. Senior High School Transfer Requests Grades 11-12 - Consult the current list for schools closed to transfers due to staffing, enrollment, or boundary issues.  Read carefully the transfer rules as eligibility to participate in competitive activities may be affected.  Transfer requests will be approved to the campuses open to transfers.  The forms will be processed and a copy of the approved/denied form will be given to the parent at the meeting.  If the transfer is approved, the parent will need to show the approved form to their current school counselor’s office to insure the course schedule is in place for the following school year.  New students will register at the senior high schools in late July or early August.  The parent must make an appointment with the counselor to enroll.
All denied transfers will be noted on our database.  Changes in staffing are highly unlikely before the school year begins and a parent’s withdrawal of a previously approved request is not common.  However, if the situation changes the parent will be contacted for the first person denied a request.

