Process for Enrollment/Exit of Student with a Disability
	Action
	Responsibility



	
	

	Enrollment of a New Student to Public  Schools of Petoskey


	Previous Enrollment form is initiated by building secretary.  Complete demographic information.  Parent is requested to provide MET and IEP.  Parent provides consent to obtain MET and IEP if not able to be produced.


	Building Secretary



	MET and IEP are attached to Previous Enrollment and given to principal or district designee.

 
	Building Secretary



	If student is enrolling from out of state, provide additional copy of Previous Enrollment documentation to Char-Em ISD school psychologist. 


	Building Secretary



	District designee makes offer of program to parent through completed Previous Enrollment form.  Parent signs consent to initiate services on Previous Enrollment form.


	Building Principal


	Student’s current IEP and most recent MET are attached to the Previous Enrollment form.  Original packet is placed in CA60.  A copy is sent to Char-Em ISD special education secretary for EasyIEP activation.  Note:  Not necessary to forward MET and IEP to Char-Em ISD if student transferred from a school within Char-Em ISD.


	Building Secretary


	Request student’s CA60 from local district.


	Building Secretary



	Enter “Basic Student Information” into PowerSchool and assign class, teacher, etc. to enable teacher to begin taking attendance.


	Building Secretary



	Exit of Student from Public Schools of Petoskey to a Different School District


	** DO NOT complete this process for students attending an alternative program.  Public Schools of Petoskey maintains pupil accounting reporting for students attending alternative education program. **



	District process has determined student has left the district.

	Building Secretary


	Complete and submit Special Education Exit form located on Char-Em ISD website under Pupil Accounting tab.  Form is auto-submitted to Char-Em ISD data personnel.


	Building Secretary



	Once received by data personnel, student is inactivated from district’s EasyIEP website.


	Char-Em ISD Data Personnel



	Record student’s “Transfer out of school” in PowerSchool.


	Building Secretary



	Forward student’s CA60 to local district building secretary when requested.


	Building Secretary
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