Ector County Independent School District

Documentation of Oral Statements for Withdrawing Students

	Date of Conversation
	
	Person making statement
	

	Time of Conversation
	
	Relationship to student
	

	

	

	Student Name
	
	Student ID
	

	Grade
	
	DOB
	
	Campus Enrolled
	

	Reason for Withdrawal
	
	
	
	
	

	

	

	Where Moving/Transfer 
	

	School
	
	
	Phone #
	

	Address
	
	Fax #
	

	City/State
	
	Zip
	

	

	

	Authorized Representative of ECISD
	

	Campus/Job Title
	
	Date
	

	


(Revised vs4/20/04)

Community Outreach Center (COC)  Information Below:

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Step 1:
Document as much information as possible above

Step 2:
E-mail information to campus staff

E-mail Subject Line: Drop Out Update
  

Recipients: Campus principal, assistants, registrars, counselors, attendance clerks

  

Give brief description of information  

  

Scan Oral Statement and attached to e-mail.
Information e-mailed to campus              FORMCHECKBOX 
  YES         Date:      _________________________________

Step 3
Document in Eduphoria Truancy Contact form

Step 4
Campus mail originals to COC

If home schooling on what date did the home schooling begin? ______________________________________
