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ASSIGNMENT OF STUDENTS TO SCHOOL FILE:  JCA
 
 
TITLE:   Student Transfers 
 
POLICY: 
 

Purpose. 
 

The School Board of Orange County (“Board”) shall provide a mechanism for 
student transfers (“Transfer”) for families that reside in Orange County, Florida.  
Orange County Public Schools (“OCPS”) assigns students to a particular school 
based on the residence/domicile of the parents or legal guardian (collectively, 
“Guardian”) For purposes of this Policy, the terms “residency and domicile,” are 
defined as the place where a Guardian has his/her true and fixed permanent 
primary home and to which he/she has, whenever absent, the intention of 
returning.  The Guardian’s domicile determines the student’s domicile.  The 
Guardian is allowed to submit a request for their child to Transfer to a school 
other than their child’s assigned school for the reasons (“Circumstances”) as set 
forth below in paragraphs numbered 1. through 17., respectively. Any change of 
address requires a new Transfer application (“Application”) to be completed. Any 
Application containing erroneous or false information may be grounds for the 
denial of a requested Transfer or the immediate revocation of the Transfer.  

 
Procedure. 

 
Guardians who wish to apply for a Transfer to a school other than their assigned 
school for their child for one of the Circumstances, must submit a completed 
Application based on the criteria as set forth below in the Circumstances. 
Guardians must attach appropriate proof of legal guardianship or educational 
guardianship to a completed Application.  A Transfer is not guaranteed and is 
subject to applicable State and Federal law. 

 
Approval. 

 
A Transfer is only valid when it is approved through the Office of Pupil 
Assignment, the Office of School Choice, Title I Department, or the Exceptional 
Education Department, as the case may be.  In processing the Applications, 
OCPS will determine whether the Transfer request meets the requirements for 
the Transfer and whether or not there is capacity, as applicable, for enrollment 
available in the school to which the Transfer is requested.  Designated OCPS 
staff will make reasonable efforts to notify the Guardian in writing of whether or 
not the Transfer request has been granted within thirty (30) days after the 
established deadline date for submission of the completed Application.  

 
Midyear Transfers are valid for the current school year only.  All other approved 
Transfers are valid for the duration of all grade levels at the school (K-5, 6-8, or 
9-12), unless there is a change of address or as otherwise provided in Board 
policy. 
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Transfers may be reviewed each year.  Upon review, if there are incidents of 
excessive tardiness, absenteeism, referrals to the principal for disciplinary 
action, or failure to pick up the student promptly after school, the Transfer may 
be revoked.  

 
Circumstances for Transfer. 

 
 Guardians can request a Transfer for the following reasons: 
 
(1) No Child Left Behind Public School Choice. 
 

Transfer timeframe:  Processed generally in the Spring of each school year 
when offered. 

 
Eligibility. 

 
When this Transfer is offered, the Guardian of a student who attends a Title I 
designated school that is identified by the State of Florida as a school that is 
eligible for the No Child Left Behind Public School Choice transfer may request 
this Transfer. Procedures based on state and federal guidelines are followed 
regarding these Transfers. The following shall apply for a No Child Left Behind 
Public School Choice Transfers: 

 
(a) The student must stay for the entire school year unless there is a 

change of address that warrants a new assigned school; 
 

(b) An approved Transfer is valid for the duration of all grade levels at the 
school (K-5, 6-8, 9-12) unless there is a change of address; and 

 
(c) Transportation is provided by OCPS if the student lives two (2) or more 

miles from the receiving school; or as provided in accordance with 
Board transportation policy. 

 
(2) McKay Scholarship Program. 
 

Transfer timeframe:  Processed year round.  
 
Eligibility. 

The State of Florida offers the John McKay Scholarship Program (“McKay 
Scholarship”) which allows parents of qualifying students with disabilities to 
choose the best learning environment for their children based on the OCPS 
School Choice Plan.  In order to be eligible for the McKay Scholarship, a student 
must apply for the program prior to withdrawing from public school. The student 
must also have an Individual Education Plan (“IEP”) or 504 Accommodation Plan, 
and:  

(a) Have been enrolled and reported for funding in a Florida public school 
during the preceding October and February State of Florida Education 
Finance Program surveys (Grades K-12); or  
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(b) Have been a pre-kindergarten student who was enrolled and reported for 
funding in a Florida public school during the preceding October and 
February State of Florida Education Finance Program surveys and was at 
least 4 years old; or  
 

(c) Have attended the Florida School for the Deaf and Blind during the 
preceding October and February State of Florida Student Membership 
surveys (Grades K-12).  

If a child does not meet the requirements set forth in (a), (b) or (c) above, but has 
an IEP or 504 Accommodation Plan and is a dependent child of a member of the 
United States Armed Forces who transfers to a school in Florida from out of state 
or from a foreign country pursuant to a Guardian’s permanent change of station 
orders, the child may be eligible for a McKay Scholarship.  

Students with a "gifted only" designation and an Eligibility Plan (“EP”) do not 
meet the eligibility criteria for the McKay Scholarship. 

Eligible Student Options. 

An eligible student with disabilities has several options available, as follows: 

(a) Attendance at another public school within the OCPS district;  
 

(b) Attendance at an eligible public or charter school in an adjacent district 
that has available space and provides the services identified in the 
student’s IEP or 504 Accommodation Plan; or  
 

(c) Attendance at an eligible private, sectarian or nonsectarian school  

Notification Required. 
 

To request a McKay Scholarship Transfer to an OCPS district school, the parent 
of a current McKay Scholarship private school student or current OCPS public 
school student must notify OCPS in writing a minimum of thirty (30) days prior to 
the student’s enrollment in the assigned OCPS school.  The chart below 
indicates the deadlines for each grading period for the school year.   
 
All requests are made via email to ocps.mckay@ocps.net. 
 
Grading Period Intent Deadline Request 

Deadline 
Enrollment 
Deadline 

First Nine Weeks 7/1/2013 8/1/2013 8/30/2013 
Second Nine Weeks 9/1/2013 10/1/2013 10/28/2013 
Third Nine Weeks 12/1/2013 1/1/2013 1/21/2013 
Fourth Nine Weeks 2/1/2013 3/1/2013 4/1/2013 

 
The Intent Deadline is the date by which the intent must be filed pursuant to 
Florida law.   
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The Request Deadline is the date by which the request must be made in writing 
to OCPS.   

 
The Enrollment Deadline is the date by which the student must be enrolled in the 
assigned school.   

 
OCPS Notification. 

 
OCPS provides notification to Guardians throughout the school year regarding 
the guidelines for the McKay Scholarship.   

 
Notification procedures are as follows: 

 
(a) Letters distributed in the spring to all students in the OCPS district with 

an IEP or 504 Accommodation Plan explaining the McKay Scholarship 
and application process.  The letter is made available in English, 
Spanish, and Creole languages; 

 
(b) School Choice option documents are made available at local schools and 

distributed to Guardians at the end of an IEP or 504 Accommodation 
Plan meeting; and 

 
(c) Approval or denial letters mailed in late summer to all families who filed 

appropriate documentation to obtain a Public McKay Scholarship. 
 

General. 
 

The following shall apply to Public McKay Scholarship Transfers: 
 

 
(a) OCPS transportation is provided  to the assigned public McKay 

Scholarship school only; 
 

(b) There are no sibling Transfers with the McKay Scholarship to public or 
private schools;  

 
(c) Prior to the approval of a public McKay Scholarship Transfer, the 

student’s previous attendance and disciplinary records as well as 
services outlined in the IEP or 504 Accommodation Plan will be reviewed 
by OCPS; 

 
(d) OCPS does not provide a list of public McKay Scholarship schools as 

such schools may change throughout the  year; 
 
(e) Guardian requests for specific schools will be considered: however, 

school Transfer assignments will be assigned and offered based on 
OCPS Exceptional Student Education (“ESE”) program availability, 
enrollment capacity, transportation routes, student residence, school 
grade, and other OCPS factors; 
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(f) ESE students who require intensive and/or specially designed services 
as determined by the IEP team or school team, as the case may be, and 
identified in such students’ IEP or 504 Accommodation Plan may not be 
approved for a public McKay Scholarship Transfer due to the need for a 
specific setting as determined by the IEP team; 

 
(g) Letters indicating final approval of a public McKay Scholarship Transfer 

will be mailed to families in late July/early August for the first grading 
period of the school year (see chart above for subsequent grading 
periods);  

 
(h) After receiving the letter, Parents/Guardians may choose to have their 

child remain at their current school, Transfer to the assigned public 
McKay Scholarship school, or elect the private option; and 

 
(i) Parents/Guardians who accept the assigned public McKay Scholarship 

school must withdraw their child from their current school and take the 
following documents to the assigned public McKay Scholarship school for 
enrollment prior to the deadline provided in the letter :  

 
(i) withdrawal form from previous school;  

 
(ii) OCPS McKay Scholarship approval/assignment letter; 

 
(iii) proof of residence; and  

 
(iv) other registration/enrollment documents as may be required by 

OCPS. 
 
A private McKay Scholarship student may return to a public school on a McKay 
Scholarship public option, however the Guardian must notify OCPS in writing a 
minimum of thirty (30) days prior to re-enrolling in a public school. Guardians 
should make this request via email to OCPS at ocps.mckay@ocps.net for 
notification. OCPS will determine what public school options are available within 
its district to the student after receiving the request. 

 
Guidelines for Revocation of a McKay Scholarship. 
 
A McKay Scholarship will be revoked/rescinded for the following reasons: 

 
(a) Private McKay Scholarship student returns/re-enrolls in an unassigned 

public school (this includes education through the Department of Juvenile 
Justice for a minimum of 21 days);   

 
(b) Student graduates from high school with a standard diploma or reaches 

the age of 22, whichever occurs first;  
 
(c) Student demonstrates a pattern of irregular tardiness and/or a poor 

pattern of attendance;  
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(d) Student demonstrates inappropriate conduct or misbehavior, including, 
without limitation, referral to the principal for disciplinary action; 

 
(e) Guardian disruption at the school site; 
 
(f) Failure to report a change of address; and/or 

 
(g) Falsification of student records or information. 

 
3. Opportunity Scholarship. 
 

Transfer timeframe:  Processed generally when school grades are published.  
 

Eligibility. 
 

The Guardian of a student who attends a school that the State of Florida 
identifies for opportunity scholarship status (“Opportunity Scholarship”) based on 
such school’s overall FCAT performance and Differentiated Accountability model 
of the school, may be eligible to transfer the student to another school.  Upon 
release of school accountability data, the eligible schools and transfer schools 
are determined. Procedures based on State guidelines are followed regarding 
these Transfers.  The following shall apply to Opportunity Scholarship Transfers: 

 
(a) The student must stay for the school year unless there is a change of 

address; 
 
(b) An approved Transfer is valid for the duration of all grade levels at the 

school (K-5, 6-8, 9-12), unless there is a change of address; and 
 
(c) Transportation is provided by OCPS if the student lives two (2) or more 

miles from the school, or as provided in accordance with Board 
transportation policy. 

 
4.  ESE Program Placement. 
 

Transfer timeframe:  Processed year round. 
 

Eligibility. 
 

An ESE program placement (“ESE Program Placement”) Transfer is available for 
any exceptional education student who needs access to services that are 
unavailable at the assigned school. The following shall apply to ESE Program  
 
Placement Transfers: 

 
(a) The IEP team determines the student’s Transfer options based on the 

particular student’s needs; and 
 
(b) Transportation is provided by OCPS if the student lives two (2) or more 

miles from the school or, as provided in accordance with Board 
transportation policy. 
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5. Academic. 
 

Transfer timeframe:  Processed November 1st through February 15th each school       
year. 

 
Eligibility: 

 
An academic (“Academic”) Transfer is available to any secondary school student 
based on the following:  

 
(a) A student’s desire to complete a sequential academic course of study, 

such as the second or third year of a world language, a course within the 
Career and Technical Education pathway that leads to a Gold Seal 
Scholarship; 

 
(b) A student’s desire to enroll in ROTC (initial entry into the program is 

restricted to rising freshman or sophomores); or 
 
(c) A student’s desire to enroll in Strings (an audition is  may be waived  for 

middle school if the student is not successfully enrolled in an elementary 
program or for high school if successfully enrolled in a middle school 
strings program). 

 
(d) Transfers may be revoked if the student is tardy to school, remains at 

school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
The following shall apply to Academic Transfers: 

 
(a) A course is not available at the assigned school or through the OCPS or 

Florida Virtual Online School; 
 
(b) An approved Transfer hereunder is valid so long as the student is 

enrolled and is successful (a grade of C or better) in the requested 
academic subject; 

 
(c) Academic Transfers are to the next nearest qualified school; 
 
(d) The student must stay for the school year unless there is a change of 

address;  
 
(e) Transportation is not provided by OCPS; and 
 
(f) Sibling Transfers are not applicable;  
 
(g)  A student who exits the designated course (basis for which the Transfer 

was granted) must return to his or her assigned school. 
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6. Childcare (Elementary and Middle School Students Only). 
 

Transfer timeframe:  Processed November 1st through April 15th each school 
year. 

 
Eligibility: 

 
A childcare (“Childcare”) Transfer provides the Guardian an opportunity to 
request a choice of school assignment based on the location of the childcare 
facility servicing the student.  The following shall apply to Childcare Transfers: 

 
(a) The requested school must have available capacity. 
 
(b) The list of receiving schools is revised and published annually and may  
  be modified based on programmatic changes or volume of request. 
 
(c) For a commercial daycare provider, the Guardian must provide on 

letterhead a statement that the student is actively enrolled in such 
program and a list of all schools in which the daycare facility provides 
Transportation;  

 
(d) For a private daycare provider, the Guardian must provide a notarized 

statement from such provider with their address and a copy of the 
provider’s Florida Driver’s License or ID;   

 
(e) The student must stay for the school year unless there is a change of the 

childcare provider; 
 
(f) Transportation is not provided by OCPS; and 
 
(g) Sibling Transfers are not applicable.  
 
(h) Transfers may be revoked if the student is tardy to school, remains at 

school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
7. Capacity Transfers 

 
Transfer timeframe:  Processed November 1st through April 15th each school 
year. 

 
A capacity Transfer allows a family to transfer from a school that is over capacity 
to a school that is under capacity.  Relevant factors are as follows: 

 
(a) The list of sending and receiving schools is revised and published 

annually. 
 
(b) The sending school must be over capacity and be on an approved list. 
 
(c) The receiving school must have available capacity and be on an 

approved list. 
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(d) The student must stay for the entire school year, unless there is a change 

of address. 
 
(e) Transportation is not provided by OCPS. 
 
(f) Sibling transfers may be considered. 
 
(g) The list of sending and receiving schools may be modified by OCPS from 

time to time based on programmatic changes or volume of requests. 
 
(h) Transfers may be revoked if the student is tardy to school, remains at 

school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
8. Change of Residence for Rising 5th, 8th or 12th Grade Students. 
 

Transfer timeframe:  Processed year round. 
 

Eligibility: 
 

A change of residence for rising 5th, 8th or 12th grade students (“Change of 
Residence”) Transfer allows a rising 5th, 8th or 12th grader  whose Guardian 
moves during their 4th, 7th or 11th grade school year to  complete the grade level, 
(K-5, 6-8, 9-12) from the school assigned to their previous address. The 
following shall apply to Change of Residence Transfers: 

 
(a) The student must stay for the school year unless there is a change of 

address; 
 
(b) Transportation is not provided by OCPS; and 
 
(c) Sibling Transfers are not applicable. 
 
(d) Transfers may be revoked if the student is tardy to school, remains at 

school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
9. Magnet. 
 

Transfer timeframe:  Processed November 1st through February 15th each 
school year.  However, for first time applicants and families new to the region 
only, a second processing period is offered May 15th through June 15th each 
school year.  For additional information on magnet transfers within the OCPS 
district, go to http://www.schoolchoice.ocps.net  

 
Eligibility: 

 
The Guardian of a student may apply for entry into a magnet (“Magnet”) program 
in designated school sites of OCPS.  A Magnet Transfer approval is based on 
program capacity and may include certain program criteria.  A centralized OCPS 
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district process determines Magnet Transfers. The following shall apply to 
Magnet Transfers: 

 
(a) For new Magnet students, the deadline is February 15th of the school 

year.  Applications are submitted to the OCPS School Choice Services 
office via the OCPS School Choice website.  If there are more 
applications for a specific Magnet program than available capacity for 
such program available, a random lottery will be used (Applications and 
information are available at the OCPS School Choice website 
http://schoolchoice.ocps.net and at all school sites);  

 
(b) A student who exits the Magnet program must return to his or her 

assigned school; 
 
(c) Priority is given to siblings for elementary students only if space is 

available; and 
 
(d) Transportation is not provided by OCPS for elementary or high school 

students. 
 
10. Medical.  
 

Transfer timeframe:  Processed year round. 
 

Eligibility: 
 

A medical (“Medical”) Transfer is for any student who has a serious medical 
condition that is sufficient to warrant a Transfer.  The following shall apply to 
Medical Transfers: 

 
(a) Documentation from a physician is required and may be reviewed by 

OCPS designated medical staff; 
 
(b) The requested school must be close to the Guardian or medical facility; 
 
(c) The student must stay for the school year; 
 
(d) Transportation is not provided by OCPS; and 
 
(e) Sibling Transfers are not applicable. 
 
(f) Transfers may be revoked if the student is tardy to school, remains at 

school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
11. Midyear. 

 
Transfer timeframe:  Processed year round. 
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Eligibility: 
 

A midyear (“Midyear”) Transfer is available when the domicile of the Guardian 
changes.   

 
The purpose of a Midyear Transfer is to allow a student to remain at the enrolled 
school for the remainder of the current school year when the family moves within 
Orange County and outside the attendance area of the school. The following 
shall apply to mid-year Transfers: 

 
(a) The Transfer is only for the duration of the current school year; 
 
(b) Proof of residence, including the occupancy date (month/day/year for a 

new lease for a rental property or property sales documentation for the 
purchase of a home, as the case may be, must accompany the request; 

 
(c) The new residence must be in Orange County, Florida; and 
 
(d) Transportation is not provided by OCPS. 
 
(e) Transfers may be revoked if the student is tardy to school, remains at 

school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
12. Psychological. 
 

Transfer timeframe:  Processed year round. 
 
Eligibility: 

 
A psychological (“Psychological”) Transfer is for any student who has a 
psychological condition that is sufficient to warrant a Transfer. The following shall 
apply to Psychological Transfers: 

 
(a) The Psychological Transfer may be reviewed by one of OCPS’ 

designated psychologists; 
 
(b) Documentation from a mental health provider is recommended to be 

provided; 
 
(c) Psychological Transfers are to the next nearest qualified school or to 

remain at the current school; 
 
(d) The student must stay for the school year unless there is a change of 

address; 
 
(e) Transportation is not provided by OCPS; and 
 
(f) Sibling Transfers are not applicable.  
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(g) Transfers may be revoked if the student is tardy to school, remains at 
school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
13. Students of OCPS Staff. 

 
Transfer timeframe:  Processed year round. 

 
Eligibility: 

 
(a) Students of OCPS staff may request a Transfer if the student’s Guardian  

works in a particular school or OCPS facility and the Guardian desires to 
have the student enrolled at that school or to the next nearest qualified 
school. Transportation is not provided by OCPS. 

 
(b) Transfers may be revoked if the student is tardy to school, remains at  
  school beyond the dismissal time without prior arrangements with school  
  officials, or is referred to the principal for disciplinary action. 

 
14. Sibling. 
 

Transfer timeframe:  Processed year round. 
 
Eligibility: 

 
A sibling (“Sibling”) Transfer is available only for students who have siblings who 
have been placed into an ESE program at a school (with the same grade levels) 
other than their assigned school. There is no Transfer eligibility for siblings of 
McKay Scholarship recipients.   
 
The following shall apply to Sibling Transfers: 

 
(a) Students may remain at the school until all grade levels at the school are 

completed (K-5, 6-8, 9-12);  
 

(b) The student must stay for the school year unless there is a change of 
address or placement of the ESE student; and 

 
(c) OCPS provides transportation only if space is available and the student 

lives two (2) or more miles from the school; or as provided in accordance 
with Board transportation policy. Transportation for the Sibling is only 
applicable while the ESE student is being served at a particular school. 

 
(d) Transfers may be revoked if the student is tardy to school, remains at 

school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
15. Pending Move. 
 

Transfer timeframe:  Processed year round. 
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Eligibility: 
 

A pending move (“Pending Move”) Transfer allows a student to attend a school of 
the Guardian’s future residence/domicile when the move in or closing date, as 
the case may be, is within sixty (60) days from the date the Application is 
submitted.  The following shall apply to Pending Move Transfers: 

 
(a) Both current and prospective addresses must be located within Orange 

County; 
 
(b) Transportation is not provided by OCPS;  
 
(c) If the family does not move by the date provided, the student will   be 

moved to the original zoned school; and 
 
(d) A legal document signed by both parties, such as a contract, indicating 

the location of the prospective address and the proposed occupancy date 
(month/day/year) is required. 

 
(e) Transfers may be revoked if the student is tardy to school, remains at 

school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
16. Work-Related (Elementary and Middle School Students). 
 

Transfer timeframe:  Processed November 1st through April 15th each school 
year. 
 
Eligibility: 

 
A work-related (“Work-Related”) Transfer for elementary and middle school 
students affords the Guardian the opportunity to request a choice of school 
assignment based on the Guardian’s work location.  The following shall apply to 
Work Related Transfers: 

 
(a) The requested school must have available capacity; 
 
(b) The list of receiving schools is revised and published annually and may 

be modified based on programmatic changes or volume of request. 
 
(c) The Guardian must provide documentation to verify that he/she works at 

the current site and plans to be employed at that work site for the school 
year for which the Application is being made; 

 
(d) The student must stay for the school year unless there is a change of 

employment; 
 
(e) Transportation is not provided by OCPS; and 
 
(f) Sibling Transfers are not applicable.  
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(g) Transfers may be revoked if the student is tardy to school, remains at 
school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
17. Grandfathered. 
 

Transfer timeframe:  Processed by June 15th prior to the opening of the new 
rezoned school. 

 
Eligibility: 

 
A Grandfathered (“Grandfathered”) Transfer is available only for students who 
have been rezoned by OCPS two or more times during a grade level (K-5, 6-8, 
9-12) at the current address or is rezoned from an established school to another 
established school. In this case, the student may remain at the existing school 
instead of being assigned to the rezoned school or rezoned for the 5th or 8th 
grade year.  The following shall apply to Grandfathered Transfers: 

 
(a) Transportation is not provided by OCPS; and 
 
(b) There is no Transfer eligibility for Siblings who do not meet the same 

criteria for Grandfathered Transfer.   
 
(c) Transfers may be revoked if the student is tardy to school, remains at 

school beyond the dismissal time without prior arrangements with school 
officials, or is referred to the principal for disciplinary action. 

 
 

 
SPECIFIC AUTHORITY: Sections 1001.42; 1002.31; 1002.38; 1002.39; 

1003.02, Florida Statutes 
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