Pasadena ISD

Out-of-District Transfer Application Parent User Guide

Step 1. Create a ScribChoice Family Account
Visit www.pasadenaisd.org then click:

Parents-Students m) Enrollment ) Out-of-District Transfers
You may change the language in which you read/submit the application. See image below for details.

To create an account, click on the blue “Start” button and follow the directions labeled Option 2. You must provide a response for
all items that are notated by a red star (*). There is a red star requiring you enter a Home Telephone. If you do not have a home
telephone, simply enter your mobile number.

Select Language v

If you would like to complete the application in
a language other than English, click here to
choose the language of your choice.

STUDENT TRANSFERS

Select To Get Started:

CLICK HERE to create an
account and/or log in to an
existing account!

General Information:

The information reported in this packet will become part of your child's record. Student record information
will not be released to third parties or used for purposes other than routine daily andior emergency
contact needs without the knowledge or permission of parents, or legal guardians, except in accordance

with the law.
Al d electronically and checked for Any falsification of
infi may result in your application not being p. d and/or denied.

this website is Himi; 1E i Safari, Chrome, and Firefox.

Step 2. Add Student(s) to Family Account

To add a student, click on the green “Associate Student” button. When completing your student’s information, pay extra attention
to the questions asked. How you answer the questions will determine the choices you are given during the application process.

Associate Student ¥

Grade Level for Current Year, 2021-2022 School Year:
*Grade | 1stGrade v CURRENT GRADE here! |

Current School of Attendance, 2021-2022 School Year: (this is the school your child is currently attending)

* Current School: | Qut-of-district School If renewal, choose PISD current school of attendance.

I1f new transfer, choose "out-of-district school"

Important:

The Home Campus/Zoned School (see below) must be entered correctly.
Click Here ta identify your home campus/zoned school based upon your home address.
Note:

= The Zoned School of Attendance is the school to which your home address is zoned.

« IMPORTANT: Ifyour child is entering Grades 5, 7, or 9, you must choose the campus to which your student would attend if
attending in your zone. (If you choose the incorrect campus, your application will be routed to the wrang school and the approval
process will be delayed.)

- You will select the sehool you wish to transfer your student to during the application phase of this process.

« To begin the application, click on the "StartApplication” button located on your family dashboard.

Grade Level for Next Year, 2022-2023 School Year:
* Grade: | 3rd Grade < NEXT YEAR'S grade here!

Zoned School of Attendance, 2022-2023 School Year: fyour child is entering Grades 5, 7, or 9, you must choose the
campus to which your student would attend if attending in your zone. (if you choose the incorrect campus, your application will be

routed to the wrong school and the approval process will be delayed.)
* Zoned School: | Out of District vﬂ Must choose out-of-district herel |

To add additional students to your
family account, click the green
“Associate Another Student” button.

HAVING PROBLEMS SUBMITTNG A TRANSFER APPLICATION? Contact the Attendance Clerk at your requested school for assistance.
¢TIENE PROBLEMAS PARA PRESENTAR UNA SOLICITUD DE TRANSFERENCIA? Pdngase en contacto con el secretario de asistencia en la escuela de su

hijo para obtener ayuda.


http://www.pasadenaisd.org/

Step 3. Complete Transfer Application

a. Click the green “Begin Application” button located under the blue box of information on your family dashboard screen.
b. Select the blue “Begin Application for (Student Name)” button for whom you need to submit an application.
c. Click on the on the application type you are submitting.
e If your child is not currently attending PISD on an out-of-district transfer, click on the box labeled NEW.
(highlighted yellow in the graphic below)
e If your child is already attending PISD on an out-of-district transfer and you are applying for a renewal, click on
the box labeled RENEWAL. (highlighted green below) If your child is already on a transfer and is changing campus
levels (Elem to MS, MS to Intermediate, or Intermediate to HS), you still choose RENEWAL.

Select Application Category
{ Step #1
Select the correct application category for this application. Click the "Select’ button to the far right of the grade info column.
[s
Available for 2022-2023 School Year
« In-District Transfer for the 20222023 School Year (Febuary 3 2022 - ay 15, 2023) This application is for families who live within PISD boundaries and who wish to
request a transfer to a school other than their school of residency.
 Out.of District Transfer NEW for the 2022-2023 School Year (4914 2022- ay 15,2023) This application is for families whe live outside of PISD boundaries and wish to
request a NEW transfer into the Pasadena Independent School District
 Outoof District Transfer RENEWAL for the 2022-2023 school year 14 2022~ May 15.2023) This application is for families who live outside of PISD boundaries and wish to
RENEW an existing Out-of-District Transfer with Pasadena Independent School
District

d. Click the “Select” button.

e. Click on the school you are requesting your student be transferred to and then click “Select”.
FYI: If you do not see the school you want to transfer your student to, you entered information incorrectly when you
were adding your student to the family account. You must correct your student’s account on the Family Dashboard in
order to proceed.

f. Answer the remaining questions carefully.

g. Click “Proceed” to submit your application.

Once your application has been successfully submitted, you will receive a message that states your application will be processed
once all required documents have been uploaded.

Step 4. Upload Required Documents
1. Loginto your Scribbles Family Dashboard
2. Scroll to the bottom of the page to find information on your submitted application(s).

C73VQ54P0O  Student Daobie High / Out-of-District Missing 5 Pre-processing Requirement(s) BTGl I —
3102022 Mame Zgznfgf;@m + Attendance Report Verifcation T
' + Discipline Report Required
+ Grades

4 Parent/Guardian Photo 1D
+ Two (2) Proofs of Residence

it iR 21 H Click here to upload documents1

uploaded.

rDocuments required to be

C73VRNBS6 | shident Moore Elementary / Qut-of- Missing 1 Pre-processing Requirement(s) Employment " Vithdraw
3/10/2022 Name District Transﬁ;@ + One (1) Proof of Residence Verification e
Renswsl - 202820 Required

» \iew / Add Docs

3. Gather all required documents. Make sure you have them saved as a PDF, JPEG, TIFF, TIF, PNG or BMP. No
other types of files can be uploaded.

4. Click on View/Add Doc and follow the prompts to upload your documents.
See Page 3 for a list of required documents.

HAVING PROBLEMS SUBMITTNG A TRANSFER APPLICATION? Contact the Attendance Clerk at your requested school for assistance.
¢TIENE PROBLEMAS PARA PRESENTAR UNA SOLICITUD DE TRANSFERENCIA? Pdngase en contacto con el secretario de asistencia en la escuela de su
hijo para obtener ayuda.



Documentation Required for Out-of-District Transfers

IMPORTANT! Transfer applications will not be processed until all required documentation is submitted.
If you are having problems submitting your documentation, bring your documents to Student Services
located in the Pasadena ISD Administration Building located at 1515 Cherrybrook Ln, Pasadena, TX
77502,

If applying for a transfer mid-year, your student must remain enrolled at their current school until the
transfer application is approved. Early withdrawal could result in your child’s application being denied.

Renewal Transfer Applications New Transfer Applications
One current proof of residence* Parent Photo Identification
Two Current Proofs of Residence*
Education Records (see requirements below)
= Attendance
= Grades
= Discipline**
= ARD/504 Document, if applicable

If you are requesting a transfer for a student who will be entering PK or Kindergarten and the student did not attend a
Texas ISD during the 2021-2022 school year, no educational records are required. However, you must still submit the
two proofs of residence and parent photo ID.

Educational Records Required

Application Submission Period Effective Date of Transfer Required Education Records

Spring Start of Following School Year Data from start of year through start
of Spring Break

Summer Start of Following School Year Data from entire previous year

Semester 1 Upon Approval Data from entire previous year + any
data accumulated during the first
semester

Semester 2 Upon Approval Data from Semester 1 + any data
accumulated during the second
semester

* Acceptable Proof of Residence include (must be dated within the last 30 days):
e Mortgage Payment Document or Lease Rental Agreement
e  Utility Bill (Phone, Electric, Cable, Internet, Gas, Water)
Note: Cell phone bills are not accepted.
e Auto Insurance Payment Statements (no liability cards — must be actual policy)
e State/Federal Assistance Documentation (examples include)

Medicare Medicaid Military/Veteran’s Benefits
Social Security SNAP (Food stamps)
TANIF Unemployment Benefits

e Child Support Documentation

** No Discipline to Report? You must submit a signed statement printed on school letterhead and signed by a school
official that states there was no discipline.

HAVING PROBLEMS SUBMITTNG A TRANSFER APPLICATION? Contact the Attendance Clerk at your requested school for assistance.
¢TIENE PROBLEMAS PARA PRESENTAR UNA SOLICITUD DE TRANSFERENCIA? Pdngase en contacto con el secretario de asistencia en la escuela de su
hijo para obtener ayuda.



Pasadena ISD
Guia del Usuario para Padres

de la Solicitud de Transferencia fuera del Distrito

Paso 1. Cree una cuenta familiar de ScribChoice
Visite www.pasadenaisd.org y luego haga clic en:

Padres-Estudiantes B Inscripciones B) Trasferencias fuera del Distrio
Puede cambiar el idioma en el que lee/envia la solicitud. Vea la imagen de abajo para mas detalles.

Para crear una cuenta, haga clic en el botdén azul "Inicio" y siga las instrucciones etiquetadas de Opcion 2. Debe proporcionar una
respuesta para todos los elementos que estan anotados con una estrella roja (*). Hay una estrella roja que requiere que ingrese un
teléfono residencial. Si no tienes teléfono de casa, simplemente introduce su numero cellular.

Select To Get Started:

CLICK HERE to create an
account and/or log in to an
existing account!

STUDENT TRANSFERS

Select Language -

idioma de su eleccion.

Si desea completar la solicitud en un idioma
que no sea inglés, haga clic aqui para elegir el

General Information:

The i ion reported in this packet wil
will not be released to third parties or used for purposes other than routine daily and/or emergency
contact needs without the knowledge or permission of parents, or legal guardians, except in accordance

with the law

Al icati will be

part of your child's record. Student record information

and checked for accuracy. Any faisification of

y result in your

being andfor denied.

Safari, Chrome, and Firsfox.

Paso 2. Agregar estudiante(s) a la cuenta familiar

Para agregar un estudiante, haga clic en el botdn verde "Asociar estudiante". Al completar la informacién de su estudiante, preste
especial atencidn a las preguntas que se le hacen. La forma en que responda las preguntas determinara las opciones que se le daran
durante el proceso de solicitud.

Associate Student ¥

Grade Level for Current Year, 2021-2022 School Year:
N . .  CURRENT GRADE here! |

Current School of Attendance, 2021-2022 School Year: (this is the school your child is currently attending)

* Current School: | Out-of-district School If renewal, choose PISD current school of attendance.
If new transfer, choose "out-of-district school".

Important:
The Home Campus/Zoned School (see below) must be entered correctly.
Click Here to identify your home campus/zoned school based upon your home address.
Note:
» The Zoned School of Attendance is the school to which your home address is zoned.
« IMPORTANT: If your child is entering Grades 5, 7, or 9, you must choose the campus to which your student would attend if
attending in your zone. (If you choose the incorrect campus, your application will be routed to the wrong school and the approval
process will be delayed.)

- You will select the school you wish to transfer your student to during the application phase of this process.
« To begin the application, click on the "Start Application” button located on your family dashboard.

Grade Level for Next Year, 2022-2023 School Year:

* Grade: | 3rd Grade ﬁ NEXT YEAR'S grade here!

Zoned School of Attendance, 2022-2023 School Year: I your child is entering Grades 5, 7, or 9, you must choose the
campus to which your student would attend if attending in your zone. (If you choose the incorrect campus, your application will be

routed to the wrong school and the approval process will be delayed.)
* Zoned Schook | Out of District v Must choose out-of-district herel

Para agregar estudiantes adicionales a
su cuenta familiar, haga clic en el botén
verde "Asociar a otro estudiante".

HAVING PROBLEMS SUBMITTNG A TRANSFER APPLICATION? Contact the Attendance Clerk at your requested school for assistance.
¢TIENE PROBLEMAS PARA PRESENTAR UNA SOLICITUD DE TRANSFERENCIA? Pdngase en contacto con el secretario de asistencia en la escuela de su
hijo para obtener ayuda.



file://///pasadenaisd.org/hf/users/MPadilla/Skyward%20Attendance%20Clerk%20Training/www.pasadenaisd.org%20

Paso 3. Complete la solicitud de transferencia
a. Haga clic en el botdn verde "Comenzar solicitud" ubicado debajo del cuadro azul de informacidn en la pantalla del tablero

de su familia.
b. Seleccione el botdn azul "Comenzar solicitud para (nombre del estudiante)" para quien necesita enviar una solicitud.

¢ Haga clic en el tipo de solicitud que esta enviando.
¢ Si su hijo no asiste actualmente a PISD en una transferencia fuera del distrito, haga clic en el cuadro etiquetado NUEVO

(resaltado en amarillo en el grafico a continuacidn)

¢ Si su hijo ya asiste a PISD en una transferencia fuera del distrito y esta solicitando una renovacion, haga clic en el cuadro
llamado RENOVACION (resaltado en verde en el grafico a continuacién) Sisu hijo ya esta en una transferencia y esta
cambiando de nivel de campus (Elem a MS, MS a Intermediate o Intermediate a HS), atin elige RENOVACION.

Select Application Category

Select the correct application category for this application. Click the *Select’ button to the far right of the grade info column.

[3

Available for 2022-2023 School Year
+ In_District Transfer for the 20222023 School Year (Fecruary 3. 2022 - May 15, 2023)

+ Out-of District Transfer NEW for the 2022-2023 School Year P74 2022- May 15, 2023)

This application is for families who live within PISD boundaries and who wish to
request a transfer to a school other than their school of residency.

This application is for families who live outside of PISD boundaries and wish to

request a NEW transfer into the Pasadena Independent School District

This application is for families who live outside of PISD boundaries and wish to
RENEW an existing Qut-of-District Transfer with Pasadena Independent School
District.

+ Out-of-District Transfer RENEWAL for the 2022-2023 school year (¢ & 2022- May 15,2023

d. Haga clic en el botdn "Seleccionar".
e. Haga clic en la escuela a la que solicita que se transfiera a su estudiante y luego haga clic en "Seleccionar".

FYI: Si no ve la escuela a la que desea transferir a su estudiante, ingresoé la informacion incorrectamente cuando estaba
agregando a su estudiante a la cuenta familiar. Debe corregirlo para continuar.

f. Responda las preguntas restantes cuidadosamente.

g. Luego presione "Continuar" para enviar su solicitud.

Una vez que su solicitud se haya enviado con éxito, recibira un mensaje de que su solicitud ha sido enviada.

Paso 4. Cargue los documentos requeridos
1. Inicie sesion en su Tablero familiar de Scribbles
2. Desplacese hasta la parte inferior de la pagina para encontrar informacidn sobre las solicitudes enviadas.

C73VQ54P0O  Student Dobie High / Out-of-District Missing 5 Pre-processing Requirement(s) Employment Withdraw
3102022 Name Transfer@ea + Attendance Report Verification Appiication
i 7 Required

+ Discipline Report

+ Grades

=+ Parent/Guardian Photo ID
+ Two (2) Proofs of Residence

0 VTRt D h Click here to upload documents1

Documents required to be
uploaded.

C73VRNBSE  |sudent Moore Elementary / Out-of- Employment Fr—
311012022 Name District Tranmé@ + One (1) Proof of Residence Verification o
FETECE =ik Required

* View /Add Docs

3. Relina todos los documentos requeridos. Aseglrese de tenerlos guardados como PDF, JPEG, TIFF, TIF, PNG o BMP. No se

pueden cargar otros tipos de archivos.
4. Haga clic en Ver/Agregar documento y siga las indicaciones para cargar sus documentos.
Consulte la pagina 3 para obtener una lista de los documentos requeridos.

HAVING PROBLEMS SUBMITTNG A TRANSFER APPLICATION? Contact the Attendance Clerk at your requested school for assistance.
¢TIENE PROBLEMAS PARA PRESENTAR UNA SOLICITUD DE TRANSFERENCIA? Pdngase en contacto con el secretario de asistencia en la escuela de su

hijo para obtener ayuda.



Documentacion Requerida para Transferencias Fuera del Distrito

iIMPORTANTE! Las solicitudes de transferencia no se procesardn hasta que se presente toda la documentacion
requerida. Si tiene problemas para enviar su documentacion, lleve sus documentos a Servicios
Estudiantiles ubicado en el Edificio Administrativo de Pasadena ISD ubicado en 1515 Cherrybrook Ln,
Pasadena, TX 77502.

Si solicita una transferencia a mitad de afio, su estudiante debe permanecer inscrito en su escuela actual
hasta que se apruebe la solicitud de transferencia. El retiro anticipado podria resultar en la denegacion de
la solicitud de su hijo.

Solicitudes de Transferencia de Renovacion Nuevas Solicitudes de Transferencia
Una prueba de residencia actual* Identificacion con foto de los padres
Dos comprobantes de domicilio vigentes*
Registros de educacion (consulte los requisitos a
continuacion)
= Asistencia
= Calificaciones
= Disciplina**
= Documento ARD/504, si aplica

Si estd solicitando una transferencia para un estudiante que ingresara a PK o Kindergarten y el estudiante no asistié a un
distrito de Texas durante el afio escolar 2021-2022, no se requieren registros educativos. Sin embargo, aun debe
presentar las dos pruebas de residencia y una identificacién con foto de los padres.

Registros Educativos Requeridos

Plazo de Presentacion de Solicitudes Fecha Efectiva de la Transferencia | Registros Educativos Requeridos
Primavera Comienzo del Siguiente Ao Datos desde el comienzo del aifo hasta
Escolar el comienzo de las vacaciones de
primavera
Verano Comienzo del Siguiente Afio Datos de todo el afio anterior
Escolar
Semestre 1 Con la Aprobacién Datos de todo el afio anterior +

cualquier dato acumulado durante el
primer semestre

Semestre 2 Con la Aprobacién Datos del Semestre 1 + cualquier dato
acumulado durante el segundo
semestre

*La prueba de residencia aceptable incluye (debe tener una fecha dentro de los ultimos 30 dias):
¢ Documento de Pago de Hipoteca o Contrato de Arrendamiento
e Factura de Servicios (Teléfono, Electricidad, Cable, Internet, Gas, Agua)
Nota: No se aceptan facturas de teléfonos moviles.
¢ Estados de cuenta de pago de seguro de automovil (sin tarjetas de responsabilidad; debe ser una péliza real)
e Documentacion de asistencia estatal/federal (los ejemplos incluyen)

Medicare Medicaid Beneficios para militares/veteranos
SNAP Seguro Social
TANIF Beneficios de desempleo

Documentacion de manutencion infantile

** ¢No hay disciplina para informar? Debe presentar una declaracion firmada impresa en papel membretado de la
escuela y firmada por un funcionario de la escuela que establezca que no hubo disciplina.

HAVING PROBLEMS SUBMITTNG A TRANSFER APPLICATION? Contact the Attendance Clerk at your requested school for assistance.
¢TIENE PROBLEMAS PARA PRESENTAR UNA SOLICITUD DE TRANSFERENCIA? Pdngase en contacto con el secretario de asistencia en la escuela de su
hijo para obtener ayuda.




