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CS-0657

 Education Passport and 

School Notification Letter 
The Education Passport refers to the form and the supporting documents that are to be provided to a school upon enrollment of a student.  All children in DCS custody as well as those receiving probation services will have an Education Passport. 
A new Education Passport cover sheet is completed by the Family Service Worker (FSW) whenever a student experiences a new custodial event or moves to a new address.  The Education Passport is placed in the child’s digital master file.  A copy must be given to foster parents by the FSW and to the school, including residential schools contracted by DCS.  
Completing the Education Passport Cover Sheet

On the left side of the Education Passport, complete the demographic information including the school name, the student’s information, the biological mother and father’s last known contact information, and the FSW’s information. 

Prepared for Public School

School of Origin is most often the public school location where the child is currently attending.  If the student has only attended the current school for a few days as part of a temporary placement but has an established long-term relationship with the previous school, it is possible on rare occasions to consider the long-term educational setting as the School of Origin.  When that occurs, please contact your Education Consultant for guidance.  If the student is leaving a residential school setting, please contact your Education Consultant for guidance. 

Enter the county where the school is located to guarantee information is gathered from the correct district. For example, several different school districts have a Central High School or an Eastview Elementary or West View Middle School.  If a student comes into custody from another state, also provide the state initials after the county. 

Date of BID Meeting:  A Best Interest Determination Meeting (BID) is required EVERY time a child is new to custody, changes placements, and/or changes school zones.  Do not withdraw students until a BID meeting has occurred.  The Education Passport and School Notification Letter will inform the School of Origin that a BID meeting is requested.  Place the date of the BID meeting on line 2 under School of Origin name. 

School of Zone is the school associated with new the foster parent/placement address.  

Student’s Information

Enter student’s name, DOB, and official grade assigned by the school (not by age or credits). 

Foster Parent address should match the school district’s official School of Zone assignment. 

To indicate that a student is on Trial Home Placement (THP), a statement such as “In DCS custody on Trial Home Placement with father,” etc. may be placed on the Foster Parent Line.

“Is this a change of address notification?”  On some occasions, a foster parent may change addresses while the student is living in the home.  The placement has not disrupted, but the foster parent might have purchased a different home.  This example does not constitute a custodial change, but just a new address.  Here, we are notifying the school that the foster parent remains the same, but the address has changed.  It might even be within the same school zone. 

On the other hand, a child may attend Central High School while living with the biological parent and then be placed with a relative down the street in the same school zone.  This example constitutes a custodial change.  For either example, a new Education Passport must be completed to update the address change, school zone change, or placement change. 

Termination of Parental Rights and No Contact Orders

Schools are required by Federal statue to invite biological parents/court ordered surrogates to IEP meetings and to receive consent prior to testing, changes in certifications, and/or implementation of special education services.  

If parental rights are officially terminated (not under appeal), it is critical that the FSW checks this box.  In such case, the mother or father’s name MAY be listed for clarification of historical records but with no other contact information, or the FSW may simply write N/A on parent name line and then check TPR box below.  

If one or both parents are deceased, a parent has surrendered rights, or child is in full guardianship, indicate the status beside the respective parent’s name. 
Often, parental rights are intact, but a No Contact Order disallows the parent from having any unsupervised communication or being within the vicinity of the child. In this case, parent’s name Must still be listed.  The school is still Required under Federal IDEA to invite the parent to all IEP meetings.  The No Contact Order box is critical because it tells the school that the child should not be present or the school may need to have parents attend only by video, present their concerns separately, or for serious safety concerns, have an IEP meeting at a site that does not indicate where the child is residing.  

DCS does not determine a parent’s right to participate in the student’s IEP; only an official TPR/Court Order of Full Guardianship may remove educational rights for special education purposes. An official appointment of a surrogate to oversee the child’s education with a statement directly including all special education decisions is sometimes warranted.  If the court appoints a Surrogate for all educational decisions to include special education specifically, please indicate the appointed surrogate’s name on the parent line, write “Surrogate for Special Education,” and attach the TPR/Court document.  Please note that a past foster parent is not a court-appointed surrogate.  Do NOT under any circumstances include the entire court order with details that violate confidentiality.  Please contact your regional attorney or Education Consultant for advice.  

Records Checklist

Collect, at minimum, the documents listed on the right side of the Education Passport cover sheet.  For those records in hand, check “Enclosed” and send with the Education Passport cover sheet.  If records have not yet been received, the FSW must send a written records request to previous schools, and then check “Requested.”   FSWs will check “Not Applicable” only when the topic does not apply to the child – not due to lack of the associated records.  Example:  When a student is seven years old, the TEIS topic would be marked “N/A” for #6.    If a student does have an IEP but the FSW does not have a copy of it, the “Yes” box will be checked on #4, and then the “Requested” box will be checked.  

Elementary or middle school students will not have an official transcript.  FSWs will mark “Not Applicable” for this field.  If the FSW does not have a copy of a transcript for a high school student, the FSW will send an official requisition and mark the “Requested” box. 

Additional School Enrollment Information

1.  Has current School of Origin been notified of student’s placement change? (BID meeting required with exception of placement into residential in-house school.)     

Students must not “disappear” from school without the district being alerted to a change in placement.  This creates truancy charges and delays in enrollment at receiving schools.  Further, ESSA (Every Student Succeeds Act) requires that a Best Interest Determination meeting be held to decide on the educational placement in the student’s best interest. The public school where the child was enrolled at the time of custodial or address change is generally considered the School of Origin and must be notified to begin the BID meeting timeline.  Check “Yes” if you have notified the school and/or sent the Education Passport.  If you did not contact the previous school, stop enrollment to any new school (apart from residential), send the Education Passport, and request a BID meeting at the School of Origin.  

If student’s current school is at a residential setting, the discharge meeting will serve as notification so you may check “Yes.”

Has student been officially withdrawn from previous school?   

If a student is placed in a residential school, the previous public School of Origin must still be notified so that the student can be removed from the attendance roster.  The FSW must gather records from the previous school and forward those to the residential school.  If you need assistance with the primary education contact at any DCS Affiliated schools, please reach out to your Education Consultant.

For students moving from public school to public school, withdrawals should only occur AFTER a BID meeting and the student is being presented to a new school as determined by the team to be the best interest educational placement. 

2.  Is this student currently suspended or expelled from public school?

If a student is currently suspended or expelled, list the beginning and end date of the suspension.  Most students will be allowed to attend alternative school of some sort.  It is important to know when they are allowed to return to the regular classroom at their school of attendance.  These dates are even more important for students who are expelled or zero-toleranced.  

If the “Yes” box is checked, the Disciplinary Notice/Hearing Notice must match the corresponding dates.  

IMPORTANT:  If a student receives a long-term suspension or expulsion, most school districts only allow an appeal within a week’s period – generally 2-5 days.  It is imperative that DCS appeals appropriate cases during this timeframe.  You may contact your Education Consultant for further explanation that is applicable to your region.  

3.  Are any medications needed during the school day?

Please follow the school’s protocol for nurse-administered or self-administered medications.  
Current and Previously Attended Schools

The first line should list the current school, which might also be the same as the School of Origin.  If the current school is a residential program, it will not serve as the School of Origin; for school system, you may put the agency name.  For more explanation on specific cases, please consult your Education Consultant or the TN DCS ESSA Coordinator.  
List previously attended schools below the current school.  Schools need comprehensive records to design an educational plan; often, missing parts of assessments can be pieced together to build a more complete picture of educational needs.  

If the child attended a homeschool option prior to public school placement, list the name of that homeschool program.  

If this is the first year a student is enrolling into kindergarten, line two may remain blank since the school can see the age and grade of the student.  If student attended a public school Pre-K program, list the school on one of the lines.  
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