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Verifying Student Transfers 
(Leave Log) 

 
Situation: High schools and elementary schools need to verify and document official communications 
regarding requests for student transfer from CPS and non-CPS schools. Unverified transfers may be 
treated as dropouts under Illinois State Board of Education (ISBE) rules.  
 
Description: Written documentation related to the withdrawal of the student from membership must be 
maintained by the school in the student’s file. 
 

The only valid codes for indicating a withdrawal from school enrollment are:  
31, 32, 33, 34, 35, 40, 41, 52, 53, 55, 86, and 87. 

 
If a school has withdrawn a student by entering any leave code other than those listed above, then that 
student may be counted as a dropout at the end of the school year, unless the student has subsequently 
been re-enrolled at this or another CPS school. 
 
Response: The following steps demonstrate the process to update the Transfers page in SIM. This 
includes the date that the material was received or requested, the type of material received or requested, 
and audit tracking on who input the information into the student field. This ability is available for 
SSTATUS and SADMIN roles. 
 
Step 1: On the Control Panel, click School Info. 
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Step 2: On the Control Panel, click Transfers. 

 
 
When the appropriate leave code is applied at the time of student transfer, the student’s name is 
automatically displayed on the Transfers page (see below). 
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Step 3: The fields must be completed as appropriate. 
• Receiving school 
• Records requested 
• Records received 
• Verification date 
• Last changed by 

 
Step 4: Click the Apply button to save your work and continue editing. Click the OK button to save your 
work and end the session. 
 
Please direct questions to the IMPACT Help Desk at (773) 553-3925, option 2. 


