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Step 1: Identify Areas of Update. Districts must submit a Form C whenever entity information updates are needed. Multiple areas can be included in a single application, and the department reviews each request. Answer all questions completely to avoid delays.
Select the updates you would like to make (select all that apply):  
☐ Update school name
☐ Update school address
☐ Update grade spans changed by three levels or fewer[footnoteRef:2] [2:  School grade configuration changes are restricted by EdFacts to preserve historical records. Schools may only change the grades they serve by three grades or fewer each year (not including pre-kindergarten or kindergarten as grades). Changing grade spans in a school by more than three grades requires the district to submit a school closure request (Form B) and a school opening request (Form A). ] 

Step 2: Provide Updated School Entity Information.
	Form C: School Entity Information Update Form

	Section 1. School Name Change

	District Name:  
     
	District Number: 
     

	Current School Name:  
     
	School Number: 
     

	New School Name:
     
	Effective Date of Change:
     

	Reason for the Change:      

	Section 2. School Address Change

	District Name:  
     
	District Number: 
     

	School Name:  
     
	School Number: 
     

	New Address, City, and Zip Code:      

	Effective Date of Change:      

	Reason for the Change:      

	Section 3. School Grade Configuration Change

	District Name:  
     
	District Number: 
     

	School Name:  
     
	School Number: 
     

	Current Grade Levels Offered (select all that apply): 
☐ P3 ☐ P4 ☐ K ☐ 1st Grade ☐ 2nd Grade ☐ 3rd Grade ☐ 4th Grade ☐ 5th Grade ☐ 6th Grade ☐ 7th Grade ☐ 8th Grade ☐ 9th Grade ☐ 10th Grade ☐ 11th Grade ☐ 12th Grade 
	New Grade Levels Offered (select all that apply):
☐ P3 ☐ P4 ☐ K ☐ 1st Grade ☐ 2nd Grade        ☐ 3rd Grade ☐ 4th Grade ☐ 5th Grade ☐ 6th Grade ☐ 7th Grade ☐ 8th Grade ☐ 9th Grade     ☐ 10th Grade ☐ 11th Grade ☐ 12th Grade

	Current Student Enrollment Count:      
	New Student Enrollment Count:      

	Current Number of Teachers:      
	New Estimated Number of Teachers:      

	Effective Date of Change:      

	Section 4. Assurances

	By signing below, 
· I certify that all the information provided in this form is accurate and complete, to the best of my knowledge. 
· I certify that the request in no way circumvents accountability measures under state or federal law, including the federal Every Student Succeeds Act (ESSA). 
· I understand that if any of the information changes, I am obligated to update the information with the Tennessee Department of Education via the appropriate process presented in the TNSD Authorization and Data Verification Guide.

Director of Schools Signature of Assurances:______________________________________________

Print Director of School’s Name:                                                                Date:      



Step 3. Department Decision. This is for department use only.
	For School Directory Use Only

	School name change approved? 
	☐  Yes  ☐  No ☐  Not applicable 

	School address change approved?
	☐  Yes  ☐  No ☐  Not applicable

	School grade configuration change approved? 
	☐  Yes  ☐  No ☐  Not applicable

	Requested a review by Accountability? 
	☐  Yes  ☐  No

	Accountability Recommendation: 
	     

	Additional Comments:
	     

	Appropriate Division Notification

	Division 
	     

	Authorized Official’s Signature
	     

	Print Authorized Official’s Name
	     

	Date when the form is signed
	     

	Recommendations: 
	☐  Approve  ☐  Deny

	If denied, deny reason
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