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Acknowledgement of Receipt of
Attendance Policy and Procedure Manual

| hereby acknowledge receipt of and understanding of the policy, procedures and
practices contained within the Pupil Services Attendance Manual: Policy and

Procedures. | agree to promptly review, become familiar with and implement the
current policy and procedures at all times as stated within the Manual in a timely
manner.

Furthermore, | understand that this Manual may be revised and it is the responsibility of
each employee to stay up to date with any revisions or amendments that are provided.

| understand that revised information may supersede, modify or eliminate existing
policies implemented by the Los Angeles Unified School District. Should | have any
guestions regarding any policy, procedure, or practice within the Manual, | may contact
and consult with the Pupil Services Unit for clarification and to keep abreast of all
current and necessary information as needed.

| understand and agree that | will read and comply with the policy contained in this
Manual and any revisions. | am bound by the provisions contained therein and for the
best interests of the district, the school, the staff and community; | will be held
accountable for following the Attendance Manual: Policy and Procedures.

Please complete the following and provide a copy to your assigned:
Education Service Center
Pupil Service and Attendance Field Coordinator

School Name:

Administrator Name (Print):

Administrator Signature:

Title:

Date:
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PREFACE

1. Background

Senate Bill (SB) 727 enacted July 1, 1998, reimburses public schools for actual in-
seat student attendance. The legislation also limits “apportionment absences,”
(regardless of the reason for the absence) as a means of calculating attendance for
reimbursement. State law provides that students who attend school during any
portion of the school day will generate state revenue, so long as they are not marked
absent for the entire school day (cf. Title 5, Section 403, California Code of
Regulations (CCR).

e Average Daily Attendance (ADA) is the total number of days of student
attendance divided by the total number of instructional days for the school
year. A student attending every day earns one unit of ADA. Students must
appear in their classroom(s) to be counted present.

e ADA is not the same as enrollment, which is the number of students enrolled
in each school and district. ADA is usually lower than enroliment due to
factors such as absenteeism, and students moving or dropping out. The state
uses a school districts ADA to determine its apportionment revenue and
other funding.

e Attendance Accounting at Elementary Schools: Teachers submit
attendance online everyday using LAUSDMAX. Schools are required to use
both the ISIS application (LAUSDMAX), and ESIS. Both systems must be
carefully managed in order to maximize average daily attendance and to
utilize attendance data in instructional analysis and decisions.

e Period-By-Period Attendance at Secondary Schools: the LAUSD School
Board authorized the Superintendent to restructure the manner in which
student attendance is reported and to implement a system of period-by-period
reporting at secondary schools. Under this current system of calculating
attendance, a student who presents himself or herself in any assigned
classroom for any amount of time will be counted present for the entire day
for ADA revenue purposes. The period-by-period reporting is intended to
improve accountability for each individual student’s attendance, as well as to
ensure the accuracy of the District's actual attendance numbers. The
reliability of the system in meeting this accountability is contingent upon all
teachers submitting accurate attendance for every student for every period of
attendance, every day. Implementation of period-by-period attendance
reporting was facilitated by the implementation of Integrated Student
Information System (ISIS) for online attendance submission in LAUSDMAX.

For Option Schools (Continuation, Community Day Schools (CDS) etc...) follow the

attendance procedures established by your unit and utilize this manual for additional
attendance procedures and interventions.
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For Affiliated Charter Schools follow the policy and procedures outlined in this
manual. Contact the Charter Schools Division Office at (213) 241-0399 for
additional information.

2. PURPOSE

This manual has been developed to assist school personnel to understand and put
into practice procedures consistent with Federal, State, and District attendance
policy and procedure requirements. It provides information on roles, tasks that must
be assigned, procedure requirements to follow, and forms to utilize. It is designed to
be used in accordance with State regulations and Los Angeles Unified School
District (LAUSD) policies. Consistent with its mission, the District is committed to
ensure compliance with such policies and procedures. It is expected that District
personnel will serve students and their families in a manner consistent with this
manual.

The Attendance Manual: Policy and Procedures is designed to be used as a:
« Structured process for implementing the attendance policy

» Reference for answering questions

« Staff development tool

» Source for resources of support and assistance

3. ORGANIZATION OF THE MANUAL

This manual is a user-friendly guide to answer questions regarding registration,
enrollment, attendance, truancy, etc. Links within this Manual have been created in
the Table of Contents and Appendix List for easy access to referenced sections or
appendices. When an attachment is selected the user may scroll down the
document to obtain the desired level or language. Web access is not required to
access the links.

Page 5 of 255
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1. ATTENDANCE ACCOUNTING OVERVIEW

1.1Compulsory Education Laws
Every principal is responsible for the overall efforts of school staff to enforce
mandated Compulsory Education Laws and to follow the policies that ensure
students are punctual and attend the full length of the school day, as designated in
Education Code (E.C.) 48200.

Principals shall utilize the following appendices to ensure compliance with
Compulsory Education Laws, to further improve school-wide attendance, and
provide the necessary foundation for attendance interventions:

Appendix A-1: Blue Print for Attendance Improvement

Appendix A-2: Attendance Intervention Protocols

Appendix B-1: Attendance Master Calendar

Appendix B-2: Common Causes for Lost ADA

1.2School Attendance Responsibilities

e Every school shall designate an office and/or staff member to address
registration, enrollment and attendance issues. The designee/staff member
must be accessible throughout the school day and office hours (i.e. 8am-4pm)
to serve students and parents/guardians. Each school shall post school hours
and notify parents/guardians of school hours twice a year (e.g., Blackboard
Connect, beginning of school year packet, school bulletin, monthly school
newsletter, etc.).

e The principal is responsible for ensuring that his/her school staff utilize the
attendance procedures described in the applicable ISIS procedures
handbook. For the latest versions of the handbooks, as well as additional
related resources, visit the 1SIS website (http://isis.lausd.net) under Tools and
Resources > Attendance & Enrollment > Elementary Schools, Options
Schools, or Secondary Schools.

e The principal is responsible for ensuring that every teacher submits
attendance during the first fifteen minutes of each scheduled class or class
period. Absences, tardies and early leave times are to be recorded with exact
In/Out time.

e The principal is responsible for ensuring that all teachers submit attendance
before the end of the school day.

The principal is responsible for training staff with regard to Federal and State
mandates pertaining to the maintenance and protection of all forms of pupil records
(i.e., paper and electronically recorded information). Refer to the Family Educational
Rights and Privacy Act (FERPA) of 1974 and E.C. 49064-49078; 49602; BUL-2469
Pupil Records: Access, Confidentiality and Notice of Educational Rights dated April
24, 2006 and BUL-1077.1 Information Protection Policy dated December 5, 2006.

1.3School Attendance and Dropout Prevention Plan
Every school shall have a formal, written, proactive Attendance and Dropout
Prevention Plan. E.C. 48340 encourages school districts to adopt student
attendance policy based on the active involvement of parents/guardians, students,
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teachers, administrators, other school personnel and community members. The
principal shall designate an Attendance and Dropout Prevention Team and convene
with them at least twice a year to develop, review and implement a school-wide
Attendance and Dropout Prevention Plan consistent with the policy set forth in BUL-
4926.2 Attendance Manual: Policy and Procedures for Elementary, Secondary and
Option Schools and this Manual dated March 2013. This plan shall be incorporated
in the Coordinated Safe and Healthy School Plan.

Principals shall utilize Appendix C-1: Attendance and Dropout Prevention Plan
Guide, Appendix C-2: Attendance and Dropout Prevention Plan Template, and
Appendix C-3: Attendance Responsibility Assignment Chart to assist with the
development and/or updating of the plan, to improve school-wide attendance, and to
provide the necessary attendance interventions.

1.4The 3 Tiered Approach

All Attendance and Dropout Prevention Plans (ADPP) must utilize the 3 Tiered
Approach. It provides a framework for schools for incorporating strategies and
activities for prevention and intervention to support all students with daily, on-time
school attendance, attitude (behavioral/social emotional learning), and academic
achievement. The 3 Tiered approach emphasizes a tiered intervention model that
blends school-wide support systems, targeted intervention, data analysis,
comprehensive assessment and intervention, and on-going outcome evaluation into
a continuum of student focused support. In practice the 3 Tiered approach involves
the assessment of student school progress in relation to the instructions and
additional assistance provided by schools to support student success. The results of
this evaluation are used to fine-tune instruction and intervention and determine the
additional supports necessary to meet each student’s needs.

1.4.1 DESIGNING SCHOOL-WIDE SYSTEMS FOR STUDENT SUCCESS

The 3 Tiered Approach

‘Academic Systems ‘ ‘Attendance Systems ‘ ‘Behavioral Systems‘ All ADPPs must include:

e school-wide (universal) support systems;

e procedures to identify, assess, and
intervene with at-risk students (selected);

e procedures to identify, assess, and
intervene with high-risk

e students (targeted), including potential
dropouts;

e mechanisms to ensure on-going data
monitoring, analysis and outcome
evaluation.

Adapted from:

The foundation of The 3 Tiered Approach is universal supports, the base of the
triangle. Universal supports, including strategies for teaching and reinforcing
clear, positive expectations for students must be in place for all students. In
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addition, data must regularly be reviewed to determine the response to the
intervention and to identify students who are not responding to the universal
interventions and require a higher level of support. On-going data analysis and
outcome evaluation are essential to affect system-wide school change and to
ensure that interventions are improving outcomes. Instruction and intervention
efforts must regularly be fine-tuned in response to data trends.

School attendance is a learned behavior that should be taught and reinforced.
The 3 Tiered approach creates a school culture that teaches and reinforces
clear, positive expectations for students and staff. Students and staff who feel
valued, a sense of belonging and connection to the school, are much more likely
to be engaged in teaching and learning and have the desire to attend school on a
daily basis.

Every school shall develop a system to identify and provide interventions for
students and staff who are not meeting attendance expectations. Interventions
provided to individuals and groups of students who are not attending school
regularly should be tracked and data should be analyzed to determine the
effectiveness of the intervention efforts. There are multiple functions and/or
reasons for “serious” behavior, including excessive or chronic absenteeism.
Students identified as at-risk or high-risk must be appropriately assessed and
referred to support services both in-school and in the community. All intervention
efforts must be documented in each student’s records.

1.4.2 ANALYZING STUDENT ATTENDANCE DATA

Schools should use the At-Risk Attendance Reports in MyData to determine and
monitor the distribution of student attendance rates within each of the five
attendance band levels. This information should be examined school-wide, by
grade level, gender, language classification, and ethnicity to determine trends,
areas of strength, and areas of weakness. The following is an example of this
report, organized by grade level:
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Sample Attendance Summary by Subgroup, Elementary

Grade 92 - 95% Total
(Basic)
8-15 Abs
KINDERGARTEN 9 7 6 68
GRADE 1 2 15 45 6 68
GRADE 2 1 2 16 45 5 69
GRADE 3 3 6 12 39 6 66
GRADE 4 2 4 9 46 6 67
GRADE 5 7 15 37 4 63
UNGRADED
SPECIAL ED 2 4 6
5 80

The 3 Tiered Approach

Adapted from Sprague & Walker, 2004

3 Tiered
Approach to *Intensive Interventions
Attendance *SARB Meetings & DA Mediation
Targeted/ *Specific and Individual Plans

Intensive ; ) .
(3-5%) *Educational Alternatives/Options

*Intensive Case Management

Far Below Basic
<87% attendance
Tier Il

Selected

(At-risk Students)
(10-20% of students)

Below Basic: 91-87% attendance
Basic: 95-92% attendance

*Re-teach Attendance
*Systems of Identification
*Student/Family Supports
*Documentation & Monitoring
*Team Meetings(COST/SST)

Tier Il

Universal
(75-85%)

Proficient: 96%+ attendance
Perfect Attendance:100%

Tier |

1.4.3 USING THE 3 TIERED APPROACH FOR ATTENDANCE
The following guidelines will assist school staff with implementing the 3 Tiered
Approach for monitoring and improving attendance.

Begin by implementing school wide universal practices that include:
e Positive Behavior Support
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e Safe and Welcoming School Environment
e Resiliency Building Strategies

e High Quality Instruction

e Recognition and Incentive Programs

Schools staff should monitor the distribution of student attendance rates on
MyData. Staff must then determine where to distribute available resources to
achieve the largest attendance gains toward the goal of all students attending at
a rate of 96% or better. Effective programs and practices must be in place at the
universal, selected, and targeted/intensive levels.

1.4.4 UNIVERSAL SUPPORTS

Tier | or Universal Level is the support that is provided to all students. The
initial step for school staff is to evaluate the effectiveness of the educational
program in addressing the universal needs of 75-85% of students in academics,
attendance, and behavior. The school community should regularly review
attendance data to verify that universal practices are effective and identify
students who need additional supports. If data indicates that school culture and
practices are not meeting the majority of student needs the entire school
community must evaluate why and create a plan of action to address the barriers
preventing student success. The Appendix C-2: Attendance and Dropout
Prevention Plan Template shall include attendance incentives that support
regular attendance for all students and staff. Schools should review BUL-3638.0
Discipline Foundation Policy: School-Wide Positive Behavior Support dated
March 27, 2007 and BUL- 3720.0, Dropout Prevention, Intervention and
Recovery Strategies dated May 23, 2007 and other research when creating
improvement plans. Once school staff has verified that the majority of the
students are responding positively to universal programs they will be able to
determine which students need additional intervention.

Teaching Core Attendance Concepts is another crucial component of universal
attendance supports. The following 10 Core Attendance Concepts must be
taught and modeled for all students, their families, as well as all stakeholders in
the school community. All school staff should be engaged in continually teaching
and reinforcing positive attendance behavior through these core concepts.

CORE ATTENDANCE CONCEPTS:

1. Clear expectations of positive attendance (Goal = 96% in-seat
attendance; fewer than 7 absences in one school year)

2. Knowledge and understanding of Compulsory Education Laws

3. Benefits of good attendance (should be motivational and relevant)

4. Posting and providing parents/guardians with the school calendar
and schedules

5. Importance of morning routines (impacts on punctual attendance;
what these routines look like; how to encourage at home)

6. Importance of evening routines (impacts on punctual attendance,
what these routines look like, how to encourage at home)
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7. Support plans for coming to school (people to support the student
coming to school daily, and on-time)

8. Creating “back-up” systems (alternative plans for getting to/from
school, having others support the student with transportation specifically
in times of “emergencies”)

9. Self-care (including best practices for staying healthy, sleep
requirements, mental health, managing chronic health problems such as
asthma)

10. Consequences of poor attendance (academic, social, behavioral,
legal)

The following strategies may be used to teach the Core Attendance Concepts.
Teachers should incorporate the concepts into weekly lessons and provide
opportunities for students to be recognized for positive attendance habits. Other
school staff should support teachers by modeling and teaching the Core
Attendance Concepts to families and the community using assemblies, groups,
newsletters as well as other outreach/communication methods.

METHODS FOR TEACHING CORE ATTENDANCE CONCEPTS
School-wide Assemblies
Classroom Instruction
Follow-up Assemblies
Parent Education
Community Education
Announcements & Notifications
e Opening/orientation materials, kick-off activities for the new school
year (back on track), Back-to-School Events
Parent Student Handbook
Parent and Community Groups (formal and informal)
Newsletters and other printed materials
Blackboard Connect Notification System
Electronic Messaging
7. Reinforcement of Positive Attendance Behaviors
School-wide Assemblies
Group recognition (classroom, grade level, PLE/SLC)
Individual Recognition
Incentives
Random events/moments to recognize those who comply
8. Follow-up assemblies and teaching
9. Re-teaching (use data to identify need)

e Group Counseling

¢ Individual Counseling

R A

Data should be used to identify areas that may require re-teaching, which can be
done through assemblies and small groups. Attendance data must also be used
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to identify students needing Tier Il and Tier Il level supports. Schools should
continuously implement supports in Tiers | - lll.

1.45 SELECTED SUPPORTS

Tier Il or Selected Level support is provided to “at-risk” students. As
students are identified as having Basic or Below Basic Attendance, Tier Il
interventions must be provided. The goal for this selected group of students is to
provide effective and efficient systematic group interventions that address their
needs. These group interventions are based on the Six Assessment Points,
described below, and are tracked and monitored for attendance improvement.

Examples of Using Data to Implement Selected Interventions:

e A review of the data demonstrates that 300 of your students fall in the
basic attendance level (92-95% attendance). You determine that if 277 of
these students attend an additional day of school, they would move into
the Proficient Attendance (96%) Level. As an intervention your school
decides to hold an assembly for this Selected (Tier Il) group of students
and their parents/guardians.

e After speaking with students and parents and reviewing the attendance
data, you determine that students who live on a particular block are facing
safety concerns, which has become a barrier to regular school
attendance. As an intervention, your school collaborates with parent and
community groups to identify and create alternate safe routes for students
to get to school.

Students exhibiting excessive absenteeism, as well as those who may be “at-
risk” of dropping out will require additional, individualized interventions. These
interventions can include strategies such as: monitoring, mentoring (adult and
peer), skill development in critical academic areas, referrals to professionals
(mental health, medical), and may include team planning and coordination
meetings such as Coordination Of Services Team (COST) and/or the Student
Success Team (SST), which brings together staff, family and resources to
develop individual plans.

Students and families with multiple issues or more intensive problems should
participate in School Attendance Review Team (SART) or other multidisciplinary
teams that include the student, their family and school staff. These teams
develop specific attendance improvement plans that address the student’s
needs.

Irregular attendance is often a symptom of other underlying issues that manifest

in poor school attendance behavior. Therefore, students identified at-risk should
be assessed using the following Six Assessment Points:
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Assessment Points

® Medical Behavior
* Academic N
. Academic Risk Factors ¥
° BehaV| O r Achievement & Ii(rotective Famlly
« Social/Emotional Y% 4. Dynamies

Family Dynamics
Community

Emotional

1.4.6 TARGETED/INTENSIVE SUPPORTS

Tier Ill or Targeted Level is the support provided to students needing
“intensive” services and intervention. This includes students who have
dropped out, or have recently returned to school as well as those exhibiting
extreme absenteeism, truancy and/or other behaviors that require interventions
in addition to those offered in Tiers | and Il. These students require highly
individualized assessments to determine the reasons for their excessive
absences, truancy or dropping out and must be provided with targeted
interventions to match their needs. Tier Ill interventions include intensive,
individualized coordination of actions/resources (such as referral to School
Attendance Review Board (SARB), alternative/options programming, alternative
pathways to graduation) to re-engage them in school.

School teams may use individualized support plans and coordinate services with
multiple service providers. Schools may assign designated staff to case manage
Tier Il students, as they will likely require the strategic use of multiple resources,
community agency involvement, and a highly individualized action and
monitoring plan that includes the student and family members.

Case management and intervention may also come from community based
organizations, such as Wraparound Services, Department of Mental Health
(DMH), Probation, Team Decision Making Meetings (TDM from the Department
of Children and Family Services), etc.

2. REGISTRATION PROCESS

2.1School Registration Responsibilities
The principal is responsible for the immediate registration of all students under
his/her supervision. School personnel shall, immediately, register all known non-
enrolled students residing within the school’s attendance boundaries and those with
special circumstances (regardless of time of year, testing etc...). When a
parent/guardian or caregiver is unable to provide required documentation at the time
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of enrollment, the Attendance Manual: Policy and Procedures for Elementary,
Secondary and Option Schools outlines procedures to facilitate the student’s
immediate enrollment, section 2.4. Schools may contact the Immigrant Student
Guidance and Assessment Placement Center (GAP) to facilitate the
registration/enrollment of new arrivals to LAUSD at Immigrant Guidance Assessment
& Placement Center (GAP): Home Page.

2.2Residency Requirements
A student can only have one residence within the LAUSD. The student must live in
one of the following:
e The residence of the student's parent/guardian who resides within the
boundaries of the school district
e Alicensed foster or group home
The home of a caregiver adult that is located within the boundaries of the
school
e A state hospital located within the boundaries of the school
Students whose custody is shared by both parents may attend school only in
the residential area of one parent. The choice of school is at the parents’
discretion, unless otherwise noted by court documentation. Schools cannot
and will not mediate custody issues for parents. Dual enrollment due to
custody issues is strictly prohibited.

2.3Residency Verification (E.C. 48204)
A parent/guardian may offer documentation that reasonably verifies that his/ her
residence is located within school boundaries. Refer to Appendix D-1a: Guidelines
for Verification of Residence for a complete list of acceptable documentation.

e Documentation must be current and show the parent’s/guardian’s name
and residence address.

e Other documents, independently or together with a utility bill may also be
used as further proof of residence.

e LAUSD POLICY DOES NOT ACCEPT telephone bills, drivers’ licenses or
Department of Motor Vehicles (DMV) Identification card as proof of a
residence address. Licenses or identifications may be used to prove
identity, but not to verify an address.

2.4 Affidavit to Verify Residence

In the event that the parent/guardian or caregiver does not possess documented
proof of residency, he/she must be allowed to submit Appendix D-2a: Affidavit for
Verification of Residence Form and the school shall accept this sworn statement to
verify residence. School staff should not request parents/guardians to notarize their
affidavit or other documents to prove residency (e.g., rental agreements, or letters
from landlords). Follow the procedures below:

e Instruct the parent/guardian that he/she will be responsible for providing

proof of residence within 30 calendar days.
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2.4.1 Mail Appendix D-3a: Verification of Residence Follow-up Letter the same
day the parent/guardian completes enroliment as the 30-day period will
begin.

e A binder shall be maintained with all original Affidavits to Verify
Residence, including a log to monitor follow-ups. Designated staff
must check the returned mail on a monthly basis.

e If a parent/guardian returns the mailed Affidavit to Verify Residence
Letter within 30 days to the school, this is legally sufficient to establish
residency.

e If the parent/guardian or caregiver does not return with the Verification
of Residence Follow-up letter during the 30 day period, designated
school staff shall follow-up with a telephone call to remind the
parent/guardian or caregiver of the need to provide proof of residence.
Schools should also send or provide the parent/guardian or caregiver
with a copy of their signed, original Affidavit to Verify Residence Form.
Certificated school site staff may also conduct home visits as needed
to verify residency.

o If the letter is returned “Undeliverable” and with new address
information, the administrator must notify the parent/guardian or
caregiver, in writing, that the student does not reside in the school’s
attendance area, determine the school of residence, and transfer the
student with the appropriate Pupil Accounting Report (PAR). If the
new address is located outside of LAUSD boundaries the administrator
must follow the procedures outlined in section 4.3.6. The new address
should be entered into the student information system.

e |If the letter is returned with no forwarding information, the student and
their parent/guardian must be contacted to come in to the school to
offer new information. If the parent/guardian refuses to give
information, the school must immediately initiate the investigative
activities outlined in section 5.2.

3. ENROLLMENT PROCESS

3.1Definition and School Responsibilities

Once the residency requirements have been established, the student can begin the
enroliment process. The principal is responsible for the immediate enroliment of all
students under his/her supervision. School personnel shall, immediately, enroll all
known non-enrolled students residing within the school’s attendance boundaries and
those with special circumstances (regardless of time of year, testing etc...). Year-
round schools shall place newly enrolled students on tracks that will, as nearly as
possible, ensure that students complete a full school year. District Policy does not
allow the establishment of track waiting lists to enroll.

Enrollment is defined as the process of registering (acceptance of all necessary

documentation) and the physical appearance of the student in class (elementary) or
into each scheduled class (secondary). The enrollment process is not complete until
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the student is entered officially into all class(es). The enrollment date or E Date of a
student is the first day of in-class attendance.

The LAUSD is a public service entity, therefore every effort must be made to
immediately assist all parents/guardians and students when they arrive to register
and enroll. Do not send parents/guardians or unaccompanied youth away. Many
parents/guardians have great difficulty taking time off from work to complete
enrollment. Attendance/Main Offices may not limit enrollment/registration services
to certain hours or days of the week. Schools are encouraged to set specific dates,
times and locations for mass registration. Parents/guardians and students must be
notified of this information two weeks prior, in order to facilitate compliance.

3.2Enrollment Procedures
Initial enrollment and enrollment from another LAUSD school, require the following
procedures:

3.2.1 Establish student identity with a birth certificate, baptismal certificate, or
court order. If parent is unable to provide one of these documents, the
parent must complete Appendix F-1a: Affidavit for Proof of Age of Minor.

e |If the parent requests changing the student’s name for school records,
utilize Appendix F-2: Affidavit for Unofficial Change of Name of Minor.
For more information refer to BUL-5703.1 Names of Pupils for
Purposes of School Records, dated February 27, 2012. Enrolling a
student with information (e.g., name, date of birth, parent name, birth
country) obtained from legal documents will facilitate the correct
assignment of the Statewide Student Identifier (SSID), the unique
student ID assigned to each California public school student.

3.2.2 Establish student’s parent/guardian/caregiver (foster parent, group homes,
etc.) identity and verify the relationship of the adult to the student with:

e A birth certificate and state identification (driver's license, DMV
Identification Card or Passport) a copy shall be filed in the student’s
cumulative record, or be stapled to the completed enroliment packet.

e A baptismal certificate and a state identification

e A court order establishing the parent/guardian relationship

e If the parent/guardian does not have any legal identification, they are
required to complete Appendix F-3a: Affidavit of Parent/Legal Guardian
Identification. The completed affidavit is to be kept in the student’s
cumulative record. As a safety precaution, the parent/guardian may be
asked to allow the school to take their picture to be kept on file.

3.2.3 Caregiver’s Affidavit
e In the absence of a parent/guardian, enrollment shall not be delayed.
If the student is not residing with the parent/guardian and guardianship
has not been legally established, the school shall provide the adult who
is enrolling the student Appendix F-4a: Caregiver's Authorization
Guidelines and F-5a: Caregiver’s Authorization Affidavit.
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The adult who enrolls the student must provide proof of age and
identity as well as proof of residence in the attendance area of the
school. Refer to BUL-1570.2, Enrollment/Support of Homeless
Children and Youth in Schools, revision in process.

The Caregiver’s Affidavit is sufficient proof necessary to determine that
a student lives in the caregiver’'s home, unless there is a suspicion that
the student is residing elsewhere (E.C. 48204). This affidavit must be
renewed on yearly basis.

3.2.4 Determine Grade placement

Information regarding grade placement may be found in “Inside

LAUSD” under “Quick Links,” select “The Chronological Age

Calculator.” Contact the Director of Secondary College and Career

Counseling for further assistance.

Review the PAR (transfer) or LAUSDMAX Student Transfer Form;

report card; or transcript

Contact the last school of enroliment

For secondary returning students check cumulative high school credits

on SIS

e Students who are low on credits shall be enrolled immediately, and
then referred to their counselor for proper educational placement
and exploration of their educational options.

3.2.5 Determine student’s option or permit status, if applicable

Intra-District Permit, refer to BUL-5347.1 Intra-District Permits (School
to School) and Student Transfers in Elementary and Secondary
Schools, revision in process.

Inter-District Permit, refer to BUL- 5341.2 Inter-district Permits (District
to District) and Student Transfers in Elementary and Secondary
Schools, dated January 23, 2013.

Open Enrollment Transfer, refer to BUL-5606.1, Open Enroliment
Transfers for Elementary and Secondary Students, dated September
11, 2012.

Romero Open Enrollment, refer to BUL-5255.1, Implementation of the
Romero Open Enrollment Act, dated November 5, 2012.

Opportunity Transfer, Refer to BUL-4478.0, Opportunity Transfers
(OTs), dated December 15, 2008.

No Child Left Behind Public School Choice (NCLB-PSC): The District
is required to offer all students enrolled in a Program Improvement (PI)
school the option to transfer to a Non-PI school through the NCLB-
PSC program.

In addition, the California Department of Education also designates
Title | schools at-risk for being identified for Pl. The School at-risk for
Pl is also required to offer parents the option to transfer to a Non-PI
school. Should the School at-risk for PI not be identified as PI, by law
the child will not be eligible for a NCLB-PSC transfer to a non-PlI
school. District-paid transportation is provided to the Non-Pl school.
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Priority is given to the lowest achieving, low income students if the
demand for Choice exceeds funding. Refer to REF-3855.3, Policies
and Procedures for Implementing Public School Choice (PSC), dated
September 30, 2010 for additional information.

3.30ptional Attendance Area Decision
There are some addresses that fall between two school boundaries which provide
parents/guardians an option to choose either school.

e The parent/guardian of a student who moves into an optional attendance
area shall have the options explained to them when they first appear to
register. Once the parent/guardian signs Appendix H-3a: Optional Area
Decision Form indicating the choice of school, the decision is to be
considered final. The decision must be made prior to the student’s
enrollment.

e When a student matriculates into an optional area, the school shall inform
the student and parent/guardian of this option during the tenth week of the
last track/second semester. Completed copies of the Optional Area
Decision Form shall be forwarded to the schools involved. If the
parent/guardian does not respond to reasonable notification attempts
through mail or telephone, the Optional Area Decision will be considered
to have been made when the student enrolls in one of the option schools.
This decision would also be final.

e Once an Optional Area Decision has been made by the parent/guardian,
any change of schools thereafter will require a valid permit or District
initiated transfer.

3.4Enrolling From Another LAUSD School

Students entering from another LAUSD school or program including those students

with initial and subsequent changes in enrollment require a Pupil Accounting Report

(PAR). Once ISIS implementation makes the LAUSDMAX application available for

enrolling students, the LAUSDMAX Student Transfer Form is to be used in place of

the PAR.

3.4.1 Use of Pupil Accounting Report (PAR)

Receiving School
Under no circumstances shall parents/guardians be required to return to
the previous school of attendance for a PAR, as this would delay the
enrollment of the student. When a parent/guardian does not have a PAR,
the enrollment staff shall first do a manual search on screen 0 (for
Elementary) and check the LAUSDMAX (ISIS) District Enrollment to avoid
dual enrollment. In ISIS, the new school may not receive 100%
apportionment, if the student is still enrolled in the previous school. The
enroliment staff must then call the previous school to notify them that the
student has been enrolled, verifying the enroliment date and allowing them
to officially “L” out the student. Per District policy, when a student
relocates within the District, the receiving school should update the
student’s record to reflect the new dwelling information in the student
information system(s).
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e The Records Clerk of the enrolling school must request the
cumulative record from the previous school within two weeks of
enroliment.

Previous School:

The previous school of enroliment will “L” out the student with the last day
of in-school attendance as the exit or “L” date. The school shall
immediately issue an exit PAR and fax it to the new school within one
business day. Knowingly keeping a student as enrolled when the
student is known to be enrolled in another school is not in accordance with
District policy and will lead to adjustment of applicable statistical report(s)
when the correct exit date is enforced. Office staff shall follow the same
procedures above for registration and enrollment.

Pass -Through PAR: (Secondary)
The school of residence creates a PAR for students who are not currently
enrolled, but plan or will be attending another school.
If a student (LAUSD/Non-LAUSD (i.e. home studies/private) never
attended your school but lives in the school’s attendance area, and wants
to attend an alternative educational setting, the student must obtain a
Pass-Through from the comprehensive High School in their residency
area to attend the alternative school.
“‘No Shows”: if the student did not attend your school last year and was
assigned or had pre-registered to attend your school (matriculating
students in grades 6 and 9), create a “pass through PAR” and keep it in a
file for future reference on No Show reports.
A “Pass-Through” PAR should not be used if the student attended your
school last school year and will not attend current year, go into OLDYEAR
and using program ID22, process a Pupil Accounting Report (PAR) with
the appropriate leave code and reason. The leave date should be the last
day of the Spring Semester. If you also have information that records have
been requested or have confirmed the student is attending a new school,
update field 212 in IDO1.

A regular “PAR” should be issued in the school year the student last

attended.

Opportunity Transfer (OT) students may be given a “pass through” by their
school of residence only if they are being immediately transferred to
another school after having attended a school other than their school of
residence.

Opportunity Transfer students who withdraw from a receiving school (e.g.,
student moves, student decides to attend AEWC, adult school,
continuation school, etc.) must be withdrawn to the next school the
student plans to attend. The PAR should not reflect the student’'s home
school or the last school of attendance. Doing this may erroneously place
the student on the potential dropout list (leaver) and may be counted as a
dropout. (BUL-4478.0, Opportunity Transfer Policy, December 15, 2008)
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3.5Mandated Enrollment Checklist and Forms
Schools are required to provide families with the mandatory Enrollment documents.

e See Appendix E-1: Enrollment Documents in order to ensure District
policy is followed at the time of enroliment.

e Complete Appendix E-2: Office Checklist for Student Enrollment. This
checklist must be placed in the cumulative record of all students enrolled
in an LAUSD school. See REF-5259.0, Use of New Enrollment Form,
October 11, 2010.

3.5.1 School personnel shall provide parents/guardians with the following
mandated enrollment forms to be completed and returned individually for
each student as part of the enrollment process:

e The new Student Enrollment Form is available in several languages refer
to Appendix E-3: Student Enrollment Form (English) or at:
http://notebook.lausd.net/portal/page? pageid=33,1166308& dad=ptl& sc
hema=PTL EP. Parents/guardians/caregivers can download the Form in
the desired language, complete electronically, print, sign, and return it to
the school or schools may continue to obtain hard copies in triplicate
format through the District Warehouse.

e For the protection of the student’s health and welfare, and to facilitate
immediate communication with the parent/guardian, LAUSD, in
accordance with EC 49408, requires parents/guardians to provide current
emergency information on an official Student Emergency Information form.
This form provides the school with the required contact information for the
student. It also replaces the LAUSD Notification System: Parent/Guardian
Contact Form and should be used to provide the contact information for
the District’s notification system, Blackboard connect which sends general,
attendance, and emergency calls to the parents/guardians. See_Appendix
E-4: Student Emergency Information Form. This form is also available
online through the District website. Refer to the link below for additional
languages
http://notebook.lausd.net/portal/page? pageid=33,1166308& dad=ptl& sc
hema=PTL EP

e Schools must maintain two copies of each Student Emergency Information
Form. Elementary schools must keep one copy in the Nurse’s Office and
other in the Main Office. Secondary schools must keep one copy in the
Health Office and the other in the Attendance Office or Small Learning
Community, as appropriate. A copy of the Emergency form must be
placed in the student’s cumulative record whenever a student matriculates
to the next school level.

e Parents/guardians shall receive consistent reminders of their
responsibility to provide updated emergency information. These
reminders should be incorporated in the school’s newsletters,
monthly bulletins, school’s website, through Blackboard
Connect messages, etc.
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e A list of students for whom there are no completed student emergency
information forms on file shall be established. An intensive effort shall be
made to secure completed forms for all students. This effort shall include,
but is not limited to:

e Calling student’'s home utilizing contact information in
LAUSDMAX and Blackboard Connect.

e Sending another student emergency information form home with
the student

e Mailing Appendix H-la: Student Emergency Information Form
Request Letter with “Do Not Forward” printed on the envelope

e The Attendance and Dropout Prevention Team at your school site, shall
establish a protocol in order to obtain the student emergency information
form from students.

e All student emergency information shall be entered into the appropriate
student information system within five school days after being received.
Temporary/Student Health Card, if student is new to LAUSD

e Immunization History. Obtain proof of immunizations: Refer to BUL-
1660.6, Immunization Guidelines for School Admission, dated January 17,
2012 or consult the School Nurse or District Nursing Coordinator.
Homeless Students and Students in Out of Home Placement are granted
a provisional 30-day period to meet requirements and are to be enrolled
immediately. Refer to BUL- 1570.2, Enrollment/Support of Homeless
Children and Youth in School, for assistance with students who are unable
to obtain immunization records.

e Pursuant to Assembly Bill 354, effective July 1, 2012 all
students entering or advancing to 7™ grade will be required to
show evidence of receipt of a T-dap vaccine on or after their
10" birthday.

e Students not meeting these immunization requirements may not
attend school after the effective dates noted. Medical, religious
and personal beliefs exemptions will apply. See the Personal
Belief Exemption in BUL-1660.5 Immunization Guidelines for
School Admission, dated September 1, 2011.

e Appendix E-5a: Oral Health Assessment/Waiver Notification Letter only for
kindergarten or first grade entry. Provide Appendix E-5b: Oral Health
Assessment/Waiver Request Form to be completed by the dental office, or
waiver section completed by the parent/guardian. California Law, E.C.
Section 49452.8, now requires that students have an oral health
assessment (dental check-up) by May 31 in either kindergarten or first
grade, whichever is his/her first year in public school. Refer to BUL-
3585.5, Oral Assessment for Kindergarten or First-Grade Entry, dated
May 10, 2010, for specific guidelines.

e Student Meal Application: One application is to be completed per
household. Applications are mailed home prior to the beginning of the
school year. Cafeteria Managers have additional applications. Instructions
on how to complete the application can be found on http://cafe-
la.lausd.net/
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e Appendix G-1: Student Residency Questionnaire
Appendix E-6: Ethnicity/Race ldentification for Students Form

e Appendix E-7a: Migrant Education Program Questionnaire Mem-5499.0,
dated July 1, 2011.

¢ Appendix E-8a: American Indian-Alaskan Native Letter Questionnaire
Appendix E-9a: Financial Responsibility for Damaged School Property,
refer to BUL- 4808.0, Restitution Procedures for the Loss or Damage of
School Property, date July 28, 2009, for more specific guidelines.

3.5.2 Mandatory Resources

Provide parent/guardian and students with the following mandatory

resources:

e Parent/Student Handbook (updated yearly)

e California School Nurses Organization health update about
Pertussis Vaccine Letter

e Master Academic School Calendar

e District and school attendance policy and procedures related to
absences, tardiness and truancy.

e School rules, behavior standards, policies, school map including
location of restrooms, bell schedules, pedestrian routes, etc.

e CHAMP Program Brochure

e Appendix E-10a: Family Educational Rights and Privacy Notice

(FERPA)

3.6Dual Enrollment in any School
There are certain instances in which a student may be enrolled in two different
schools simultaneously. Both schools cannot receive apportionment. For Special
Education students refer to the Special Education Policy and Procedures Manual.
The apportionment must be assigned as follows:

e The school the student attends for the majority of the day (i.e., periods 1-
through 4) receives 100% ADA.

e The other school which the student attends for the minority of the day (i.e.,
during periods 5 and 6) receives no ADA. This procedure must be
followed by all LAUSD schools, non-public schools (not special education)
and non-public special education schools.

Dual Enrollment Correction Procedures
e Verify student’s school of attendance and date of enroliment
e Update SIS/ILAUSDMAX and “L” student out

3.7The CA Longitudinal Pupil Achievement Data System (CALPADS)
The statewide student information system implemented by the California Department

of Education (CDE) does not allow overlapping or concurrent enrollment (CCE). A
CCE occurs when a student is enrolled with 100% apportionment at more than one
school simultaneously. This normally occurs when the L date at a previous school of
enrollment is not entered or is later than the E date at the new school.
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The following business rules apply in CALPADS for primary enrollments:

Intra-LEA primary enrollments: CALPADS will not accept a primary enrollment
record from an LEA (Local Education Agency or School District) for a student who
already has a primary enrollment in another school within the same LEA, where the
two enrollment periods overlap by one or more days.

Inter-LEA primary enrollments: CALPADS will accept a primary enroliment from
an LEA (Local Education Agency or School District) for a student who already has a
primary enrollment in another school within a different LEA, even when the two
enrollment periods overlap by one or more days. This overlapping enrollment is
considered a concurrent enrollment (CCE) anomaly.

The principal shall assign designated staff (e.g., SIS Coordinator,
main/attendance office staff) to ensure the timely and accurate enrollment
and withdrawal of all students.

In accordance with District and State policies, E date is the first day of in-
school attendance and L date is the last day of in-school attendance.
When notified of CCEs, the principal must direct designated
attendance/enroliment staff to resolve the enroliment conflict and enter the
appropriate enrollment or exit date in SIS/LAUSDMAX. This shall occur
within one week of notification or within one business day when an exit
PAR (or LAUSDMAX Student Transfer Form) is requested by another
school.

Continued failure to resolve CCE’s in a timely manner will lead to reviews
or audits of school enrollment and attendance procedures by appropriate
district offices.

4. ENROLLMENT SPECIAL CIRCUMSTANCES

4.1Specialized Populations
4.1.1 Homeless Students

Homeless students must be identified utilizing Appendix G-1: Student
Residency Questionnaire and enrolled immediately, regardless of the
availability of school records, immunization records, school uniforms or the
existence of fines or materials from a prior school. Federal laws require
the homeless student to be enrolled and attending school. The student
has the right to remain at the school of origin or enroll in the public school
serving the attendance area where the student is temporarily residing.

e Each principal shall assign a School Site Homeless Liaison to
ensure related policies and procedures are followed and
implemented appropriately.

e Students must be properly identified through Appendix G-1: Student
Residency Questionnaire (SRQ) and enrolled immediately, even if
records normally required for enrollment are lacking including
immunizations. The SRQ shall be included in every enroliment
packet and disseminated annually to all students to ensure proper

Page 23 of 255

Attendance Manual



Student Health and Human Services
‘f Policy and Procedures Attendance Manual

identification and services are provided to homeless students and
families.

e The completed form shall be sent/faxed to the Homeless Education
Program upon identification and the designated school site liaison
shall retain a copy in confidential folder at the school site. Students
shall be properly identified on the student information system(s).

e The student has the right to remain at the school of origin or enroll in
the public school serving the attendance area where the student is
temporarily residing. The Homeless Education Program staff is
available to assist. Appendix D-4a: Affidavit of Temporary
Residence may be utilized to verify the student’s residence.

e The McKinney-Vento Homeless Assistance Act requires the annual
reporting of identified homeless students’ survey in May of each
school year. Refer to BUL-1570.2, Enrollment/Support of Homeless
Children and Youth in Schools, revision in process or contact the
Homeless Education Program for additional assistance.

4.1.2 Out-of Home Placement
Students who present a Department of Children and Family Services
(DCFS) Noatification to School of Minors Placement Status (Form 1399),
shall be immediately enrolled, regardless of the availability of school
records, immunization records, school uniforms or the existence of fines or
materials from a prior school.

e Schools shall make two copies of Form 1399. One is to be placed in
the student’s cumulative record and the other shall be sent to the
Foster Care Program via school mail.

e Each principal shall designate a School Site Foster Care Advocate
to ensure related policies and procedures are followed and
implemented appropriately.

e When a “Notification to School of Minors Placement Status”
(Form 1399) is not available the school shall provide
Appendix F: Caregiver’'s Authorization Affidavit/Guidelines to
the adult who is enrolling the student.

e The adult who enrolls the student must provide proof of age
and identity as well as proof of residence in the attendance
area of the school.

e When determined to be in the best interest of the student,
foster students have a right to remain in their school of origin
or the school in which the foster student was last enrolled.
Refer to BUL-787.0, Guidelines for School Enrollment of
Students in Out-of-Home-Care, dated July 1, 2004.

4.1.3 Unaccompanied Youth
Students who are not in the physical custody of a parent/guardian,
runaways and those who have been told to leave home by the
parent/guardian have the right to enroll and shall be enrolled immediately.
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Unaccompanied youth have the same rights as homeless students; in
addition, they have the ability to self-enroll. Refer to BUL-1570.2,
Enrollment/Support of Homeless Children and Youth in Schools, revision
in process.
4.1.4 Pregnant and Parenting
No school shall deny enroliment based upon a student’s pregnant or
parenting status. Students who are pregnant are not exempt from
Compulsory Education Law. Refer to BUL-2060.0, Pregnant and
Parenting Students Educational Rights, dated October 25, 2005
Pregnant Minors
e Pregnant minors who are younger than eighteen years of age and
have not graduated from high school are to be directed to see their
academic counselor within two months of their anticipated delivery
date so that they can be:
e Placed on Leave of Absence and provided with the
academic coursework they would have missed during the 6
week post-delivery time, or for as long a period of time, as
deemed medically necessary by the student’s licensed
healthcare provider.

4.1.5 Returning from Juvenile Justice Facilities and Other Placements
‘Returnees” as these students are referred, must be enrolled immediately
upon release from such placements as Probation Camps, Community Day
Centers, Juvenile Halls, Residential Group Homes and the California
Youth Authority.

e Students and Parents/Guardians are required to bring school
records at time of enrollment; however school enroliment shall not
be delayed or denied when release records are not available.

e Once enrolled, counseling staff shall contact Los Angeles County
Office of Education (LACOE) (if returning within LA County) or the
placement/detention facility immediately to obtain updated records
and class/grade placement adjusted as needed. Refer to BUL-787,
Guidelines for School Enrollment of Students in Out-of Home Care,
dated July 1, 2004 and BUL-5553.0, Enrollment of Students
Returning from Juvenile Justice Facilities and Other Placements,
dated September 6, 2011, or for additional support contact the
Neglected or Delinquent Program.

4.1.6 Emancipated Minors
Although emancipation allows minors to be considered adults for many
purposes, it does not exempt them from Compulsory Education Law, once
they are enrolled.

4.1.7 Married Minors

Being married does not exempt a student from Compulsory Education
Law. Follow standard enrollment procedures.
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4.1.8 Eighteen (18+) Year Old Students
Students may establish their own residence and enroll themselves in
school. School personnel shall not arbitrarily check out of school students
merely because he/she has reached 18 years of age. Also see section
4.4.5 regarding Special Education students (ages18-22).

e School personnel may offer an Alternative Educational option.
Eighteen (18) year old previously enrolled high school students by
law are entitled to four years of high school. Schools shall make
every reasonable effort to provide high school students with four full
years of study.

4.1.9 English as a Second Language (ESL)
ESL Students “may remain in high school until requirements are met or
through the age of 21 as long as satisfactory progress is maintained”
(Master Plan for ELS).

e This applies specifically to “all students newly enrolling in high
school as their first schooling in the United States.” The purpose of
this provision is to assure that ELs are provided sufficient time to
meet LAUSD graduation criteria and the A-through-G college
requirements. See REF-5152, Scheduling Secondary English
Learners and Staffing, dated September 3, 2010.

4.2LAUSD Placement
Once required documentation is obtained, school personnel shall, without delay,
register and enroll students under the following circumstances whether or not they
reside within the school’'s boundaries. Examples of such special circumstances
include, but are not limited to:

4.2.1 District Placement
Education Service Center (ESC) Superintendents or designees have the
authority to make the final decision on special circumstance placements.

4.2.2 School Attendance Review Board (SARB) Placement
The School Attendance Review Board has the right to make placement
recommendations.

4.2.3 Open Enroliment,-Romero Transfer
The California Department of Education creates a list of 1000 “low
achieving” schools every year. Students attending one of the schools
have the option to request a transfer to another school with a higher API
score within the same district or to another district. Refer to BUL-5255.0,
Implementation of the Romero Open Enrollment Act, dated September 8,
2010.

4.2.4 Opportunity Transfers (OTs)
Opportunity Transfers (OTs) are carefully planned transfers within LAUSD
schools. The underlying intent of this policy is to provide intervention and
guidance to the student that will result in the student’s improved behavior.
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Refer to BUL-4478.0, Opportunity Transfers (OTs), dated December 15,
2008.

4.2.5 Expulsions
e When a student is recommended for expulsion administrator/
designee must follow the procedures outlined in BUL-4655.1,
Expulsion of Students - Policy and Procedures, dated August 22,
2011. All student recommendation for expulsions must be
documented in the LAUSDMAX Discipline module. Refer to BUL-
5808.0, ISIS Discipline Module Required Usage dated August 13,

2012.

4.3Permits
4.3.1 Magnet and Permits with Transportation (PWT)
Student enrollment is limited to students residing within LAUSD
boundaries. Refer to annual Choices Brochure, created and administered
by the Office of Student Integration Services for application information.
For assistance contact the Student Integration Services at (877) 462-
4798.

4.3.2 Intra-District Permits (Issued by School)
For students who reside within LAUSD boundaries, principals must ensure
that students have a current, valid permit. Refer to BUL-5347.1 Intra-
District Permits (School to School) and Student Transfers in Elementary
and Secondary Schools, revision in process.

4.3.3 District Students Residing Outside of School Boundaries/School Error
When a student is enrolled, despite having given an address which is
outside the school’s attendance area (outside of the school boundaries,
but within LAUSD jurisdiction) and the error is not discovered within the
first three weeks of the school year, the school shall give the
parent/guardian the option of:

e Transferring the student to the School of Residence, or
e Having the student continue at the current school for the remainder
of the semester through the use of a Continuing Enrollment Permit.

4.3.4 Continuing Enrollment Permit

The parent/guardian may request a Continuing Enroliment Permit at the
School of Attendance when giving notification of change of address.
Refer to BUL-5347.1, Intra-District Permits (School to School) and Student
Transfers in Elementary and Secondary Schools, revision in process.
This permit does not require the completion of an Intra-District Permit
Application Form; however documentation must be submitted to the

school on an annual basis.
e The School of Residence shall be notified of the permit through the
distribution of the PAR (or LAUSDMAX Student Transfer Form) by
the School of Attendance. A change of address within the District is
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to have no effect on any permit already issued, providing the school
is properly notified of any such change.

e When a student moves out of the attendance area of the school he/
she is attending, but wishes to remain at the school, a Continuing
Enroliment Permit may be granted:

e If the student moves to another LAUSD school attendance
area, and attendance at the first school was for a minimum
of 20 consecutive weeks (the consecutive weeks may
include the previous school year, but not intersession
programs).

e |If the enrollment period was for less than 20 continuous weeks, the
following shall be used for students within LAUSD boundaries :

¢ During the first 10 weeks of the semester, the student is to
be transferred to the School of Residence immediately.

e During the second 10 weeks of the semester, the student
should be allowed to complete that semester.

e See section 4.3.3, District Students Residing Outside of
School Boundaries/School Error.

4.3.5 Inter-District Permits (Issued by Permits Office)
For students who reside outside of the LAUSD boundaries, principals
must ensure that appropriate permits are submitted and approved. Refer
to BUL- 5341.2, Inter-district Permits (District to District) and Student
Transfers in Elementary and Secondary Schools, dated January 23, 2013.

4.3.6 Moved, Change of Residence
e Reported Change of Address
If a family reports, in writing, a change of address within 30 days, the
student(s) may be granted a Continuing Enrollment Permit for the
remainder of the school year. At the end of the year, the student
should be transferred to their School of Residence. Students who
move out of the attendance boundaries of a school may qualify for
an Inter or Intra-District permit.
e Refer to BUL-5347.1, Intra-district Permits (School to
School) and Student Transfers in Elementary and Secondary
Schools, revision in process.
e BUL- 5341.2, Inter-district Permits (District to District) and
Student Transfers in Elementary and Secondary Schools,
dated January 23, 2013
e Failure to Report Change of Address
Provided the school meets its responsibility regarding residence
verification, a family’s failure to report, in writing, a change of
address, within 30 days, shall be cause for forfeiture of the right to a
Continuing Enrollment Permit and the student may be withdrawn at
the discretion of the Principal. See Appendix H-2a: Moved, False
Address, Forfeiture of Permit. This policy is also included in the
Parent Student Handbook. Students who move out of the
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attendance boundaries of a school may qualify for an Inter or Intra-
District permit.

e Refer to BUL-5347.1, Intra-district Permits (School to
School) and Student Transfers in Elementary and Secondary
Schools, revision in process.

e BUL- 5341.2, Inter-district Permits (District to District) and
Student Transfers in Elementary and Secondary Schools,
dated January 23, 2013

e Student moves outside of LAUSD during the school year

e During the first 10 weeks of the semester, the student is to
be transferred to the School of Residence immediately.

e During the second 10 weeks of the semester, the student
should be allowed to complete that semester.

e Refer to BUL- 5341.2, Inter-district Permits (District to
District) and Student Transfers in Elementary and Secondary
Schools, dated January 23, 2013

4.4Programs
4.4.1 Foreign Students (Issued by Foreign Students Office)
Foreign Visa Students wishing to study in the LAUSD MUST be referred to
Foreign Student Admissions Office for processing. Schools may NOT
register or enroll these students without official clearance from this office.
F-1 or J-1 visas may apply to this office to attend grades 9-12, for up to 12
months, in one of LAUSD’s comprehensive public high schools. For more
information see BUL-5417.0, Foreign Student Admissions dated March
19, 2012 or log onto the website at StudyInLA.lausd.net.

4.4.2 Capacity Adjustment Program (CAP)
Under no circumstances are Capacity Adjustment Program (CAP) schools
to create and/or place CAP students on a waiting list. Impacted schools
should immediately contact the Office of School Management Services
and the ESC Designee for assistance. Refer to REF-5501.0, Procedures
for Capping School Enrollment, dated June 20, 2011 for additional
information.

CAP sending schools have the following responsibilities:

e Notify parents/guardians during registration of their child(ren) that
the school is capped. Determine which students, if any, must be
transported by applying the “last in, first out” process for new
enrollees. If transportation arrangements are not completed,
students must be enrolled and placed in a classroom setting at the
sending school until transportation is provided. Complete forms,
verify residence information and establish a list of prospective CAP
students.

When students are to be capped, parents/guardians have the following

option:

e To enroll at a specific integrated receiving school with District
transportation provided, if such a school has been identified.
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e To enroll at a specific PHBAO receiving school with District
transportation, if such a school has been identified.
e To enroll at an adjacent school with available space when an open
enrollment transfer can be issued within District guidelines, with no

District transportation provided.

4.4.3 Kindergarten
Students are not subject to Compulsory Education Law until 6 years of
age. However, once they are enrolled in school, parents/ guardians are
accountable to the school and the District attendance policy. Refer to
BUL-1312.0, Pre-registration, Registration and Admissions of Pupils to
Kindergarten, dated April 12, 2005 and/or BUL-5708, Kindergarten and
First Grade Entrance Age Requirement and Verification of Birthdate for
School Year 2011-12, dated February 21, 2011.

e Kindergarten students are not eligible to enroll unless they are five
years of age on or before (see chart below).
e Schools have a responsibility to enroll kindergarten students even if
they enroll late in the school year (E.C. 48000).
e See Quick Reference Chart for Entrance Ages below and/or the
Chronological Age Calculator on lausd.net.

School Entrance Ages for School Year 2012-2013

Grade Level | Entrance Age as of | Birth Date on or Before
11/1/12

K 5 years November 1, 2007

1 6 years November 1, 2006

School Entrance Ages for School Year 2013-14

Grade Level | Entrance Age as of | Birth Date on or Before
10/1/13

K 5 years October 1, 2008

1 6 years October 1, 2007

School Entrance Ages for School Year 2014-15

Grade Level | Entrance Age as of | Birth Date on or Before
09/1/14

K 5 years September 1, 2009

1 6 years September 1, 2008

4.4.4 Transitional Kindergarten (TK)
To comply with SB 1381, LAUSD will continue the implementation of the
TK program in the existing 104 schools and expand to all schools that
offer kindergarten at their sites in the 2012-13 school year.
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e Transitional kindergarten is the first year of a two year kindergarten
program. In the second year, TK students will attend traditional
kindergarten. It is designed for students who turn 5 years old after
the designated date.

e The TK program follows the full day schedule with a 6% hour daily
program.

e Students are not subject to Compulsory Education Law until
6 years of age. However, once they are enrolled in school,
parents/ guardians are accountable to the school and the
District attendance policy.

e Children who meet the age eligibility for kindergarten may be

enrolled in the TK program upon parent request if space is available

at the school.

e For these students, a California Department of Education
Kindergarten Continuance Form must be signed by the
parent and filed in the student’s cum folder in order for the
district to receive ADA. Specific instructions will be included
in the upcoming Transitional Kindergarten Reference Guide.

Refer to REF-5777.0, 2012-13 Transitional Kindergarten

Implementation dated June 15, 2012 for additional information.

4.4.5 Special Education

Students enrolling with an Individualized Education Plan (IEP) shall be

enrolled immediately. School personnel may not delay registration or

enroliment to students with an Individual Education Plan (IEP) for any
reason. The student’s prior school placement shall be contacted to obtain
the most current IEP. School staff shall refer to LAUSD Division of

Special Education for more information when enrolling students with an

Individualized Education Plan (IEP).

e If a school is unable to determine the appropriate placement based on
the student's IEP, school personnel should contact the Special
Education Support Unit servicing the ESC. Refer to REF-1888.1,
Distribution and Use of Revised Special Education Policies and
Procedures Manual, dated July 2, 2007.

e When a parent/guardian moves a student from one District school to
another, the school administrator or their designee is responsible for
reviewing the student’s Individual Education Plan (IEP) at the time of
enrolilment to determine if the IEP services can be implemented as
written. Placement at the home school should always be the first
choice and the IEP team should explore with the ESC the appropriate
services at this school. If home school placement cannot meet the
student’s needs, contact the ESC, for other options before proceeding
further. Enroliment may not be delayed while school personnel make
determinations about placement and explore options.

e If the IEP services cannot be implemented or if the new
school/classroom has services available that a Non-Public Agency
(NPA) has been providing because that service was not available in
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the previous placement, an IEP team meeting shall be convened within
30 days to determine appropriate programs, services, and placements
for the student. In these instances, a new summary offer of Free
Appropriate Public Education (FAPE) will be provided which will
include the name of the new school.

e Students who have IEP eligibility may continue to attend school until
the age of 22, (EC 56026). The definition of Individuals with
Exceptional Needs; "Pupil* or "Pupil with a disability" means those
students, birth through 21 years of age, as defined in Section 300.7 of
Title 34 of the Code of Federal Regulations. Please refer to LAUSD
Division of Special Education for more information.

5. INACCURATE, SUSPICIOUS/FALSE ADDRESSES
Schools shall refer to the information outlined in sections 2, 3, 4 and 5. Schools may
also utilize the Procedures for Verification of Residence that compiles several
sections of the Attendance Manual to assist with residency verification.

5.1Failure to Report Change of Address

Provided the school meets its responsibility regarding residence verification, a
family’s failure to report, in writing, a change of address, within 30 days, shall be
cause for forfeiture of the right to a Continuing Enrollment Permit and the student
may be withdrawn at the discretion of the Principal. This policy is also included in the
Parent Student Handbook. Students who move out of the attendance boundaries of
a school may qualify for an Inter or Intra-District permit. Refer to BUL-5347.1, Intra-
district Permits (School to School) and Student Transfers in Elementary and
Secondary Schools, revision in process or BUL- 5341.2, Inter-district Permits
(District to District) and Student Transfers in Elementary and Secondary Schools.

5.2Investigating False or Suspicious Addresses
When school officials have reason to believe that the address provided by the
parent/guardian is incorrect, or was falsely reported, every effort must be made to
ascertain the correct information. School staff have the right and obligation to
conduct a thorough investigation (due diligence) in order for the principal to take
appropriate action. Such an investigation shall include:

5.2.1 Search District Enrollment in LAUSDMAX by entering student’s,
parent’s/guardians, names to locate siblings and review their residence
information.

e For Elementary refer to the ESIS website at
http://notebook.lausd.net/portal/page? pageid=33,140301& dad=ptl&
schema=PTL_EP to assist in locating the student’s current address.

e For Secondary extract a reverse directory from SIS and utilize this list
to help locate the student’s current address. Refer to Appendix J-7:
Extracting Reverse Directories (SSIS) for specific directions.

¢ Interview students for residence information.

e Contact CAL Works, DCFS, Department of Public Social Services
(DPSS), Probation Department, or the Housing Authority for family and
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residence information as appropriate. Appendix [-1a: Release of
Information may be signed by the parent/guardian and is required in
order to share detailed information. However, often these agencies will
assist as designated by law or a Memorandum of Understanding
(MOU) with LAUSD. Refer to BUL- 1077.1, Information Protection
Policy, dated December 05, 2006.

5.2.2 Mail a letter to all known current and previous addresses requesting
residency verification.  Write or stamp “Do Not Forward-Address
Correction Requested” on the envelope so that the letter will be returned
to the school with the family’s current address.

e The new address should be entered into the student information
system(s).

e |If the letter is returned with no forwarding information, the student and
their parent/guardian must be contacted to provide new information. If
the parent/guardian refuses to provide information the school must
immediately initiate the investigative activities outlined above.

e Conduct a home visit (school based PSA Counselor or other
certificated staff) to establish residency at either the current or previous
addresses.

e If the new address is located outside of LAUSD boundaries, the
administrator shall follow the procedures outlined in section 4.3.6. The
new address shall be entered into the student information system(s)
immediately.

In situations where a false address is suspected or may have been used, a
school may review publicly available documents, in paper form or through an
electronic database, to verify the address of students by a review of property
records. This tool may not be used as sole verification of address for any student,
nor shall this tool be used to verify residence for students living in apartments,
under leases or subleases, in foster or probation placements, in the Confidential
Address Program, or in homeless situations. The use of this tool must comply
with and cannot substitute for the District’s verification of address procedures,
which include other strategies that must be used in the verification process. Any
agreement to use an electronic database must go through the District’s
procurement process and must comply with all applicable laws and regulations,
including the Family Educational Rights and Privacy Act.

5.3Response to Inaccurate/False Residence Information

If it is determined after due diligence, that the parent/guardian provided inaccurate
information regarding their place of residence from the initial time of enrollment, the
administrator must request a meeting with the parent/guardian to notify them that the
student shall be immediately transferred to the School of Residence. The student
shall not be eligible to receive any type of permit at the school where the falsification
or inaccuracy occurred until the conclusion of that semester, plus one additional
semester.
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e |If the parent/guardian refuses to attend this meeting, the administrator
may withdraw the student to the school where the student has been found
to reside (School of Residence) and shall mail Appendix H-2a: Moved,
False Address, Forfeiture of Permit notifying the parent/guardian that their
residence information has been discovered. The student will be
transferred to the School of Residence on the date indicated on the letter.

5.3.1 Student moves outside of LAUSD during the school year:

e During the first 10 weeks of the semester, the student is to be
transferred to the School of Residence immediately.

e During the second 10 weeks of the semester, the student should be
allowed to complete that semester. Refer to BUL- 5341.2, Inter-district
Permits (District to District) and Student Transfers in Elementary and
Secondary Schools, dated January 23, 2013.

5.3.2 Students discovered to be living outside LAUSD boundaries, in the
absence of an Inter-District Permit, must be transferred immediately to
their district of residence.

e If the residence information is false and the student is no longer in
attendance, the school administrator must use due diligence efforts to
exhaust all investigative procedures outlined above, before a
determination to withdraw the student can be made.

e |If after due diligence, and in consultation with the ESC Pupil Services
and Attendance Coordinator or other appropriate District officials, it is
determined that withdrawal of the student is appropriate, the school
administrator may designate the student as an “L8 — Whereabouts
Unknown.” Refer to withdrawal procedures section 9.

5.4 California Confidential Address Program Implementation
There are special circumstances under which a parent/guardian may be reluctant or
refuse to give their address of residence. If this occurs, the parent/guardian is to be
referred immediately to a school-site administrator for assistance. The family may
be homeless or residing in a domestic violence shelter. Both circumstances require
sensitivity and confidentiality. Refer to BUL-5073.0, California Confidential Address
Program Implementation, dated April 7, 2010.

6. ENROLLMENT COMPLETION
Enrollment/registration is completed only when all enrollment forms have been
completed and submitted and the student’s attendance has been recorded in class
or every period.

6.1Record Request
When a student is enrolling in an LAUSD school and has previously attended
another school, the enrolling school shall designate a clerical staff member to
immediately request records from the previous school of attendance. The record
request will be made within two weeks of enroliment.
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e If the student enrolls late in the semester, the school administrator must
ensure that the parent/guardian and student receive all of the mandatory
registration forms and resources.

e In secondary schools, enrollment carries over in annual classes from fall
semester to spring semester.

6.2 Statewide Student Identifier (SSID)

E.C. Section 60900 established by SB 1453 required the CA Department of
Education (CDE) to develop the California Longitudinal Pupil Achievement Data
System (CALPADS) in order to meet the federal reporting requirements of No Child
Left Behind (NCLB). All students in CA public schools must be assigned a unique
statewide student identifier (SSID). The SSID is required for all student records
submitted on State testing programs. This allows the CDE to track individual student
achievement for accountability. The State also calculates each school’s official
enroliment based on reports submitted to CALPADS. Only students who are
enrolled on CBEDS Information Day, have valid SSIDs, and no conflicting enrollment
dates between schools or districts will be counted towards a school’s official
enroliment.

e To ensure accurate assignment of SSID by the state in a timely manner,
enroll new students in LAUSDMAX immediately and verify that the
information entered in the LAUSDMAX fields listed below are accurate.

e When schools implement Phase 2 of ISIS and use LAUSDMAX to enroll
students, staff can refer to the upcoming publication of the ISIS Census
and Enrollment Procedures Handbook as well as additional resources that
will be available on the ISIS website (http://isis.lausd.net) under Tools &
Resources > Attendance & Enrollment.

Elementary SIS Field Secondary SIS Field | SIS Field Description
Student Name (legal name on

Screen 10, Field 1 ID 01, Field 101 birth certificate or other legal
documents)

Screen 10, Field 15 ID 01, Field 104 Birth Date

Screen 10, Fields 17-19 ID 01, Field 106 Birth State/Country

Screen 10, Field 10 ID 01, Field 107 Gender

Screen 10, Field 11 ID 01, Field 108 Ethnicity

Screen 2, Field 56 ID 01, Field 236 Other Ethnicity

Screen 10, Field 102 ID 01, Field 141 Grade Level

Screen 10, Field 40 ID 01, Field 147 Enrolliment Code (E Code)

Screen 10, Field 42 ID 01, Field 934 Enrollment Date (first day of
attendance)

Screen 10, Field 43 ID 01, Field 148 Previous School/District

Screen 10, Field 150 ID 01, Field 301 Home Language

Screen 5, Field 162 ID 01, Field 341 Language Classification

Attendance Manual

7. EXEMPTION TO PUBLIC SCHOOL ENROLLMENT

7.1Home Schooling and Private School
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e Home schooling is authorized in the State of CA. In order to do so a
parent must have an affidavit on file with the CA State Department of
Education. If you have any questions regarding home schooling, please
contact the Office of General Counsel.

e Students who attend private school are also exempt from public school
education.

8. RECORD KEEPING

There are separate ISIS attendance procedures handbooks for elementary schools,
continuation schools, community day schools, and secondary schools. These
handbooks should be utilized for detailed information on all attendance procedures
to ensure accurate documentation. For the latest versions of the handbooks, as well
as additional related resources, please visit the ISIS website under Tools and
Resources > Attendance & Enrollment > Elementary Schools, Options Schools, or
Secondary Schools. The following ISIS handbooks should be utilized for detailed
information on all attendance procedures to ensure accurate documentation.

8.1Documentation of Enrollment (ESIS/SIS Entry dates)
CA regulations require school districts to certify attendance procedures with the
State. School staff shall document students who enroll in school and shall follow
Appendix J-1: School Enroliment Symbols when recording enrollment data.

8.2Student Enrollment

e Refer to the ISIS website for opening day procedures in the latest version
of the handbook.

e When enrolling students during the school year, the designated office will
issue a Notice of Entrance and Withdrawal (Pink E/L Slip) to notify the
teacher that a student has enrolled in the class, since the interface
between legacy SIS and ISIS is not immediate.

e Students who are enrolled and attend class for the first time will not
appear on the class roster until the next day on LAUSDMAX. When a new
student appears on the class roster in LAUSDMAX the next day, the
teacher shall:

Teacher:

e Log in and submit attendance for student once they appear on the
LAUSDMAX roster.

Administrator/ Designee:

e Log in and submit attendance for student for first day of enrollment

e Failure to follow this procedure will result in the class appearing on the
Attendance Not Submitted Report for that day.

8.2.1 Elementary Enrollment Documentation
The Notice of Entrance and Withdrawal (Pink E/L Slip) shall be:
e Completed for each enrolling student whose name is to be placed in
the E and L Book (if applicable).
e Sent to the assigned teacher with the enrolling student.
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e The teacher will retain the Notice of Entrance and Withdrawal forms
with absence reason notes and will turn them in when absence reason
notes are collected by the office.

e The names of enrolling students shall be entered on the Daily
Registration and Release Record Form and recorded in the “E” and “L”
book (if applicable).

e See section 8 for additional information.

8.2.2 Secondary Enrollment Documentation
e Any student who is assigned a class schedule will be considered
enrolled when they physically appear in each scheduled class.
e See section 8 for additional information.

8.3Documentation of Withdrawal (ESIS/SSIS/ISIS Leaver dates)
CA regulations require school districts to certify attendance procedures with the
State. School staff shall document students who withdraw from the school. School
staff shall follow Appendix J-2: Elementary School Withdrawal Symbols and
Appendix J-3: Secondary School Withdrawal Symbols when recording withdrawal
data.

8.3.1 Elementary Withdrawal Documentation

e When withdrawing a student, the office will issue a Notice of Entrance
and Withdrawal (Pink E/L Slip) to notify the teacher that a student has
checked out of the class.

e Elementary students must be withdrawn from the class by the teacher.

e The Notice of Entrance and Withdrawal Form is to be kept with student
absence notes. These forms and student absent notes are to be
periodically turned into the office as determined by school staff.

e Until full implementation of LAUSDMAX, students who are checked out
of the school will not be deleted until the next day. It is important to
note that until full rollout, information will be exchanged between ESIS
and LAUSDMAX on a nightly basis, creating a one day delay in new
information appearing in LAUSDMAX.

8.3.2 Secondary Withdrawal Documentation

In processing withdrawals, school officials shall adhere to the following

procedures:

e The Office will use Appendix J-5: Authorization to Withdraw Student
Form. Complete and sign by the appropriate staff members and
retained on file in the main office for three years.

e A Notice of Entrance and Withdrawal (Pink E/L Slip) is issued to notify
the teacher that a student has checked out of the class and is to be
completed for each withdrawing student.

e Authorizations are then forwarded to clerical staff for processing.

e Send to the register-carrying teacher

¢ An “L” indicating withdrawal shall be placed in the appropriate date box
for each withdrawal.
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e The names of withdrawing students shall be entered on the Daily
Registration and Release Record Form and recorded in the “E” and “L”
Book.

8.4Establish Clear Marking Procedures
The principal is responsible for the daily attendance accounting of all students under
his/her supervision and shall establish clear marking procedures.

e Absences, tardies, early leave times, and reasons for absences are to be
recorded. All teachers are mandated by E.C. 44809, CA Commission on
Teacher Credentialing, UTLA Contract and District policy to take
attendance daily.

e Every school shall have an official, daily attendance-reporting time.
Teachers who habitually do not submit attendance are to be reported to
their principal for guidance and assistance in meeting a required duty.
Continued failure to comply with the attendance accounting requirements
shall result in disciplinary action. The principal is ultimately responsible for
the accuracy and monitoring of attendance records.

8.4.1 Attendance Recording Procedures

ESIS/SSIS/LAUSDMAX-ISIS are the primary source of information for

schools and for the District. Almost all the information provided for State

and Federal agencies, compliance with consent decrees and other
legislated requirements are based upon information extracted from

ESIS/SIS/ILAUSDMAX-ISIS. The information is used to generate funding

for the District, calculate each school's Academic Performance Index

(API), and to determine whether a school has met their Adequate Yearly

Progress (AYP). For the latest versions of the handbooks, as well as

additional related resources, visit the 1SIS website (http://isis.lausd.net)

under Tools and Resources > Attendance & Enrollment > Elementary

Schools, Options Schools, or Secondary Schools.

e LAUSDMAX attendance is submitted and certified online

e Teachers as well as substitutes are required to enter student
attendance in LAUSDMAX as follows:

e Elementary within the first 15 minutes of the day.
e Secondary within the first 15 minutes of each class period.

e Students who attend school any part of the school day are marked “in
attendance” and will generate State revenue. Elementary students
must appear in their classrooms in order to be counted as present.

e Elementary and Secondary school teachers must provide accurate
attendance information to the designated office. In order to properly
notify parents/guardians and complete daily record keeping, all
corrections must be entered in LAUSDMAX no later than 30 minutes
after the close of the school day. Any corrections needed after that
time must be submitted to the attendance administrator or designated
office.

e Schools may provide temporary access to LAUSDMAX in order for
substitutes to enter attendance into the system. This is done by
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designated office staff generating a Substitute Schedule Slip with login
password for the substitute. If more than one substitute is to cover for
a single teacher in a day, each substitute must be provided a unique
Substitute Schedule Slip (A single password/slip must not be used by
more than one substitute).

8.4.2 Elementary Attendance Recording Procedures

Documenting Absence Reason codes for Elementary Schools

e Elementary teachers and substitutes are required to use the numerical
absence reason codes listed in Appendix K-1: Elementary
Absence/Tardy/Early Leave Reason Codes when students return from
an absence/tardy, the teacher/office staff shall differentiate when the
absence/tardy is a verified excused number “1” absence(s) (i.e. 1P, 1M
or 1N) or utilize the other absence/tardy reason codes. For early
leaves, office staff shall use codes 6, 7 or 8 (see section 10.9.3). Each
teacher/designated office staff is responsible for documenting the
reason for all absences/tardies/early leaves.

e Note: For students with excessive 1P absences who fall below the
performance meter, it is recommended that schools require the
parent/guardian to provide verified medical notes or to see the school
nurse to excuse future absences (document in student's LAUSDMAX
Call Log). If parent/guardian does not comply, the 1P absences from
notification can be marked as (3) Non-Compliant.

e Teachers/designated office staff will enter numerical absence reason
codes in LAUSDMAX to clear tardies and absences (within 4 days or
fewer). See section 8 for additional information.

o After the 4™ day, teachers can no longer enter absence reason
codes. All updates will be made by designated office and staff.

e Teachers will retain all absence verification notes from students
regarding an absence, tardy or an early release and submit to
designated office on a monthly basis. Schools should determine how
often teachers should submit all absence verification notes to the
designated office in the Attendance Dropout Prevention and Plan.

e Each month the designated office will distribute a Student Monthly
Attendance Summary Report (SMASR) for each teacher to review
possible errors and to make necessary correction in ISIS for
attendance data or Elementary SIS for enrollment data. See SMASR
and Statistical Report Overview April 18, 2011.

Attendance Procedures for Field Trips

e The Field Trip (FT) absence reason code for elementary schools has
been added for the 2012 school year. The classroom teacher is to
submit attendance in LAUSDMAX before leaving on a field trip. Given
this change, teachers are to change the attendance status of students
who are departing on the field trip to Absent and enter the reason code
of FT. For students who were scheduled to depart on the trip but did
not come to school, teachers are to change the status to Absent and
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leave the reason code blank until the student is readmitted to
school/class. For multi-day field trips, such as camp, the Supervising
Teacher is to make arrangements with another teacher to serve as
“Temporary Teacher” for students who will not be participating in the
field trip. The Supervising Teacher is to provide the Temporary
Teacher with a Dispersed Student Attendance form with the date and
student information completed. Refer to the Elementary Schools ISIS
attendance procedures handbook chapter 2.3.7 at the

ISIS website (http://isis.lausd.net) for additional information.

8.4.3 Secondary Attendance Recording Procedures

Documenting Absence Reason codes for Secondary Schools

e Secondary teachers and substitutes are required to submit attendance
in LAUSDMAX (enter absent, tardy or leave blank if present).See
section 8 for additional information.

e Office Staff are required to use the numerical absence reason codes
listed in Appendix K-2: Secondary Absence/Tardy Reason Codes
when students return from an absence/tardy and shall differentiate
when the absence/tardy is a verified excused number “1” absence(s)
(i.e. 1P, 1M or 1N) or utilize the other absence/tardy reason codes.

e Note: For students with excessive 1P absences who fall below the
performance meter, it is recommended that schools require the
parent/guardian to provide verified medical notes or to see the school
nurse to excuse future absences (document in student's LAUSDMAX
Call Log). If parent/guardian does not comply, the 1P absences from
notification can be marked as (3) Non-Compliant.

e Update attendance record when a student marked absent arrives late.
In LAUSDMAX change the attendance status to Tardy, enter the
appropriate tardy reason code and Time In (student’s arrival time). See
section 10.9.2.

e Designated office/staff will collect all absence/tardy/early leave notes
(i.e. Small Learning Community (SLC)/Attendance office or designated
office).

Designated office staff shall make attendance revisions and updates as

follows:

e A student submits an absence/tardy/early leave note. In LAUSDMAX
enter the appropriate numerical absence reason code.

e A student marked present leaves early. In LAUSDMAX, after teacher
submits attendance, enter the appropriate numerical absence reason
code and Time out (student’s departure time) See section 10.9.3.

e Clearing full and partial day absences by contacting students/families
to obtain reasons for absence.

e Attendance auditing via the LAUSDMAX, Attendance Not Submitted
Report is encouraged throughout the day in order to increase the
timely availability of accurate attendance information for twice daily
automated Blackboard Connect attendance notification calls and other
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purposes. For detailed information on attendance procedures in
LAUSDMAX, see section 8 for additional information.

At the end of each day, a designated staff member shall generate and

print the ISIS auditing reports listed below to verify accurate attendance:

e Attendance Not Submitted Report

e Teacher Discrepancy Memo Follow-up with teachers is to be
completed by the designated staff member and/or administrator.

8.4.4 Option Schools Attendance Recording

Students whose attendance is recorded by clock hours shall continue to

be reported pursuant to CCR, Title 5, Section 406 (e.g., Continuation High
Schools and Community Day Schools)

e For specific instructions regarding LAUSDMAX attendance procedures

see section 8 and BUL-2430.0, Enrollment in Continuation High

Schools, dated May 9, 2006 and REF-2515.0, Attendance Accounting

and Reporting for Continuation High Schools, dated May 15, 2006, for
information regarding this program.

8.5Enrollment Verification:
A student’s enrollment verification shall be completed at every school on Norm Day,
reflecting Norm Day enrollment.
e See REF-1819.9 Classification Reports- Instructions and Schedules of
Electronic Capture, dated August 13, 2012 for detailed instructions.

8.6 Record Keeping Special Circumstances
8.6.1 Power Outages/Emergencies

s The online system has a procedure to track and verify that initial
attendance is entered on the school day for which the attendance is a
record thereof. Under certain circumstances, such as wide-spread
power outages or system interruptions teachers may be allowed to
electronically submit and certify attendance on a subsequent day.

e Whenever the LAUSDMAX application is not available for a teacher or
substitute to enter attendance, a Five/Ten Column Class Worksheet
must be used by the individual to record attendance; the Worksheet
must be signed and dated. The school is to retain/file the Worksheet
for audit purposes.

e Five Column Class Worksheets may be used at the beginning of each
semester in order to determine an accurate attendance list, at the
option of the principal. All information on the Five Column Class
Worksheets shall be signed by the teacher, submitted to the
designated office and filed for audit purposes.

e The school Integrated Safe School Plan shall designate the process
and a person whose responsibility it is, in times of emergency to
have knowledge of each student’s whereabouts. Names of non E1
(within District same school) students who begin school at any time
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during the school year shall be recorded in the E and L Book (if
applicable).

e Names of E1 students who arrive during the first week of the school
year do not need to be recorded in the E and L Book.

8.6.2 No Show Procedures
Principals must follow No Show procedures delineated in District
Communications, applicable [SIS Attendance Procedures Handbook
(Elementary section 2.3.1, Secondary section 2.3.3), and utilize Appendix
L-1: Elementary No Show Strategies and L2: Secondary No Show
Strategies to ensure accurate Norm Day counts. This process includes
planning steps before the first day of the school year and steps to take on
the first and subsequent days of the year. The process must be followed
in order to obtain accurate class counts and Classification Reports. See
section 8 for additional information.
Definition of a No Show:
e Previously Enrolled: Students who completed the previous school
year, but did not return the next school year.
e Matriculated/Pre-registered: Students who culminate/complete and
are expected to attend during the new school year and are not
enrolled and attending school as of Norm Day.

Elementary

e Any student expected on the first day who does not attend class will
be treated as a “No Show” and due diligence shall be conducted to
locate and properly assign the students refer to Appendix L-1:
Elementary No Show Strategies.

Secondary

e Any student expected on the first day who does not pick up his/her
schedule of classes will be treated as a “No Show” and due
diligence shall be conducted to locate and properly assign the
students. See section 8 for additional information, (ISIS Handbook
section 2.2) and Appendix L-2: Secondary No Show Strategies for
further information. Mail Appendix L-3a: Attendance Not
Enrolled/No Show Letter to all no show students.

e Students who are not cleared from the No Show list and are not
properly documented on SIS prior to Norm Day will appear on the
Potential Dropout Lists which is released by the Office of Data and
Accountability and available three times during the school year. For
the most recent dropout list go to the Office of Data and
Accountability.

e It is imperative that schools include procedures in the Attendance
and Dropout Prevention Plan designating responsibilities to staff for
the No Show and Dropout Lists. Refer to Appendix L-2: Secondary
No Show Strategies for best practices in clearing the No Show Lists.

8.6.3 Independent Study Program
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8.6.5

Independent study allows students to make up absence(s) due to an
emergency, personal necessity or extended travel in order to obtain
apportionment, in accordance with the requirements of E.C. 51745. Refer
to BUL. M-128.0, Guidelines for Independent Study Programs, dated May
31, 2001. See section 8 for additional information.

e Elementary students may be assigned to site-based independent
study at the discretion of the school principal should absences
exceed five (5) days. Schools that choose to implement such a
system shall:

e Properly communicate it to all students and their parents/guardians,
post it for public viewing and make it available for review by both
ESC and Central District personnel.

e Place name of students transferring between register-carrying
teachers to Independent Study in the E and L Book and in the
student’s cum.

e |f students are placed in the Independent Study Program, they are to
be withdrawn from the regular class and enrolled into Independent
Study Program on a separate roster.

e For elementary schools, this will ensure that the count of these
students are reported in the Independent Study line of the
classification report, and therefore not included in the active
enrollment count of the regular class.

e Currently LAUSDMAX is not set up to accurately account for and
manage the Independent Study Program in Secondary Schools.
However, Secondary school may utilize district-wide Alternative
Education Options.

End of the School Year

Students are expected to attend school on all assigned school days.
District policy prohibits schools from arbitrarily withdrawing students,
conducting mass checkouts/force-outs/push outs, telling students to stay
home etc... Schools are responsible for promoting and increasing
attendance during this time (i.e. culmination/graduation, prom, grad night
etc...). For suggestions see Appendix B-2: Common Causes for Lost
ADA.

School Emergency Mass Absence Procedures

Students may be absent from school due to a school emergency that
impacts both the school and student’s residential community as stated in
E.C. 46390. Emergency events can include a natural disaster, a major
safety hazard, a state of emergency or strike involving transportation to
students provided by a non-school entity. This event may result in having
absences greater than 10% of the school’s enrollment. If a mass absence
is due to some event which affects the District as a whole, the District will
distribute appropriate guidelines for documentation and response.
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The school administrator/ designee shall follow the procedures listed
below:

e Immediately report the incident to the appropriate Operations
Coordinator or Division Head by telephone.

e Document the incident by completing the District’s online Incident
System Tracking Accountability Report (ISTAR) form and
electronically submit via the Office of School Operations’ website
http://schooloperations.lausd.net. The Attendance and Enroliment
Section and the appropriate District divisions will automatically be
notified of the incident. For any status updates go back into iISTAR
and append the report.

e Communicate incident information to parents/guardians through the
Blackboard Connect notification system and other forms of
communication as needed.

e |f the Superintendent has approved school closure, the central office
will update the specified day(s) in LAUSDMAX as School
Emergency (SE). There is no further action required from school
staff.

If the school remained open during the incident, follow the procedures

below:

e Ensure accurate attendance is taken. For continuation schools
and community day schools, mark students who are in school
or class as present, both in LAUSDMAX and on manual
attendance records. For all other schools, mark students who
are not in school or class as absent.

e Document the date(s) and/or class or class periods that did not
meet on iISTAR.

e Secondary schools are not to change SSIS CS25/26 for the
date(s) the emergency occurred. The central office will update
LAUSDMAX by entering School Emergency (SE) as students’
absence reason codes for the class periods that did not meet.
Once the reason code of SE has been entered in
LAUSDMAX, school staff shall NOT change it.

e To ensure attendance is taken for all students, verify that all
newly enrolled students are assigned to a class.

e Absences are to be cleared upon the student’s return. If a
student provides a note indicating the incident as reason for the
absence, clear the absence with absence reason code (5) Prior
Principal Approval. Any other reason submitted for the absence
must be cleared using the appropriate absence reason code.

e The Administrator of Operations or Operations Coordinator/designee
shall make any updates to the iSTAR report and submit it to the
Attendance and Enrollment Section and all other appropriate offices.

e The Attendance and Enrollment Section will review the iSTAR
information to determine whether or not the situation warrants a
waiver from the California Department of Education.
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e Contact the Pupil Services Office for additional attendance taking
assistance and support.

8.6.6 Annual School Program Survey

The principal is responsible for ensuring the implementation of the
Enrollment/Norm Day Procedures in order to obtain accurate Norm Day
counts. The Annual School Program Survey is conducted during the
month of October to collect student and staff data as mandated by the
California Department of Education (CDE). These data are used to
complete the California Basic Educational Data Systems (CBEDS), Office
for Civil Rights (OCR) and No Child Left Behind (NCLB) reporting
requirements and used by the CDE to allocate funds to districts and
calculate school enrollment, high school graduation and dropout rates.

e Data on school enrollment, graduates, dropouts, and
certificated staff data will not be collected through CBEDS-ORA.
Instead, data will be collected in during the fall semester through
CALPADS (California Longitudinal Pupil Achievement Data System).
The derived data will continue to be part of the CBEDS data files.

e CDE requires districts to account for the enrollment status (e.g.,
enrolled, graduated, matriculated, transferred, or dropped out) of
each student and all district staff information as of CBEDS
Information Day. To accomplish this, districts submit individual
student records with unique Statewide Student Identifiers (SSIDs).
The CDE then derives the official enroliment, graduate and dropout
counts for each school based on these individual student records.

e The Annual School Program Survey which occurs on the CBEDS
Information Day is usually conducted during the month of October.
The enrollment information will be captured from each school’s SIS
and submitted to the CDE.

Every year, the Office of Data and Accountability issues two
memoranda titled “Annual School Program Survey for Secondary SIS
Schools” MEM-5570 and “Annual School Program Survey for Elementary
SIS Schools” MEM-5573. These memoranda and the Student Information
Systems Branch, Secondary and Elementary SIS Newsletters, found on
the website http://schoolinfo.lausd.net, under publications, provide clear
and detailed instructions, responsibilities and procedures for the
completion of the survey.

9. WITHDRAWAL PROCEDURES

9.1School Responsibilities
Students are expected to attend school on all assigned school days. District policy
prohibits schools from conducting mass checkouts/force outs/push outs, telling
students to stay home, withdrawing students, etc. Schools shall not finalize grades
or withdraw students prior to the end of the school year or semester due to the
following reasons:
e Mass check-outs based on age, race, ethnic origin, or religion
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e Discrepancies with chronological age calculator
e Prior to state testing
e Discipline
Exception to this rule is for enrollment in a special program. Refer to BUL-
1353.1, Marking Practices and Procedures in Secondary Schools dated
December 23, 2005.
e Withdrawing students for these reasons violate District policy and CA
Education Code, reduce the revenue of per pupil Average Daily
Attendance for the District, and are harmful to students.

The withdrawal of a student from elementary and secondary schools may be
initiated by the:
e Parent/guardian
18-year-old student
Appropriate school site administrator (e.g., Opportunity Transfer)
School Attendance Review Board (SARB)
ESC Operations
ESC Administrative Office
Central District Administrative Office (e.g., Expulsion)

9.2Reason for Withdrawal
Parent/guardian withdrawal requests are not automatically granted. The
parent/guardian must submit the required information listed in the Record Keeping
Withdrawal documentation. Refer to Appendix J-2: Elementary School Withdrawal
Symbols and J-3: Secondary School Withdrawal Symbols.

9.2.1 Parent/guardian withdrawal within LAUSD boundaries and CA

e A student may be withdrawn from his or her school of residence if
the parent/guardian has information verifying another residence
address.

e If the request is for the student to attend another school within CA,
staff shall request the parent/guardian to contact the school at a
later date or return with the address where they will be residing.

e Parents/guardians must be advised by appropriate clerical staff,
administrator, PSA Counselor, and/or Diploma Project Counselor of
a student’s non-attendance prior to withdrawal, specifically if they
provide incomplete information on the Parent Assurance Letter
(PAL) or refuse to sign. The Attendance Office must make sure that
every PAL is filled out with as much information as possible,
including a working phone number.

9.2.2 Parent withdrawal, student moving out of state
e A student may be withdrawn from the school of residence without an
address if the family is moving to another state.

9.2.3 Administrative request for student withdrawal
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e |If there is a circumstance in which a school-site administrator
determines that a student should be withdrawn from the school,
such as suspicion of a false address, due diligence listed in section
5.2 must be followed and documented. Also see section 9.4
withdrawal procedures regarding for inactive students.

Parents/guardians and students must be informed of pending withdrawl
prior to their completion, preferably through a conference.

e If a conference is not possible, the parent/guardian should be
given notice via mail and telephone.

e |If the parent/guardian and/or student do not respond, the
student may be withdrawn. Prepare and mail Appendix H-2a:
Moved, False Address, Forfeiture of Permit Letter and PAR.
The new school of attendance information must be sent to the
parent/guardian stating that an investigation warranted the
transfer/withdrawal. Upon receipt of the letter, the
parent/guardian is advised to enroll the student immediately.

e All due diligence efforts shall be documented and copies of
letters mailed shall be filed.

e If “due diligence” results in an inability to locate the student and
family, the student may be checked out as an L8 “Whereabouts
Unknown.” All documentation regarding this decision must be
retained by the Assistant Principal or other designated staff for
audit purposes and dropout recovery documentation. These
students will appear on the school's Potential Dropouts Lists, at
which time the Principal or designee will be responsible for
locating them and confirming their enrollment in another school.

9.2.4 Athletic Eligibility Withdrawal Issues
Any student wishing to participate in interscholastic athletics must adhere
to all appropriate California Interscholastic Federation (CIF) and District
attendance and enrollment policy and procedures.

e A student athlete who enrolls in a school using fraudulent
documentation will be ineligible to compete in any CIF sport for a
period of up to 24 calendar months. For further detailed information
regarding athletic eligibility see “Los Angeles City CIF Athletic Rules
and Regulations” for the current school year.

e Pupil Services and Attendance and/or designated staff are to
conduct home visits in relation to attendance and enrollment issues.
Home visits for the purpose of sports eligibility are to be conducted
by the Athletic Director and/or school administrators as the integrity
of the athletic program and championships rests with them.

9.3Withdrawal Procedures

9.3.1 Elementary Withdrawal Procedures
When the decision is made for a student to be checked out of school, use
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the Notice of Entrance and Withdrawal (Pink E/L slip) to notify the teacher
that the student is withdrawing from the class.

The teacher will retain the Notice of Entrance and Withdrawal forms
with absence reason notes and will turn them in when absence
reason notes are collected by the office.
A parent/guardian must complete Appendix J-4a: Parent Assurance
Letter (PAL) in order to withdraw their child(ren) from school.
School staff shall request the parent/guardian to provide as much
information as possible and ensure the information is recorded on
the on the PAL, including a destination address and working phone
number. If the parent/guardian does not have new contact
information, the school staff shall ask for contact information of
relatives.

e |If the parent/guardian refuses to sign the PAL, staff should
document such on the PAL. The original PAL must be place in
the student’s cumulative record and a copy filed in the
Attendance Office or designated office where it can be
accessed if the student appears on the school’'s Potential
Dropouts List.

9.3.2 Kindergarten Withdrawal Issues

Although Compulsory Education for students under 6 years of age is
not mandatory, once a student is enrolled in school, staff may not
withdrawal the student for low academic performance, attendance or
disciplinary reasons.
If it is determined by appropriate staff that a student was enrolled in
Kindergarten using fictitious records and information, the
administrator shall withdraw the student. If a health record,
attendance card and other official records were created for the
student, appropriate staff shall collect all of the records, document
on each the circumstances that occurred causing the withdrawal of
the student, and store them in the student’s cumulative record.

e If this situation occurs, the Attendance and Enrollment Section
must be contacted immediately at sfs-info@lausd.net to provide
instructions to the school on how to amend the statistical, state
enrollment, K-3 Class Size Reduction and other pertinent
reports.

For additional information regarding Kindergarten refer to BUL-

1312.0 named Preregistration, Registration and Admissions of

Pupils to Kindergarten dated April 27, 2005 and MEM-5116.1,

Entrance Ages, Kindergarten Continuation, and Verification of Birth

date, dated August 10, 2011.

9.3.3 Secondary Withdrawal Procedures
In processing withdrawals, school officials shall adhere to the following
procedures:
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e Once it has been determined that the student is to be withdrawn,
Appendix J-5: Authorization to Withdraw Student Form is signed and
completed, which begins the withdrawal process. The administrative
designee provides the second signature and routes the Clearance
Form to the appropriate staff or program.

e Once a withdrawing student’s parent/guardian has submitted the
appropriate withdrawal information to the Attendance Office, the
student or an appointed student designee shall carry a Clearance
Form to each of the classes in which the student was enrolled.
Each teacher shall finalize and write the student’s grade as of the
date on the form. A parent/guardian must complete Appendix J-4a:
Parent Assurance Letter (PAL) in order to withdraw their child(ren)
from school. School staff shall request the parent/guardian to
provide as much information as possible and ensure the information
is recorded on the on the PAL, including a destination address and
working phone number. If the parent/guardian does not have new
contact information, the school staff shall ask for contact information
of relatives.

e If the parent/guardian refuses to sign the PAL, staff should
document such on the PAL. The original PAL must be place in
the student’s cumulative record and a copy filed in the
Attendance Office or designated office where it can be
accessed if the student appears on the school’'s Potential
Dropouts List.

e A Pupil Accounting Report (PAR) is the official form used to
document withdrawal, transfer and other student movement. PARs
can be generated manually or electronically. The school should
retain a copy of the PAR for its records in the student’s cumulative
record. Schools that use LAUSDMAX to enroll students use the
LAUSDMAX Student Transfer Form in place of the PAR.

e Upon completion of the check-out process, the student is removed
from the roster in all of his/her classes and the PAR is issued to the
parent/guardian.

Although every student who checks out of school should do so legally and
receive a PAR, there may be instances where the student does not check
out properly and will not have a PAR. See section 3.4.1.

9.4Inactive Status
Students with 10 or more consecutive days of absence in LAUSDMAX (“Inactive
status” in SSIS) may be withdrawn on the 11th day (the last day of attendance) only
after all due diligence efforts have failed to locate student (according to the mandate
of the Inspector General). If these efforts result in locating the student see Appendix
A-2: Attendance Intervention Protocols.
e Elementary: These students shall be withdrawn as L8. See Appendix J-2:
Elementary School Withdrawal Symbols.
e Secondary: These students shall be withdrawn as L8, Reason Code 80
“‘Not Attending/Inactive.” These students will subsequently appear on the
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State Graduate and Dropout lists. See Appendix J-3: Secondary School
Withdrawal Symbols.

10. ABSENCES

For students that have enrolled in a new school, during the “inactive”
period, the L-date must be the day before the student’s first day of
attendance at the new school, in order to prevent dual enroliment.
Students who are located, but are not attending should continue to
appear on rosters in LAUSDMAX until enrolled in another
educational option. Once students become inactive in Secondary
SIS, they remain inactive until their absences are cleared in
LAUSDMAX or until they are withdrawn in SSIS. Teachers should
continue take accurate attendance. Designated staff shall continue
to work with students/families to return the student to an educational
option. See sections 12 and 13 for truancy interventions and
dropout prevention, intervention and recovery.
Schools must exercise due diligence and make every effort to locate
and return L8 (Whereabouts Unknown) students to daily attendance.
Every student in L8 status should be located and the reason for the
absence will determine additional services that will be offered to the
student and parent/guardian. The absences will be resolved and
documented as follows:
e The student returns to school.
e School staff verifies that the student has enrolled in an
appropriate instructional program or a request for records is
received from another school or school district.

Refer to Dropout Recovery

e The student formally withdraws from school.

e The student continues to be an “L8 Whereabouts Unknown”

e Student eighteen years of age or older, shall not be withdrawn
automatically.

10.1 California E.C. 48205
Every principal shall require satisfactory explanation from the parent/guardian of a
student, either in person or by written note whenever the pupil is absent a part or all
of a school day as per CCR, Title 5, Section 306. Absences are defined as excused,
unexcused or non-compliant. Schools are responsible for promoting and increasing
attendance during the school year, especially during end of the year events (i.e.
culmination/graduation, prom, grad night, etc.). For suggestions see Appendix B-2:
Common Causes for Loss of ADA. When students are absent from school, they

miss valuable instructional time. See Appendix K-1 Elementary Absence/Tardy
Reason Codes and K-2: Secondary Absence/Tardy Reason Codes.

10.1.1 Academic Achievement and Absences
Parents/guardians shall be informed of the school’s attendance and tardy
policy, parental and student responsibilities, and resources available
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through general parent meetings (e.g., back to school night, open house,
attendance general assemblies, etc.)

e Daily classroom activities are customarily the most vital and significant
aspect of the instructional program. Therefore, excessive absences and
tardies may result in gaps in learning and result in the lowering of the
grade assigned. While attendance in class may be used as a factor in
determining a student’s overall performance, attendance, work habits, and
cooperation may not be used as part of a rigid or automatic formula for
issuing a failing grade or denying credits (e.g., schools may not designate
a set number of tardies or absences that result in the automatic lowering
of a grade or loss of class credit) E.C. 48205.

e Teachers may consider attendance and tardies, in grading class work
habits only, if the above stated system is in place.

10.2 Make-up Work and Absences

e When students are absent they may be provided with make-up work
based upon the reason for the absence(s). Teachers shall advise their
students at the beginning of each semester, of the opportunity to complete
missed classroom work, homework, or tests.

e Refer to BUL-1353.1, Marking Practices and Procedures in Secondary
Schools, dated December 23, 2005 and BUL- 3491.1, Homework and
Makeup Assignments in Grades K-12 dated May 9, 2012 for further
information. The opportunity to make up work varies for excused,
justifiable personal reasons, suspension, unexcused and non-compliant
(i.e. truancy) absences.

10.3 Excused Absences
See Appendix K-1 Elementary Absence/Tardy/Early Leave Reason Codes and K-2:
Secondary Absence/Tardy Reason Codes to review the criteria and determine the
appropriate reason code to utilize. California E.C. 48205 provides that a student
shall be excused from school when the absence is due to:

e lliness (1P, 1M, or 1N)

e Quarantine under the direction of a county or city health officer (1P, 1M, or
1N)

Medical, dental, optometrical or chiropractic services (1P, 1M, or 1N)

e Attending the funeral of an immediate family member (e.g., mother, father,
grandmother, grandfather, brother, sister, or any relative living in the
immediate household of the student), one day within the state, three days
outside the state(1P, 1M, or 1N)

Jury duty (5)
lliness or medical treatment during school hours of a child of whom the
student is the custodial parent (1P, 1M, or 1N)

e Justifiable Personal Reasons when the pupil's absence has been
requested in writing by the parent/guardian and approved by the principal
or designee (prior to the student’s absence). See Prior Principal Approval.
Absences that fall into this category include, but are not limited to: (5)

e Appearance in court
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e Attendance at a funeral service
Observance of religious holiday or ceremony

e Attendance at a religious retreat (shall not exceed 4 hours per
semester)

e Religious Instruction (needs a board resolution and student
must be in school for the minimum school day EC 46014 p. 30)

e Attendance at an employment or an educational conference on
the legislative or judicial process offered by a nonprofit
organization

e Serving as a member of a precinct board for an election.

Work in the entertainment industry for a period of not more than
5 consecutive days and for a maximum of 5 absences per
school year.

e Participation with a not-for-profit performing arts organization in
a performance for a public school pupil audience for a maximum
of up to 5 days per school year.

e Mental Health Day Treatment: There are some students who
are absent because they participate in intensive outpatient
programs. These services must be documented in an IEP or
504 Plan and the principal of the school of attendance must be
given a formal letter designating the program and services.
Revoked suspension through appeal’s procedure
“Take Our Daughters and Sons to Work Day®”

10.4 Unexcused Absences
Any absences for reasons other than those listed above are not excused, and will
result in the student being “classified” as truant after the third occurrence.
e |If a student has one or more Unexcused (2), Non-Compliant (3),
Uncleared (UC), No Note (0), period absences in one school day, it is
counted only once towards the classification of truancy. Refer to REF-
5464.1 Initial Notification of Truancy for specific information. When a
student has multiple period unexcused, absences refer to section 12 for
truancy interventions.

10.5 School Responsibilities
Every effort shall be made by the school staff to notify parents/guardians of their
child’s uncleared absences and to clear all absences. If attempts are made to clear
absences with sufficient due diligence, yet no excuse is provided, these absences
may be converted to reason code (3) Non-Compliant after ten school days. This
policy is also included in the Parent-Student Handbook.

e A culture of clearing absences daily needs to be established at each
school. Failure to do so will result in quickly developing long lists of
uncleared absences and will become a considerable task. If absences
remain uncleared, they may be converted to reason code 3, (non-
compliant), after ten school days.

e LAUSDMAX does not automatically convert No Note, Uncleared or Blank
Absence Reason Codes to any other absence reason code. If no reason
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code is assigned to an absence, it remains uncleared (i.e., 0, UC, _ ) and
will be counted toward truancy classification after the 11th school day
following the day of absence. As a result, school staff will be out of
compliance with the mandated truancy notifications as the reasons for
absences have not been established.

e Review and follow ISIS procedures (see section 8) which describe daily
and weekly staff attendance responsibiliies and Appendix C-3:
Attendance Responsibility Assignment Chart.

It is recommended that the following reports be run for the span of the semester,
so that all uncleared absences can be identified:

e Absence Detail Call List Letter Report (see sample) Appendix K-4a:
Absence Detail Call List Letter report is used to find all uncleared
absences for both full and partial days, for any date or date range for an
individual student. Schools may print this report from ISIS/ILAUSDMAX.

e Unresolved Absences/Tardies (by School) Feature found under
Attendance is used to find all unresolved absences (both full and partial
day) and tardies for the school year or for a specific date selected. It can
be done for the entire school or specific grade levels, tracks, and/or
houses. This is the most efficient tool for clearing absences when a
student returns without a note.

In Addition:

e Make daily intercom announcements to students to submit absence notes
to the Attendance Office or Small Learning Community (SLC) for
secondary or teachers for elementary schools. Remind students that
failure to do so will result in their absences being converted to 3 (Non-
Compliant).

e Post flyers or posters in all classrooms and offices as a reminder to clear
absences.

e Notify parents/guardians through school bulletin reminders and parent
newsletters on clearing absences.

e Remind parents/guardians and students of this policy during attendance
assemblies and parent meetings.

e Utilize Blackboard Connect Outreach General Notification System to
create contact groups or outreach general notifications reminding
parents/guardians of their responsibility to clear unresolved absences
within ten (10) days in order to prevent absences from being converted to
truancies.

10.5.1 Communication to Families
The letters below are available for schools to send to families to provide
information regarding district policy and attendance. Note: The Absence,
Tardy and Early Release letters have been combined into one letter.
e At the beginning of each semester, send Appendix M-1a: Opening
Attendance Policy Letter to all students from 1% -12" grade notifying
families of E.C. 48200 and District's Attendance Policy and
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Appendix M-2a: Kinder Attendance Compliance Letter to parents of
kindergarten students.

e At the beginning of each school year, send Appendix M-3a: Last
Year's Excessive Absences Letter for all students with less than
96% attendance from the previous school year.

e Send Appendix M-4a: Kindergarten Excessive Absences Letter
when kindergarten students are frequently absent, tardy or have
early leaves.

e Send Appendix M-5a: Absence, Tardy, Partial Day Letter #1 to notify
families of their child’s time away from school. A request for
Appendix I-1a: Release of Information can be included in this letter
in order to address any medical issues affecting school attendance.

e Send Appendix M-6a: Absence, Tardy, Partial Day Letter #2 to
request a conference for students with excessive excused
absences, partial days or tardies.

e Send Appendix M-7a: 5 Day Consecutive Absence Letter for
students who are absent 5 consecutive days.

e Send Appendix M-8a: 10 Day Consecutive Absence Letter for
students who are absent 10 consecutive days.

e Send Appendix O-1a: Failure to Pick Up Letter to parents/guardians
of elementary students who fail to pick up their children at the
designated time.

10.6 Blackboard Connect Notification System
Blackboard Connect calls are made based on the attendance information in
LAUSDMAX.

e By default, attendance messages are sent twice a day to the
parent/guardian of students that have an absence or tardy that day, by the
Blackboard Connect.

e Parents/guardians can designate the telephone number to receive
Attendance messages on Blackboard Connect by indicating so on the
Student Emergency Information Form.

e Attendance information is taken from LAUSDMAX at 9:30 a.m. to generate
the morning call to the parents/guardians. This call provides
parents/guardians an early notification of absence and tardies, so that an
effort can be made to get the student to class.

e The evening call is based on attendance data in LAUSDMAX as of 3:30
p.m. and reflects attendance information for the entire day. Calls are made
for all absences and tardies with a reason code 2 (unexcused, 3 (non-
compliant), or left blank.

e It is important that schools accurately submit attendance and make all
necessary updates prior to these two times in order to communicate
correct information to parents/guardians and to minimize unnecessary
inquiries.

e Utilize Blackboard Connect and ensure it is functioning properly on a
daily basis to report all absences and tardies to parents/guardians.
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Update all changes to student’s information immediately in
Blackboard Connect.

e Designate appropriate staff member(s) to make personal phone
calls to parents/guardians when students are absent.

e Principals should encourage classroom teachers to call home to
inquire about students’ chronic absences.

10.7 Absence Verification
It is very important in the District’s efforts to improve student attendance and engage
parents that schools communicate with families. Due diligence needs to be
documented in order provide families with accurate attendance information and to
convert uncleared absences into (3) Non-Compliant truancies. This in turn provides
the greatest opportunity for improved student academic achievement.

10.7.1 Uncleared absences

e An uncleared absence is any absence for which ho documentation
has been provided by a student’s parent/guardian. If after attempts
are made to clear absences and due diligence has been provided,
yet no response is obtained from the parent/guardian, the uncleared
absences may be converted to (3) Non-Compliant truancies after ten
school days by the designated school staff.

e The reason(s) for an absence may be submitted only by a parent/
guardian, or caretaker either in person or by written note, (C.C.R.
Title 5, Section 306) (or via telephone) and noted on the ISIS Call
Log, during a home visit, or by personal knowledge (e.g., medical
exclusion by the nurse).

e Although caregivers who have completed the “Caregiver’s
Affidavit” do not have educational rights, they may submit
absence notes.

e Eighteen year old students have the authority to submit the
reason for their absences, E.C. 46012. Students under 18 years
of age may not verify absences.

e Any of the following persons may verify an absence due to illness or
quarantine according to C.C.R. Title 5, Sec. 421. Upon learning the
reason(s) for a student's absence from a parent/guardian the
following staff may verify the validity of an absence excuse:

e A school or public health nurse

An attendance supervisor (e.g., PSA Counselor)

A physician

A principal

A teacher

Any other qualified employee of a school district assigned to

make such verification.

e Students are to be readmitted by the office rather than the
classroom teacher for all absences that are of five or more
consecutive days. A parent’s/guardian’s absence excuse will be
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accepted for up to four consecutive days of absence attributed to
illness.

e [For absences of five or more consecutive days related to illness, the
school nurse or designated staff member is to be consulted. The
student must be cleared to return to class by the school nurse or
designated staff member. Under no circumstances may school
officials require that a health-care provider's verification be
submitted for re-admittance to class, unless the student has a
serious medical condition or a contagious disease.

10.7.2 Request Additional Absence Information
CA Code of Regulations, Title 5, Section 306 states a principal or teacher
may require satisfactory explanation from the parent/guardian of a student,
either in person or by written note whenever the student is absent part or
all of a school day.

e School-site staff authorized to verify absence excuses may, when
presented facts that call into question the authenticity of the excuse,
request additional information in support of the absence excuse,
and/or may refuse to excuse the absence.

10.8 Clearing Absences

Every school is required to clear and update attendance data and records during the
current school year. Corrections and updates to attendance data and records are
not allowed after the school year has closed. Mandated cost claims for Notification
of Truancy (NOT) letters and attendance statistical reports submitted to the State
must be accurate at the close of the school year. Any changes to attendance
records from any prior school year will result in discrepancies and inaccuracies that
are subject to audit. Absences must be cleared promptly, within the school month.
When absence reason codes are changed after the statistical has been submitted, it
is the responsibility of the school to re-submit the statistical with changes to
Attendance and Enrollment. If absences have not been cleared after the Blackboard
Connect calls, designated school staff shall:

e Provide students returning from an absence with Appendix K-3a: Absence
Verification Form or the Absent Note Cards (Form 966-122-6173 Rev.
6/09) and request to have their parent complete, sign, and return the form
to the school.

e In order to reduce the number of uncleared partial day absences at
secondary schools and to avoid students from erroneously receiving Initial
Notification of Truancy, all offices and support staff shall establish
attendance marking procedures when students are in their offices (i.e.,
nurse, deans, counselors, probation officer, and testing office).

e Student sign in logs shall be kept including time of arrival and
departure by each individual office or staff member.

e If a student is sent home prior to the end of the school day, the office
sending the student home has the responsibility of inputting the
leave time and clearing the student’s absences in LAUSDMAX
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e Make calls home to clear absences and document calls on LAUSDMAX
Call Log or Absence Detail Call list, or other manual logs or forms.

e Designate staff to summons students and provide them with one of the
absence forms above for students to give to their parents/guardians and
return promptly to school.

e Run ISIS report Appendix K-4a: Absent Detail Call List Letter (sample) for
students who have multiple uncleared absences.

e After verbal attempts to gather the reason for the absence have been
documented and exhausted, send/mail the Absent Detail Call List
requesting feedback from the parent/guardian to the student’s residence.
The excuse should be documented in the LAUSDMAX Call Log, Absence
Detail Call List, other manual log/form and kept on file and stored for audit
purposes.

e |If areason code is entered into LAUSDMAX via phone contact to a parent,
the required information, including reason for absence, must be recorded
in the LAUSDMAX Call Log or on paper. All manual phone logs must be
filed in the same manner monthly for audit purposes and stored for 3
years. Individual student forms should be filed by teacher by student for
elementary schools, and by student in secondary schools, with absence
notes and Absent Note Cards. See section 8 for ISIS Attendance
Handbook information.

e If the verification form letter is returned “undeliverable” or with a new
forwarding address, “due diligence” is required to determine whether or
not a Continuing Enrollment Permit or other accommodations need to be
made for the student to continue enroliment at the school refer to section
5.2.

10.9 Irregular Attendance
Every principal or designated school staff shall establish notification procedures for
irregular attendance, tardies, and early leaves. It is the legal responsibility of the
school to notify parents/guardians of their child(ren)’'s absence according to E.C.
46011 and 48340.

10.9.1 Excessive Absences
e Excessive absences refer to students who are below 96% on the
Performance meter. For schools with the traditional calendar of 180
school days, this means no more than 7 absences per school year. For
Concept 6 Schools having 163 days, this means no more than 6 absences
per school year.

e When the school has not been successful in reaching and/or
resolving the attendance or tardy issues, home visits shall be
conducted as appropriate. Case management shall be initiated by
the school based PSA Counselor or designated school staff to
provide and document school based interventions. Refer to
Appendix A-2: Attendance Intervention Protocols.

10.9.2 Partial Day Absences/Tardies
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A student is marked tardy when the student is not in class, or designated
place as defined by each school, when the tardy bell rings signaling the
time class is to begin. Students shall be marked present (tardy) when
attending any part of the class period. Tardies begin when a student
arrives to his/her class or assigned location after the bell has rung. The
tardy reason code and arrival time should be inputted in LAUSDMAX.

e Tardies are marked as excused, unexcused or non-compliant. The
time that a tardy student arrived is to be documented in every
instance. The C.C.R. Title 5, Section 306, requires that
parents/guardians write a note of explanation when they have
knowledge of their student’s tardiness. Students are required to
provide excuses if they are tardy to class due to school business.
Partial day absence/tardy reason codes not due to school business
do not qualify for perfect attendance awards.

e Any unexcused tardy in excess of 30 minutes will be counted toward
truancy classification. Tardies in excess of 30 minutes constitute as
a truancy and can be counted in combination with whole day truancy
to establish truant and habitual truant status.

e Protocols to resolve tardy related truancy should be included in the
School’s Attendance & Dropout Prevention Plan. Uncleared tardies
shall be resolved in the same matter as uncleared absences, refer to
section 10.5 and Appendix K-1: Absence/Tardy/Early Leave Reason
Codes and K-2: Secondary Absence/Tardy Reason Codes for tardy
symbols.

e For information regarding procedures for students who are tardy due
to a late school bus refer to REF-909.1, Late Bus Instructions for
Students, dated April 15, 2008.

10.9.3 Early Leaves

The time the student leaves the school is to be documented on the Time-
Out Feature in LAUSDMAX (Elementary reason codes 6, 7 or 8;
Secondary reason codes (1M, 1N, 2, or 3). A Permit to Release Child
during School Hours (blue form) shall be completed by the office staff and
signed by the parent/guardian with the time the student leaves school
(elementary), class (secondary) and inputted in the leave time on
LAUSDMAX along with the reason, if known.

e Students who need to leave campus during the school day must
come to the Main Office (elementary) or the Designated/Attendance
Office (secondary) with a parent/guardian note.

e C.C.R. Title 5, Section 306 requires that a note be written by the
parent/guardian explaining the reason for the early leave, the time of
release, and a telephone number for confirmation.

e At the time of pick-up the student will be summoned from class
AFTER THE PARENT/GUARDIAN or EMERGENCY CONTACT
PRESENTS PHOTO IDENTIFICATION. Schools may not release a
student without proper photo identification (i.e. government issued
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identification, passport, ID from country of origin, employee
identification, etc.)

e Students will not be released to anyone not listed on the student
emergency information form, unless the parent/guardian has
provided written authorization and the parent can be contacted to
provide an identifying description of the person.

e Anyone authorized to remove a student from school will be
asked to provide valid photo identification.

e Each semester, the school shall inform parents/guardians in
writing of their responsibility to inform the school of changes
of address, telephone numbers, or other pertinent
emergency information.

e The office staff will enter time student leaves school, verify and enter
appropriate tardy/absence/early leaver reason code for the period of
time the student was off campus. For reason codes, see Appendix
K-1: Elementary Absence/Tardy/Early Leave Reason Codes.

If additional documentation is provided, office staff must revise and

enter the appropriate absence reason code.

e Unexcused early leaves in excess of 30 minutes constitute a
truancy (3) Non-compliant and can be counted in
combination with whole day truancy for the purpose of
establishing truant and habitual truant status. Early leaves
reason codes not due to school business do not qualify for
perfect attendance awards.

e LAUSDMAX does not recognize Early Leaves, therefore they are to
be documented under tardies, the leave time and appropriate
reason code needs to be entered. Please note that early leaves will
appear as tardies on the elementary report card.

e Eighteen year old students have the right to write their own notes to
excuse their early leaves (E.C. 46012).

10.9.4 Extended Absences
Extended absences can lead to a student’s academic failure. Every school
is obligated to follow due diligence in identifying and locating these
students and addressing their needs. All extended student absences (five
or more consecutive days) shall be investigated. At each school, the
principal shall designate a school administrator to be responsible for the
verification of the reasons for extended absences. Refer to Appendix A-2:
Attendance Intervention Protocols for a template of recommended
protocols to meet the needs of these students.
e Attempt to verify whereabouts in accordance with the procedures set
forth in section 5.2.
e Place telephone calls to all phone numbers on the student
emergency information form, and ESIS/SSIS/ISIS to ascertain the
whereabouts of the student.
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Utilized the following reports to extract students who have extended
absences:

e The Attendance Incentive Report in LAUSDMAX or in SIS an
ID99, for students who are absent in excess of 5, 7 and 9 days or
intervals requested for certain interventions as described in the
schools.

e The Absence Audit Report in LAUSDMAX to produce a list of
students who have been absent for a consecutive number of days
with uncleared absences.

e The Attendance Incentive Report in LAUSDMAX used to produce
a list of students with more than a particular number of partial days
and full day absences as of a certain day or within a date range.

e Send the 5 day Consecutive Absence Automated Letter through
LAUSDMAX.

e Refer the student to the school based Pupil Services and
Attendance Counselor, Grade Level/Track Counselor, AP in charge
of attendance, Diploma Project Counselor or other appropriate staff
member.

e The student or parent/guardian of a student 16 years of age or older
in consultation with the school counselor, PSA Counselor or other
school administrator may request to be withdrawn from the regular
comprehensive program and enrolled in an alternative education
program such as continuation high school.

e Provide the student with all applicable educational options offered in
the any of the ESCs. Waork collaboratively with the student,
parent/guardian and school officials to ensure that the student is
accepted prior to withdrawal, enrolls and is in regular attendance at
the appropriate educational program.

e Consider all applicable attendance interventions prior to referral to
the School Attendance Review Board (SARB).

10.9.5 Vacations, Emergencies And Personal Necessity Absences
While parents/guardians shall be discouraged from taking their child(ren)
on extended vacations or leaves of absence outside the designated
instructional days, there are circumstances in which a school principal
may authorize or approve such time off. Such approval must take place
prior to the absences; refer to section 10.1.
Please note that schools may offer:

e Homework or study assignments and/or other appropriate
arrangements.

e If the extended absence is unauthorized, (i.e., not approved by the
school principal) the absence will be documented as unexcused
(reason code #2) and counted towards truancy. If the extended
absence is approved by the principal, it will be documented as
excused (reason code #5).

10.10 Special Circumstances
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10.10.1 Confidential Medical Services
School officials may (release) excuse a student from school for the
purpose of obtaining confidential medical services without the knowledge
or consent of a parent/guardian for students in grades 7-12 (E.C. 46010.1).

e Medical-care related to pregnancy prevention/treatment, treatment
of an infectious, contagious or communicable disease, or
diagnose/treat rape/sexual assault; drug or alcohol related, mental
health treatment, counseling or residential shelter services or HIV
testing qualifies. A student’s absence, when released from school,
shall be recorded on LAUSDMAX as “1” (excused) on their
attendance record for the period of absence, in coordination with the
School Nurse or designated staff granting the release from school.
The absence shall be cleared upon student leaving campus to avoid
parent receiving a call from Blackboard Connect.

e Any written verification regarding confidential medical services shall
not appear in students’ school records and shall be kept in a
separate confidential file in the health office or designated location.

e Schools may NOT require that students obtain written parental
permission prior to releasing them from school to receive
confidential medical services and may NOT notify parents/guardians
when students leave school to obtain such services.

e This policy also appears in the District’'s “Parent-Student Handbook”
and the information about the right to be excused from school for
confidential medical services is provided to parents/guardians on the
“Student Emergency Information Form” signed at the time of
enrollment.

e The student shall meet with the School Nurse or designated staff
member to request approval to leave campus for confidential
medical care. The staff member shall confirm the appointment and
complete and issue a Permit to Release Child during School Hours
(blue form).

e The student shall sign out at the time of departure and sign in upon
his/her return. The student shall be informed of their responsibility
to obtain and provide proof of treatment or appointment.

e |t is recommended that the designated staff member follow up with
the student as necessary.

10.10.2 Student Medical Exemption or Exclusion:
A parent/guardian, principal/designee or school personnel may request that
exemption from partial or total school attendance is in the best interest of
the student until suitable medical or educational intervention can be
provided. Medical exemptions occur with parental consent.

e If the school principal has recommended a Medical Exemption for
student without an IEP and during the conference the
parent/guardian does not agree that withholding school attendance
is in the best interest of the student, the school physician may
recommend Medical Exclusion of the student to the school principal.
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e Medical Exclusion is considered only when documented evidence
clearly indicates potentially hazardous behavior and the
parent/guardian refuses to sign a Request for Medical Exemption.

e When a student exhibits behavior which causes attendance to be
detrimental to the welfare of students and/or school personnel a
medical exclusion can be initiated. Refer to BUL 3219.2, Student
Medical Exemption and Exclusion Policy and Procedures, dated
April 7, 2008. See Attachment A for specific instructions.

e Exclusions or exemptions may not be for more than 50 days in one
school year.

e If interim placement at Carlson Home Hospital School is appropriate,
the student can be withdrawn using the L2 code upon verification of
enrollment. Tele-teaching through a district program and/or other
workable options should be explored. Any absences occurring while
the student is excluded or exempted while awaiting placement will
be documented as “1” (excused).

10.10.3 Prolonged Iliness
A student who contracts an iliness of a prolonged nature or who has been
a victim of an accident which will prevent attendance for a prolonged period
shall be counted as absent due to illness only until such time as he/she is
able and starts to receive instruction in home or hospital. Refer to BUL-
1229.1 Carlson Home Instructional Program and Hospital School dated
November 28, 2005.

10.10.4 Student Suspension
When a student is suspended the principal/designee must follow the
procedures outlined in BUL-5655.0 Guidelines for Student Suspension
dated December 6, 2011. All student suspension must be documented in
the LAUSDMAX Discipline module. Refer to BUL-5808.0 ISIS Discipline
Module Required Usage dated August 13, 2012.

e The designated office staff will ensure the following absence reason
codes are entered appropriately. See Appendix K-1: Elementary
Absence/Tardy/Early Leave Reason Codes and Appendix K-2:
Secondary Absence/Tardy Reason Codes.

10.10.5 Runaway Students
Runaway students may be withdrawn only after due diligence has been
conducted, resulting in documented verification that the student cannot be
located (i.e. obtaining police report). Parents/guardians shall be notified of
their responsibility to notify the school of any updated information and
immediate re-enrollment of the student. The Parent Assurance Letter
(PAL) shall be signed by parent/guardian and placed in the student’s file.

10.10.6 Entertainment Industry
A student who holds a work permit to work for a period of not more than
five (5) consecutive days or five (5) days total for school year in the
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entertainment or allied industries shall be excused from school during the
period that the student is working, upon principal approval refer to
Appendix P: Work Permit and Guidelines.
e Students must receive instruction from a studio teacher and
provide documentation upon returning to school to clear absence
(reason code 5).

10.10.7 Specialized Population or Enrolled in a LAUSD Program
Specialized populations or students enrolled in a LAUSD Program (Foreign
Students, Capacity Adjustment Program, Kindergarten, Transitional
Kindergarten, Special Education) shall adhere to the Compulsory
Education law. Parents/guardians are not excluded from being responsible
for verifying absences.

10.11 Employee Attendance Policy
A commitment to excellent attendance is expected from school staff in order to meet
the District's teacher attendance goal. The District acknowledges that there is a
strong correlation between teacher attendance and student performance.
Administrators shall provide Appendix Q: Employee Attendance Policy to all
employees under their supervision at the beginning of each school year.

e While the vast majority of employees have a strong commitment to their
work and excellent attendance, it is also clear that unnecessary
absenteeism has a negative impact upon student achievement due to
interruption of the continuity of instruction, and results in reduced
productivity, loss of service and significant costs to the District.

The Superintendent is monitoring staff attendance and Goal #3 in the Performance
Meter dated April 15, 2011. The LAUSD Board of Education expects:

e Employees to maintain regular attendance and avoid absenteeism;

e Employees to work every hour that they are assigned;

e Employees to be at their work stations on time every working day;
Supervisors to explain and insist upon regular attendance, maintain accurate
employee records, monitor employee attendance, provide performance feedback to
employees and enforce all employee attendance policies and standards through
employee performance evaluations and discipline processes.

11. MANDATED TRUANCY NOTIFICATIONS

Each principal is responsible for the daily attendance accounting of all students
under his/her supervision and shall establish clear marking procedures. Absences,
tardies, early leave times, and reasons for absences are to be recorded. All
interventions related to truancy identification, notification, and intervention must be
documented in the student’s record. The principal is ultimately responsible for all
attendance records. Schools that report negative/hourly attendance are not
included in this process and must continue to send Initial NOT Letters
manually.

Mandated Truancy Notification Procedures
e All letters have been standardized by the District. As such, they may not
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be altered, except for adding an ending paragraph requesting a meeting.
The PSA Counselor's or other designated certificated staff member’'s
signature may be added to the letter in addition to the principal’s
signature.

e Elementary and secondary schools shall utilize the following absence,
tardy, and early leave notifications to notify parents/guardians of their
responsibility to ensure their child(ren) are in compliance with Compulsory
Education Law.

11.1 Initial Notification of Truancy (NOT) Letter Automation
Parents/guardians of students between the ages of 6 and 18 years who have
accumulated three or more reason codes of 3, 2, 0, UC, or blank within a school
year will be mailed an Initial NOT Letter.

e Unexcused or uncleared absences accumulated at any LAUSD school
within the same school year are counted toward the classification of
truancy. If a student has one or more of the qualifying absence reason
codes in one school day, that school day is counted only once towards the
classification of truancy.

e Only unexcused tardies of 30 minutes or more with specific “In/Out” times
entered in LAUSDMAX should be coded with a reason code 3, otherwise
they will not count toward truancy classification.

e To comply with State law, LAUSD has automated the mandatory Initial
Notification of Truancy (NOT) Letters through the Integrated Student
Information System (ISIS). This procedure will be carried out by Central
Office. See REF-5464.1 Initial Notification of Truancy (NOT) Letter
Automation Procedures for more information.

11.2 First (1°") Initial Truancy Notification
Central Office will issue the automated Initial Notification of Truancy (NOT) Letter
see Appendix N-la: Sample 1% Initial Truancy Notification Letter as a formal
notification that the student between the ages of 6 and 18 years has accumulated
three full days of unexcused absences or unexcused tardies of 30 minutes or more,
or any combination thereof in one school year and is being classified as truant (E.C.
48260).

11.2.1 School-Site Responsibilities/Procedures
e In order for Central Office to prepare for the mailing of the Initial
NOT Letters, designated staff at each school-site must adhere to the
timeline provided each year. Failure to clear absences before the Final
Notification Letter Report is generated by Central Office will result in
the incorrect mailing of Initial NOT Letters and increased phone calls
from concerned parents. See REF-5464.1.
e Access the Initial Evaluation list to determine which students
have been identified to receive an Initial NOT Letter.
e Clear absences as necessary.
e Access the Final Truancy Letter Report which provides a list
of all students who will be mailed an Initial NOT Letter.
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e Central mails one copy to the student’s parent/guardian, and one copy
is sent to the school-site. For audit purposes, school staff must retain
the paper copy of all Initial NOT Letters for three years in a secure
location, regardless of the student’s enrollment status. The letters
should be labeled and dated for easy access in case of an audit.

11.2.2 Undeliverable Mail

Initial Notification of Truancy (NOT) Letters returned “undeliverable” to

Central Office will be forwarded to the school indicated on the NOT letter.

School staff should ensure student residency information is routinely

updated. Verify the address in ESIS/SIS, review the student’s emergency

information form and update the information in LAUSDMAX.

e For currently enrolled students, make every effort to provide/inform the
parent/guardian of the Notification of Truancy Letter. Provided
returned letters to the parent/guardian either via school mail or in
person, regardless of where the truancies occurred. Parents/guardians
can clear absences at school where truancies were generated. See
REF-5464.1 for more information on the NOT removal procedures.

e For non-Enrolled students, store returned Initial Notification of Truancy
(NOT) Letter in the student’s attendance file for three years.

e School staff can verify, in LAUSDMAX, individual students for whom a
letter was generated by going to Attendance > Student Attendance >
Attendance Notification History Screen (AT0039) and selecting the
student. The letter and the date it was mailed will be listed on this
screen.

e Schools may contact a student’s previous school to obtain a copy of
the Initial Notification of Truancy (NOT) letter. For all students whose
records indicate an Initial Notification of Truancy (NOT) Letter was
mailed and continues to have excessive absences, implement the
following Truancy notification procedures below and interventions in
section 12.

11.2.3 Non-Automated Notification of Truancy (NOT) Procedures (i.e.

Continuation/AEWC/City of Angeles and Carlson Schools)

Schools that offer a modified instructional schedule should follow the

attendance requirements designated by their own program.

e |If students do not meet the attendance requirements, it is District policy
that principals establish a system for notifying parent/guardian by
mailing the Initial Truancy Notification letter. Truancy notifications are
a core responsibility for school staff and shall be sent to the
parents/guardians of students by first class mail or other reasonable
means upon the student’s Initial Truancy Classification.

11.3 Second (2"%) Truancy Notification
Schools shall establish procedures for classifying and sending the 2™ truancy
letter for students who have received the Initial NOT and have had at least one
additional unexcused absence or tardy more than 30 minutes.. The content of these
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letters may not be altered, except at the principal’s discretion. A final paragraph may
be added to contact an AP in charge of attendance, PSA Counselor or other
designee. All letters are to be distributed under the principal’s signature. Copies of
all truancy notifications shall be stored for three year for audit purposes.
e Any student who has once been reported as a truant (after having been
sent the Initial NOT letter), as stated in E.C. 48260, and who is again
absent from school without valid excuse one or more days or tardy 30
minutes or more shall again be reported as a truant (E.C.48261).
e After providing parents/guardians the opportunity to respond to the Initial
NOT Letter, school staff shall mail Appendix N-2a: 2" Truancy Notification
(Conference Request) as a formal notification requesting a parent
conference. The school must document the fourth (4™) unexcused
absence/tardy on the 2™ Truancy Notification letter.

11.4 Third (3'%) Truancy Notification

School staff shall establish procedures for classifing and sending Appendix N-3a: 3™
Truancy Notification Letter for students who have received the Initial NOT, the 2"
Truancy Notification Letter, and have had at least two additional unexcused
absences or tardies more than 30 minutes. This letter notifies the parent/guardian
that the student has been re-classified as a habitual truant for being absent without a
valid excuse five or more days, or tardy for 30 minutes or more (or any combination
thereof), during the school year without a valid excuse.

e The school must document the fifth or more unexcused absence/tardy on
the 3rd Truancy Notification letter. An administrator, designated staff or
the PSA Counselor shall make a conscientious effort to hold at least one
conference with a parent/guardian and the student prior to the student
being reclassified as a Habitual Truant (E.C.48262). The notifications
listed previously shall be mailed, prior to classifying a student as a
Habitual Truant.

11.5 Truancy Mandate Cost Recovery
The Truancy Mandate applies to all school districts; E.C. section 48260.5 requires
schools to notify the student’s parent, legal guardian or caregiver, by first class mail
or other reasonable means, that the student is truant, upon a student’s Initial
Truancy Classification.

11.5.1 Mandated Initial Truancy Claim
Central Office is responsible for the Mandated Initial Truancy Claim. The
truancy claim method is a per unit cost method. The District is limited to
claiming one 1% Initial Truancy Letter per student per school year.

11.5.2 Truancy Conferencing Claim Procedures
This claim is not a per unit cost item. The Truancy Conferencing claim
requires that there be a certificated person who is funded by the District’s
general fund identified at each school and charged with the responsibility to
hold the Truancy conferences at their school. An administrator or designee
shall be present during the truancy conference. All PSA Counselors should
contact their Coordinator before completing this form.
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The documentation necessary to submit a claim requires that all of the

times engaged in the following activities are claimable:

e Time spent contacting the parent/guardian to set up a truancy
conference including, mailing 2" Truancy Notification, phone calls
and emails (HB2).

e Time spent conducting a truancy conference with the
parent/guardian which includes preparing and attending the
parent/guardian/student truancy conference (HB3).

e Time spent reviewing attendance records to verify the student can
be classified as a Habitual Truant. A student without a valid excuse
on nine or more days or tardy for 30 minutes or more (or any
combination thereof) during the school day is to be reclassified as a
Habitual Truant (HB1).

e Time spent updating student records to classify the student as a
Habitual Truant, which includes time spent documenting Habitual
Truant Status in the student’s record (LAUSDMAX call log, SIS ID
19, Welligent etc.) (HB4).

11.5.3 Completion of Truancy Conference Claim Form

e The principal shall designate staff member(s) to complete Appendix
N-4: Truancy Conferencing Form, which is used to report truancy
conferencing claim.

e This form was developed by School Innovations and Advocacy
(SIA) and shall be submitted to the Educational Service Center
PSA Office, via school mail on the last day of each school month.

e One truancy conference per student can be claimed per school
year.

e SARB meetings are not reimbursable.

e The PSA Office shall then mail all completed forms to the Revenue
Enhancement Unit for State reimbursement. The final totals from
each Educational Service Center combined will make up the total
claim submitted for the District by School Innovations and
Advocacy, the current claims manager for the District.

e Questions regarding either the Initial Truancy Claim or the Truancy
Conferencing Claim may be directed to the PSA Office of each
Educational Service Center or to the Project Manager, SIA at (626)
298-7039.

12. TRUANCY INTERVENTIONS
Truancy has long been identified as an early warning sign of potential delinquent
behavior, social isolation, and educational failure. District policy mandates that
school staff adheres to the full extent of E.C. 48263 and 48340 to ensure that
students comply with regular attendance in order to achieve academic success.
Schools should utilize their Schools’ Attendance and Dropout Prevention Plan for
additional interventions.

12.1 Parent Attendance Assembly
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Once the parent has been mailed the 1% Initial Truancy Letter, then the
parent/guardian should be invited to a Parent Attendance Assembly. This is a
meeting which targets students who are excessively absent from school.

Depending on available Truancy Abatement Programs such as ACT
(Abolish Chronic Truancy) or City Attorney Program, a hearing officer,
District or City Attorneys may conduct the parent meeting. Schools
without these programs can designate the PSA Counselor or another
certificated staff member to coordinate and facilitate their own Attendance
Parent Assembly. During this meeting the following should be presented:
Legal ramifications a parent/guardian can face if their child is excessively
absent from school

Recommended solutions

Available resources within the school and in the community

Culmination or Graduation Requirements

A post Parent Attendance Assembly letter should be mailed to all
parents/guardians who were directed to attend the meeting, regardless of
whether they were in attendance or not, summarizing all of the information
discussed at the meeting.

12.2 School Attendance Review Team (SART)
Schools can provide parent/guardian notifications and interventions for students’
excessive absences by conducting SART Meetings. A contract is signed with the
parent/guardian, student(s) and SART team members. Resources are provided to
parent/guardian and student(s) in order to reduce barriers to school attendance.

If the student’s attendance has not improved, the parent/guardian shall be
referred to the school-site School Attendance Review Team (SART),
Coordination of Services Team (COST), or Student Success Team (SST).
A SART Contract is developed and signed by the parent/guardian, student
and committee members.

Other case management services may be provided prior to or after the
SART meeting including home visits, and referrals to appropriate school
site and community resources, to eliminate barriers to school attendance.
If after a SART contract has been signed, attendance has not improved,
and all interventions have been exhausted at the school level, then the
family is referred to Resource Panel by contacting the Educational Service
Center School Attendance Review Board (SARB) chair and completing
the Resource Panel SARB Referral Form prior to the scheduled meeting.

12.2.1 Resource Panel serves to provide

e Case Consultation — Pupil Services and Attendance (PSA) Counselors
and/or school staff may request suggestions for the next steps, which
may resolve the case without electing to take further legal action.

e Screening for SARB — PSA Counselors and/or school staff who intend
to pursue the case for legal action will be assisted in determining that
all district alternatives have been attempted.
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e During Resource Panel a determination will be made as to whether to
continue providing additional interventions at the school site or to refer
the family to SARB.

12.3 School Attendance Review Board (SARB)
The E.C. 48262 states that “If any student is a habitual truant, or is irregular in
attendance at school or is habitually insubordinate or disorderly during attendance at
school, the pupil may be referred to a School Attendance Review Board (SARB)
which is composed of members of the Department of Children and Family Services,
Department of Social Services, mental health, probation, law enforcement,
community service agencies, and/or school attendance personnel.
Once the family has been scheduled for SARB (E.C. 48321), the intent of the
board is to:

e Divert students with school attendance or school behavior problems from
the juvenile justice system.

e Provide school or community resources to student and/or family.

e Mandate that the student is required to have any future illness absences
verified by a school nurse or a medical doctor. If mandated by the SARB,
an absence without a medical verification will be marked as a truancy.

e Require at any time that the parent/guardian or student provide
satisfactory completion of SARB Contract recommendations.

12.3.1 Post SARB Procedures

e The school will receive a summary of the hearing and a sticker that is
to be placed on the Cumulative Record of the students whose SARB
hearing has been heard. This information will also be available to view
in LAUSDMAX.

e The PSA Counselor or designated school staff shall provide an
attendance and contract update to the SARB Chairperson by a
designated date set at the SARB Hearing.

e If there is a violation of the contract after the SARB hearing, the SARB
Chair may refer the family to the District or City Attorney’s Mediation
Program.

e Students and parents/guardians who have not complied with the SARB
recommendations or with the District or City Attorney mediation
hearings may be referred to juvenile court and:

e A judge may adjudicate the student as a ward of the court and find
the parents/guardians as guilty of an infraction under EC 48200 and
48450.

e Parents/guardians may also be cited for a misdemeanor under
Penal Code 272, contributing to the delinquency of a minor.

13. DROPOUT PREVENTION INTERVENTION AND RECOVERY PROCEDURES
Principals shall establish a system of due diligence for students with ten or more
consecutive absences. Students who withdraw without enrolling in another school
increase the District's dropout rate and lower the enroliment of the last school of
attendance. Therefore, it is imperative that schools maintain a system of accurate
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data collection. Common practices, such as, withdrawing students without ensuring
they are enrolled in another school increase the District’'s dropout rate and lower the
enrollment of the last school of attendance.

13.1 Dropout Bulletin
This bulletin includes a discussion on a three-tiered approach to addressing student
attendance, attitude, and achievement in relation to preventing student dropouts.
See BUL-3720, Dropout Prevention, Intervention, and Recovery Strategies, dated
May 23, 2007.

e Students who are checked out as L-8-Reason “code 80" and are not found
and accounted for (i.e., re-enrolled or checked out to another school) are
considered “Dropouts” and will show up on their school’'s Potential
Dropouts Lists, adding to the school’s and LAUSD’s Dropout Rate.

13.2 School Responsibilities
School Principals shall ensure that a Multi-Disciplinary Team focuses on
implementing specific dropout prevention and recovery procedures for all students.
These procedures shall be incorporated in the Attendance and Dropout Prevention
Plan.

e LAUSD authorizes secondary schools, in collaboration with the Education
Service Center staff, to develop and implement a system of progressive
consequences related to grades for students who are excessively absent
or tardy without valid excuses.

e This system shall be part of the overall school's student Attendance and
Dropout Prevention Plan, and shall include provisions for students’ due
process, such as appeal procedures, and safeguards and/or programs to
prevent increases in dropout rates.

13.3 Clearing Dropout Lists
School Principals shall ensure that a team exists to recover students who were
expected to attend their feeder middle or high school (No Shows). See section 8.6.2.

e School Principals shall ensure that a team exists to recover students on
the Potential Dropouts Lists. These lists can be downloaded from SIS
three times per year. Refer to Tips to Clear Potential Dropout Lists.

e School teams may clear students from the dropout lists untii CBEDS
Information Day (Norm Day) of the current year.

e Students who are not enrolled in a school will be counted as a dropout at
the last school of attendance. Dropouts reported in the current year will
impact the school’s graduation rate for AYP for the next four years.

e For more information, see the most recent Potential Dropout list released
by the Office of Data and Accountability.

13.3.1 The following types of students will show on a schools Potential Dropout
Lists:
e Student completed the (Last) school year, but did not begin
attending the next grade (7, 8, 9, 10, 11, or 12).

Page 70 of 255


http://pupilservices.lausd.net/sites/pupilservices.lausd.net/files/Tips%20to%20Clear%20Potential%20Dropout%20Lists%20%28Updated%202%2022%2013%29.pdf

Student Health and Human Services
‘f Policy and Procedures Attendance Manual

e Student was enrolled in grade 7, 8, 9, 10, 11, or 12 during the
(Current) school year, left prior to the completing the (Current)
school year.

* Lost Transfers: Students reported transferring to another CA public
school, but are not found enrolled in another CA public school.

* Re-enrolled Dropouts: Students reported as dropouts re-enrolled at
another CA school.

13.4 Re-Enrolling Dropout Students
When re-enrolling a student returning from dropout status, utilize Appendix J-6:
Authorization to Re-Enroll Student. Dropout data for your school and the District is
available through the Department of Education’s website:
http://datal.ca.gov/dataquest.

13.5 Protocols to Reduce Potential Dropouts
School principals shall designate a staff member to follow Appendix R-1: Potential
Dropouts List Protocol and R-2: Year-End Processing and Procedures.

14. DOCUMENT RETENTION AND CONFIDENTIALITY

14.1 Protection of Record Information

Pupil records are legal documents. School employees are obligated under Federal
and State laws to maintain pupil records in a manner that protects and maintains the
records’ security and confidentiality. These include enrollment, attendance,
withdrawal, emergency and other records or reports. For additional information
regarding the maintenance and distribution of pupil records, refer to BUL-2469.0,
Pupil Records: Access, Confidentiality Notice of Educational Rights, dated April 24,
2006 and BUL- 1077.1, Information Protection Policy, dated December 5, 2006.

e Every principal is responsible for training staff with regard to federal and
state mandates pertaining to the maintenance and protection of all forms
of pupil records (i.e., paper and electronically recorded information). Refer
to Family Educational Rights and Privacy Act of 1974 (FERPA) and E.C.
49064-49078; 49602.

14.1.1 Document Retention and Destruction
All auditable documents shall be retained and stored in a place known to
the principal and the custodial staff. The documents shall be securely
placed, clearly marked with a “destroy date” clearly visible on the box as
appropriate.

14.1.2 Attendance Document Retention
State law requires certain types of attendance documents to be filed and
stored.
e Below are the fiing methods and required retention times for
documents related to Pre ISIS, and ISIS Phase 1.
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Source Document Method of Filing Retention Period
(Year = July 1 - June 30)

PRE-ISIS DOCUMENTS

Apportionment Card-Secondary By year 5 years
(manual or computer)
Attendance Record Card-Elementary By year, by teacher 3 years after conclusion
of enrollment
Classification Report By month Permanent
Computer Roster and Homeroom Roll By year 5 years
Book
Enter/Leave Book (Elementary Only) By year 3 years
Exceptions List By year 1 year
Readmit Roster-Secondary By year 3 years
Register-Elementary By year Permanent
POST-ISIS DOCUMENTS
Registration Card and/or SIS By student, 3 years
Information Card-Secondary By year
Registration Card-Elementary By student, by year Permanent
Student Enrollment List By year 3 years
*Partial Day Absence list By day, by year 1 year
No Note list AT19 Uncleared By day, by year 1 year
Not Processed List By day, by year 1 year
ISIS DOCUMENTS
Teacher’s Sign-Off report from prior By date, then by 3 years
school years (weekly for regular teacher name
teachers)
Teacher’s Sign-Off report from prior By date, then with 3 years
school years (daily for substitute regular teacher’s,
teachers using LAUSDMAX) Teacher’s Sign-Off
reports
Five Column Class Worksheet By date, then with 3 years
submitted by substitute teachers regular teacher name

reporting attendance manually and any
used by teachers to record attendance
in the event of system unavailability
and then entered in LAUSDMAX by
the teacher on a subsequent day or
entered in the system by office staff
the same or subsequent day.

Student Absent Notes /Absent Note By teacher, by student 3 years
Cards-Elementary* name
Student Absent Notes /Absent Note By student name 3 years

Cards-Secondary*
Documents listed below may need to be retained under certain circumstances

Attendance Not Submitted Report with By teacher name, then Suggested to keep until

Date Range date end of school year - may
be needed for audit
purposes

Partial Day Absence List By date Save if using for SARB
report — can print at any
time

Teacher Discrepancy Memo By teacher name, then Until the end of the month

date or until resolved**
BOTH SYSTEMS
Notice of Entrance and Withdrawal By teacher name, then 3 years

student name
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BOTH SYSTEMS

Parent Assurance Letter In Attendance Office, 4 years
Alpha by Year
All Student Absence Notes/Absence Secondary: By 3 years

Verification Form*

student, by year
Elementary: by
teacher by student

Pupil Accounting Report (PAR) or

In Cum

1 year after conclusion of

LAUSDMAX Student Transfer Form enrollment
Saturday School Attendance By date, by year 3 years
Documents

Self-Audit/Corrective Action By date, by year 1 year
Statistical Report By month, by year 3 years
Notification of Truancy Letters By student, by year 3 years
Intersession Attendance Documents By Date, By Year 3 years
No Show Documentation By year 3 years

e If a reason code is entered into LAUSDMAX via phone contact to a
parent, the required information, including reason for absence, must be
recorded in the LAUSDMAX Call Log or on paper. All manual phone
logs must be filed in the same manner monthly for audit purposes and
stored for 3 years. Any document that reflects change to the Teacher’s
Sign-Off report must be filed by date of student’s absence and retained
for 3 years (e.g., Teacher Discrepancy Memos and Teachers
Correction Forms submitted after Teacher's Sign-Off report is
completed).

e A three year retention period includes three full calendar years beyond
the current school year and past a final audit, which occurs by
December 15th of a given year. If a subsequent audit is required by
state, federal or independent audit agencies during the three year
retention period, the document(s) must be stored for an additional
three years past the date the agency issues the final audit report.

15. AUDITS

15.1 School Responsibilities

e Student enrollment, attendance accounting records and procedures are
subject to audit by the District’s Internal Audit Branch, Contract Auditors, and
state agencies, such as the Office of the Auditor General. Principals are
responsible for maintaining enrollment and attendance accounting records in
accordance with District policy to ensure their availability for audits.

* |t is highly recommended that principals ensure self-audits are conducted
twice a year and that errors discovered be corrected. Documentation and
corrective action shall be retained for one academic year. The administrator
or designee shall be responsible for the completion of self-audits by utilizing
Appendix S-1: Audit Checklist, Elementary or S-2: Audit Checkilist,

Secondary.

15.2 Enrollment, Attendance Record Audits
The Office of the Inspector General has conducted several audits and found that:
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* Students were absent for one day, as evidenced by absence notes but were
recorded as present.

» Selected elementary teachers did not maintain absence notes, logs, or any
absence records to support absences.

* Secondary students were reported as present for one period and absent for
the rest of the periods. Absent notes indicated students were absent for the
entire day.

* Dates listed on some Notification of Truancy Letters did not match absences
recorded on ISIS.

15.2.1 Example of Audit Recommendations included the following:

* Teachers must submit and validate accurate attendance each day for
all class(s).

* Schools should use the Attendance Not Submitted reports available on
ISIS to identify which teachers have not taken attendance.
Administrators should follow-up with teachers that are not recording
attendance in a timely manner.

* Schools should review enroliment procedures with school staff as well
as introduce them to the new Enrollment Checklist included in this
manual.

* Compare absences on ISIS to absent notes, phone logs, truancy
letters, and other absence records.

* The schools should continue to focus on implementing the District
policy over student attendance reporting such as proper coding of
absences and continue to provide adequate attendance reporting
training to the school staff.

» Stronger focus over clearing and documentation of absences, monthly
review of attendance reports by administration, and monthly audit of
absence notes.
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APPENDIX
Appendix A-1: Blue Print for Attendance Improvement
Appendix A-2 __Attendance Intervention Protocols
Appendix B-1: Attendance Master Calendar (3 pages)
Appendix B-2:  Common Causes for Lost ADA
Appendix C-1: Attendance and Dropout Prevention Plan Guide (9 pages)
Appendix C-2: Attendance and Dropout Prevention Plan Template (11 pages)
Appendix C-3: Attendance Responsibility Assignment Chart (2 pages)

Appendix D-1a:

Guidelines for Verification of Residence, English

Appendix D-1b:

Guidelines for Verification of Residence, Spanish

Appendix D-1c:

Guidelines for Verification of Residence, Chinese

Appendix D-1d:

Guidelines for Verification of Residence, Korean

Appendix D-1e:

Guidelines for Verification of Residence, Armenian

Appendix D-1f:

Guidelines for Verification of Residence, Viethamese

Appendix D-1q:

Guidelines for Verification of Residence, Russian

Appendix D-2a:

Affidavit for Verification of Residence Form, English

Appendix D-2b:

Affidavit for Verification of Residence Form, Spanish

Appendix D-2c:

Affidavit for Verification of Residence Form, Chinese

Appendix D-2d:

Affidavit for Verification of Residence Form, Korean

Appendix D-2f:

Affidavit for Verification of Residence Form, Viethamese

Appendix D-2q:

Affidavit for Verification of Residence Form, Russian

Appendix D-3a:

Verification of Residence Follow-up Letter, English

Appendix D-3b:

Verification of Residence Follow-up Letter, Spanish

Appendix D-3c:

Verification of Residence Follow-up Letter, Chinese

Appendix D-3d:

Verification of Residence Follow-up Letter, Korean

Appendix D-3e:

Verification of Residence Follow-up Letter, Armenian

Appendix D-3f:

Verification of Residence Follow-up Letter, Viethamese

Appendix D-4a:

Affidavit of Temporary Residence, Enqglish

Appendix D-4b:

Affidavit of Temporary Residence, Spanish

Appendix E-1: Enrollment Documents (2 pages)

Appendix E-2: Office Checklist for Student Enrollment (2 pages)
Appendix E-3: Student Enrollment Form, English (3 pages)

Appendix E-4: Student Emergency Information Form, English (2 pages)

Appendix E-5a:

Oral Health Assessment/Waiver Notification Letter (2 pages)

Appendix E-5b:

Oral Health Assessment/Waiver Request Form (2 pages)

Appendix E-6:

Ethnicity/Race ldentification for Students Form

Appendix E-7a:

Migrant Education Program Questionnaire, English

Appendix E-7b:

Migrant Education Program Questionnaire, Spanish

Appendix E-8a:

American Indian-Alaskan Native Questionnaire, English (2 pages)

Appendix E-8b:

American Indian-Alaskan Native Questionnaire, Spanish (2 pages)

Appendix E-9a:

Financial Responsibility for Damaged School Property Letter, English
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Financial Responsibility for Damaged School Property Letter, Spanish

Appendix E-10a:

FERPA Notification, English

Appendix E-10b:

FERPA Notification, Spanish

Appendix F-1a:

Affidavit for Proof of Age of Minor, English

Appendix F-1b:

Affidavit for Proof of Age of Minor, Spanish

Appendix F-2:

Affidavit for Unofficial Change of Name of Minor, English

Appendix F-3a:

Affidavit of Parent/Legal Guardian ldentification, English

Appendix F-3b:

Affidavit of Parent/Legal Guardian Identification, Spanish

Appendix F-4a:

Careqiver’s Authorization Affidavit Guidelines, English

Appendix F-4b:

Careqiver’s Authorization Affidavit Guidelines, Spanish

Appendix F-5a:

Careqiver’s Authorization Affidavit, English

Appendix F-5b:

Careqiver’s Authorization Affidavit, Spanish

Appendix G-1:

Student Residency Questionnaire, English (2 pages)

Appendix H-1a:

Student Emergency Information Request Letter, English

Appendix H-1b:

Student Emergency Information Request Letter, Spanish

Appendix H-1d:

Student Emergency Information Request Letter, Korean

Appendix H-2a:

Moved, False Address, Forfeiture of Permit, English

Appendix H-2b:

Moved, False Address, Forfeiture of Permit, Spanish

Appendix H-2c:

Moved, False Address, Forfeiture of Permit, Chinese

Appendix H-2d:

Moved, False Address, Forfeiture of Permit, Korean

Appendix H-2e:

Moved, False Address, Forfeiture of Permit, Armenian

Appendix H-2f:

Moved, False Address, Forfeiture of Permit, Viethamese

Appendix H-2q:

Moved, False Address, Forfeiture of Permit, Russian

Appendix H-3a:

Optional Area Decision Form, English

Appendix H-3b:

Optional Area Decision Form, Spanish

Appendix I-1a: Release of Information, English

Appendix I-1b: Release of Information, Spanish

Appendix J-1:  School Enroliment Symbols

Appendix J-2:  Elementary School Withdrawal Symbols (2 pages)
Appendix J-3:  Secondary School Withdrawal Symbols (3 pages)

Appendix J-4a:

Parent Assurance, English

Appendix J-4b:

Parent Assurance, Spanish

Appendix J-5:  Authorization to Withdraw Student Form

Appendix J-6:  Authorization to Re-Enroll Student

Appendix J-7:  Extracting Reverse Directories (SIS)

Appendix K-1: Elementary Absence/Tardy/Early Leave Reason Codes
Appendix K-2: Secondary Absence/ Tardy Reason Codes (2 pages)

Appendix K-3a:

Absence Verification Form, English

Appendix K-3b:

Absence Verification Form, Spanish

Appendix K-3c:

Absence Verification Form, Chinese

Appendix K-3d:

Absence Verification Form, Korean
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Absence Verification Form, Armenian

Appendix K-3f:

Absence Verification Form, Viethnamese

Appendix K-3q:

Absence Verification Form, Russian

Appendix K-4a:

Absence Detail Call List Letter, English

Appendix K-4b:

Absence Detail Call List Letter, Spanish

Appendix K-4c:

Absence Detail Call List Letter, Chinese

Appendix K-4d:

Absence Detail Call List Letter, Korean

Appendix K-4e:

Absence Detail Call List Letter, Armenian

Appendix L-1:

Elementary No Show Strategies

Appendix L-2:

Secondary No Show Strategies (2 pages)

Appendix L-3a:

Attendance Not Enrolled-No Show, English

Appendix L-3b:

Attendance Not Enrolled-No Show, Spanish

Appendix L-3d:

Attendance Not Enrolled-No Show, Korean

Appendix M-1a:

Opening Attendance Policy, English

Appendix M-1b:

Opening Attendance Policy, Spanish

Appendix M-1c:

Opening Attendance Policy, Chinese

Appendix M-1d:

Opening Attendance Policy, Korean

Appendix M-1le:

Opening Attendance Policy, Armenian

Appendix M-2a:

Attendance Compliance, Kindergarten, Enqglish

Appendix M-2b:

Attendance Compliance, Kindergarten, Spanish

Appendix M-2d:

Attendance Compliance, Kindergarten, Korean

Appendix M-3a:

Last Year's Excessive Absences, English

Appendix M-3b:

Last Year's Excessive Absences, Spanish

Appendix M-3d:

Last Year's Excessive Absences, Korean

Appendix M-4a:

Kindergarten Excessive Absences, English

Appendix M-4b:

Kindergarten Excessive Absences, Spanish

Appendix M-4d:

Kindergarten Excessive Absences, Korean

Appendix M-5a:

Absence, Partial Day, Tardy Letter #1, English

Appendix M-5b:

Absence, Partial Day, Tardy Letter #1, Spanish

Appendix M-5d:

Absence, Partial Day, Tardy Letter #1, Korean

Appendix M-6a:

Absence, Partial Day, Tardy Letter #2, English

Appendix M-6b:

Absence, Partial Day, Tardy Letter #2, Spanish

Appendix M-6d:

Absence, Partial Day, Tardy Letter #2, Korean

Appendix M-7a:

Consecutive 5 Day Absence Letter, English

Appendix M-7b:

Consecutive 5 Day Absence Letter, Spanish

Appendix M-7d:

Consecutive 5 Day Absence Letter, Korean

Appendix M-8a:

Consecutive 10 Day Absence Letter, English

Appendix M-8b:

Consecutive 10 Day Absence Letter, Spanish

Appendix M-8d:

Consecutive 10 Day Absence Letter, Korean

Appendix N-la:

Sample 1% Initial Truancy Notification Letter, English

Appendix N-1b:

Sample 1% Initial Truancy Notification Letter, Spanish
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Sample 1% Initial Truancy Notification Letter, Chinese

Appendix N-1d:

Sample 1% Initial Truancy Notification Letter, Korean

Appendix N-1e:

Sample 1% Initial Truancy Notification Letter, Armenian

Appendix N-2a:

2" Truancy Notification Letter (Conference Request), English

Appendix N-2b:

2" Truancy Notification Letter (Conference Request), Spanish

Appendix N-2d:

2" Truancy Notification Letter (Conference Reguest), Korean

Appendix N-3a:

3" Truancy Notification Letter, English

Appendix N-3b:

3" Truancy Notification Letter, Spanish

Appendix N-3d:

3" Truancy Notification Letter, Korean

Appendix N-4:

Truancy Conferencing Form

Appendix O-l1a:

Failure to Pick-up Letter, English

Appendix O-1b:

Failure to Pick-up Letter, Spanish

Appendix P: Work Permit and Guidelines (2 pages)
Appendix Q: Employee Attendance Policy

Appendix R-1: Potential Dropouts List Protocol (2 pages)
Appendix R-2: Year-End Processing and Procedures
Appendix S-1:  School Attendance Audit, Elementary
Appendix S-2:  School Attendance Audit, Secondary
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The Law

» All students between the ages of 6 and 18
must attend school daily. Parents or
guardians are responsible for sending their
children to school (E.C. 48200).

» A student who is absent three full days
without a valid excuse, or on three
occasions is tardy or absent for more than
thirty minutes, or any combination thereof,
is atruant (E.C. 48260)

» Truancy can lead to severe consequences,
including fines and criminal prosecution.

Attendance Accountability

v Every school shall develop and implement

a written Attendance and Dropout Prevention
Plan in collaboration with appropriate

participants.

v”’Attendance Intervention Protocol,”

v“Attendance Improvement Action Plan”

v‘“Attendance Improvement Progress
Monitoring”

Note: Each Principal is ultimately responsible

for improving the school’s student
attendance rates.

Mandatory Training

Describe Training Programs for teachers,
administrators, support personnel, and
classified staff regarding attendance .

Describe parent outreach and training
Programs (e.g., attendance assemblies,
workshops, parent education programs).

Indicate efforts to train parents, students,
and school-site staff on the contents of the
District’s Parent-Student Handbook.

Attendance Manual
Appendix A-1: Blueprint for Attendance Improvement

School-Site Attendance Strategies

Describe strategies to create a welcoming school environment and
a positive school climate

Describe incentives and attendance motivational programs for
Students (e.g., prizes, certificates, and special recognitions)
Describe incentives for teachers who improve their classroom
Attendance (e.g., gift certificates, commendations, or recognitions)
Indicate roles of school staff, as it relates to improving attendance
Describe school efforts to implement alternatives to suspensions.
Describe relevant after school programs (e.g., tutoring, academic
enrichment, student clubs, remedial education).

Describe alternative instructional practices for students with high
numbers of unexcused absences (e.g., independent study,

credit recovery programs, in-school instructional alternatives).
Describe strategies for integrating existing District initiatives with
Attendance Initiative (e.g., Small Learning Community, Coordinate
School Health Programs).

Interventions for At-Risk Students and Potential Dropouts

O

Ooooooooao

Describe the school’s efforts to track past years attendance
patterns, as it relates to students with excessive absences
Describe the school’s case management system for working
withat-risk students and potential dropouts

Describe the school’s use of multi disciplinary programs (e.g.,
SARTSs, SSTs, COST, and SARBS).

Describe other existing innovative programs.

Attendance Reports

Month to Month Comparisons
Grade Span Comparisons
Attendance by Location by Month
Revenue Lost

Daily Absences

Subgroup Comparisons

Truancy

At-Risk Attendance

Location Comparisons

To review attendance trends, identify students with low
attendance rates (below 96%), and compare attendance-rates
across schools go to mydata.lausd.net
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ATTENDANCE INTERVENTION PROTOCOLS

. Every teacher must take attendance for every student in every class or class period.
. Each step replicates, and builds on previous actions and interventions.

. Each step must be specifically documented.

. Each school shall designate a certificated staff member for case management.

Designate appropriate staff member(s) to make personal phone calls to
parent/guardian when students are absent and notify the parent/guardian that they
have 10 days to clear the absence.
Document reason(s) for absence and expected date of return.
Ensure Blackboard Connectnotifies parents twice a day of student absences.
Assign staff to verify accuracy of all contact numbers and update
st oth disconnected/wrong numbers.

1°-7 Obtain day-time phone numbers, including cell phones, and e-mail addresses and
Absence update new information on ISIS
Submit attendance during the first 15 minutes of each day or period.
Refer the family to appropriate school-based and/or social service agencies

Encourage classroom teacher to call home to inquire about student absences.
Send e-mail messages, if available and appropriate letter to parent/guardian for any
unverified/unexcused absences.

Consult with school-based PSA Counselor, when available.

Basic 929% - 95% Designgte a_staff member to be respo_n_siple to review and correct the Initial
Evaluation list for the Automated Notificaiton of Truancy (NOT) letters (REF-5464.1).
8th 15th Refer the family to appropriate school-based and/or social service agencies.

Absence Consult with school-based PSA Counselor, when available, regarding

appropriateness of home visitation and/or case management.

Refer to the Attendance and Dropout Prevention Plan for specific strategies on
case management.

Designate a staff member to mail Truancy Letter #2 —request and schedule
Below Basic87% - 91% parent/guardian conference to review student’s records and to develop an
intervention plan/contract.

]_6‘“ - 24th o Refer the family to appropriate school-based and/or social service agencies.

e Designate a school staff member to review prior absences to discern existing
patterns (attendance, graduation and suspension reports).
Monitor students with excessive absences.
Follow up with PSA Counselor or other staff member responsible for case
management for updated information on case.
Refer student to *SST, *COST, *ACT and *SART.
Consult with District/City Attorney program staff where partnership exists.
Conduct group informational meeting with school staff regarding tracking,
monitoring, and case management of students with excessive absences.
Hold assemblies for parents/guardians of chronically absent students.
Designate a staff member to mail Habitual Truancy Re-classification Letter #3.

Refer the family to appropriate school-based and/or social service agencies.
Bring student’s case to the District Resource Panel. Panel offers additional
resources and screens case for SARB.

Refer the student to *SARB. Referral mustinclude documentation of all
interventions.

Coordination of Services Team
School Attendance Review Team
Abolish Chronic Truancy

School Attendance Review Board LAUSD-Pupil Services-6/12
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ATTENDANCE MASTER CALENDAR

The Attendance Master Calendar serves as a comprehensive sequential list of monthly related attendance and
dropout prevention activities. Specific staff members shall be assigned to complete each activity.

ON-GOING ACTIVITIES

ACTIVITIES

GENERATE THE FOLLOWING
REPORTS

I o B O

O

Enforce teachers to submit attendance for each class/period
the first 15 minutes

Enforce clearing of absences, tardies, early leaves (time and
date)

Design/implement interventions for Tiered Approach and
monitor effectiveness

Inform parents/student of District Performance Meter
Attendance Goals through assemblies and Blackboard Connect
on a monthly basis.

Promote incentive programs through PA, memos, email, school
bulletins, newsletters (monthly)

Review Truancy Letter Report (Initial Evaluation List) and
updated student attendance records on a monthly basis

Mail Appendix N-2a: 2nd Truancy Notification

Mail Appendix N-3a: 3rd Truancy Notification

Identify students for SARTS, resource panel, and SARBs
Review attendance and suspension data on a monthly basis
Participate in COST, SST, IEP meetings for students with
excessive absences

Review and update disconnected phone numbers in
SIS/ISIS/Blackboard Connect

Mail Appendix D-3a: Verification of Residence Follow-up Letter
to parents who signed Appendix D-2a: Affidavit for Verification
of Residence Form. Utilize an enroliment log to document
follow-up (on a monthly basis)

[0 ISIS Master Absence
Report

[J ISIS Master Returns
Report

[ ISIS Absence Audit Report

[0 ISIS Attendance Not
Submitted Report

[0 ISIS Absence Detail Call
List

[0 ISIS Re-admittance Roster

[0 Attendance Incentive
Report (Detail/Summary)

[J ISIS Truancy Letter Report

[0 ISIS Unresolved
Absences/Tardies

[0 ISIS Absent/Tardy Totals

[0 ISIS All dates/class
periods

U All MyData Attendance
Comparison Reports for
the previous year

[0 Previous years’ AT24

[0 Black Board Connect
Wrong number Report

MONTH ONE (Beginning of the Schoo

| Year)

ACTIVITIES GENERATE THE FOLLOWING
REPORTS

1 Identify and Clear No Shows (refer to ISIS Handbook & " Follow ISIS No Show
Appendix L-1: Elementary No Show Strategies, Appendix L-2: procedures
Secondary No Show Strategies [ No Show Reports 1D99,3

7] Locate and recover all students on the Potential Dropout List (option 7 for No Show)
which is due the first week of October then ID38,0

1] PD for Teachers and office staff, review the attendance policy ) Download Dropout List
and procedures from (SSIS)

"I Hold attendance assemblies for all grade levels "1 Previous years’ AT24

7 Mass mail Appendix M-1a: Opening Attendance Policy and/or " MyData Grade Span
truancy abatement program notification, if applicable. Companson.

[ Mail Appendix M-3a: Last Year's Excessive Absences for all "/ MyData At-risk Attendance
students with less than 96% attendance from the previous for the previous year
school year - MyData Truancy

I Review My Data At-risk Attendance and Truancy Classification Classification for the
Reports previous year
1 Establish an Attendance and Dropout Prevention Team to I MyData Attendance by

review data and update Appendix C-2: Attendance and Dropout

Prevention Plan Template

Location by Month

Page 81 of 255



Student Health and Human Services
Policy and Procedures Attendance Manual

Appendix B-1: Attendance Master Calendar

[0 Review Blackboard Connect procedures and passwords
[J Monitor the update of emergency card information in
SIS/ISIS/Blackboard Connect
[0 Continue with On-going Activities above
MONTH TWO
ACTIVITIES GENERATE THE FOLLOWING
REPORTS
[0 Conduct classroom presentations and grade level assemblies ISIS Attendance Incentive
[0 Review status of last year's SART/ Resource Panel/SARB and Report (Detail/Summary)
mail follow-up SART/SARB reminder letter AT24 for previous years
[0 Organize an Attendance General Assembly for students with MyData Grade Span
excessive absences from the previous year Comparison
[0 Develop SART Team & establish calendar for the year MyData At-risk Attendance
[ Implement Attendance Incentive Programs MyData Attendance by
0 Teach attendance and district's 96% attendance goal at Back to Location by Month
School Night, Kinder meetings, etc.
[0 Mass mail_ Appendix G-1: Student Residency Questionnaire
(SRQ), update homeless roster with emergency card
information, and update in SIS
[1 Continue with On-going Activities above
MONTHS THREE AND FOUR
ACTIVITIES GENERATE THE FOLLOWING
REPORTS
[0 Parent Presentations (Related to Attendance for ELAC and MyData Month to Month
CEAC, School Site Council) Comparison
J Mass mail a letter and/or utilize Black Board Connect to remind MyData Grade Span
parents that extended absences during the holidays are Comparison
unexcused and will lead to truancy status MyData Revenue Lost
[0 Provide “double” incentive awards to students who attend up MyData Daily Absences
until the last day of vacation/return on time from winter break MyData Truancy
[J Utilize Black Board Connect to remind students of first day back Classification
to school from holiday vacation MyData At-risk Attendance
[1 Continue with On-going Activities above MyData Attendance by
Location by Month
MONTHS FIVE AND SIX
ACTIVITIES GENERATE THE FOLLOWING
REPORTS
[J Locate and recover all students on the February Potential Download Dropout List
Dropout List from (SSIS)
[1 Continue to review Implemented targeted interventions for MyData Month to Month
student bands and evaluate if interventions have proven to be Comparison
successful MyData At-risk Attendance
[0 Review Report Card Attendance Data AT24 for current year
[0 Hold first semester attendance ceremony ISIS Attendance Incentive
1 Organize 2" General Assembly for 2™ phase of 10-12 Report (Detail/Summary)
absences ISIS Absence Detail Call
[0 Review ISIS Procedures, clearing absences through and PD for List
Teachers ISIS Absence Audit Report
[0 Continue with On-going Activities above
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MONTHS SEVEN AND EIGHT

ACTIVITIES

GENERATE THE FOLLOWING
REPORTS

Plan an incentive program during test weeks to include raffles
and recognitions

Mass mail letter regarding Attendance and CST

Locate/call students who are absent during testing

Parent presentation at Open House (Reiterate 96% District
Attendance Goal, Compulsory Education)

[0 MyData Month to Month
Comparison

00 MyData At-risk Attendance

[J ISIS Master Absence
Report

[J ISIS Re-admittance Roster

[ ISIS Master Returns
Report

[J ISIS Attendance Incentive
Report (Type: Summary)

MONTHS NINE AND TEN

ACTIVITIES

GENERATE THE FOLLOWING
REPORTS

Locate and recover all students on the May Potential Dropout
List

Mass mail homeless survey, update roster and forward to the
Homeless Unit

Review and update students with permits or residing out of the
area and mail Appendix H-2a: Moved, False Address,
Forfeiture of Permit, if applicable

End of the year attendance awards ceremony

Plan next year’s incentive program/outreach, mail donation
letters to community businesses and agencies

Review implemented targeted interventions for student bands to
evaluate effectiveness of interventions

Prepare Case Transfers for students with excessive absences
who will attend a different school

Review Enrollment packets utilizing Appendix E-1: Enrollment
Documents to ensure all required forms are included

[J Download Dropout List
from SSIS

[0 ISIS Attendance Incentive
Report (Type: Summary)

[J AT24 for current year

J MyData Month to Month
Comparison

[0 MyData At-risk Attendance

J MyData Grade Span
Comparison

[J MyData Revenue Lost

[0 MyData Daily Absences

[J MyData Truancy
Classification

[J MyData Attendance by
Location by Month
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By the end of the 2012-13 school year, Superintendent Deasy expects that 71% of
students district-wide will be attending at a rate of 96% or better. Historically a
school’s attendance decreases during the months of April, May and June. Avoid a
decrease in student attendance and loss of ADA by implementing the following:

Ensure that staff understands the i i ,
*Discourage students from taking extended vacations

importance of “Every School Day
Counts”.

Promote a safe, supportive and
welcoming school environment.

Encourage teachers to have an
inviting and engaging classroom
environment.

Encourage staff to maintain
regular attendance and avoid
absenteeism.

Enforce accurate attendance
taking during Testing (STAR, CST,
CAHSEE, AP exams).

End of the year events/field trips.

Prevent end of year push
outs/force outs.

during spring break or early vacations in June.

*School climate and culture often remains unfriendly
to those families and students who struggle the
most.

e It prevents students from gradual disengagement
(missing more school days and making it difficult to
return).

*The relationships that students have with
teachers/adults at school provide encouragement to
attend and support for academic learning.

*Increased absenteeism has a negative impact upon
student achievement due to interruption of the
continuity of instruction.

*Do not check out students with poor attendance before
testing.

*Have attendance taking procedures in place for
students testing in other locations (student cafeteria,
gym, etc). Ensure that attendance is taken for these
students.

*Plan ahead on activities, class schedules and
attendance taking procedures for students not testing.

*During the months of April, May and June of the 2010-11
school year the district lost $51,350,569 due to student
absences.

*Schedule "Prom Night" on a Saturday not Friday and
Grad Night after graduation.

*Ensure that attendance is taken for student's on field trips
or special events during the school day.

*Schedule Graduation on the last day of school or after.

*Do not systematically checkout 18 year-olds not on track
to graduate.

*Do not encourage students who are failing classes or not
on track to graduate to stay home.

*Do not finalize grades several weeks before the end of the
school year or "unofficially" suspend students displaying
behavioral problems.

*Do not inappropriately use Opportunity Transfers.

*Do keep students who are requesting to check out until
the last possible day.
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SCHOOL ATTENDANCE AND DROPOUT PREVENTION PLAN GUIDE

The intent of this document is to assist schools with the development of their Attendance
and Dropout Prevention Plan Template. Education Code 48340 encourages school
districts to adopt pupil attendance policies based on the active involvement of parents,
pupil, teachers, administrators, other school personnel, and community members. As
such, every school shall have a formal, written, proactive plan for the improvement of
student and staff attendance. The school principal shall meet annually with an attendance
team to develop, review, and implement a school-wide plan consistent with District, State
and Federal policies and laws. Each attendance plan shall be incorporated into the
Coordinated Safe and Healthy School Plan Volume 1, Chapter 6, “Prevention Programs”.
For additional information please go the Office of Environmental Health and Safety
(OEHS) website www.lausd-oehs.org

. Attendance and Dropout Team Members: Every school as directed by their principal
will identify a team that includes the Principal, AP in charge of attendance or APEIS, or
other administrator responsible for attendance, academic counselor, dean, nurse, Pupil
Services Counselors, school police officer, teacher (general and special education),
attendance clerk, parent representative, student representative, community partners, and
additional personnel as designated by the Principal to develop and implement a
comprehensive plan to record, monitor, improve and maintain student attendance. Refer
to Appendix A-1: Blueprint for Attendance Improvement for the suggested blueprint for the
plan.

e Attendance team should meet regularly throughout the school year.

e The team should use attendance data to guide its decisions.

e At the beginning of every school year (or time of enrollment), students, parents and
staff should be notified of the school-wide attendance plan and policies.

e The plan should be reviewed and updated annually and be maintained for parents
and community members use in school’s Main Office, Attendance Office, and/or
Parent Center as appropriate.

e The plan should be collected and reviewed annually by the Education Service
Center (ESC) Superintendents, ESC Directors, ESC Principal Leaders, ESC PSA
Field Coordinators and the ESC Operations Administrators.

2. LAUSD Performance Meter: On April 15, 2011 our superintendent introduced the

performance meter (see below) with a baseline and annual targets. The responsibility to
meet the annual targets/results includes schools, ESCs, and the Central Office:
e 100 Percent Graduation
Proficiency for All
100 Percent Attendance
Parent and Community Engagement
School Safety
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Data Driven Decision Making

School
Name
Sample
School#1

GOAL 3: 100% ATTENDANCE Baseline Annual Targets

2007-08 | 2008-09 | 2009-10 | 2010-11 | 2011-12 | 2012-13 | 2013-14

A. Increase percentage of students with 96% or 62 64 60 64 66 71 76
higher attendance
B. Increase percentage of staff with 96% or 65 67 65 67 69 74 79

higher attendance

Attendance Goals: To align your school’s attendance to the Performance Meter, a
review of your school’s attendance data can be examined using MyData, insert school
data in table.

Attendance Summary by Location,

Below Basic Basic
87 - 91% 92 — 95% Unknown
Total
7.20% 79 | 15.00% 165 | 55.50% 609 | 20.00% 220 100.00% | 1,098

Graduation Goals: To align your school’s graduation rates to the Performance Meter, a
review of your school’s graduation data can be examined on

GOAL 1: 100% GRADUATION Baseline Annual Targets
2007-08 | 2008-09 | 2009-10 | 2010-11 201213 | 2013-14
A. % Increase in Four-Year Cohort Graduation
Rate
B. % Increase in Students On-Track for Meeting -- -- 26 28 38 50 75

A-G Requirements

USING THE 3 TIERED APPROACH FOR ATTENDANCE

The following guidelines will assist school staff with implementing the Tiered Approach for
monitoring and improving attendance. Staff must then determine where to distribute
available resources to achieve the largest attendance gains toward the goal of all students
attending at a rate of 96% or better. Effective programs and practices must be in place at
the universal, selected, and targeted/intensive levels.
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Adapted from Sprague & Walker, 2004

3 Tiered ntensive Int .
*Intensive Interventions
Approach to *SART & SARB Meetings
Attendance Targeted/ *Specific and individualized plans

Intensive *Educational alternatives/options

Far Below Basic *Case Managed support
>87 % in-seat attendance
25 + days absent Tier Il

*Re - teach Attendance

S_eIeCted * Systems of Identification
At-risk Students) *Student/family supports
Below Basic: 91 — 87% in seat attendance *Documentation & Monitoring
15 - 24 days absent * Team Meetings (COST/SST)

Basic: 95 — 92% in- seat attendance
8 -14 days absent Tier Il
Universal

80% of all students
should be attending 96% of the time

Proficient: 96+ % in- seat attendance

Perfect Attendance: 100% with less than 3 tardies

Tier |

SCHOOL-SITE ATTENDANCE STRATEGIES

4. UNIVERSAL (TIER 1)
Begin by implementing school wide universal practices that include:
Positive Behavior Support
Safe and Welcoming School Environment
Resiliency Building Strategies
High Quality Instruction
Recognition and Incentive Programs
Parent Engagement

Positive School Climate: Every member of the school community must work together to
create a school culture and climate for every student and family to feel welcome, safe and
nurtured. There will be a common expectation that every child can succeed and will
receive a high school diploma and pass the California High School Exit Exam (CAHSEE).
Refer to BUL- 3638.0, Discipline Foundation Policy: School-Wide Positive Behavior
Support, dated March 27, 2007, and BUL--5212.0 Bullying and Hazing Policy (Student-to-
Student, Adult-to-Student, and Student-to-Adult) dated August 27, 2010, and BUL-3720.0,
Dropout Prevention, Intervention, and Recovery Strategies, dated May 23, 2007.Below is
a list of some positive school climate practices:

Teach and encourage staff and students to be welcoming, safe, culturally sensitive,

responsive, clean and respectful.
e Welcoming - All school communications and staff interactions with students reflect
that every student is welcome at school and is expected to do well. Make it a point
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to say "hello" to every parent/guardian or student you see in the halls and outside -
make it your business to know his or her names.

Safe - Every effort is made to secure the well-being of all students and staff while
in the classrooms, hallways, and bathrooms, on the playground, and in and around
any other areas of the school. Set clear anti-bullying guidelines for staff and
students.

Culturally Sensitive - Staff models understanding and appreciation of the cultural
diversity of the school, the neighborhood, the country, and the world. This diversity
is valued, and its value is reflected in the school's curriculum.

Responsive - Staff will make every attempt to address the many and varied needs
of all students, including educational, physical, emotional, educational, social,
financial, or other nature. In particular, staff will make every effort to provide
services for students who display behaviors including but not limited to, bullying,
hate speech, threats against others, suicidal ideation, depression, isolation, and
substance abuse.

Clean - The school is clean and the buildings, classrooms, and surroundings are
well maintained.

Respectful - Respect for others, their person and their property, is modeled by all
and for all, regardless of anyone's race, gender, ability, age, religion, or sexual
orientation. Respect for others includes an understanding and appreciation for
people's differences, including, for example, learning styles.

Use examples to complete the Comprehensive Student Support: Resiliency Building
Components Worksheet

Increase Student Attendance: Students with good attendance tend to have a higher rate
of academic success. Every school should create an environment that supports the
increase of student attendance. Finding creative ways to do this is essential. Some best
practices are listed below:

Set high expectations that students should be at school every day and on time.
Monitor student attendance on a regular basis.

Notify parents regarding Compulsory Education Law, the attendance policy and
expectations.

Involve students and families in recognizing good and improved attendance.
Inform student and families regarding consequences of poor attendance.

Attendance Incentives and Motivational Programs: Every school will create and utilize
an attendance incentive programs to improve and maintain student and staff attendance
including relevant educational activities, clearly defined accountabilities, procedures,
specified responsibilities, interventions and rewards.

Examples of attendance incentives and motivational programs include, but are not limited
to, the following:

Recognize and award individual students, classrooms and/or small learning
communities for good and improved attendance.
Plan school-wide activities to promote attendance. Have a specific plan for high
absence dates such as during the holidays, inclement weather, testing week etc.
Post attendance data/student names/classrooms in highly visible areas.

Page 88 of 255



758 Student Health and Human Services
%7/ Policy and Procedures Attendance Manual

Appendix C-1: School Attendance and Dropout Prevention Plan Guide

e Encourage friendly attendance competition between groups and individuals
(classrooms, grade levels etc.)

e Recognize the importance of excellent attendance, academics and behavior as
executed in athletic award ceremonies.

e Identify and recognize students that are on time to school.

e Make announcements (verbal and written) regarding the importance of attendance,
acknowledge individuals and groups for good and improved attendance and
provide school with any important attendance updates. Hold attendance
events/assemblies. Use certificates to recognize students with good/excellent
attendance and improved attendance

Increase Employee Attendance:

Improve employee effectiveness through reduced absenteeism, and guide employees in
appropriate use of iliness and personal necessity time. lliness leaves are provided to ease
the financial burden on employees who are unavoidably required to be absent from duty
due to legitimate illness, injury, or personal necessity. Personal necessity leaves are
provided for only eleven specific causes. Employees who use illness and personal
necessity leaves for unauthorized reasons are in violation of District policy and related
laws. Failure to comply with this policy can result in appropriate disciplinary action, up to
and including termination.

On July 13, 2004 the LAUSD Board of Education adopted an Employee Attendance
Policy. (Reference: Bd. Of Ed. Report No. 393 — 0304)

Below is a list of some best practices related to increasing employee attendance that you
can use in your plan:

Set high expectations that staff should be at work every day and on time.
Recognize staff for good attendance by giving awards and certificates.

Provide support to employees with 6 or more days of absences.

Emphasize the importance of staff attendance at the monthly school meetings.
Monitor staff attendance on a regular basis

Administrators should be role models and have good attendance.

Incentives for Teachers: The following are some examples of incentives for teachers
who improve classroom attendance.
e Gift certificates to restaurants, theatre tickets, and/or department stores.
e Monthly commendation letters, awards, publicize names of teachers in the
school/local newspaper.
e Display attendance graphs by classroom to show attendance comparisons.
e Make teachers and administrators aware of the loss of Average Daily Attendance
(ADA) funds due to absences. Make them aware of the monetary benefits that will
come to the school as attendance increases.

5. SELECTED (TIER Il)

COMPULSORY EDUCATION

"Each person between the ages of 6 and 18 years not exempted under provision of this
chapter is subject to compulsory full-time education. Each person subject to compulsory
continuation education not exempted shall attend public full-time day school or continuation
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school or classes for full-time designated as the length of the school day by the governing
board of the school district in which residence of either parent or legal guardian is located.
Each parent, guardian, or other person having control or charge of such pupil shall send the
pupil to the public full-time day school or continuation school or classes for the full-time
designated as the length of the school day."

"Unless otherwise provided for in this code, a pupil shall not be enrolled for less than the
minimum school day established by law" Education Code 48260.

Accurate Record Keeping is essential to meeting the Compulsory Education requirement.
Identify administrator and staff members responsible for each action.

Tardy Policy and Procedures: The Absence, Partial Day, Tardy letters are available; refer to
Appendix M-5a: Absence, Partial Day Tardy Letter. Before creating and implementing a tardy
policy refer to BUL- 3638.0, Discipline Foundation Policy: School-Wide Positive Behavior
Support, dated March 27, 2007.

Sample of a Tardy Policy:
e Tardy #1 Teacher counsels student

e Tardy #2 Student writes/draws about the importance of being on time
e Tardy #3 Parent/Guardian are contacted
e Tardy #4 Student is referred to the counseling office
e Tardy #5 Parent/student conference
TRUANCY

Refer to the manual section 11 Mandated Truancy Notification

Truancy Policy and Procedures

Identify staff that will generate, review and correct the Initial Evaluation list for the Notification
of Truancy (NOT) Reports. Refer to REF-5464.1 Initial Notification of Truancy (NOT) Letter
Automation Procedures or go to the ISIS website at http://isis.lausd.net.

Truancy Parent Notifications: Schools can notify parents about their children’s absences
through letters, conferences, phone calls and the Blackboard Connect telephone system.
Refer to Parent-Student Handbook (published annually) and Appendix A-2: Attendance
Intervention Protocols. The protocols are best practice models describing the manner in
which attendance issues will be addressed with the students and their parents. See Appendix
Q for Truancy Letter notification.

Review procedures on truancy notification and specify your school’s procedures.

3 TIERED INTERVENTION PROGRAMS:

Students who are chronically absent from school, or habitually truant, are often at-risk of
educational failure and school dropout. Refer to BUL-3720.0, Dropout Prevention,
Intervention, and Recovery Strategies, dated May 23, 2007.

Some suggestions may include, but not limited to, the following:

Universal
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Train school staff on the importance of attendance, on attendance data and how to
make appropriate educational referrals to ensure student success.

Notify staff, students, and families and the community regarding Compulsory
Education Law (distribute Opening Attendance Policy Letter, hold
assemblies/parent meetings, make announcements, post information etc.)
Communicate attendance goals and teach good attendance habits (96% or higher
attendance rate, no more than 5-7 absences for school year etc.)

Use incentives to increase and maintain good attendance (awards/certificates,
school activities,

Selected

Exhaust every effort/method available to assist at-risk students. Review student's
records, including attendance, grades, test scores, and discipline records, to
determine the most appropriate services (change class schedule, referral to
tutoring, counseling etc.)

Compile available in-school and community resources that address the various
needs of students.

Assign a case manager (such as a PSA Counselor, academic counselor) to
coordinate, monitor, and document services offered and services utilized for
students who exhibit patterns of poor attendance, social/emotional problems, or
poor school adjustment.

Form a Coordination of Services Team (COST) that documents and coordinates
multidisciplinary student services that may include, but is not limited to, SST, IEP,
SART, or SARB.

Targeted/Intensive

Exhaust every effort/method available to recover those students that have dropped
out- (i.e., Contact neighbors of family to find where they may have moved to, home
visits, letters, etc.)

Schools should develop strong collaborations/partnerships with their adult schools,
community colleges, skills centers, options programs, AEWCs, and occupational
centers.

For students not successful at a traditional comprehensive school--Use the “Guide
to Educational Alternative Placements for At-Risk Students” to inform students and
parents about available options.

Compile a list of all the educational options within the student’s surrounding area
along with the listed requirements.

Potential Dropouts List: It is recommended that schools create a “dropout list team” to
assist in clearing the potential dropout lists which comes out three times per year. Schools
are encouraged to utilize the “Potential Dropouts List Protocol” provided by Pupil Services
on pupilservices.lausd.net. It is important that schools use due diligence to clear students

from these lists and have a prevention/intervention program in place.

Alternatives to Suspension: It is the responsibility of site administrators to assist in the
development of procedures for implementing alternatives to suspension, including any and
all interventions. Pursuant to E.C. section 48911.2 (a), schools with suspension numbers
that exceed 30% of their enroliment from the previous school year shall consider
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implementing alternatives to suspension. Before creating and implementing alternatives to
suspension refer to BUL-5655.0, Guidelines for Student Suspension, dated issued
December 6, 2011.

Note: By law, alternatives to suspension must be used to address problems of truancy,
tardiness, and/or other attendance-related issues.

. TARGETED/INTENSIVE(TIER II1)

School Attendance Review Team (SART) and School Attendance Review Board
(SARB)
Utilize SART and SARB for students with excessive absences.

Truancy Abatement Partnerships:
Schools may have partnerships with community programs to address student attendance,
describe any partnerships your school has developed.

Sample of Abatement Partnerships:
e District/City Attorney Truancy Prevention Programs
e Partnership with Los Angeles Police Department and LAUSD School Police to cite
students who are not in school during school hours for loitering. Schools should
develop the support services needed for students cited upon their return to school.

Educational Options: Placing students in a school or program that best fits their needs
can help student successfully engage in learning and follow a path to achieving a high
school diploma.

Independent Study: Every school shall develop an In-School Independent Study
Program at the discretion of the school principal to address two important needs (1) To
provide an opportunity for students who are absent from school due to life circumstances
such as long-term iliness, delivery of a child, family emergency or other situation. The
parent may obtain written permission for the student to make up their academic
assignments. (2) In these tenuous times of depleting budgets, the District will recoup ADA
that would have been lost if not for the Independent Study Program. Refer to BUL- M-128,
Guidelines for Independent Study Program, dated May 31, 2001.

The following Education Codes should be reviewed:

e Independent Study is a voluntary instructional strategy. No student shall be required to
participate in Independent study. (EC 51747 (c) (7))

¢ An individual with exceptional needs may not be enrolled in Independent Study unless
his or her Individualized Education Program (IEP) specifically provides for such
enroliment. (EC 56026 & 51745 (c) )

¢ The independent study curriculum shall be substantially equivalent in quality and
guantity to classroom instruction. (EC 11701.5)

. SCHOOL RESPONSIBILITIES

Training: Appropriate training is necessary to insure that all staff understands the
importance of attendance and how it is everyone’s responsibility. All staff including
administrators, teachers, support personnel, and classified must have a clear
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understanding of their roles, and responsibilities in the areas of attendance improvement,
attendance accounting, and attendance monitoring.
Some examples of trainings are listed below:

e How to utilize the reports in ISIS, My Data and other attendance data programs.

e Staff training on attendance related bulletins, laws, and policies.

e Parent/student attendance assemblies/meetings

e Parent workshops that review the Parent-Student Handbook

e Workshops for teachers and office personnel on accurate attendance record
keeping.

e Trainings for school staff regarding strategies to implement monthly activities
focused on reducing the number of truants, inactive students, and recovering
dropouts.

Roles and Duties of School Staff: Schools should review the roles and specific
duties of all school staff as they relate to improving student attendance. Schools vary
in their office staff size, as such the roles and duties will vary from school to school.
The elementary administrator responsible for attendance can use the “ISIS Attendance
Responsibility Summary Chart” on pages 6-7 of the Integrated Student Information
System (ISIS) Attendance Procedure Handbook for Elementary Schools; version 1.6
dated July 15, 2011, for assistance. The secondary administrator responsible for
attendance can use the “ISIS Attendance Responsibility Summary Chart” on pages 10-
11 of the Integrated Student Information System (ISIS) Attendance Procedure
Handbook for Secondary Schools; version 2.7 dated July 15, 2011, for assistance. The
Continuation School administrator responsible for attendance can use the “ISIS
Attendance Responsibility Chart” on page 8-9 of the Integrated Student Information
System (ISIS) Attendance Procedure Handbook for Continuation Schools; version 1.9
dated July 15, 2011, for assistance. The Community Day School administrator
responsible for attendance can use the “ISIS Attendance Responsibility Chart” on page
8-9 of the Integrated Student Information System (ISIS) Attendance Procedure
Handbook for Community Day Schools; version 1.4 dated April 11, 2012, for
assistance. Provide specific names for the person(s) primarily responsible for the
tasks listed and a person(s) who will serve as back-up when the primary person is
absent.
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SCHOOL ATTENDANCE & DROPOUT PREVENTION PLAN

(Insert Your School’s Name)

(Insert School Year)
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INTRODUCTION
COMPULSORY EDUCATION
"Each person between the ages of 6 and 18 years not exempted under provision of this
chapter is subject to compulsory full-time education. Each person subject to compulsory
continuation education not exempted shall attend public full-time day school or continuation
school or classes for full-time designated as the length of the school day by the governing
board of the school district in which residence of either parent or legal guardian is located.
Each parent, guardian, or other person having control or charge of such pupil shall send the
pupil to the public full-time day school or continuation school or classes for the full-time
designated as the length of the school day."

"Unless otherwise provided for in this code, a pupil shall not be enrolled for less than the
minimum school day established by law" Education Code 48260.

STUDENT ATTENDANCE POLICY

On July 13, 2004 The Los Angeles Board of Education adopted a District—Wide Student
Attendance Policy. This comprehensive policy focuses on implementing an attendance
intervention protocol such as alternatives to suspensions, City/District Attorney Truancy
Abatement Programs, identifying and assisting at-risk students/potential dropouts, staff
development, parent involvement, self-audits and accountability in order to improve student
in-seat attendance.

ATTENDANCE & DROPOUT PREVENTION PLAN
This template was developed to assist schools plan, communicate, their school’s student
attendance goals and to meet the District mandates listed below.

e Every school shall develop and implement a written Attendance & Dropout Prevention
Plan in collaboration with appropriate participants, refer to Appendix: A-1: Blueprint for
Attendance Improvement.

e Every school shall implement Appendix A-2: Attendance Intervention Protocols

INSTRUCTIONS

STEPS TO FOLLOW

1. Assemble your Attendance & Dropout Prevention Team.

2. Review the items in red, discuss, create, and implement specific to your school's
needs.

3. Allinstructions printed in red require specific school information to be inserted in the
space provided.

4. Once your school's plan has been completed, provide a copy to each member of the
attendance team.

5. Copies of the Attendance & Dropout Prevention Plan should be available in the
principal’s office, main office, and the attendance office.

Please refer to the Appendix C-1: Attendance and Dropout Prevention Plan Guide for an
expanded list of recommended topics to be included in the attendance plan.
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ATTENDANCE & DROPOUT PREVENTION PLAN

1. ATTENDANCE & DROPOUT PREVENTION TEAM MEMBERS
The following staff members should be included: PSA Counselor, Principal, Assistant
Principal, counselors, nurse, Diploma Project Counselors, teachers, office clerks, parents,
and students.

Team Member Title

2. LAUSD Performance Meter

DATA DRIVEN DECISION MAKING
Monitoring Student Attendance:

SCHOOL’'S ATTENDANCE DATA

Last School Current School Performance Meter
Year Year Target

(Current Year)

Student Enrollment
In-Seat Attendance %
Graduation Rate
Drop-Out Rate

School Staff Attendance
School data can be found on MyData, for dropout and graduation rates go to
www.cde.ca.gov.

Attendance Summary by Location

Below Basic Basic

School

Name Unknown

87 - 91% 92 - 95%

Total

Insert School
Data

»
>

A
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INSERT YOUR SCHOOL’S SPECIFIC PLAN TO MOVE ALL STUDENTS TOWARDS THE
PROFICIENT AND ADVANCED ATTENDANCE BANDS (96% or ABOVE) HERE

3. USING THE 3 TIERED APPROACH FOR ATTENDANCE

Schools can obtain their own specific numbers to determine where students fall in the
Universal, Selected, and/or Targeted/Intensive Tier by going to mydata.lausd.net.

Your School’s..... What does your school have

in place at each tier?

3 Tiered
Approach to a ted/
argete
Attendance Intensive
(3-5%)

High-risk students
Individual Interventions

Selected
(At-risk Students)

Classroom, Family, & Small
Group Strategies

(10-20%6 of students)

Universal
(All Students)

School-wide, Culturally Relevant

Systems of Support
(75-85% of StUdentS) AdaNted from Sprague & Walker, 2004

SCHOOL-SITE ATTENDANCE STRATEGIES

4. Universal (Tier I)

POSITIVE SCHOOL CLIMATE

Every school shall develop a positive social climate. This climate should be nurturing,
encourage positive human relations between staff and students, and make students feel, and
believe that they are important human beings capable of making wise decisions. The
classroom environment should be hospitable and should create an atmosphere in which
regular school attendance and high achievement are expected of every student. A positive
school climate promotes good attendance and academic achievement. Because a positive
school social climate promotes in students the desire to both want to attend school on a
regular basis and achieve their academic potential. Its importance cannot be taken lightly.
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Comprehensive Student Support: Resiliency Building Components
7 Aspects of Comprehensive Student Support (CSS):

1) Connectedness and Sense of Belonging 5) High Expectations
2) Opportunities for Meaningful Participation 6) Clear and Consistent Boundaries
3) Supportive Relationships 7) Recognition Programs

4) Safe and Positive Environment

List the Attendance & Dropout Prevention programs in place at your school | Circle the CSS
which address each of the 7 aspects of Comprehensive Student Support Aspect(s) Each
Program
Addresses

1234567

1234567

1234567

1234567

1234567

1234567

1234567

INSERT YOUR SCHOOL'S POSITIVE SCHOOL CLIMATE STRATEGIES HERE

INCREASE STUDENT ATTENDANCE

INSERT YOUR SCHOOL'S SPECIFIC PLAN TO INCREASE STUDENT ATTENDANCE
HERE

ATTENDANCE INCENTIVES/MOTIVATIONAL PROGRAMS

Schools should analyze practices that contribute to the increase of attendance or decrease of
absences and develop policies and strategies to assist schools in the implementation of
programs that enhance attendance.

INSERT YOUR SCHOOL’S ATTENDANCE INCENTIVES/MOTIVATIONAL PROGRAMS
HERE

LAUSD EMPLOYEE ATTENDANCE POLICY:
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INSERT YOUR SCHOOL'’S SPECIFIC PLAN TO INCREASE STAFF ATTENDANCE HERE

INCENTIVES FOR TEACHERS

INSERT YOUR SCHOOL'S INCENTIVES FOR TEACHERS HERE

5. SELECTED (Tier II)

COMPULSORY EDUCATION

Accurate Record Keeping:
Accurate Record Keeping Actions: Administrator(s) Staff Member(s)
Overseeing Action: Responsible for Action:

Develop site-based policies for attendance

Train existing and new teachers on
attendance procedures

Train clerical staff who enter student data
into ISIS/SIS on district policy and
procedures and provide appropriate access
level

Complete and enter checkouts and new
enrollees

Print paper rosters for substitutes (when
applicable) and in case of a power outage
or emergency

Verify attendance is taken during the first 15
minutes of class (in secondary, every
period)

Enter and update student contact
information into SIS and Blackboard
Connect. (i.e. emergency card updates)
Clear unresolved absences by entering
reason codes

Collect and file absence reason notes

Each month print an ID99 of all students
who have withdrawn to confirm their
enrollment in another school

Run a follow-up on Attendance Not
Submitted Report

Run Absence Detail Call List daily and run
other reports as needed.

Field 212 on SIS is updated on a regular
basis

Truancy Letter Report (Initial Evaluation list)
is reviewed monthly and corrected
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TARDY POLICY AND PROCEDURES

Regular and punctual attendance is expected of all students. A studentis considered tardy
upon arrival to any class after the tardy bell. The following issues must be considered in
creating your school’s tardy policy:

Any unexcused tardy in excess of 30 minutes, may be counted toward truancy.

INSERT YOUR SCHOOL'S SPECIFIC TARDY POLICY HERE

TRUANCY

"Any pupil subject to compulsory full-time education or to compulsory continuation education
who is absent from school without valid excuse three days or tardy in excess of 30 minutes
on each of more than three days in one school year is truant and shall be reported to the
attendance supervisor or to the superintendent of the school district.” Education Code 48260

"Any pupil is deemed a habitual truant who has been reported as a truant three or more
times per school year, provided that no pupil shall be deemed an habitual truant unless an
appropriate district officer or employee has made a conscientious effort to hold at least one
conference with a parent or guardian of the pupil and the pupil himself, after the filing of
either of the reports required by Section 48260 or Section 48261." Education Code 48262

TRUANCY POLICY AND PROCEDURES

LAUSD automated the Mandated Initial Truancy Letter through ISIS (Integrated Student
Information System). School sites generate their own LAUSDMAX Truancy Reports and
update the Initial Evaluation list. In order to ensure accuracy of truancy letters mailed, school
staff is allotted ten school days to clear absences prior to the actual production of the letters,
thus preventing unnecessary generation of truancy letters.

INSERT YOUR SCHOOL'S PROCESS REGARDING GENERATING, REVIEWING, AND
CORRECTING THE TRUANCY REPORT HERE

Truancy Parent Notification
Parents and guardians have the right to be notified in their own language of the following:

e Requirements of the California Compulsory Education Laws (E. C. 48260.5).

¢ When students are absent from school without a valid excuse (E. C. 48260.5).

e Resources available to assist them in addressing problems that are barriers to regular
school attendance.

e Access to LAUSD resources that provide the opportunity for alternative educational
programs.

Education Code 48260.5 - "Upon a pupil’s initial classification as a truant, the school district
shall notify the pupil’s parent or guardian, by first-class mail or other reasonable means, of
the following:
a) That the pupil is truant.
b) That the parent or guardian is obligated to compel the attendance of the pupil at
school.
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c) That the parent or guardian who fails to meet this obligation may be guilty of an
infraction and subject to prosecution.

d) That alternative educational programs are available in the district.

e) That the parent or guardian has the right to meet with appropriate school personnel to
discuss solutions to the pupil’s truancy.

f) That the pupil may be subject to prosecution under Section 48264.

g) That the pupil may be subject to suspension, restriction, or delay of the pupil’s driving

privilege pursuant to Section 13202.7 of the Vehicle Code.

h) That it is recommended that the parent or guardian accompany the pupil to school and
attend classes with the pupil for one day.

INSERT THE PROCEDURES THAT YOUR SCHOOL FOLLOWS AFTER A STUDENT IS
KNOWN TO HAVE BEEN TRUANT HERE

3 TIERED INTERVENTION PROGRAMS

Every school shall develop a system to identify and assist high-risk students and potential
dropouts. Implementation of the Coordination of Services Team (COST) and the Student
Success Team (SST) will serve to provide resources, assess family needs and provide
interventions necessary to stabilize the student and family and return the student to regular

daily attendance.

UNIVERSAL Tier |

Activities/Programs in Place to Support
Students:

Responsible Staff
Members/Office:

Parent Meetings

MyData- Utilize where
students fall in these tiers

Grade Level Transitions

Matriculation between
schools

Off Track/Vacation
times/Intersession
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SELECTED Tier Il Activities/Programs in Place to | Responsible Staff
Support Students: Member/Office

Parent Meetings

Data

Referral list for on and off campus
resources (i.e., mental health services,
tutoring, food/clothing/shelter, etc.)

Students are discussed in
Multidisciplinary teams and offered
support plans

Parents/Students are informed of
opportunities to engage in
supplemental educational programs.

TARGETED/INTENSIVE Tier llI Activities/Programs in Place to | Responsible Staff
Support Students: Member/Office

Parent Meetings (SART/SARB)

Data

Specific and individualized plans
modified to meet student needs.
Parents/Students are informed of
opportunities to engage in alternative
educational programs including credit
recovery options
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Potential Dropout Lists: Dropouts who re-enroll in another California school will be subtracted
for the school’s dropout count. Schools are provided instructions on downloading the lists of
students who may be counted as a dropout. Identified students must be placed in a
prevention/intervention program.

INSERT YOUR SCHOOL'S AT-RISK DROPOUT PREVENTION/INTERVENTION PROGRAM
HERE

ALTERNATIVES TO SUSPENSIONS

Identify consequences that are appropriate responses to misconduct and that provide the
student with an opportunity to learn the skills necessary to avoid recurrence of misconduct.
(Refer to BUL-5655.0 Guidelines for Student Suspension dated December 6, 2011).

INSERT YOUR SCHOOL'S ALTERNATIVE TO SUSPENSIONS PROCEDURES HERE

. Targeted/Intensive (Tier IlI)

SART and SARB

INSERT YOUR SCHOOL'S SART and SARB PROCEDURES HERE

TRUANCY ABATEMENT PARTNERSHIPS

Research indicates that student attendance significantly increases when school districts form
strong partnerships with community programs that prevent truancy.

INSERT YOUR SCHOOL'S TRUANCY ABATEMENT PARTNERSHIPS HERE

IN-SCHOOL INDEPENDENT STUDY PROGRAM

The implementation of an Independent Study Program is at the discretion of the school
principal. The primary purpose of Independent Study is to design a program of study that is
more responsive to the academic, personal, and social needs and interests of the individual
students than some traditional approaches. All enrolled students may reach District curriculum
objectives and fulfill graduation requirements outside of the regular classroom setting.

INSERT YOUR SCHOOL'S EFFORTS TO IMPLEMENT AN IN-SCHOOL INDEPENDENT
STUDY PROGRAM HERE

. School Responsibilities

TRAINING
Appropriate training for administrators, teachers, support personnel, and classified staff is
important so that all staff have a clear understanding of their roles, and responsibilities in the
areas of attendance improvement, attendance accounting, and attendance monitoring.
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INSERT DESCRIPTION OF TRAINING PROGRAMS FOR SCHOOL STAFF, PARENTS, AND
STUDENTS HERE

DESCRIPTION OF ROLES AND DUTIES OF SCHOOL STAFE
Schools should review the roles and specific duties of all school staff as they relate to improving
student attendance.

Persons that should be included may include, but not limited to, the following:
* Pupil Services Counselors (i.e. PSA, DPC, AIC, GPC, R-GPC)

Principal

Assistant Principal, Student Support Services (SSS)

Academic counselors

Deans

Nurse

Campus aides

Teachers

Attendance office clerks

Records Clerk

Parents/guardians

Students

Campus police and/or school safety personnel

INSERT ROLES AND SPECIFIC DUTIES OF ALL SCHOOL STAFF, PARENTS/GUARDIANS,
AND STUDENTS HERE
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Attendance Responsibility Assignment Chart

Responsibility

Responsible
Administrator

Responsible
Person(s)

How
Often?
Daily
/Weekly

Teachers must submit attendance
the first 15 minutes of each
class/period

Revise and disseminate
Attendance Plan

Continuously conduct clerical,
teacher and staff in- services
regarding attendance accounting
procedures and updates

Conduct group informational
meetings with school staff regarding
tracking, monitoring and case
management of students with
excessive absences

During parent conferences discuss
the impact attendance and behavior
have on academic success in the
classroom

Ensure attendance for each
class/period is submitted*

Run Attendance Not Submitted
(ANS) report with date range on ISIS
and provide to teachers and
administrator*

Daily

Create and implement student sign—
ins for all offices and school activities
to ensure accurate attendance record
keeping

Ensure attendance is submitted for
all offices and school activities.
Collect and input sign-ins for all
offices and school activities. Ensure
absences are cleared

Run ISIS Extended Absence Report

Create and input an absence log for
student exclusions and extended
absences

*For additional support on attendance procedures refer to the Elementary or Secondary ISIS Handbook
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Attendance Responsibility Assignment Chart

Responsibility Responsible Responsible How
Administrator Person(s) Often?
Daily
/Weekly
Update and manage SIS/ISIS/ Daily

Blackboard Connect for all absences

Encourage classroom teachers to call
home to inquire about student’s Daily
absence and report information to
attendance office

Call home for 2-3 consecutive day
absences

Monitor students with excessive
absences.

Document reasons for absence and
expected day of return

Clear Uncleared Absences

Referral & Resource for Non
Enrollees, Pass throughs

Review the Truancy report (Initial Monthly
Evaluation List) and update the
students attendance record

Mail Truancy Letter #2 after 4
absences without valid excuse

Schedule parent/guardian conference
to review records and develop an
intervention plan/contract

Refer students to COST,
SST,SART,SARB ACT and Truancy
Prevention program

Hold assemblies for
parents/guardians of students who
are truant/habitual truant.

Mail Habitual Truant Letter # 3 after
5 absences without a valid excuse

School Site Advocates
Homeless Liaison

Foster Care Liaison

Other:

*For additional support on attendance procedures refer to the Elementary or Secondary ISIS Handbook
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Guidelines for Verification of Residence

A school may accept one or more of several types of documents from the parent or
legal guardian of a pupil as reasonable evidence that the pupil meets residency
requirements for school attendance in the Los Angeles Unified School District. All
documentation must be current and must identify the parent or legal guardian as the
resident. Examples of documents that may be accepted as proof of residence include,
but are not limited to any of the following:

e Utility service bills (gas, water, electric)
e Property Taxes, rental or lease agreement
e Official government mail (CalWorks, Social Security)

Other documents may also be considered as proof of residence. However, many of
these documents may not be as reliable as those listed above and therefore, may
require additional verification. Examples of these documents include, but are not
limited to:

e Escrow papers

e Current bank statements (personal checks will not be accepted as proof of
residence)

e Moving company receipts

e Verification of residency service letter from a utility company

Any documentation offered as proof of residence must show the name of the
parent/legal guardian, a current date and the residence address. The LAUSD does not
accept telephone bills or driver’s licenses as proof of residence.

In the absence of specific documentation, a prospective parent may provide a written
affidavit (See attached form — D2) verifying his or her residence.

Schools may not require the parent/legal guardian to notarize or provide notarized
documentation.

At times, a student will be allowed to enroll in school based on special circumstances.
In these cases, one of the following should be accepted in lieu of standard proof of
residence documentation:

Homeless Affidavit or Affidavit of Temporary Residence

DCSF Form 1399 “Notification to School of Minor’s Placement Status”
Intra or Inter-District Permit

Special Education IEP

Guidelines for Verification of Residence- English
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Guia Para Verificacion de Domicilio

Las escuelas del Distrito Escolar Unificado de Los Angeles aceptan uno o mas de los
siguientes documentos como prueba razonable de que un estudiante habita dentro de la zona
gue le confiere derecho a matricularse en ellas. Los mismos deben ser presentados por uno
de los padres o tutores del estudiante, identificar a estos como residentes en el domicilio, y ser
actuales. Entre otros, algunos de los documentos aceptados son:

Facturas de servicios publicos (gas, agua, electricidad).

¢ Recibo de contribucién inmobiliaria, contrato de alquiler.
Correspondencia oficial proveniente de una entidad gubernamental (CalWorks, Seguro
Social).

Existen otros documentos que también se aceptan como prueba de domicilio. Sin embargo,
muchos de ellos pueden no considerarse tan fiables como los mencionados en la lista anterior
y por consiguiente, requieren de verificacion adicional. Entre otros, algunos de estos son:

¢ Documentos de escritura de la propiedad en que se reside.

o Estado de cuenta bancaria actual (no se aceptan cheques personales como prueba de
domicilio).

e Recibos de pago a una empresa de mudanzas.

e Verificacién de servicio residencial de parte de una compafiia de servicios publicos.

Toda documentacién que se presente como prueba de domicilio debe incluir el nombre de por
lo menos uno de los padres o tutores del estudiante, fecha actual, y la direccién del hogar.
LAUSD no acepta facturas telefonicas o licencias de conducir como prueba de domicilio.

En caso de no contar con la documentacion especifica que compruebe el domicilio, los padres
del estudiante pueden realizar una declaracién jurada por escrito (ver formulario D2 adjunto)
gue verifique el domicilio.

La escuela no puede exigirles a los padres de familia o tutores que presenten documentacion
notariada.

En ciertos casos, se le permitird a un estudiante que se inscriba en la escuela bajo
circunstancias extraordinarias. En tales casos, se podran aceptar uno de los siguientes
documentos en lugar de la documentacion habitualmente exigida:

e Declaracion jurada de carencia de hogar fijo [Homeless Afidavit] o declaracién jurada
de residencia temporal.

e Formulario 1399 DCSF de “Notificacion a la Escuela de la Asignacion del Menor”.
Permiso dentro del Distrito o entre distritos [“Intra o Inter-District Permit].

e |EP de Educacion Especial.

Guidelines for Verification of Residence - Spanish
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Chitng Nh@n Nai Thudng Tri

Nha trudng c6 thé chdp nhan mdt hay nhi€u th trong vai loai vin kién tif phu huynh hay gidm
h6 hdp phdp clia mdt hoc sinh nhu 12 bing chitng hitu 1§ réing hoc sinh d6 dép tng dudc cic diéu
kién doi hdi vé thudng tri dé di hoc trong Khu Hoc Chanh Los Angeles. Tit c4 vin kién phai 12
hién thoi va phdi x4c nhin phu huynh hay gidm h hgp phdp la thuding trd nhan. Cdc vi du vé
nhitng vin kién nao c6 thé dugc chdp nhin 12 bing chimg thuding tr gom ¢d, nhung khéng phéi
chi gidi han trong bat ctt loai nao sau day:

* Héa don cdc dich vu tién ich (Khi dot, nudc, dién)
* Céc Gidy Thu€ Tai Sén, hgp dong thué hay mudn dai han
* Thu chinh thitc ctia chinh pht (CalWorks, An Sinh Xa Hoi)

Nhitng vin kién khéc ciing c6 thé dudc xem 12 biing chiing thuding trd. Tuy nhi&n, nhidu thi vin
kién ndy c6 thé khong tin ciy dugc nhu nhiing thi ghi trén va vi th€, ¢6 thé can thém xdc minh
b6 sung. Vi du vé céc van kién &y gom c¢d, nhung khdng chi gidi han trong:

* Gidy ty mua bdn nha

* (Cic bdo cdo truong muc ngin hang hién thdi (chi phi€u c4 nhin sé khong dugc chap
nhin [ bing ching thudng tri)

* Bién nhén cla hing chuyén chd don nha

* Thu xdc minh vé dich vu cho noi thuding trii clia cdng ty tién ich

Bat ci viin kién nao dva ra 1am bang ¢§ thuding trd ciing phai c6 tén cta phu huynh/giédm hd,
ngay thdng hién tai va dia chi noi thudng trd. LAUSD khdng chap nhén héa don dién thoai hay
hang Iai xe nhu 1a bang c6 thudng tri.

Trong trudng hgp thi€u van kién cu thé, phu huynh tuong lai c6 thé ndp mot don biing vin ban
(Xin xem mau dinh kém -B2) xac minh noi thudng trd ctia minh.

Céc trudng khong thé doi héi phu huynh/gidm ho hgp phap di cong chiing chit ky hodc phai ndp
van kién dugc cong chitng.

C6 nhitng lac, hoc sinh s& dudc phép ghi danh vao hoc cin ¢t trén céc trudng hgp dédc biét.
Trong nhiing trudng hgp ndy, mdt trong nhitng thit sau diy phai dugc chap nhan thay thé cho vin
kién tiéu chuin chitng nhan thudng tri:

* DBon V6 Gia Cuhay Pon Noi Cu Tra Tam Thoi

+  MAiu DCSF 1399 “Thong Béo cho Trudng vé Tinh Trang Xép Lép Vi Thanh Nién”
* Gidy Phép Chuyén Trutng Noi Bo hay Giita Cac Hoc Khu

* JEP Gido Duc Bic Biét

6528 be (Vietnamese) Translated by the LAUSD Translations Unit
Guidelines for Verification of Residence
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ITogTBEpXKAEHHE MecTa XKUTEJIbCTBA

IIkosia MOXeET MPUHATH OFWH UK DoJlee pa3IMUHBIX JOKYMEHTOB OT POJUTENEH MAM
OTeKyHOB peGeHKa, KOTOphie INOATBEPXK AT I1paBo pebeHKa rnocewats wKoay O0beJMHEHHOTO
LIKOJIBHOTO OKpyra r. Jloc-AHpxeneca. Bece JOKYMeEHTH JOJIKHBL OBITh JEHCTBUTENIBHLI U
CBUJIETETBCTBOBATE O TOM, YTO POAUTE b MJIM ONEKYH MOCTOSHHO MPOXKUBAKOT I10 YKA3aHHOMY
MMM ajpecy. 3[ech MoKa3aHbl 06pa3lbl HEKOTOPBIX AOKYMEHTOB, KOTOpHIE TIPHHUMAIOTCH KakK
MOATBEPXACHHUE MECTa XMUTEJIbCTBA.

¢ Cuer 3a KOMMYHaJIbHbIE YCJIYru (ras, BoJa, 3J€KTPUYECTBO)
* Hanor Ha HeJBUXHUMOCTb, KOHTPAaKT KBAPTHPOCHEMILIUKA
*  OdwuuumanpHas rocypapcreeHHas noura (CalWorks, cow. obecrieueHue)

CyLLecTBYIOT TaKXKe ApYrue QOKYMEHTBI, KOTOPbIE MOTYT CJYyXKHTb KaK JOKAa3aTeIbCTBO MeECTa
JKUTEJIBCTBA. DTU AOKYMEHTHI HE HACTOJIbKO JOCTOBEPHBI KaK IIPEABIIAYIIHE U TTI0ITOMY LIKOJIA
MOKET noTpeboBaTh JOMOJIBHUTEIbHBIX JOKA3aTeIbCTB. 34eCh TIPUBEHEH P TAKHX
JOKYMEHTOB:

* JloxymeHTauusa Escrow

¢  Tekyujue 6asiaHchl DAHKOBCKOTO cueTa (YEKHM He NMPUMHMMAITCA KaK J10Ka3aTeJIbCTBO
MecTa JKHTEeTbCTRA).

¢ KsuTaHLIMM 32 MepeBO3Ky Oaraxa Mpu repee3fe Ha KBapTUPY

¢ [logTBepXkIeHWE KOMIAHWM, MPEAOCTABISIOLIME KOMMYHAJIbHBIE YCIIYrd 00 OTKPBITUN
cuera.

KaXasil JOKYMEHT, MOABEPAKAAIOIMIT MECTa KUTEIbCTBA JOJIKEH BKJIKOYATh UM U PaMMUIHIO
ponMTesiell MM OIeKyHOB pebeHKa, JaTy M afpec mo MecTy npoxuBaHusA. O0beMHEeHHbIH
LUKOJIbHbIH OKPYT I. JIoc-AHKesleca He NPHHUMAET TesleDOHHBIM CYET HIIH BOJUTEIbCKHE
MpaBa KaK JI0KA3aTeJIbCTBO MECTA JKHUTEJIbCTBA.

[Ipu OTCYTCTBMH ONpPEAEACHHBIX JOKYMEHTOB POAMTENM MOTYT MOOATh MUCbMEHHOE
CBHQUTEJILCTBO KaK JOKAa3aTEJIbCTBO MECTa XUTE/bCTBA. (CM. NPpUOKeHHYIo Gpopmy-B2)

IIIkossl He OygyT TpedoBaTh OT POAUTEEH MJIM OMEKYHOB IMPEJOCTABUTh HOTAPHUAJIBHO
3aBEpEHHBIE JOKYMEHTHI.

B HEKOTOPHIX CJIy4asiX LIKOJbHHUKY Pa3spellaT 3aliicaThCsl Ha 3aHATHA MPHU 0COOBIX
00CTOATENNBCTBAX. B 3THX CJlyyasix BMECTHO OOBIUHBIX JOKYMEHTOB, IOJTBEPXKJAOLIUX MECTO
TMPOXMBAHWUA MPUMYT CIEYIOLIME JOKYMEHTBI:

*  [IucbMeHHOE CBUAWUTEILCTBO 00 OTCYTCTBHMM OMpPefeSIEHHOTO MECTa KHUTEIbCTBA MJIH O
BPEMEHHOM MecTe TNpPOXMBaHUS.

* PaspeueHue Ha BHYTPMBEJOMCTBEHHbIH MEpPEBO, y4alllerocs UM IePeBoj B LUKOJY
JpYroro LIKOJIbBHOT'O OKpyra

* (opma 1399, BeifanHag oTAaesoM obcnyxuBaHua feteil u cembu DCSF ., ¥ Bemomenue
LIKOJIEl O MOMEILEeHUH HEeCOBepLUEeHHOJIETHEro (B CeMbIO, BOCIIMTATEIbHOE yYpexkJeHue
wT g

* [IIporpamma cney. obpasoBaHus IEP

#6528st Translated by the LAUSD Translations Unit (Russian)
Guidelines for Verification of Residence - Russian
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Affidavit to Verify Residence Form

(This form should be used only when the parent/legal guardian cannot provide documented
proof of residence.)

I, , declare | am the parent/legal guardian of

Name: First Middle Last Date of Birth
| currently reside at the address listed below.

Address City
CA Zip Phone #

At this time, | do not possess any official documentation to prove residency. This is because:

As soon as | am able to obtain documentation proving my residency, | will provide copies of
such documentation to the school’s attendance office.

| declare under penalty of perjury under the laws of California that the above statements are true
and correct.

Print Name of Parent/Legal Guardian

Signature of Parent/Legal Guardian Date

Parent/Guardian will be given 30 days to provide the “Proof of Residency” documentation. If not
received by , the student will be checked-out.

Parent/Guardian Signature

Affidavit to Verify Residence Form- English
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Declaracion Jurada Para Confirmar El Domicilio

(Este formulario se utiliza tan solo cuando el padre de familia o tutor legal del alumno no tiene
los documentos necesarios para probar que vive en su domicilio)

Yo, declaro que soy el padre o tutor legal de:

Nombre Segundo nombre Apellido Fecha de nacimiento

Actualmente vivo en la direccién apuntada a continuacion:

CA
Direccion Ciudad Cédigo postal

Teléfono

En este momento no tengo en mi posesién documentos oficiales que prueben que vivo en mi
domicilio. Esto se debe a
que:

En cuanto logre obtener los documentos que comprueban que vivo en mi domicilio, le
proporcionaré copias de dichos documentos a la Oficina de Asistencia Escolar de la escuela.

Declaro bajo pena de falso testimonio conforme a lo establecido por las leyes del Estado de
California que las declaraciones anteriores son verdaderas y correctas.

Escriba el nombre y apellido del padre o tutor en letra de molde

Firma del padre o tutor Fecha

Al Padre/Tutor se le dara 30 dias para que proporcione prueba de documentacion de domicilio.
Si esta no es recibida para la fecha de , el estudiante sera dado de baja en la

escuela.

Firma del Padre/Tutor

Affidavit to Verify Residence Form - Spanish
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REREEMBENEES
(E RIS B IER R D2 E e N R FELE T (FHRAT X A0 7T 5E ()
1, CEHE > WETHEAENRE,TEEEEA

" 4 SRS (Ed thAE HEA
B HRIfEEAE N EATY IR -

Hirhik ]

CA HEHE EEELIEHS

FEHHAT > BOLAEMREAS ARG E R - BN

BRSSO AGE IS (LR - Pt & (R B2 EER R A S fR BB S SR EIA -
WEAT EACS AR ERIERER - SRS 2 AR AR RS 2 -

DUERHH R X R IEE B N\ 4

HRNEERENZEH H

FELEERENFGEE] 30 RAGEM G (EHEBESNT - A1RAE

EARUE] > ZERAERHIRES -

HRNEERENZEH

Affidavit to Verify Residence Form - Chinese
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HEX B BaA
HEX YB WA

=201, =, 012) SAIE S0 2R/ S5 TS AEELIC
=EE 015 Z2H 018 = EIEETET
2012 BT Ofeh JITE F40 &40 USLICH
Fa A
CA SQTEIS SETE
#
ST Ol AIEOA 202 HEXS USE B4 SUNFE ANGHD UK LSLICL D ARE

=012 H|ZLIOt =82 /S22 ME ool 12 LHE0l MA0IH &S A=eLICh

Parent/Guardian will be given 30 days to provide the “Proof of Residency” documentation.
If not received by , the student will be checked-out.

Parent/Guardian Signature

20399ym_Translated by LAUSD Translations Unit (Korean)
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Don Xac Nhan Noi Cw Tru

(Mau ndy chi duoc dung khi phu huynh/giém hé hop phap khong thé trinh gidy to chirng minh

noi cuw tra.)
Toi, , tuyén bd, t6i 1a phu huynh/giam hd hop phap cua:
Tén: Tén Goi Chir Lot Ho Ngay Sinh

T6i hién dang cw ngu tai dia chi ghi duwéi day:

Dia Chi Thanh Phd
CA Zip Dién Thoai

Vao luc nay, t6i khdng c6 mét van kién chinh thirc nao chirng minh noi thwéong tri cha t6i. Boi
Vi:

Hé& khi nao t6i co thé 1ay dwoc gidy tor chirng minh noi thuong tri cla toi, t6i sé cung cap ban
sao van kién ay cho phong diém danh cta nha trwdng.

Toi tuyén bo chiu trach nhiém vé sw man khai theo luat phap California rang nhirng |6 phat
bieu trén la that va chinh xac.

Viét Rd Tén cGa Phu Huynh/Giam Ho Hop Phap

Chir Ky cta Phy Huynh/Giam Hé Hop Phap Ngay

Phu Huynh/Giam Ho sé& c6 30 ngay dé cung cép gidy to “Chirng Minh Noi Thuweng Tri”. Néu
khéng nhan dwgc vao han chét ngay , hoc sinh sé dwoc tra lai.

_ Ch@ Ky cta Phu Huynh/Giam Ho

Affidavit to Verify Residence Form - Viethamese
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AdduaaBut Ana noaTBepXKAEHUA MeCTa XUTeNbCTBa

(HaHHyro chopmy crniedyem ucronb3oeams 8 criyyasx, koeda podumeriu / oneKkyHbl He Mo2ym
npedocmasumb AoKyMeHmMbI Orsi Mo0meepx0eHuUs1 Mecmoxxumesibcmea)

A ABMAOCh poagntenem / omumansHbIM ONeKyHOM

nms CcpeaHun nHuuman damunusa JaTa poxaeHus

B HacTosLLee BpeMsa Mbl NPOXUBAEM MO HIDKeyKasaHHOMY afipecy:
agpec ropof
CA nouToBbIl MHAEKC TenedgoH

Ha paHHbIn MOMEHT Y MEHA HeT Kaknx-nnbo O(bVILWIaJ'IbeIX AOOKYMEeHTOB, noATrBepXaakuinx
MECTO XUTenbCTBa. ATO CBA3aHO CO cnegyrowmnm:

A npeagoctasnto ocbmcy KOHTPOJIA 3a LUKOSTbHOM NOCEeLaeMoCTbtO OOKYMEHTbI,
noarteepXxaarvwme MecTto XUTernbCTBa, KakK TOJNIbKO CMOTY UX NMONTYyYnUTb.

A noareepXxaar cornacHo 3akoHy O JkecBunageTernbCTBe WwTaTta Kanmcbopva, OOCTOBEPHOCTb
I/IHCbOpMaLI,VII/I O MECTOXUTENbCTBE.

nms n bamunusa pogutens / onekyHa nevaTHbiMu BykBamm

noanucbpoanTens / onekyHa faTta

Poagntensam / onekyHam gagyt 30 gHew Ansa nonyyYyeHus AOKYMEHTOB, NOATBEPXKAAIOLWNX MECTOXMTENLCTBO.B
crny4vae ecnv pogutenu / onekyHbl He CMOryT NPefoCcTaBUTb HEOOXOAMMbIE JOKYMEHTbLI B CPOK A0
, YYEHUKA OTYUCNAT M3 LLKONbI.

noanucb pogutensi / onekyHa

Affidavit to Verify Residence Form - Russian
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(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

Dear Parent/Guardian:

On __ (insert date) you enrolled your child(ren) at School utilizing
the “Affidavit of Residence” form requiring that you provide appropriate documentation
of your address within 30 days. You have until _ (insert due date)  to provide this
information.

We are sending this letter to you to establish your ability to receive mail at the address
you provided. Please bring this letter and the documentation verifying your address to
the school within the time allowed.

Failure to provide this information may result in one or more of the following actions by
the school:

e Checking your child(ren) out to the address and appropriate school of residence
as established through returned mail.

e Checking your child(ren) out to the last school of residence and attendance
which is still your legal placement according to the findings of our investigation.

e Checking your child(ren) out to the school of attendance based on the address
that we were able to verify as your legal residence through our investigation.

e Referring you and/or your child(ren) to the School Attendance Review Board or
other appropriate school, city, county or state authority.

When you return to the school with this letter and your documentation, please see
in the Attendance Office. An appointment can
be made by calling at your earliest convenience.

Thank you for your cooperation and prompt response.

Sincerely,

Principal

Verification of Residence (Follow-up letter) - English
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(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
(Address)
(City, State, Zip Code)
Estimado Padre/Tutor:
Usted recién matriculo a su hijo(a) en la Escuela utilizando

la forma de “Declaracién Jurada Para Confirmar Residencia” que requiere que provea
la documentacion apropiada para su domicilio actual hasta el dia

Le estamos enviando esta carta para establecer su habilidad de recibir correo en el
domicilio que proved. Por favor traiga esta carta y la documentacion para verificar su
domicilio dentro del tiempo asignado.

El no proveer la informacion requerida puede resultar en una o0 mas de las siguientes
acciones tomadas por la escuela:

e Dar de baja a su hijo(a) y enviarlo(a) a la ultima escuela de residencia y
asistencia que todavia es su domicilio legal de acuerdo a nuestra investigacion.

e Dar de baja a su hijo(a) y enviarlo(a) a la escuela de asistencia y asistencia que
todavia es su domicilio legal de acuerdo a nuestra investigacion.

e Dar de baja a su hijo(a) y enviarlo(a) a la escuela de asistencia que le
corresponde basado en la investigacion que se realizo sobre su domicilio y que
pudimos verificar como su residencia legal.

e Referirlo a usted y/o a su hijo(a) al Comité de Revision de Asistencia Escolar u
otra escuela apropiada, ciudad, condado, o autoridad del estado.

Cuando regrese a la escuela con esta carta y su documentacion, por favor vea a
en la oficina de asistencia. Una cita se puede hacer
llamando al en cuanto pueda.

Gracias por su cooperacion y responder lo mas pronto posible.

Atentamente,

Director(a)

Verification ofResidence (Follow-up letter) - Spanish
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(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

BENZREEEA:

IR AT (6 P B B E R R T EGEEM AL
LR IRE HZ At B FalE By E (g -

HAPIERAE R LL (5 B B2 R AR TR A R TR BE# B 1B (T re SRRV HEHE T RIS eV RE D - SRAETCET
AR Z A > 77 EIEEHE R E (R SR RIS -

ARAETR s — &k T RE B B SRR BRI M ITT 8 2 — B S HITH)

o RIREZEIRERNAFFLIRENE AL MY & EER L FEE -

o RHREAREAIAFIMMRL — R EEHEERER - RIBRMFEES - Zmrvit
HEATY AR &R BB FT -
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Verification ofResidence (Follow-up letter) - Chinese
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(SCHOOL LETTERHEAD)

(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

ZlOiot=E SR 2/E S KA
__(insert date) 2, Hot=30L OILHOl A=K LBEANF HNES R+ot=E “HF=X
&l = M (Affidavit of Residence)2 Soll XtHE St SEAIASLIC
Ol M3 MIZE AlStOl 2 &O0tJUSLICH
= MU E Bl X2 AA0I AHotIE MAloH =40 REX=XE &02I6H)]
ISULICH & A& AFX =4 20 SHUHFE 20l H=8 Al LU w2
IR A2,
PO BEE NSotkl e B2, SuS0M= O3S S otU 0l&2 =XE FHeg =
OIﬁLl El.
o UIESE REES Soll A& =A% ol StwE =0I6HT
o =12 TAFZH0 215N, HECZ HIEE It 222 HFX L &4
St E SHoIsHCt.
o ZEWO XTAE Soll ZOtHH Gt HE H=XZ SE FAE 2HE
EMstWE &olsttt
e Aot 2l Aot NEH(S)S &t 24 Ao A3, JlEt Y &1, Al
Jt2El, = J120ll 3|2 &+Ct
= A& HAF=X SENFRE 24 22 OIH MZoHA AlL.
Z MSIGHAIS, Belst AI2H0 AlZ2E 2452 Gt == JASLICH

Verification of Residence (Follow-up letter) - Korean
20400ym_Translated by LAUSD Translations Unit
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(SCHOOL LETTERHEAD)

(Date)

(Parent/Guardian Name)
(Address)

(City, State, Zip Code)

Zupghhstuny/ubtwdwnwn.

Inipytpgtpuptinniibghpdptptpuught upngp,
ogquwugnpskny

"Puwluduyphpuynpdniguniupn”, byywhwbgynidk,
npnnipinupdbphwugthhwdwyumnuupwt
thwunwpninpp ophg:

Ukupniqnuplynidbupuyuimdwlip, npnotnydkpjupnnnipjniup,
unwbwnthuwdwpthnunpuwyuhwugtny, npynipnykkp:
unpmudtuppbpbjwjutwdupithwunwpninpn,
huwunwnknydtppuypnghhwugbiwndudwbwl:

Ujunbintlnipniupdwjunn bjnigbupnid,
Yupnntwpwypkpkjuhpwthjuhundhongutiphdtpnuypnghnnuhg:

e Zwlknydbpbkptluuwghunyjuihwugkhghptujuuwphhudwyuwnwupuwinupnghg,
npphwutnuwnynidkthnunhlnnuhg:

o Zwlknydbpbptluwhuptwuduyphdtpohtinypnghgihwdwhidwntnhg,
npppkndbipophtwjwunbnuynpniduk,
hudwdwjudkphtwnwpunipjutiunugdusnydjuyubph:

o Zwuknydbpbptluwhthwdwpdwinunpnghg, npphhdudwstuythwugkhypu,
npuUkupjupnyutwiphwunwnbinpytudtpophtwjuiptwjuduwyppuphtnnwuptuntpjutd
hongni:

e dhpwgphnydbkqudbpbptuughttypnghZzudwpdw v kpuuydwtvnphnipplyudwythwupd
wpnujpng, pwnup, tphhpjudtwhwughhppwtinipynib:

Eppynipybpununtiwpnupnguyubudwlnyudbpthuunupnpny, punpnudtupnbuit)
ZwudujudwuFpuukiyulnud:
dwdwnpnipniupjupbhkjuwnwunt,

quiquhuwupbing pundbkphwupdwpmiput:

Cunphwljunipiniudiphwdwgnpsuljgnmipyutbidhsnyunuuimthhwdwn:
Uultnénpku’

Thpliunp

Verification ofResidence (Follow-up letter) - Armenian
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(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
(Address)
(City, State, Zip Code)
Thwa Quy Phu Huynh/Giam Ho:
Quy vi vira mé&i ghi danh cho (cac) con cua quy vi tai Trwdng

bang cach ding “Bon Xac Nhan Noi Cw Tri” doi héi rang quy vi phai cung cap van kién
thich dang ve dia chi ctia quy vi trong vong ngay.

Chuing t6i gtvi thw nay dén quy vi dé thiét 1ap kha nang cta quy vi nhan thu tin tai dia chi ma quy
vi da cung cap. Xin dem thw nay va van kién xac nhan dia chi ctia quy vi dén nha trwdng trong
khoang thoi gian cho phép.

Khong cung cap théng tin nay cé thé dan t&¢i mot hodc nhiéu bién phap sau day b&i nha trudng:

e Tra (cac) con clia quy vi vé dia chi va trwdng noi thuwdng tra thich hop nhw da thiét 1ap qua
thw dwoc gui tra lai.

e Tra (cac) con clia quy vi vé trudng noi thuwdng trd va dw hoc cudi cung noi van 1a chd sap
xép hop phap cla quy vi theo nhirng sw phat hién qua cudc diéu tra cla chung téi.

e Tra (cac) con cla quy vi vé trudng du hoc can c trén dia chi ma chang téi da xac minh
duoc 1a noi thwdng tra hop phap cla quy vi qua sw diéu tra cla chung t6i.

e GUri tén quy vj va/hay (cac) con cla quy vi t&i Hoi Déng Xét Duyét Biém Danh Hoc Buong
hodc thAm quyén thich hop khac ciia hoc khu, thanh phd, quan, hay tiéu bang.

Khi quy vi tré lai treong voi thw néy va vén’kién cua quy vi, xjn gap .
] ] & Phong Biém Danh. M6t budi hen cé thé (’TU’Q’C lap
bang cach dién thoai so vao luc thuan tién nhat cua quy vi.

Cam on quy vi vé su hop tac va dap r’ng nhanh chéng ctia quy vi.
Tran trong,

Hiéu Truwdng

Verification ofResidence (Follow-up letter) - Vietnamese
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AFFIDAVIT OF TEMPORARY RESIDENCE

l, , declare as follows:

| am the (check one)[_] parent [ ]legal guardian [_] caretaker of

Name: First Middle Last Date of Birth

a school age minor who is seeking admission to

School
in the Los Angeles Unified School District.
Since our family has not had a permanent address; however,
(date)
we do reside within the attendance area of

School
For school purposes, | can receive mail at and maintain regular contact with:

Name: Phone #:

Address:

Street City/State Zip Code
In case of emergency, please contact:

Name: Phone #:

Address:

Street City/State Zip Code

| declare under penalty of perjury under the law of California that the above is true and correct and
that if called upon to testify, | would be competent to testify thereto.

Signature of Parent/Legal Guardian/Caretaker Date

Witnessed by:

School administrator’s signature or his/her designee

Affidavit of Temporary Residence - English
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DECLARACION JURADA SOBRE EL DOMICILIO PROVISIONAL

Yo, , declaro lo siguiente:

Soy ellla (marque una casilla)_| padre/madre [ ] tutor(a) [_] la persona a cargo de

Nombre Segundo Nombre Apellido Fecha de Nacimiento

Un menor en edad escolar que solicita ingreso a

Escuela
en el Distrito Escolar Unificado de Los Angeles.

Desde el nuestra familia no ha tenido domicilio fijo; sin
(Fecha)

embargo, actualmente vivimos en la zona de asistencia escolar de

Escuela

Si la escuela desea comunicarse conmigo, puedo recibir correo y mantenerme en contacto
regularmente con:

Nombre: Ne de Teléfono

Direccion:

Calle Ciudad y Estado Zona Postal

En caso de una emergencia, por favor comuniquese con:

Nombre: Ne de Teléfono

Direccion:

Calle Ciudad y Estado Cadigo Postal

Declaro bajo pena de falso testimonio conforme a lo establecido por las leyes del Estado de
California que lo anterior es verdadero y correcto y que si se solicitara que testifique, atestiguaria
a ello con competencia.

Firma del padre, tutor legal o persona a cargo del alumno Fecha

Da fe:

Firma del administrador de la escuela o de la persona designada por el/ella.

Affidavit of Temporary Residence - Spanish
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Appendix E-1: Enroliment Documents

ENROLLMENT DOCUMENTS

Date of Enrollment

Student Name DOB

O

Appendix E-2: Office Checklist for Student Enroliment (file in
Cumulative Record for Audit purposes)

Appendix E-3: Student Enrollment Form* (file white copy
in Cumulative Record)

Appendix E-4: Student Emergency Information Form*
(Original to Nurse, Optional copy to Attendance Office)

1. Information on the Student Emergency Information
Form should be updated in ESIS/SSIS and ISIS
within 5 days.

Temporary/Student Health Card, if student is new to
LAUSD.

Immunization History

Appendix E-5b: Oral Health Assessment Letter /Waiver
Request Form only for kindergarten or first grade entry

Student Meal Application

Appendix G-1: Student Residency Questionnaire, if
applicable

Appendix E-6: Ethnicity/Race Identification for Students
Form

Appendix E-7a: Migrant Education Program Questionnaire

Appendix E-8a: American Indian-Alaskan Native Letter
Questionnaire

Appendix E-9a: Financial Responsibility for Damaged
School Property Letter

*Additional languages available on www.lausd.net under Families,
Forms and Policies tab.
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ENROLLMENT DOCUMENTS
Continued

Provide parent/guardian and students with the following mandatory
resources:

0 Parent/Student Handbook (updated yearly)

7 California School Nurses Organization health update
about Pertussis Vaccine Letter Master Academic School
Calendar

0 District and school attendance policy and procedures
related to absences, tardiness and truancy.

0 School rules, behavior standards, policies, school map
including location of restrooms, bell schedules,
pedestrian routes, etc.

7 CHAMP Program Brochure

0  Appendix E-10a: Family Educational Rights and Privacy
Notice (FERPA)

Completed by: Date:

Keep with enrollment documents
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LOS ANGELES UNIFIED SCHOOL DISTRICT
Student Health and Human Services
ATTACHMENT C
Student Name: Date of Birth: / /
OFFICE CHECKLIST FOR STUDENT ENROLLMENT (to be completed with each new enrollment form)

A. VERIFICATIONS/ADDITIONAL DOCUMENTATION RECEIVED

T. AGE VERIFICATION .. Certified copy of bifth record .. .Statement by local registrar of county recorder certiying the date of birth

...Baptismal Certificate duly attested ...Passport .. Affidavit (list below in #5) Chronological Age: Years Months

2. RESIDENCE VERIFICATION: ...Utility Service Bill (Electric, Gas or Water) ...Property Taxes or Rental or Lease Agreement
...Official Government Mail (CalWorks, Social Security) ...Affidavit (list below in number 5) ...Other (specify):

3. IMMUNIZATION VERIFICATION: ...Proof of Required Immunizations or Immunization Release

4. AFFIDAVITS (List all affidavits used, e.g. residence, homelessness, immunization release, caregiver):

5. FosTER FAamILY: ...Notification of Placement Status Form .. .Caregiver Affidavit

6. EMANCIPATED MINOR VERIFICATION: .. Legal Document Supplied

7. OPTIONAL ATTENDANCE AREA DECISION: ...Completed, Signed, and Dated Option Area Decision Form

8. NON-RESIDENT REASON: ...Transportation  ...Non-Transportaton Date [/ /

9. STUDENT RESIDENCY QUESTIONNAIRE (SRQ): If answered any choice other than “None of the Above Apply” the family was referred
to the designated School Site Homeless Liaison on / /____ and a copy of the SRQ was faxed or mailed to the Homeless
Education Program on / /____. For information, please contact the Homeless Education Program in the Division of
Student Health and Human Services.

10. OTHER DocuMENTs ReCEIVED (Check all that apply): ...Electronic PAR ...Manual PAR ...Cumulative Record
..Emergency Card ...Health Card

11. RECORDS REQUESTEDON ____/ / from

B. ADDITIONAL HOUSEHOLD INFORMATION FOLLOW-UP (SECTION E)

1. CourT ORDER: SECTION E, QUESTION 1.
a. Has a copy of a court order been provided to the school? ...Yes ...No
b. What type of court order is in effect for this student: ...Custody ...Restraining/Injunction ...Other
c. If Restraining Order or Injunction, please answer the following questions:
i. Name of individual(s) for which the court order has been issued against:

ii. Date on which the court order ceases to be in effect: / /

2. STUDENT Is A FOSTER CHILD: SECTION E, QUESTION 2 or QUESTION 3. If either question is completed, a copy of the
Notification of Placement Status Form was sent to the Foster Care Unit of the Division of Student Health and Human Services (via fax

to (213) 241-3305 or email scan to porma.sturgis@lausd.net)
on / / by

3. AMERICAN INDIAN/ALASKA NATIVE ANCESTRY: SECTION E, QUESTION 4. If answered Yes, the student’s required federal

form was completed and sent to the Indian Education Program Office on / / by

C. ENROLLMENT STAFF AND DATA ENTRY FOLLOW-UP

Enroliment Information Verified by (initials) on / /
Enroliment Wizard Used by (initials) on / /
Enrolliment Data Entry Completed by (initials) on / /
REF-5259.0 Page 1 of 2 October 11, 2010

Student Health and Human Services
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OFFICE CHECKLIST FOR STUDENT ENROLLMENT
D. STUDENT EDUCATIONAL INFORMATION FOLLOW-UP (SECTION D, QUESTIONS 1 - 2)

1.A. Was this student receiving special education services at his/her previous school? (Circle one) Yes No
1.B. Did this student have an Individualized Education Program (IEP) at his/her previous school? (Circle one) Yes No
If the student had an IEP at his/her previous school, has this school received a copy of the IEP? (Circle one) Yes No

If IEP was not received, a copy of it was requested from:

(Name and Title, School and Office, Phone Number)

Requested by: on __ |/ I Received on: I
(Name)
Forwarded to: on |/ I
(Name)
Previous School/Office verified student received special education services?  (Circle One)  Yes No
I
(Name of School Verifying and Phone Number) (Name of Person Furnishing Information) (Date)
If applicable, date student exited from prior school’s special education program: [
Comments:
If interim placement, date IEP must be conducted by / /
1.C. If the student had a Section 504 Plan at previous school, has this school received a copy of it? (Circle one)  Yes No

If 504 Plan was not received, a copy of it was requested from:

(Name and Title, School and Office, Phone Number)

Requested by: on /| Receivedon: [
(Name)

Forwarded to: on / /
(Name)

If applicable, date student exited from Section 504 Eligibility: _ /[

1.D. If the parent reported that the student has difficulties that interfere with his/her ability to go to school or to learn, to whom was

this information forwarded? on / /
(Name)

Responses to difficulties reported, documentation, and comments:

1.E. Has this student been identified as GATE? (Circle one) Yes  No

GATE verification requested by: on [
(Name)
2.B. Ifa*Yes” is checked off on any of the items 1.A — 1.D and the parent checked “Yes” for 2.B, ask him/her the following oral questions and
record the responses below: Was the school a magnet or charter school? If yes, what was the name of the school and the reason the
student stopped attending?

After completing the blank above, fax this information and a photocopy of pp.1 and 2 of the student’s enroliment form to the Division of
Special Education Fiscal and Program Accountability Office at (213) 241-8916; be sure to include the name of your school.
Faxsenton: __ / / by

2.D. Ifa“Yes”is checked off on any of the items 1.A — 1.D and the parent indicated in 2.D that s/he attempted to enroll the student in another
school in Los Angeles County but was denied or wait listed, fax a photocopy of pp.1 and 2 of the student’s enroliment form to the
Division of Special Education Fiscal and Program Accountability Office at (213) 241-8916; be sure to include the name of your
school. Faxsenton: [/ | by
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Student Name: Date of Birth: | |
Office Use Only
1. SCHOOL NAME: 6. LAUSD/STATE STUDENT ID NUMBER:
2. LOCATION CODE: 7. HOUSEHOLD NUMBER:
3. TRACKI/SLC: 8. HOMEROOM:
4. ENROLLMENT DATE/CODE: 9. TEACHER/COUNSELOR:
5. STUDENT ENTRY GRADE LEVEL: 10. ENROLLMENT WIZARD USED: [ Yes [0 No
LOS ANGELES UNIFIED SCHOOL DISTRICT
STUDENT ENROLLMENT FORM
INSTRUCTIONS: Please print using black or blue ink. If you have any questions, please ask for assistance.
A. STUDENT INFORMATION (LAUSDMAX: Family Member Information)
L I I 2 I I
Legal Name: Last First Middle Alias/Nickname: Last First Middle
3 4.
Home Address: Number Street Apt./Unit City Zip Code Home Telephone Number
5. Sex: [ Male 6. | 7.
[0 Female Date of Birth Place of Birth: City | State/Province | Country
B. PARENT/LEGAL GUARDIAN WITH WHOM THE STUDENT LIVES (LAUSDMAX: Caretaker Information)
L | | 2 I |
Legal Name: Last First Middle Other Names Used: Last First Middle
3. 4. 5. O bay 6.
Home Telephone Number Cell/Pager Number Work Telephone Number Email Address

[ Evening
Home Correspondence Language Correspondence is provided in the following languages; select preferred language.
7. If Other is indicated, written correspondence will be in English.

OEnglish O Spanish [ Armenian [ Chinese [OFarsi  OFilipino [ Korean ORussian [ Vietnamese [ Other:

8. Highest Level of Education Completed [ Not a High School Graduate [ High School Graduate or Equivalent
[0 Some College (includes AA Degree) [ College Graduate [0 Graduate School/Post Graduate Training [0 Decline to State or Unknown
9. Does the student live with this parent/legal guardian? OvYes OONo 10.  Relationship to Student:

C. HOME LANGUAGE AND ETHNICITY INFORMATION
Home Language of the Student

A. Which language did this student learn when he/she first began to talk?
B.  Which language does this student most frequently use at home?

C.  Which language do you use most frequently to speak to this student?
D.  Which language is most often used by the adults at home?

E. Has this student received any formal English language instruction (listeni ng, speaking, reading, or writing)? OYes ONo

[

2. Is the student’s ethnicity Hispanic/Latino? OYes ONo
3. Student’s Primary Race (Mark one choice)

[ African American or Black [ American Indian or Alaska Native O Wwhite
Asian: [OAsian Indian  [JCambodian [JChinese [JFilipino [JHmong [JJapanese [JKorean [JLaotian [JVietnamese [JOther Asian
Pacific Islander: O Guamanian [ Native Hawaii an [ Samoan [ Tahitian [OOther Pacific Islander

4. Student’s Additional Race (Optional)
[ African American or Black [ American Indian or Alaska Native O White
Asian: OAsian Indian  [JCambodian [JChinese [JFilipino [OHmong [JJapanese [Korean [OLaotian [JVietnamese [JOther Asian
Pacific Islander: | | Guamanian | | Native Hawaii an | | Samoan | | Tahitian | | Other Pacific Islander

D. STUDENT EDUCATIONAL INFORMATION

1. Special Services
If you have any questions regarding this section, please refer to the brochure entitled “Are You Puzzled By You r Child’s Special Needs?”
A.

Was this student receiving special education services at his/her previous school? OvYes OONo
B. Did this student have a current Individualized Education Program (IEP) at the previous school? OYes OONo
If Yes, do you have a copy of the student’s IEP with you? OYes ONo
C. Did this student have a Section 504 Plan at his/her previous school? OYes ONo
If Yes, do you have a copy of the student’s Section 504 Plan with you? OvYes OONo
D. Does the student have difficulties that interfere with his/her ability to go to school or to learn? OvYes OONo
E. Has this student been identified for gifted and talented educational services (GATE)? OvYes ONo
2. Previous School Information
A. Has this student previously attended this school? OvYes ONo If Yes, when?

B. Has this student previously attended any other school or center in the LAUSD (e.g., early education center, state preschool, SRLDP, Head Start, or other preschool)
[ Yes[J No If Yes, list most recent school/center attended.

Name of School City/State Dates Attended Grade Level(s)
C. Please list last non-LAUSD school student attended (including early education center, state preschool, SRLDP, Head Start, faith based or other preschool):

Name of School City/State Type of School Dates Attended Grade Level(s)
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Student Name: Date of Birth: | |

LOS ANGELES UNIFIED SCHOOL DISTRICT
STUDENT ENROLLMENT FORM

D. STUDENT EDUCATIONAL INFORMATION (Continued)

D.  Did you attempt to enroll the child in a different school in Los Angeles County for the current or preceding year? [ Yes [J No If No, skip to E.
1. If Yes, what was the outcome? [ Accepted [ Denied O waitListed [ Other
2. Please provide name of school:

E. Is student currently under an expulsion order? O Yes O No

If Yes, please list the name of the school district
F.  Date of first U.S. school enrollment excluding preschool (mm/dd/yy)
G. Date of first California school enroliment excluding preschool (mm/dd/yy)

E. ADDITIONAL HOUSEHOLD INFORMATION
1. CourtOrders
A.  Are there any court orders you wish to notify the school about regarding legal custody, physical custody or restricted contact with the school or child?
[ Yes[ONo If Yes, acopy of the court order must be provided to the school.
2. Student Lives with Foster Family OYes ONo  If Yes, [JRelative Caregiver

If Yes, please provide Notification of Placement Status Form [ Non-Relative Caregiver  Children’s Social Worker (CSW) Telephone Number (ext)
3. Completethese three rows if student’s address is a licensed children’s institution/family foster agency/group home/adult residential facility.
A B. C. D.
Facility Name Facility Type License Number Contact Person
E. F. G.
Facility Telephone Number Alternate Telephone Number  Facility Street Address: Number Street Apt./Unit  City Zip Code
H. .
Children’s Social Worker (CSW) Telephone Number & ext.
4. Does the student have any relatives who are all or part American Indian or Alaska Native? O Yes O No

5. Has the student’s parent or legal guardian worked in one or more of the following industries in the last three years (agriculture, dairy, fishery, food
processing/packing, or livestock)? If you respond Yes, you will be contacted at home regarding the Migrant Education Program and whether your child

may qualify for its free academic assistance and health benefits. O Yes [ONo

F. ADDITIONAL FAMILY INFORMATION (LAUSDMAX: Caretaker Information)
PARENT/LEGAL GUARDIAN/CAREGIVER:

L | | | 2

Legal Name: Last First Middle Other Names Used
3 | ||
Home Address (if different than student’s) Number ~ Street Apt/Unit  City Zip Code
4 5. 6. Obay
Home Telephone Number Cell/Pager Number Work Telephone Number [ Evening E-mail Address

8. Preferred Correspondence Language OEnglish [ Spanish [JArmenian [JChinese [JFarsi [JFilipino [JKorean [JRussian [J Viethamese

9. Highest Level of Education Completed [J Not a High School Graduate [ High School Graduate or Equivalent
[0 Some College (includes AA Degree) [ College Graduate [0 Graduate School/Post Graduate Training  [J Decline to State or Unknown
10.  Does the student live with this individual? O Yes O No 11.  Relationship to Student:

PARENT/LEGAL GUARDIAN/CAREGIVER:

L | | 2

Legal Name: Last First Middle Other Names Used
3 | ||
Home Address (if different than student’s) Number ~ Street Apt/Unit  City Zip Code
4 5. 6. Oy
Home Telephone Number Cell/Pager Number Work Telephone Number [ Evening E-mail Address

8. Preferred Correspondence Language OEnglish [ Spanish [JArmenian [JChinese [JFarsi [JFilipino [JKorean [JRussian [J Viethamese

9. Highest Level of Education Completed [ Not a High School Graduate [ High School Graduate or Equivalent
[0 Some College (includes AA Degree) [ College Graduate [ Graduate School/Post Graduate Training  [J Decline to State or Unknown
10.  Does the student live with this individual ? [ Yes OONo 11.  Relationship to Student:
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F. ADDITIONAL FAMILY INFORMATION (Continued) (LAUSDMAX: Caretaker Information)
PARENT/LEGAL GUARDIAN/CAREGIVER:

L | | | 2

Legal Name: Last First Middle Other Names Used
3.
Home Address (if different than student’s) Number  Street Apt/Unit  City Zip Code
4, 5, 6. 0 Day 7.
Home Telephone Number Cell/Pager Number Work Telephone Number [OEvening E-mail Address

8.  Preferred Correspondence Language OEnglish [JSpanish [JArmenian [JChinese [JFarsi [JFilipino [JKorean [JRussian [J Vietnamese

9. Highest Level of Education Completed [ Not a High School Graduate [0 High School Graduate or Equivalent
[0 Some College (includes AA Degree) [ College Graduate [ Graduate School/Post Graduate Training ] Decline to State or Unknown
10.  Does the student live with this individual? O Yes (ONo 11.  Relationship to Student:

ADDITIONAL SCHOOL AGE CHILDREN LIVING IN HOUSEHOLD WITH SAME PARENT(S)/LEGAL GUARDIAN(S) (inclu Je brothers, sisters, and cousins)

1 | | Sex: [0 Male [JFemale

Last Name First Name Birth Date Current school and track
2. | | Sex: [0 Male [0 Female

Last Name First Name Birth Date Current school and track
3. | | Sex: [0 Male [J Female

Last Name First Name Birth Date Current school and track
4. | | Sex: [0 Male [0 Female

Last Name First Name Birth Date Current school and track
5. | | Sex. [0 Male [0 Female

Last Name First Name Birth Date Current school and track
6. | | Sex. [0 Male [J Female

Last Name First Name Birth Date Current school and track

G. EMERGENCY CONTACT INFORMATION

EMERGENCY CONTACT (other than parent(s)/legal guardian(s) above)

1 2. 3. 4.

Last Name First Name Home Telephone Number Cell/Pager Number Work Telephone Number
5. 6.

Relationship to student Home Address: Number Street Apartment/Unit City Zip Code
EMERGENCY CONTACT (other than parent(s)/legal guardian(s) above)
1. | 2. 3. 4,

Last Name First Name Home Telephone Number Cell/Pager Number Work Telephone Number
5. 6.

Relationship to student Home Address: Number Street Apartment/Unit City Zip Code

THE SCHOOL IS AUTHORIZED TO RELEASE THIS STUDENT TO THE FOLLOWING PERSONS I[N NON-EMERGENCY SITUATIONS (after verifying with parent, in addition to the
emergency contacts above)

L | | |

Last Name First Name Home Telephone Number Relationship to Student Parent/legal guardian providing authorization

2 | | |

Last Name First Name Home Telephone Number Relationship to Student Parent/legal guardian providing authorization

H. SIGNATURE

| verify that the information contained in this document is true and correct to the best of my knowledge.

X

Signature Date

Printed Name

Relationship to Student: O Parent [Legal Guardian [ other (Specify)
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n Los ANGELES UNIFIED SCHooOL DISTRICT

STUDENT EMERGENCY INFORMATION FORM
Parem‘ Information: Please fill out completely and sign where indicated. In a major emergency, it is school district policy to retain students at school for their safety.
This form will be used by the school staff when students are released to go home. Please complete electronically or print clearly and return completed form to school.

STUDENT'S LAST NAME FIRST NAME ML P
—
[
BIRTH DATE GRADE HOME LANGUAGE E
[]MALE [] FEMALE pr.
STUDENT'S HOME ADDRESS -- NUMBER | STREET APT # cITy IIP CODE 5
i
=
MAILING ADDRESS - NUMBER STREET APT # ciTy 7IP CODE 2
(IF DIFFERENT FROM ABOVE) m
PARENT'S / LEGAL GUARDIAN'S LAST NAME | FIRST NAME RELATIONSHIP TO STUDENT LIVES WITH?
O Yes [ No
WORK ADDRESS ~ NUMBER | STREET CITY 7IP CODE
CONTACT NUMBERS Indicate which phone to call for each message type:* EMAIL ADDRESS:
HOME EMERGENCY [JHome | CJCell | [JWork
CELL ATTENDANCE [JHome | [Jcel | []Work
WORK GENERAL INFO [JHome | CJCell | [JWork
PARENT'S / LEGAL GUARDIAN'S LAST NAME | FIRST NAME RELATIONSHIP TO STUDENT LIVES WITH?
[ Yes (I No
WORK ADDRESS - NUMBER | STREET cITY TIP CODE
CONTACT NUMBERS Indicate which phone to call for each message type:* EMAIL ADDRESS:
HOME EMERGENCY [JHome | [Jcel | []Work
CELL ATTENDANCE [ Home | CJcell | [0 Work
WORK GENERAL INFO [ Home | CJcCell | [0 Work
To the principal: In case you are unable to reach me during any emergency, you are authornized to comtact and, if necessary, release my child to any of the following:
NAME RELATIONSHIP HOME PHONE CELL PHONE WORK PHONE -
o
o
NAME RELATIONSHIP HOME PHONE CELL PHONE WORK PHONE ;
=
=
NAME RELATIONSHIP HOME PHONE CELL PHONE WORK PHONE i
List any other family members attending this school:
LAST NAME FIRST NAME HOME ROOM | GRADE RELATIONSHIP
LAST NAME FIRST NAME HOME ROOM | GRADE RELATIONSHIP
AUTHORIZATION FOR EMERGENCY MEDICAL TREATMENT
The undersigned, az parent/legal guardian of, a minor,
{Pant name of e student hars)
hereby authonzes the principal or designee, inio whose care the student has been entrusted, to consent o any X-ray examination, anesthetic, medical or surgical diagnosis,
treatment, andlor hospital care to be rendered to the student upon the advice of any licensed physician andlor dentist. It i understood that this authorization is given in advance
of any required diagnosis, treatment, or hospital care and provides authonty and power fo the Los Angeles Unified School Disingt ("District”) to give specific consent to any and all
such diagnosiz, treatment, or hospital care which a licensed physician or dentist may deem necessary. This authorization is given in accordance with Section 43407 of the
California Education Code, and chall remain effective uniil revoked n writing and delivered to the District. | understand that the Distnct, its officers and its employees assume no
liability of any nature in relation to the transportation of the student. | further understand that all costs of paramedic ransportation, hospitalization, and any examination, X-ray, or
treatment provided in relation to this authorization shall be my sole responsibility as the student's parent/guardian.
HEALTH ALERTS - List any medical condition which restricts physical activty or requires special attention. Include conditions such as asthma and allergies such as
peanut and bee stings. IF none, please indicate "none”.
DOES THE STUDENT HAVE HEALTH INSURANCE? (Check One) [ JYES [INO" If"Yes": []Private HealthInsurance [ ] Medi-Cal [ ] Healthy Families
MEDI-CAL / HEALTHY FAMILIES ID Number: | =
1. PRIVATE HEALTH INSURANCE NAME GROUP NO. 2. PRIVATE HEALTH INSURANCE NAME GROUP NO. g
(If covered under mere than one plan) n
=
NAME OF DOCTOR / MEDICAL OFFICE PHONE NUMBER OF DOCTOR / MEDICAL OFFICE ;

*If the student currently does not have health insurance, information on free or low-cost health care programs is available by calling the Distrct's tollfree HELPLINE 1(866)742-2273.

MY CHILD IS ALLERGIC TO THE FOLLOWING MEDICATIONS:

MY CHILD CURRENTLY TAKES THE FOLLOWING MEDICATIONS:

I CERTIFY THAT | HAVE READ AND UNDERSTOOD THIS FORM AND DO HEREBY GIVE MY AUTHORIFATION FOR EMERGENCY MEINCAL TREATMENT, AND THAT ALL
OF THE INFORMATION | HAVE PROVIDED ON THIS FORM IS TRUE AND CORRECT.

X DATE

SIGNATURE OF: (CHECK.ONE]  [] PARENT [] LEGAL GUARDIAN

= Selected telephone number must be a direct dial number (no extensions). Revisad March 2010
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Sample Notification Letter to accompany Oral Health Assessment/Waiver Request
Form
(USE SCHOOL LETTERHEAD WITH PRINCIPAL’S SIGNATURE)

Dear Parent or Guardian:

A child’s oral health is very important to their overall health and ability to learn.
Beginning January 1, 2007 a new California law passed by state lawmakers requires
that your child have an oral health assessment (dental check-up) by May 31. This law
is for children in kindergarten or first grade, whichever is his or her first year in public
school. A dental check-up that has happened within the 12 months before your child
enters school also meets this requirement. Please take the attached Oral Health
Assessment form to your child’s dental office and have it completed by the dentist or
dental health professional. Please return the completed form by May 31, (YEAR).

If you don’t have medical or dental insurance for your child and would like assistance
getting insurance, call the toll-free Helpline of the LAUSD Children’s Health Access and
Medi-Cal Program (CHAMP) at 1-866-742-2273. If you need information on services
and referrals, you can also call the county information line at 211.

For free and low-cost health services you can call the Los Angeles County Department
of Health Services at 1-800-427-8700 or the Los Angeles Dental Society at 213-380-
7669.

If you cannot take your child for this required assessment, please indicate the reason for
this in Section 3 of the form. You can get more copies of the form at your child’s school.
All schools will maintain the privacy of students’ health information.

Healthy teeth help children eat properly, talk, smile, and feel good about themselves.
Even baby teeth are very important. You can help your child by doing the following:

e Take your child to the dentist twice a year for a check-up.

e Brush teeth at least twice a day with toothpaste that contains fluoride.

e Choose healthy foods for the entire family. Fresh foods are usually the healthiest
foods.

e Limit candy and sweet drinks, such as punch or soda, which cause cavities and
can lead to weight problems.

If you have questions about the oral health assessment requirement, please contact
.(SCHOOL CONTACT FOR FORMS, QUESTIONS, ETC.).

Sincerely,

(PRINCIPAL)
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Sample Notification Letter to accompany Oral Health Assessment/Waiver Request
Form - Spanish
(USE SCHOOL LETTERHEAD WITH PRINCIPAL’S SIGNATURE)

Estimado Padre o Tutor:

La salud dental de un nifio es muy importante para su salud general y su desarrollo educativo.
Para asegurarse que su nifio/a esté preparado para comenzar la escuela, la ley de California
requiere que su nifio tenga una evaluacion de su salud bucal (revision dental) para el 31 de
mayo. Esta ley es para los nifios del kindergarten o para los del primer grado, cualquiera sea su
primer afio en una escuela publica. Una revision dental que haya tenido su hijo dentro de los 12
meses previos a que entre a la escuela, cumple con el requisito. Por favor lleve el formulario
adjunto para la evaluacion de salud bucal a la oficina dental de su nifio y pida que el dentista o
un profesional de salud dental lo llene. Por favor devuelva el formulario completado para el 31
de mayo, .(ANO)

Si no tiene seguro medico o dental para su nifio y quisiera ayuda en obtener seguro, llame a la
linea gratis y de ayuda directa para nifios del Distrito Escolar Unificado de Los Angeles (LAUSD
por sus siglas en inglés) y al Programa de Medi-Cal (CHAMP) al 1-866-742-2273. Si necesita
informacidn sobre servicios 0 remisiones, también puede llamar a la linea de informacion del
condado al 211.

Para obtener servicios de salud gratis o0 a bajo costo puede llamar al Departamento de
Servicios de Salud del Condado de Los Angeles al 1-800-427-8700 o a la Sociedad Dental de
Los Angelesal 213-380-7669.

Si no puede llevar a su hijo a éste examen requerido, por favor indique la razén de esto en la
Seccion 3 del formulario. Puede obtener mas copias de este formulario en la escuela donde asiste
su nifio. Todaslas escuelas mantendran la privacidad de la informacion de los estudiantes.

El tener dientes saludables ayuda a los nifios a comer apropiadamente, a hablar, a sonreiry a
sentirse bien sobre si mismos. Incluso los dientes de bebé son importantes. Usted puede
ayudar a su nifio haciendo lo siguiente:

Lleve a su hijo al dentista dos veces al afio para un examen.

e Cepille los dientes por lo menos dos veces al dia con pasta de dientes que contenga fluoruro.
Escoja comida saludables para toda la familia. Las comidas frescas son en general las mas
saludables.

e Limite los caramelos y las bebidas dulces, como los jugos o soda, ya que causan caries
y puede que ocasionen problemas de peso.

Si tiene preguntas acerca de los requisitos para la evaluacion de salud bucal, favor de
comunicarsecon , al
(School Contact for Forms, Questions, etc.).

Atentamente,

(DIRECTOR/A)
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ORAL HEALTH ASSESSMENT/WAIVER REQUEST FORM

California law, Education Code Section 49452.8, now requires that your child have an oral health assessment by May
31 in kindergarten or first grade, whichever is his or her first year of public school. The law specifies that the
assessment must be performed by a licensed dentist or other licensed or registered dental health professional. Oral
health assessments that have happened within the 12 months before your child enters school also meet this
requirement. If you cannot take your child for this assessment, you may be excused from this requirement by filling
out Section 3 of this form.

SECTION 1: To be completed by the parent or guardian

Student’s Last Name First Name Middle Initial Birth Date (mo/day/year)
AddressCityZip Phone
()
School Name Teacher Student’'s Gender Parent/Guardian Name
[ Male [] Female

Child’s racef/ethnicity: (Optional): [] Alaska Native  [] American Indian [] Asian [] Black/African American []
Hispanic/Latino [ ] Multi-racial [] Pacific Islander []White [] Unknown [] Other:

California law requires schools to maintain the privacy of students’ health information. Your child’s identity will not be
associated with any report produced as a result of this requirement. If you have any questions about this requirement,
please contact your school office.

>
Signature of parent or guardian Date
SECTION 2: Oral Health Data Collection
To be completed by the dental professional conducting the assessment
Treatment Urgency:
Visible caries and/or fillings present: Visible caries present: )
Assessment Date: [1 No obvious problem found
[JYes [No [dYes [INo
[ Early dental care recommended
[ Urgent care needed
>
Signature of Dental Professional Date

SECTION 3: Waiver of Oral Health Assessment Requirement
To be completed by a parent or guardian requesting to be excused from this requirement

| request that my child be excused from the oral health assessment requirement for the following reason: (Please
check the box that best describes the reason.)
[] 1 am unable to find a dental office that will take my child’s insurance plan.

My child is covered by the following insurance plan:
[] Healthy Families [] Healthy Kids [ ] Medi-Cal/Denti-Cal [] None [] Other
[] I cannot afford an oral health assessment for my child.

] 1 do not wish my child to receive an oral health assessment.
Optional: Other reasons my child could not get an oral health assessment

RETURN THIS FORM TO THE SCHOOL BY MAY 31
Original to be retained in student’s school record
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Evaluacion de la Salud Dental y Formulario para Solicitar una Exencion

El Articulo 49452.8 del Cédigo de Educacion de la ley de California ahora dispone que su hijo de Kindergarten o de
primer grado debera ser sometido a una evaluacion de salud dental para el 31 de mayo durante su primer afio en la
escuela publica. La ley especifica que la evaluacion debera ser realizada por un dentista titulado o por alglin otro
profesional registrado o con licencia para ejercer en el area de la salud dental. Los exdmenes dentales que se han
llevado a cabo durante los 12 meses antes de que su hijo entre a esta escuela también cubren este requisito. Si no
puede llevar a su hijo(a) a que le hagan este examen, se le puede exentar de este requisito llenando la Seccién 3 de esta
forma.

Seccion 1: Debera ser llenada por el padre, la madre o el tutor

Nombre del alumno Apellido Inicial (segundo nombre) Fecha de nacimiento:
(mesl/dia/afio):

Domicilio Ciudad Zona Postal Teléfono

Nombre de la escuela Maestro(a) Sexo Nombre del padre o tutor:
[1 Masculino
[1 Femenino

Raza o grupo étnico de el (la) nifio(a): (Opcional) [] Nativo de Alaska [ Indioamericano [ ] Asiatico [] Afroamericano
[] Hispano/Latino  [] Multi-racial [] Nativo de Hawaii/lslas del Pacifico []Blanco [] Se desconoce [] Otro:

La ley de California dispone que las escuelas deban mantener confidencial la informacion de la salud de los estudiantes.
La identidad de su hijo(a) no se relacionara con ningun informe que se elabore como resultado de este requisito. Si tiene
preguntas en relacion con esto, por favor comuniquese con la oficina de su escuela.

>

Firma del padre o tutor Fecha

SECTION 2: Oral Health Data Collection
To be completed by the dental professional conducting the assessment
(Para ser llenado por el proveedor profesional de servicios dentales que realiza la evaluacién)

Visible caries and/or fillings present: Visible caries present: Treatment Urgency:
[1Yes [1No [1Yes [1No [1 No obvious problem found
[] Early dental care recommended

Assessment Date:

[1 Urgent care needed

Signature of Dental Professional Date

SECCION 3: Exencion del Requisito para la Evaluacion de la Salud Dental
Debera ser llenado por el padre, la madre o el tutor que soliciten la exencion de este requisito

Solicito que a mi hijo(a) se le exente del requisito de la evaluacion dental debido a la siguiente razén: (Por favor
marque el cuadro que describa la razén)

[_INo puedo encontrar una oficina dental que acepte el plan de seguro de mi hijo(a).

Mi hijo(a) esta cubierto(a) por el siguiente plan de seguro: [ ] Healthy Families [ ] Healthy Kids
[] Medi-Cal/Denti-Cal [] Ninguno [] Otro
[_INo puedo pagar una evaluacion de salud dental para mi hijo(a).

[INo deseo que a mi hijo(a) se le haga una evaluacion de salud dental.
Opcional: Otras razones por las cuales a mi hijo(a) no se le puede realizar una evaluacion dental

DEVUELVA ESTA FORMA A LA ESCUELA PARA EL 31 DE MAYO
El original se archivara en el expediente original del estudiante.
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LOS ANGELES UNIFIED SCHOOL DISTRICT
2012-2013

ETHNICITY/RACE IDENTIFICATION OF STUDENTS

Beginning with the 2009-2010 school year, the District is required to collect race and ethnicity data on all new enrolling students
using a two-part question. The first part of the question asks whether or not the student is Hispanic or Latino. The second part of
the question asks the respondent to select one or more races for the student.

If you wish to change the ethnic and race category for your child, please complete the form below and return it to your child’s

school.
> /O
=== COMPLETE, SIGN AND RETURN THIS PORTION TO YOUR CHILD’S SCHOOL - b
LOS ANGELES UNIFIED SCHOOL DISTRICT - 2012-2013 PARENT STUDENT HANDBOOK
ETHNICITY/RACE IDENTIFICATION OF STUDENTS FORM
SCHOOL NAME: DATE:
STUDENT NAME: . X
(Please Print) Date of Birth: Grade:
Address: City: Zip Code:
Telephone Number: Record Room:
STEP 1
Is the student’s ethnicity Hispanic/Latino? |:| YES D NO

If “YES” is checked, continue to Step 3 if applicable; if “NO” is checked continue to Step 2 then Step 3 if applicable.

STEP 2 STEP 3
What is the primary race of the student? (Select one) What is the secondary race of the student? (Select one)
] African American or Black ] African American or Black
] American Indian or Alaskan Native ] American Indian or Alaskan Native
Asian Asian
] Asian Indian ] Asian Indian
a Cambodian a Cambodian
a Chinese a Chinese
Q Filipino a Filipino
] Hmong a Hmong
Q Japanese ] Japanese
Q Korean a Korean
[m] Laotian u] Laotian
a Vietnamese a Vietnamese
] Other Asian ] Other Asian
Native Hawaiian or Pacific Islander Native Hawaiian or Pacific Islander
[m] Guamanian Qa Guamanian
a Hawaiian a Hawaiian
a Samoan a Samoan
] Tahitian a Tahitian
] Other Pacific Islander a Other Pacific Islander
Q White Q White
Signature of Parent/Guardian (if student is under 18) Signature of Student (if student is 18 or older)
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Loy Angeles Unified School District e

Migrant Education Program ( OE
- - - E
Family Questionnaire g«

Have you ever worked 1n any of the following industries at least 15 continuous days in
the last three vears? (Please check off)

DAIRY FORESTRY FOOD PROCESSING
(Packing)
LIVESTOCK AGRICULTURE FISHERY

If you have worked in one or more of the above mentioned industries, your child may be eligible to
recetve exciting additional free educational services which will help vour child be more successful

in school.
¥ SATURDAY SCHOOL * EXTEMDBED DY PROGRAMS
- F SUMMER SCHOOL *ORE - SCHOOL PROGRAMS
i
2™ HEALTH EXPOS * FIELD TRIPS
*#% Please provide the following information so that one of our staff members may contact you to
verify eligibality:
Parent’s Name: Date:
Address:
City: Zip Code:
Student’s Name : Phone No: ( )]
Home School: Grade:

*#¥Please circle the best day a representative from our office can visit you at vour home
to register vour child to receive our special services:
Monday — Tuesday — wednesday Thursday Friday
Best time to call: am'pm. Best time to visit: am/p.m

LELERAELES ESERERES] IESESES ESESEL LN ES ]

2% 1) HOME SCHOQL STAFF »=
Flea return all completed forms 4 the Migrans Educetion Program of the Bendry Hidg. Suite B2-216, within fwo weeks of student's
anrollment, 50 €hat services com be made ovailable & eligible fumilies. Plamse call {213) 251-20%0 or mors information.

Migrant Education Program Questionnaire
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Distrito-Escolar Unificado De LoyAngeley o,
Programa de Educacion Para Migrantes %

Encuesta Faomhar ‘f

.Ha trabajado usted al menos 15 dias continuos durante los tltimos tres afos en alguna
de las siguientes industrias? (Favor de marcar)

LECHERIA FORESTAL PROCESAMIENTO DE
COMIDA (Empacadora)
GANADERIA AGRICULTURA PESCA

Si usted ha trabajado en cualquiera de las industrias mencionadas arriba, sus hijos podrian
ser elegibles para recibir servicios adicionales de educacion gratuitos, lo cual les ayvudaria a
tener mas éxito en la escuela. Algunos de estos servicios son:

H ¥ ESCUELA DE SABAROS *CLASES DESPUES DE ESCUELA
*ESCUELADE VERAMNG  *PROGRAMA PRE-ESCOLAR

e, % * FERIAS RE SALID FEXCURCIOHMES
__A——
***Por favor proporcione la siguiente informacion para gue alguien de nuestra oficina se pueda
poner en contacto con usted y poder verificar la elegibilidad de sus hijos:
Nombre de los Padres: Fecha:
Domicilio:
Ciudad: Zoma Postal:
Nombre del Estudiante - Mo de Tel.: [ )
Escuela a la que asiste: Grado:

Por favor encierre en un cirenlo el dia de la semana v proporcione la mejor hora en gue uno de
nuestros representantes le pueda visitar para que su(s) hijo(s) pueda(n) ser inscrito(s) y recibir
nuestros servicios:

LUMES MARTES MIERCOLES _.| HWEVES VIERMES
Mejor hora para llamar: am/pm  Mejor hora para la visita: am/pm

A=m=m=pa=mem=Aa=m=n LERELELESESELEL LS

Mememememe e me e

% ) HOME SCHOQL STAFF #»

Plese refumn ofl completad forms €0 the Migrant Educution Program of the Begudry Bldg. Suite B2-216, within £wo weeks of students
enrallment, 5o Ehof services can be mode avariuble &0 sligihle famifizs. Pleass call (203] 251-2090 for mare formation.

Migrant Education Program Questionnaire — Spanish
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For additional information please refer to Memorandum 5282.1, “American
Indian/Alaskan Native Student Identification for Title I, and Indian Student
Certification” Office of Student Integration Services, July 1, 2011.

L Los Angele: Unified School District Tohn E. Deasy
jﬁ 3, INDLAN EDUCATION PROCRAM Superisiemalent of Schosts
o2 3 No Child Left Behind Act of 2001, Title VI Tudy Eliot, BhD.
i'i;.g.u 1_.._4?. Sedrrreanies Oiffcen 559 5 Beossdry Sovn, 27 Floon, Loa Aogeles, Ca W80T el Ao s
T sl Ao 0 Baone 3130007, Len Argpeles, C8 FO05) Ezrelle 5. Lockeis
Telepleme (T15] 341-32¢6 Paxe (1135 3401-8003 Direciar
Jobz Crenderfl, Cacrdimmiar
Indhiant Eusvalidn Progeom
Lsura Flares
ok P
v Snafian & due anon
Fudy 1, 2011
Diear Parent or Guardian:

Re: 2001-2012 School Year

The Los Angelss UniSed School Dismict receives fimds allocated throngh Title VII of the No Child Lgf
Baohing Actaff 2001 o prowide addidemal epperomities for American Indiae and Alasksm Wamve students to
mest the same challensing state siandands as all other stadents and to meet their unique education and
culbmaily refaned pesds.

Tide VI considers a child as Indian or Afaskmm Madve if he or she is of American Indian or Alaskan MNatve
hamitage. from any of the parents or pramdpareces. Thare I3 oo “perceniass” reguirement.

If this Amencan Indian/Alaskam Matve desigrarion applias to your child, or your chald’s

parenits prandparents, please ke a moment to comples the shudent cemificanon that accompamies this leter
and immediately renum it to your child's school. 1T yon have other children eprolled m Cosmct schoals,
addirional fomas are avadlabls from your chald’s school or this office.

» The child’s complete lezal name
» The tribe/band corporation
« The parent’s'gaardian’s dated signature

If vou bave questions about this process, please call the Indian Education Program Office ar (213) 241-7046.

Simrerely,

Jobm Crendordf, Coordinasar
Indian Educacon Program

MEM-32521
Smadent Intapration Sarvices Tuby 1, 2011

American Indian — Alaskan Native Student Letter to Parents
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ATTACHMENT C

OME FMumber: 1810-0021
U.5. DEPARTMENT OF EDUCATION Expiramon Date: 04/30/2013
OFFICE OF INDIAW EDUCATION
WASHINGTON, DC 20202
TITLE VII STUDENT ELIGIBILITY CERTIFICATION
Elementary and Secondary Edncation Act, Title VIL Part A, Subpar 1

Parents: Please return thiz completed form to your child's school. In order to apply for a formula grant under the
Indizan Education Program, your child's school must determine the number of Indian children snrolled. Any child whe
meats the following definifion may be counted for this purpose. ¥ouw are not required to complete or subnut this form to
the school However, if vou choose net to submat a form, the school cannet count your child for funding under the
program. This form will become part of vour child's sehool record and will not need to be completed every year. Ths
form will be maintained at the scheol and information en the form will not be released without vour wiitten approwal.

Defininion: Indian means any individual who 15 (1) a member (as defined by the Indian rribe or band) af an Indian
tribe or band, including these Indian tribe or bands terminared since 1949, and those recognized by the State in
which the tnbe or band reside; or (1) a descendent in the firse or second degree (pavent or grandparend) as described
i (1) er (3) considered by the Secretary of the Interior o be an Indian for any purpose: or (4) an Eskimo or Aleut
or other Alaska Native; or (5) a member of an erganized Indian group rthat received a grane under the Indian

Educarion Aer of 1988 as ir was in effect Ocreber 19, 1994,

NAME OF CHILD Date of Buth
(A= shown on school exrellment records)

School Wame Grade

NAME OF TRIBE, BAND OF GEROUP

Tribe, Band or Group is: (check one)

Organized Indian Group
Federally Recognized, Seate Meeting #5 of the

Including Alaska Native ERecognized Terminated Definition Above

Name of individual with tribal membership:

Individual named is (check one): Child Child*s Parent Child*s
Crandparent
Proof of memberzhip, az defined by tribe, band, or zroup is:

A. Membership or enrollment number (if readily available) OR

Other (explain)

Name and address of organization maintaining memberzhip data for the tribe, band or group:

I verify that the information provided above is accurate:

FPARENT'S SIGNATURE DATE

Mailing Address Telephone

American Indian — Alaskan Native Certification

Page 144 of 255



Student Health and Human Services
Policy and Procedures Attendance Manual
Appendix E-8b: American Indian-Alaskan Native Letter Questionnaire

For additional information please refer to Reference Guide 1253.5, “U.S. Department of
Education and No child Left behind, Title VII, Indian Education Act, Identification and
Certification Procedures for American Indian and Alaskan Native Students”, Office of Student
integration Services, September 10, 2008.

Tnifi ¥ 7 DAVID L. BEEWER, III
Los Angeles Unified School District o
INDIAN EDUCATION PROGEARM

H B J T
o Child Lef: Behind Act of 2001, Tirle VII SEARON L. CURRY

Assiziamr Superinrendant
Student Infegration Samices
MAfLiNG ADDRESS:

P.0. Box 513307 TOHN ORENDOREF

Los AvorLes, CA 90051 District Coordingior
Indian Educarion Program

STREET ADDRESS:

322 5, Beavnry 18™ FLoor GINA ARGOTT

Lis Avceles, CA 80017 Chairperson

TeLepHOoNE: (213) 241-7088
FAX: (213) 241-3038
E-MAIL: melguiadesinares®lausd.net

10 de zeptiembre de 2008
Estimade padre de familia o ttor:
Afip leetivo 2008—2009

El Dustrito Escolar Unificado de Los Angeles recibe fondes por medio del Titulo VII de la Ly de 2000 gue no permitird que
ningun esmdiante se arase académicamente (No Child Left Behind), los cuales s= utilizan con el fin de ofrecerle
oportumidades adicionales a los estudiantes que son mdigenas o nativos de Alaska con el fin de que puedan cumphr con las
mismas nomas académicas riguresas que los demas estudiantes v de satisfacer las necesidades educativas v culturales
particulares que pusdan tener.

El Titmle VII considera gue un miio es ndigena o native de Alaska s1 dicho mifie es todo o parte mdigena de los mbus de los
Estados Unidos, o st su padre, su madre o sus abuelos lo son. Esta descripeién no incluve el requisite de proporcidn de
consangunidad.

51 su hijo, el padre o la madre de su hijo, o uno de los abuelos de su hijo retine los reguisitos para ser clasificado conforme a
la descripeion antenior, por favor complete la certificacion del estudiante que hemos adjuntado a esta carta v eniréguela de
inmedizto en la escuela de su hijo. 51 tiene otros hijos matriculades en las escuelas del Distrito, tenemaos formularios
adicionales disponibles en las escuelas u oficinas a las cuales sus hijos asisten.

51 bien se exige que usted proporcione mucha informacion, deberd meluir por lo menos los sisuientes datos para reunir los
requisitos necesarios para la certificacion:

+  Elnombre v apellido legal del estudiante.
+ Latribu, banda o corporacidn de la cual es miembro.
+ Lafechay la finma del padre de familia o tutor.

Para ayudarlo a encontrar estos articulos, hemos dibujadoe flechas en el margen izquierde de la certificacién del estodiante
gue indican cual es [a informacion requerida. Podra propercionar el resto de la mformacion mas adelante.

%1 tiene alguna pregunta sobre este procese por favor llame a la Oficina del Programa Educativo para los Indigenas
MNorteamernicanos: (213) 241-T0a86.

Atentamente,

Melquiades Mares,_ Jr.
Coordmador Intenino

American Indian-Alaskan Native American Letter — Spanish
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DISTRITO ESCOLAR UNIFICADO DE LOS ANGELES
PROGRAMA EDUCATIVO PARA LOS INDIGENAS NORTE AMERICANQS

SEREQUIERE QUE P.O. Box 513307

FROPORCIONE POR.LO c

e Los Angeles, CA 90051-3307

INFORMACION SOBRE U

HITO BARA QUE FEUMA LOS

REQUISITOS NECESARIOS

PARAQUESELO mur;';aw 1810-0021

Cmmqm_ U.5. DEPARTMENT OF EDUCATION -

3 'ID'E-E%SE%L,.I'P?TEEIC v TIm F“IJ‘I.TIIHFII'II FLIGIRILITY CERTIFICATION

3: T4 F:E;C]'ULY Fﬂ'\'_"rm Elarmantary and Sacondary Education Act, Titke VI, Parl &, Subpart 1

DEL PADRE DE Pargnts: Please return this complated form to your shild's sshoal, I-‘-:f-'dﬂf ko apgly for @ ﬁml'nda ﬂfﬂmr'.-l.';ﬂﬂ' théx
digr) Edluagat X hikis schail b ded fhe numb Indian cheld lled. An wh
R e the olowia geTion sy be Countd fo NG prpass. You ar not requied t2cample o stomit i o o

thi school. However, if you chaase nol o subivl @ Feem, your child canndd ba countad by thie sahoal for funding under

L'NAVEZQUE LIEGAATNA the program. This form will becoma part of your child's sehool recard and will not nead 1o ba complated avary

CETERMINACION, SE DEBERA waar Tha infarmatinn an this farm wil nng be relessed wilbood yaur weillen sppreal.

HDNRCEM]{ LA SIGUENTE Dafinition: Indian means any individual whe s (1) & membar (as defined by the indian tribo or band) of an

INFORMACTN. indlian triba or band, inclucing thase Ingian tribe or bands terminated sinee 1940, and those reeagized by the
Sigte fn which tha iribe or band reside; or {2) a descendant in ihe first or second degree (parent or
grandparent) as deseribed in (1) oF (3) considered by the Socretary of the Inferlor fo ba an fedian for any

purpase; or (4) an Exkima or Akt or othar Alaska Native; o (5) 8 member of an organized Indian group that
rocelvad a grant under the Indlan Education Act of 1088 &4 if was In effect Delabar 19, 1994,

NAME OF CHILD DateolBirh | |
® 9 (e mhown on schosl enrolment econda)
Salwal Marma . . Grade
® 9 NAME OF TRIBE, BAND OR GROUP

Tribse, Band of Group ia: (chack one)
Organizad (ndian Group
Fedorally Recognized, State Mawting #5 of ihe
Inzluding Alaska Native Recognized Terminated Definiton Above

Narma of individual with tribal barshiy

Individual namad is {check one): Child Childs Parant Childs
Grandparent

Proof of memborehip, ae defined by tribs, band, or group is:

A. Membership or enroliment number {if readily avallable) ORr
B, Othar (sxplain)
@ & Harma and address of organization maintaining membership data for the tribe, band or group:

| werify that the infarmation provided above |8 sccurate;

@ 9 PARENT'S SIGNATURE - DATE
Mailing Address Tﬂpl‘l“
INSTRUCCIONES SOBRE EL ENVIO IEF OFFICE USE
Dists Received: | [

FADRES DE FAMILIA O TUTOR. por favor enfragus este
cemficado en 13 escuals de su bijo. Dibaze check:

O ew Smdeat O Duplicate Smdeut
SCHOOLS: Immed:arely renum this form via school mail to— | Centification Stams:

O Elizible'complete O Inelizible Tocomplats

Indian Education Program Office
333 5 Beaudry 16" Flaor IEP Record #
LA CA 8007

American Indiana-Alaskan Native American Form — Spanish
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FINANCIAL RESPONSIBILITY FOR DAMAGED SCHOOL PROPERTY
Dear Parents/Guardians:

This letter is to inform you of your legal responsibility with regard to property of the Los
Angeles Unified School District (District). California Education Code section 48904
states, in pertinent part, that the parent or guardian of any minor who willfully cuts,
defaces, or otherwise injures any real or personal property of the District or its
employees shall be liable for all damages caused by the minor up to $10,000. District
property includes buildings and grounds, as well as textbooks, library books, computers,
shop materials, physical education clothes, and sports equipment. A parent or guardian
is liable to the District for all District property loaned to a minor and not returned upon
demand.

We will be discussing the meaning of this responsibility will all students. We need your
help in making sure that District property is kept in good condition and that loaned items
are returned to school upon demand. Parents will be expected to pay the
replacement or repair cost for any lost or damaged District property. The school is
legally authorized to withhold the grades, diploma, and transcripts of students until the
obligation is cleared.

The following are ways to help your student understand this responsibility:

e Model careful handling of textbooks, library books, and other school property.
¢ Help students find a safe place to keep books during the borrowing period.
¢ Inform students that vandalism is not only a crime, but parents or guardians may
be held financially responsible for the damage.
We look forward to a successful school year with your student.

Sincerely,

Principal

Financial Responsibility for Damaged School Property
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RESPONSABILIDADES FINANCIERAS PARA LA PROPIEDAD DANADA
DE EL DISTRITO

Estimado padres de familia o tutores:

El propdsito de esta carta es de informarles acerca de sus responsabilidades con
relacion a las propiedades de El Distrito Escolar Unificado de Los Angeles. El articulo
48904 del Cadigo de Educacion especifica que, el padre o guardian de un menor de
edad que intencionalmente dafie cualquier objeto que sea propiedad de El Distrito
Unificado de Los Angeles, o de sus empleados, sera obligado a pagar todos los dafios
causados por el menor de edad. El padre de familia o guardian puede ser obligado a
pagar una cantidad de hasta $10,000. Propiedades de El Distrito incluyen edificios,
jardines y patios, libros de textos, libros de biblioteca, computadoras, materiales que
estén a la venta, ropa de educacion fisica y equipos deportivos. El padre de familia o el
guardian legal es responsable de entregar, cuando sean requeridos, los objetos que
han sido prestados al menor de edad y que pertenecen a El Distrito.

Los estudiantes seran informados del significado de estas responsabilidades.
Necesitamos su ayuda para asegurarnos que la propiedad de El Distrito se conserve en
buenas condiciones y que los objetos prestados a los estudiantes sean devueltos a las
escuelas cuando sean requeridos. Los Padres seran responsables de reemplazar o
de pagar el costo de cualquier objeto que pertenezca a El Distrito y que se ha
perdido o dafiado. La escuela esta autorizada legalmente a detener las calificaciones,
diplomas, y constancia de calificaciones de los estudiantes hasta que todas las
responsabilidades sean aclaradas.

He aqui algunas sugerencias para ayudar a que su hijo/a asume esta responsabilidad
e Muéstreles como tratar cuidadosamente los libros de texto, libros de biblioteca y
cualquier propiedad de El Distrito.
e Ayude a su hijo/a a encontrar un lugar seguro en donde pueda guardar sus libros
durante el tiempo que se le han prestado.
e Inférmele a su hijo/a que destruir propiedad ajena no solamente es un crimen
pero que también son gastos que usted como padre de familia tiene que pagar.
Esperamos tener un aflo escolar muy prospero con su estudiante.

Sinceramente,

Director/a

Financial Responsibility for Damaged School Property - Spanish
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FERPA Notification

ACCESS TO SCHOOL RECORDS

FEDERAL AND STATE LAWS AFFECTING FAMILY
EDUCATIONAL RIGHTS AND PRIVACY

The privacy of school records is protected by federal and state laws
which cover nearly every type of pupil record maintained by local
schools or school district central offices. Such records might include
information about attendance, health, grades, behavior, athletic ability,
or activities in class. The law prohibits the release of pupil records
information without written consent of the parent, or adult student (18
years or older). Records or information maintained by any school
official exclusively for personal reference or use are not considered
pupil records and are not subject to Federal and State privacy laws.
Unless otherwise prohibited by law, any natural parent, adopted
parent, or legal guardian may have access to and review the pupil
records of their child. Also, students who are 16 years and older (or
have completed the 10" grade) have the right to access and review
their records. School and District employees and officials who have a
legitimate educational interest have a right to access pupil record
information without the consent of the parent or student. A “legitimate
educational interest” is defined as a need for the employee/official to
access pupil record information in order to perform his/her job duties.
In general, other individuals or agencies may be authorized to access,
review and /or obtain pupil records by court order or by statute.

Directory information is routine information maintained by school
districts about students. It is this special category of pupil record
information that does not require the same level of confidential
treatment as pupil record information. Under the law, a school district
may identify certain categories of information as directory information
and may provide directory information to certain individuals, officials
and organizations identified by the district as those who have a
legitimate need to know. Parents and/or adult students have the right
to limit or deny the release of any portion of directory information.
Additionally, parents and/or adult students may deny the release of
directory information to any designated recipient.

Any and all of the following items of directory information relating to a
pupil may be released to a designated recipient as noted on page 7,
unless a written request is on file to withhold its release.

* Name

+ Address

» Telephone

« Date of birth

» Dates of attendance

 Previous school(s) attended

Some pupil records such as discipline, special education or
psychology records may be maintained in local district, support units
or central district offices.

CHALLENGES TO PUPIL RECORD INFORMATION

A

C.

The inspection/review of any or all pupil records will be during
regular school hours and will be arranged at a time mutually
convenient to the parent (or student, when applicable) and the
school official. A District certificated employee must be present to
assist and act as custodian of the file. When a pupil record of one
student includes information concerning other students, the
parent (or student, when applicable) who wishes to inspect and
review such material may see only such part as relates to the
child of that parent. If the parent (or student, when applicable)
requests a copy of the whole or any part of a pupil record, the
copy will be provided. The school or the local district office may
charge a copy fee of 25 cents ($.25) for the first page and 10
cents ($.10) for each additional page requested. For all pupil
records (other than grades), California Education Code Section
49070 provides that a parent (or former student) may challenge
the content of such pupil records by filing a written request to
remove or correct any recorded information that is:

1. Inaccurate

2. An unsubstantiated personal conclusion or inference

The parent may challenge the content of such records by first
meeting with the school principal. If the principal sustains the
parent's challenge, the record will be corrected or removed. If the
school principal does not sustain the parent’'s challenge, the
parent may appeal. Appeals from a school principal's adverse
decision are to be made first to the local district superintendent,
and then if necessary, to the Board of Education. The local district
superintendent and the Board of Education may choose to
convene an impartial panel to conduct an inquiry into the subject
of the challenge. If the panel sustains the parent’s challenge, the
correction, removal or destruction of material challenged will be
made. If the parent’s challenge is ultimately denied, the parent has
a right to provide written statement of his or her objection to the
information. This statement becomes a part of the student’s
school record unless and until such time as the information
objected to is changed or removed.

With regard to the challenge of grades, California Education Code
section 49066 provides that, in the absence of clerical or
mechanical mistake, fraud, bad faith or incompetence, the grade
given to each pupil in a course by a teacher shall be final.
Challenges to grades will be conducted in accordance with
California law and with LAUSD policy. Please see section
regarding Parents’ Right to Request a Grade Change.

Records or information maintained by any school official
exclusively for personal reference or use and which are not
available to any other person, except his or her substitute, are not
pupil records available for inspection, review, or challenge by the
parent or adult pupil.

Upon the written request by a school in which the student seeks
or intends to enroll, education records of the student will be
forwarded to that school.
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Spanish FERPA Notification

DERECHO DE SOLICITAR LOS EXPEDIENTES ESCOLARES
LEYES FEDERALES Y ESTATALES QUE AFECTAN LOS
DERECHOS EDUCATIVOS Y DE CONFIDENCIALIDAD DE LAS
FAMILIAS
La confidencialidad de los expedientes escolares cuenta con el amparo
de las leyes estatales y federales; las cuales abarcan practicamente
todo tipo de expedientes escolares archivados en las escuelas locales y
las oficinas centrales de los distritos escolares. Dichos expedientes
pueden incluir informacién sobre la asistencia escolar, la salud, las
calificaciones, el comportamiento, la capacidad atlética o las actividades
realizadas en clase. Las leyes prohiben que se divulgue la informacion
contenida en los expedientes escolares de los alumnos sin haber
obtenido previamente el consentimiento por escrito del padre de familia
o del alumno (de 18 afios de edad o mayor). Los expedientes o la
informacién que los funcionarios de la escuela mantienen
exclusivamente como material de consulta 0 para uso propio no son
considerados parte del registro escolar del alumno y no estan sujetos a
las leyes federales o estatales de confidencialidad. Los padres
naturales, los padres adoptivos o los tutores de los alumnos podran
solicitar y leer los expedientes académicos de sus hijos a menos que la
ley especifique lo contrario. Ademas, los alumnos de 16 afios de edad o
mayores de 16 afios de edad (o que hayan terminado el 10° grado
escolar) tienen el derecho de solicitar sus registros escolares y de
leerlos. Los empleados y los funcionarios de las escuelas y del distrito
escolar que tienen un motivo educativo legitimo para solicitar la
informacién contenida en los expedientes académicos de un alumno
tienen el derecho de leer dicha informacién sin obtener el
consentimiento de los padres de familia o el alumno. Un “motivo
educativo legitimo” constituye la necesidad de acceso por parte del
empleado/funcionario a la informacion en el expediente estudiantil para
cumplir con sus responsabilidades laborales. En general, individuos o
entidades diversas pueden estar autorizados por medio de una orden
judicial o estatuto a solicitar, leer y obtener los expedientes académicos
de un alumno.
La informacién incluida en el directorio es informacién de rutina que
el distrito mantiene con respecto a cada alumno. No es necesario tratar
a esta categoria especial de informacién incluida en el registro escolar
del alumno con el mismo grado de confidencialidad que se trata al
expediente académico del alumno. Segln lo establecido por ley, los
distritos escolares podran clasificar la informacion en diferentes
categorias, por ejemplo la podrén clasificar como informacion que
incluyen en el directorio y le podran proporcionar la informacién incluida
en el directorio a ciertos individuos, funcionarios y organizaciones del
Distrito Escolar que han sido clasificados por el Distrito como individuos
o entidades que tienen una necesidad legitima de conocer dicha
informacién. Los padres de familia y los alumnos que son mayores de
edad tienen el derecho de limitar
o0 negar la divulgacion de cualquier porcion de la informacion contenida
en el directorio. Ademas, los padres de familia y los alumnos que son
mayores de edad pueden solicitar que no se le divulgue la informacion
contenida en el directorio a una persona en particular.
Se le podran proporcionar a una persona designada que lo solicite
conforme se especifica en la pagina 7, todos o cada uno de los puntos
a continuacion sobre los datos del alumno en el directorio, a menos que
se haya archivado un documento en el cual se especifica que no se
divulgue dicha informacion:
* Nombre y apellido
« Direccion
* Ndmero de teléfono
« Fecha de nacimiento
« Fechas en las que se ha asistido a la escuela
« Escuelas a las que se ha asistido anteriormente )
OBJECIONES CON RESPECTO A LA INFORMACION QUE SE
ENCUENTRA EN LOS EXPEDIENTES ESCOLARES DE LOS ALUMNOS
A. Si se desea inspeccionar o leer parte o la totalidad del expediente
escolar de un alumno es necesario solicitarlo durante el horario
regular de clases y fijar un horario que sea conveniente para los
padres de familia (o alumno si correspondiera) y el funcionario de

la escuela. Un empleado titulado del Distrito Escolar debe estar
presente para ayudar y para actuar como el encargado del registro.
Si el registro escolar contiene informacién sobre otros alumnos, el
padre de familia (o alumno, si corresponde) puede leer sélo las
secciones del archivo que tratan sobre su hijo o el alumno que
solicité leer dicho archivo. Si el padre de familia (0 alumno si,
corresponde) solicita una copia del registro escolar completo o de
una seccion del registro escolar, el personal de la escuela se la
debe entregar. La escuela o la oficina administrativa del distrito
local puede cobrar 25 centavos por la primera hoja y 10 centavos
por cada hoja subsiguiente. El articulo 49070 del Cédigo de
Educacion de California dispone que un padre de familia (o un ex
alumno) tiene el derecho de objetar con respecto al contenido del
registro escolar excluyendo calificaciones si presenta una solicitud
por escrito en la que pide que se elimine o se corrija cierta
informacién registrada en dicho registro, que:
1. sea incorrecta
2. sea una conclusion o una inferencia infundada

Lo primero que deben hacer los padres de familia si desean
impugnar el contenido del expediente escolar del alumno es solicitar
una reunién con el director de la escuela. Si el director acepta la
impugnacién presentada por el padre de familia, la informacién
contenida en el archivo se corregira o se eliminara. Si el director de
la escuela no acepta la impugnacion presentada por el padre de
familia, dicho padre de familia tiene el derecho de apelar. Las
apelaciones que se interponen debido a que el director de la
escuela no ha aceptado la impugnacion se le deberan presentar
primeramente al superintendente del distrito local, y posteriormente,
si es necesario, a la Junta de Educacion. El superintendente del
distrito local y la Junta de Educacién pueden decidir convocar a un
panel imparcial que realizaré la investigacion con respecto a lo que
se desea impugnar. Si el panel acepta la impugnacién presentada
por el padre de familia serd necesario corregir, eliminar o destruir el
material que haya provocado la impugnacion. Si en Ultima instancia
no se acepta la impugnacién presentada por el padre de familia,
dicho padre de familia tiene el derecho de presentar una declaracion
por escrito en la que explica su objecion con respecto a la
informacién. Dicha declaracion formara parte del registro escolar del
alumno a menos que, o hasta que, se modifique o elimine la
informacién impugnada.

B. Si se desea impugnar una calificacién otorgada, el articulo 49066 del
Cadigo de Educacioén de California dispone que la calificacion que el
maestro le otorga a cada alumno en una materia es decisiva si el
personal de oficina no ha cometido un error, si no ha habido un error
mecanico, si no se ha cometido fraude, y si no se ha actuado en
mala fe ni en forma incompetente. Las objeciones presentadas con
respecto a una calificacion se tramitaran segln lo establecido por
las leyes del Estado de California y las normas del LAUSD. Favor de
ver la seccion sobre los Derechos de Padres para solicitar un
cambio de calificaciones.

C. Los registros y la informacién que un funcionario de la escuela
mantiene exclusivamente como material de consulta o para su uso
personal y que no estén a disposicion de ninguna otra persona, con
la excepcion del suplente de dicho funcionario, no forman parte del
registro escolar del alumno y por lo tanto no estan disponibles para
gue un padre de familia o alumno que es mayor de edad lo
inspeccione, lea o impugne.

D. Se enviard el registro escolar del alumno a la escuela en la cual el
alumno desee inscribirse si dicha escuela lo solicita por escrito.

Denuncias

Los padres de familia tienen el derecho de presentar denuncias con respecto a

los procedimientos del Distrito Escolar que afectan a los derechos de

confidencialidad, ante la Secretaria de Educacién del Estado de Californiao ala

Oficina para el Cumplimiento de los Derechos de las Familias, U.S. Department

of Education (Secretaria Nacional de Educacién) 400 Maryland Avenue,

Washington, D. C. 20201.
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AFFIDAVIT FOR PROOF OF AGE OF MINOR

l, , declare:
| am the (check one) [ ] parent [ ] legal guardian [] caregiver
of and hereby affirm that he/she was born
Name: First Middle Last
on in
Month/Day/Year City
State Country

| further affirm that a certificate of birth is not available for said minor.

| declare under penalty of perjury under the laws of California that, of my own personal
knowledge, the above is true and correct and that if called upon to testify, | would be
competent to identify thereto.

Print Name of Parent/Legal Guardian/Caregiver

Signature of Parent/Legal Guardian/Caregiver Date

Affidavit Proof of Age of Minor- English
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DECLARACION JURADA PARA COMPROBAR LA EDAD DEL MENOR

Yo, , declaro:

Y0 soy (marque uno) el/la [_] padre/madre []tutor legal [ ] la persona a cargo

de y afirmo
Nombre: Primer Segundo Nombre Apellido
gue él/ella nacio en en
mes/dia/afio Ciudad
Estado Pais

También afirmo que no hay un certificado de nacimiento disponible para el dicho menor.

Declaro, bajo pena de perjurio, conforme a las leyes del Estado de California, que lo
antedicho es verdadero y correcto y si yo soy llamado a testificar, yo soy competente
para identificarlo.

Escriba el nombre y apellido del padre de familia/tutor/persona a cargo (letra de molde)

Firma del padre de familia/tutor/persona a cargo Fecha

Affidavit Proof of Age of Minor — Spanish
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ATTACHMENT A
Los ANGELES UNIFIED SCHOOL DISTRICT
AFFIDAVIT FOR UNOFFICIAL CHANGE OF NAME OF MINOR IN LAUSD PUPIL RECORDS

I, , being the natural mother/father or legal guardian with

legal custody of hereby request that my child, who is officially known as
Print name of applicant

be from this day forward known as

First Middle Last

. I understand that this form applies only to pupil records

First Middle Last

maintained by the Los Angeles Unified School District, that my child’s legal name must remain on the official
pupil records, and that this form does not substitute for an official name change which would require a court
order.

1. The natural father/mother of the child herein referred to is deceased.

Check one: YES o NO o
2. The natural father/mother of the child no longer has legal custody over the child (please see attached
court documents).
Check one: YES o NO O

3. The natural father/mother, who has legal custody and the right to make educational decisions for the
child herein referred to, consents to the change of name herein proposed by his/her/their signature(s)
below.

Check one: YES © NO o (If yes, both parents must sign below)

I consent to the change of name herein proposed.

Signature of Natural Mother of the Child Herein Referred to Date

Signature of Natural Father of the Child Herein Referred to Date
I declare under penalty of perjury under the laws of the State of California that the foregoing is true and correct.

Date: Print Name of Applicant

Signature of Applicant

Applicantis CHECK ONE o Parent o Legal Guardian

FOR SCHOOL TO COMPLETE:
Date received: Date verified:
Date Entered AKA: Initial:

Unofficial Change of Name of Minor

Page 153 of 255



5N
PsSAl .
%674 Palicy and Procedures

Student Health and Human Services

AFFIDAVIT OF PARENTAL/LEGAL GUARDIAN IDENTIFICATION

l, , declare as follows:

| am the [ ] parent Dlegal guardian D caregiver of the following child/children:

Attendance Manual
Appendix F-3a: Affidavit for Parental/Legal Guardian Indentification

Name: First Middle Last Date of Birth

A school age minor who is seeking admission to

School
in the Los Angeles Unified School District.
Name: First Middle Last Date of Birth
A school age minor who is seeking admission to

School
in the Los Angeles Unified School District.
Name: First Middle Last Date of Birth
A school age minor who is seeking admission to

School

in the Los Angeles Unified School District.

| do not own or posses a birth certificate, driver’s license, state ID, or baptism certificate
verifying my status as a parent. | declare under penalty of perjury under the laws of
California that the above is true and correct.

Print Name of Parent/Guardian/Caregiver Signature of Parent/Guardian/Caregiver

Date

Note: Please make one copy of signed affidavit per student and place individual student’s
cumulative record.
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Appendix F-3b: Affidavit for Parental/Legal Guardian Indentification

DECLARACION JURADA DE IDENTIFICACION DE LOS PADRES DE FAMILIA O
TUTORES LEGALES

Yo, , declaro lo siguiente:

Soy el/la [ ] padre/madre [ ]tutorlegal [ ]la persona que cuida al (los) siguiente(s)
nifo(s)

Nombre Segundo Nombre Apellido Fecha de Nacimiento

Un menor en edad escolar que desea ingresar a la

Escuela
en el Distrito Escolar Unificado de Los Angeles.
Nombre Segundo Nombre Apellido Fecha de Nacimiento
Un menor en edad escolar que desea ingresar a la

Escuela
en el Distrito Escolar Unificado de Los Angeles.
Nombre Segundo Nombre Apellido Fecha de Nacimiento
Un menor en edad escolar que desea ingresar a la

Escuela

en el Distrito Escolar Unificado de Los Angeles.

No tengo en mi poder el acta de nacimiento, ni la licencia de conducir, ni el documento
de identidad, ni el certificado de bautismo, para verificar la paternidad. Declaro, bajo
pena de perjurio, conforme a las leyes del Estado de California, que lo antedicho es
verdadero y correcto.

Nombre de los padres/tutores/encargados Firma de los padres/tutores/encargados

Fecha

Note: Please make one copy of signed affidavit per student and place individual student’s
cumulative record.

Affidavit of Parent-Legal Guardian Identification - Spanish
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CAREGIVER’S AUTHORIZATION AFFIDAVIT GUIDELINES

This affidavit is for enrollment purposes only and does not grant
educational rights

TO CAREGIVERS:

1.

w N

7.

“Qualified relative,” for purposes of item 5, means a spouse, parent,
stepparent, brother, sister, uncle, aunt, nephew, first cousin, or any person
denoted by the prefix “grand” or “great,” or the spouse of any of the persons
specified in this definition, even after the marriage has been terminated by
death or dissolution.

If above criteria is not met use “other” and specify relationship to child(ren).
Educational rights can be granted to the caregiver in the parent’s absence by
providing a signed verifiable letter giving parent authorization to the caregiver.
The law may require you, if you are not a relative or a currently licensed foster
parent, to obtain a foster home license in order to care for a minor. If you have
any questions, please contact your local department of social services.

If the minor stops living with you, you are required to notify any school, health
care provider, or health care service plan to which you have given this
affidavit.

If you do not have the information requested in item 8 (California driver’'s
license or I.D.), provide another form of identification such as your social
security number or Medi-Cal number.

Affidavit must be renewed on a yearly basis.

TO SCHOOL OFFICIALS:

1.

Section 48204 of the Education Code provides that this affidavit constitutes a
sufficient basis for a determination of residency of the minor, without the
requirement of a guardianship or other custody order, unless the school district
determines from actual facts that the minor is not living with the caregiver.

In these situations the school district may require additional reasonable
evidence that the caregiver lives at the address provided in item 4.

TO HEALTH CARE PROVIDERS AND HEALTH CARE SERVICE PLANS:

1.

2.

No person who acts in good faith on a caregiver’s authorization affidavit to
provide medical or dental care, without actual knowledge of facts contrary to
those stated on the affidavit, is not subject to criminal liability or to civil liability
to any person, or is subject to profession disciplinary action, for such reliance if
the applicable portions of the form are completed.

This affidavit does not confer dependency for health care coverage purposes.
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DIRECTRICES SOBRE LA AUTORIZACION DEL ENCARGADO DEL CUIDADO
Esta declaracion jurada es sélo para propositos de inscripcion y no otorga derechos a la educacion

A LOS ENCARGADOS DEL CUIDADO:

1. "Pariente calificado", para efectos del punto 5, significa un cényuge, padre, padrastro, hermano,
hermana, tio, tia, sobrino, primo, o cualquier otra persona indicada por el prefijo "abue" o "bis", 0
el cényuge del de cualquiera de las personas especificadas en esta definicion, incluso después
de que el matrimonio se ha terminado por la muerte o disolucién.

2. Si los criterios anteriores no se cumplen, utilizar "otro" y especifique la relacion con el(los) hijo(s).

3. Los derechos a la educacioén le pueden ser concedidos al encargado del cuidado en la ausencia
de los padres, al proporcionar una carta firmada verificable dandole al cuidador la autorizaciéon de
los padres.

4. La ley puede requerir que usted, si no es un pariente o un padre de crianza autorizado en la
actualidad, obtenga una licencia para un hogar de crianza temporal con el fin de cuidar a un
menor de edad. Si usted tiene alguna pregunta, péngase en contacto con su departamento local
de servicios sociales.

5. Si el menor deja de vivir con usted, usted esta obligado a notificar a cualquier escuela, proveedor
de servicios médicos o servicio del cuidado de la salud al que se le haya dado esta declaracion
jurada.

6. Si usted no tiene la informacién solicitada en el punto 8 (licencia de conducir de California o
tarjeta de identificacion), proporcione otra forma de identificacion, tales como su namero de
seguro social o niumero de Medi-Cal.

7. La Declaracion Jurada debera ser renovada anualmente.

A LOS FUNCIONARIOS ESCOLARES

1. La seccion 48204 del Cédigo de Educaciéon establece que la declaracion jurada constituye una
base suficiente para una determinacién de la residencia del menor, sin el requisito de una tutela o
de otra orden de custodia, a menos de que el distrito escolar determine de hechos reales que el
menor no vive con el encargado del cuidado.

2. En estas situaciones, el distrito escolar podria requerir pruebas razonables adicionales que
comprueben que el encargado del cuidado vive en la direccion proporcionada en el punto 4.

A LOS PROVEEDORES DE SERVICIOS DE LA SALUD Y LOS PLANES DE SERVICIO PARA EL
CUIDADO DE LA SALUD:

1. Ninguna persona que actie de buena fe en la declaracién jurada para la autorizaciéon de un
encargado del cuidado para proporcionar atencién médica o dental, sin el conocimiento real de
los hechos contrarios a los establecidos en la declaracion jurada, esta sujeta a responsabilidad
penal o de responsabilidad civil ante ninguna persona, ni esta sujeta a una accién disciplinaria
profesional por confiar en la misma, si se llena n las porciones aplicables del formulario.

2. Esta declaracion jurada no otorga la dependencia para fines de una cobertura de salud.

Caregiver’'s Authorization Affidavit Guidelines - Spanish
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CAREGIVER’S AUTHORIZATION AFFIDAVIT

Use of this affidavit is authorized by Part 1.5 (commencing with Section 6550) of Division 11
of the California Family Code.

Instructions: Completion of items 1-4 and the signing of the affidavit is sufficient to authorize
enrollment of a minor in school and authorize school-related medical care. Completion of
item 5-8 is additionally required to authorize any other medical care.

Please print clearly.

The minor named below lives in my home and | am 18 years of age or older.
1. Name of Minor:

2. Minor’s birth date:

3. My name (adult giving authorization):

4. My home address:

Number, Street, Apt. #, City, State, Zip Code
5. | am a grandparent, aunt, uncle, or other qualified relative of the minor (see back of this

form for a definition of “qualified relative.”) Other:
6. Check one or both boxes (for example, if one parent was advised and theother cannot be
located).

[ ] I have advised the parent/s or other person/s having legal custody of the minor of my
intent to authorize medical care, and have received no objection.

[_] 1 am unable to contact the parent/s or other person/s having legal custody of the minor
at this time, to notify them of my intended authorization.

My date of birth:

8. My California driver’s license or identification card number:

~

WARNING: Do not sign this form if any of the statements above are incorrect, or else you will
be committing a crime punishable by a fine, imprisonment or both.

| declare under penalty of perjury under the laws of the State of California thatthe foregoing is

true and correct.

Signature Date:

Notices:

1. A person who relies on this affidavit has no obligation to make any furtherinquiry or
investigation.

This declaration does not affect the rights of the minor’s parents or legalguardian
regarding the care, custody, and control of the minor, and does not mean that the
caregiver has legal custody of the minor.3. This affidavit is not valid for more
than one year after the date on which is executed.

This affidavit is for enrollment purposes only and does not grant educational rights
Caregiver’'s Authorization Affidavit- English
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DECLARACION JURADA DE AUTORIZACION PARA EL CUIDADOR

El uso de esta declaracion esta autorizado por la Parte 1.5 (comenzando con la Seccion 6550) de la
Division 11 del Codigo Familiar de California.

Instrucciones: Llenar los puntos 1-4 y la firma de la declaracidn jurada es suficiente para autorizar la
inscripcién de un menor en la escuela y autorizo la atencién médica relacionada con la escuela.
Ademas la autorizacion, se precisa llenar el punto 5.8 para cualquier otra atencion médica.

Por favor escriba claramente.
El menor nombrado a continuacion vive en mi casa y tengo 18 afios de edad o mas.

1. Nombre del menor:

2. Fecha de nacimiento del menor:

3.  Minombre (adulto que otorga la autorizacion):

4. Midireccion particular:

Numero, Calle, # de dpto., Ciudad, Estado, Cédigo Postal

5. Yo soy un abuelo, tia, tio, u otro pariente calificado del menor de edad (véase el reverso de este
formulario para una definicidn de "pariente calificado".) Otros:__

o

Marque uno o dos casilleros (por ejemplo, si un padre fue avisado y el otro no puede ser
localizado.

|:| He avisado a los padres u otra(s) persona(s) que tienen la custodia legal del menor sobre mi
intencion de autorizar la atencién médica, y no he recibido ninguna objecién.

No puedo ponerme en contacto con los padres u otra(s) persona(s) que tienen la custodia legal del
menor en este momento, para notificarles de mi autorizacidn prevista.

7. Mifecha de nacimiento:

8. Licencia de conducir o tarjeta de identidad del Estado de California:

ADVERTENCIA: No firme Este Formulario SI Alguna de las afirmaciones incorrectas Anteriores hijo, o de Lo contrario
estara cometiendo un crime punible con una multa, encarcelamiento o la autorizacion.

Declaro bajo pena de perjurio bajo las leyes del Estado de California que lo anterior es verdadero y
correcto.

Firma: Fecha:

Avisos:

1. Una persona que se basa en esta declaracion jurada no tiene obligacion de realizar cualquier consulta o
investigacion.

2. Esta declaracion no afecta los derechos de los padres del menor o el tutor legal con respecto al cuidado,
custodia y control del menor, y no significa que el cuidador tiene la custodia legal del menor.

3. La ejecuciodn de esta declaracién jurada no es valida por mas de un afio después de la fecha en que se
ejecuta.

Esta declaracion jurada es sélo para propdsitos de inscripcidn y no otorga derechos a la educacion.
Caregiver’'s Authorization Affidavit Spanish
Doc. 20277/ajs — Translated by the LAUSD Translations Unit
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To be completed by school personnel:

STUDENT RESIDENCY QUESTIONNAIRE Student’s District D&

The goal of the LAUSD Homeless Education Program is to effectively serve students and families in transition,
providing advocacy and referral services that foster a sense of empowerment and stability. To determine if your child is
eligible for these services, please complete the Student Residency Questionnaire and return it to the Main Office at
your child’s school. For additional information, please contact the Homeless Education Program at (213) 202-7581.

Date: School: ESC:

Student First Name: M.l.: __ Last Name: D.O.B.: OMale OFemale
Grade: _ Other (i.e. Adult Ed.) Special Ed: o yes 0 no Designation:

Address: Apt #: City: Zip Code:
Parent/Guardian Name: Contact Number:

The student(s) lives with:

o 1 parent o 1 parent & another adult o an adult that is not the parent or legal guardian
o 2 parents o a relative o alone with no adults

Student’s Living Situation (Check all that may apply):

o In a shelter (name of shelter)
o In a motel or hotel (name of motel/hotel)
o In a transitional housing program (name of program)
o In a car, trailer or campsite, temporarily due to inadequate housing IF YOU
] . CHECKED ANY

o Inarented trailer/motor home on private property OF THESE
o In a SRO (Single Room Occupancy) building — a multiple tenant building consisting of gg)l\;ils_’EF;_LEEASE

individual rooms with shared restrooms and/or kitchens (not an apartment building or a one

THIS FORM.
o In a rented garage due to loss of housing
5 o o

o Temporarily in another family’s house or apartment due to loss of housing, due to financial
problems (e.g. loss of job, eviction, or natural disaster)

o Temporarily with an adult that is not the parent/legal guardian due to loss of housing
o Awaiting foster placement

o Other places not designed for, or ordinarily used as a regular sleeping accommodation for human
beings (explain)

o Living alone, without any adult (unaccompanied youth)

o None of the above apply - NO FURTHER INFORMATION REQUIRED AT THIS TIME. If your housing
situation changes, please notify your child’s school.

AFFIDAVIT -
By signing this form, | declare under penalty of the laws in the State of California that the foregoing is true and correct.
In addition, I understand that the District reserves the right to verify the above listed residence information.

Signature of Parent/Legal Guardian/Caregiver: Date:
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Student Name School

Please list all siblings between the ages of birth and 22 years old. Complete a separate SRQ for each child.
Name Birthdate Age Grade School

The McKinney-Vento Homeless Assistance Act, part of No Child Left Behind, entitles all homeless school-aged
children access to the same free, appropriate public education that is provided to non-homeless youth. Schools are
required to remove barriers to the enrollment, attendance, and success of homeless students in school.

The Homeless Education Program may be able to provide assistance in the following areas. Please check areas of need, if any:

o School Supplies o Backpacks o Hygiene Kits
o Early Childhood Education/Pre-school Programs o Assistance for a Homeless Teen Parent o Educational Advocacy
o Transportation Assistance o Other:

IF YOU ARE REQUESTING TRANSPORTATION ASSISTANCE, PLEASE SIGN THE AFFIDAVIT OF NEED
BELOW.

I, , need assistance from LAUSD as | have no alternate means to deliver my
child to school. | agree to have my child attend school every day and on time. | also agree to notify the District if our
situation changes or we no longer require this assistance. | understand that my child must meet the eligibility criteria for
transportation assistance and | must comply with sign-in and supervision requirements.

Parent/Guardian’s Signature: Date:

L]
TO BE COMPLETED BY SCHOOL SITE HOMELESS LIAISON

School-Site Homeless Liaison can provide referrals in the following areas:
Please check areas of need, if any

o School Attendance o School Clothing/Uniforms o Free Breakfast/Lunch Program
o Tutoring o Counseling 0 Medical/Dental/Health
0 Academic Evaluation o Food Pantries g Other:

o Liaison: Please check here if you provided the parent/guardian with the requested referrals.
If you need assistance with referrals, please refer to your Homeless Liaison Training Manual or contact the Homeless
Education Program at (213) 202-7581.

School Site Homeless Liaison Name Title Phone Email

o School Personnel:
- The Student Residency Questionnaire (SRQ) must be kept in a confidential file which is separate
from the Permanent Student Record.
- For any choices except none of the above apply, please fax this form (both sides) to the Homeless
Education Program at (213) 580-6551.

(For Homeless Education Program Use Only)

Student has current SRQ on file. o YES o NO - SRQ required to process request.
Student is living within his/her school’s residence boundaries. o NO o YES - If yes, student does not qualify for
transportation assistance.

Student is eligible for transportation. o YES o NO

Transportation Request Processed By Date

If transportation is denied, a denial letter will be sent to the School-Site Homeless Liaison. Parent/guardian can appeal.
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(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)

(Address)
(City, State, Zip Code)

RE: Student ID #

Dear Parent/Guardian:

___ (Insert School Name) __ has requested the assistance of Pupil Services in
obtaining a Student Emergency Information Form. Section 49408 of the California
Education Code states..."for the protection of a student’s health and welfare, the parent
or the legal guardian must keep current at the student’s school of attendance,
emergency information including the home address and telephone number, business
address and telephone number of the parent or guardian, and the name, address and
telephone number of a relative or friend who is authorized to care for the student in any

emergency situation if the parent or legal guardian can not be reached.”

We know you are concerned about your child’s welfare. Please fill out the enclosed
Student Emergency Information form and return it to the school no later

than insert date to avoid the necessity of having a counselor

visit your home. If you have any questions, please call

Thank you for your cooperation.

Sincerely,

Principal

Student Emergency Information Request Letter - English
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(SCHOOL LETTERHEAD)
(Fecha)
(Nombre del padre, madre o tutor legal)
(Direccion)
(Ciudad, Estado, Codigo Postal)

ASUNTO: # de identidad
del alumno(a)

Estimado padre, madre o tutor legal:

____(Nombre de la Escuela) __ ha solicitado la asistencia de Servicios Estudiantiles
en la obtencién de un Formulario de Informacion para una Emergencia Estudiantil. La
Seccién 49408 del Codigo de Educaciéon de California indica que... "para el bienestar y
la proteccion de la salud del alumno(a), el padre, madre o el tutor legal deben mantener
al dia, en la escuela a la que asiste el alumno(a), la informacién para casos de
emergencia, incluyendo el domicilio y numero de teléfono, la direccion y nimero de
teléfono del trabajo del padre, madre o tutor legal, y el nombre, direccion y teléfono de
un pariente o amigo que esté autorizado para atender al alumno(a) en cualquier
situacion de emergencia si no se pueden comunicar con el padre, madre o tutor legal. "

Sabemos que le preocupa el bienestar de su hijo. Por favor, llene el siguiente
Formulario de Informacién para una Emergencia Estudiantil adjunto y devuélvalo a la
escuela a mas tardar el (fecha) para evitar la necesidad de que un consejero
visite su casa. Si usted tiene alguna pregunta, por favor llame al

Gracias por su cooperacion.
Atentamente,

Director(a)

Student Emergency Information Request - Spanish
20280ajs_Translated by the LAUSD Translations Unit
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(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)

(Address)
(City, State, Zip Code)
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Student Emergency Information Request Letter - Korean
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Appendix H-2a: Moved, False Address, Forfeiture of Permit

(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

Dear Parent/Guardian:

It has come to our attention that you have changed your address and no longer live in

the area of School. According to LAUSD policy “A family’s
failure to report, in writing, a change of address, within 30 calendar days shall be cause for
forfeiture of the right to a Continuing Enrollment Permit." As a result, your child/children will
need to enroll and attend the school within the area of your new

address. Your home school is School and their phone
number is

Within two days, please pick up the necessary paperwork from the school office to withdraw
your child/children from our school and promptly enroll in the new school.

If you have any questions, please call at

We wish you and your child/children the very best at your new school.

Sincerely,

Principal

Moved, False Address, Forfeiture of Permit - English
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(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian)
(Address)
(City, State, Zip Code)

Estimado Padre/Tutor:

Se nos ha informado que se ha mudado y que ya no vive en la zona de asistencia

escolar

de la Escuela De acuerdo a la politica de LAUSD “El que
una familia no reporte por escrito en 30 dias el cambio de domicilio, es motivo

suficiente para renunciar al derecho de ejercer el Permiso de Matriculacion

Continua.”

Como resultado, su hijo(s) necesita(n) matricularse y asistir a la escuela que le
corresponde a la zona de su nuevo domicilio. La escuela que le corresponde a la
zona de su nuevo

domicilio es la Escuela y su numero de teléfono es

En dos dias, favor de recoger en la oficina escolar la documentacién necesaria
para dar de baja a su(s) hijo(s) de nuestra escuela y lo(s) inscriba en la nueva
escuela inmediatamente.

Si tiene alguna pregunta, favor de comunicarse con al

Atentamente,

Director(a)

Moved, False Address, Forfeiture of Permit - Spanish
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Appendix H-2c: Moved, False Address, Forfeiture of Permit

(SCHOOL LETTERHEAD)
(DATE)
(PARENT/GUARDIAN NAME)

(ADDRESS)
(CITY, STATE, ZIP CODE)
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Moved, False Address, Forfeiture of Permit - Chinese
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(SCHOOL LETTERHEAD)
(DATE)
(PARENT/GUARDIAN NAME)

(ADDRESS)
(CITY, STATE, ZIP CODE)
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Moved, False Address, Forfeiture of Permit - Korean
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(SCHOOL LETTERHEAD)
(DATE)

(PARENT/GUARDIAN NAME)
(ADDRESS)
(CITY, STATE, ZIP CODE)
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Moved, False Address, Forfeiture of Permit - Armenian
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(SCHOOL LETTERHEAD)
(DATE)
(PARENT/GUARDIAN NAME)

(ADDRESS)
(CITY, STATE, ZIP CODE)

Thwa Quy Phu Huynh/Giam H®:

Chung t6i dé y thay rang quy vi da thay déi dia chi ctia quy vi va khong con séng

trong
khu vwrc clia . Theo quy dinh ciia LAUSD “Sy
Trwdng khong

bé&o céo ctia mét gia dinh, bang van ban, sy thay dbi dia chi, trong vong 30 ngay
lich sé& 1a nguyén nhan bi twé'c quyén dwoc Phép Tiép Tuc Ghi Danh Hoc." Do
do, con/cac con cla quy Vi sé can phai ghi danh va hoc tai trwéng trong pham vi
khu vwe dia chi
ma&i clda quy vi. Trwdng dia phwong cua quy vi

E}
va s6 dién thoai cla ho

F}

Trong vong hai ngay, xin dén nhan cac gidy to can thiét & van phong nha treong
dé rat con/cac con cua quy vi ra khéi trwdng ching tdi va nhanh chéng ghi danh
¢ tredng mai.

Néu quy vi c6 cau hdi nao xin & sb
goi
Chung tdi xin chlc quy vi va con/cac con cla quy vi diéu tét nhat & trudng moi
cla quy Vi.
Tran trong,

Moved, False Address, Forfeiture of Permit — Viethamese
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(SCHOOL LETTERHEAD)
(DATE)
(PARENT/GUARDIAN NAME)

(ADDRESS)
(CITY, STATE, ZIP CODE)
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Moved, False Address, Forfeiture of Permit - Russian
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OPTIONAL AREA DECISION FORM

To:

Principal

School
| am the parent or guardian of

Student’s Name: Grade:

Address:

| am aware that, under current District policy, my son/daughter may attend either

School:

or

School:

It is my decision that my child shall attend
School

| understand that this will become his/her School of Residence. | further understand that this
choice of option is final.

Signature of Parent/Guardian Date

Signature of School Administrator Date

c: School Principals Involved

Parent/Guardian

Optional Area Decision Form - English
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FORMULARIO EN QUE SE REGISTRA LA DECISION
CON RESPECTO A LA ZONA OPCIONAL

Director/a

Escuela
Soy el padre o tutor de

Nombre y apellido del alumno(a): Grado escolar:

Direccion:

Estoy al tanto de que mi hijo(a) puede asistir a cualquiera de las dos siguientes
escuelas

Escuela:

Oala

Escuela:

He decidido que mi hijo(a) asistira a la Escuela

Comprendo que esta escuela pasara a ser la escuela que le corresponde a mi hijo(a)
segun su domicilio. Ademas comprendo que la opcion que elijo es irrevocable.

Firma del padre o tutor Fecha

Firma del administrador escolar Fecha

c: Directores correspondientes
Padre o tutor

Optional Area Decision Form - Spanish
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Appendix I-1a: Release of Information
Parent Authorization for Release/Exchange of Information

Date: To Parent/Guardian (s) of:

We are requesting your written authorization for release/exchange of information from
the individual, agency, or institution indicated below.

The information received shall be reviewed only by appropriate professionals in
accordance with then Family Educational Rights and Privacy Act of 1974.

TO: RE:
Name Pupil (Last name/First name)
Date of Birth: / /
Agency, Institution, or Department Month  Date  Year
Street Address Street Address
City State Zip City State Zip

| hereby give you permission to release/exchange the following information:
Medical/Health Speech & Language Educational

Psychological/Mental Health Other-Specify

The information will be used to assist in determining the needs of the pupil.

THIS INFORMATION IS TO BE SENT TO:

Name Position

Address
This authorization shall be valid until unless revoked
earlier.

| request a copy of this authorization: Yes No

Signature: Date:
Parent/Legal Guardian

Note: This information will become part of the pupil’'s educational records and shall be
made available, upon request, to the parent or pupil age 18 or older.

Page 174 of 255



Student Health and Human Services
Policy and Procedures Attendance Manual
Appendix I-1b: Release of Information

Programa de Prevencion, Desercion Escolar, y Retencién
Consentimiento de Padres Para Dar/Intercambiar Informacién

Fecha: A los Padres/Tutores de:

Les estamos pidiendo su autorizacién por escrito para poderles dar/intercambiar informacion sobre su
nifio/a a el individuo, agencia, o institucion indicado abajo.

La informacién recibida sera revisada Unicamente por profesionales apropiados en acuerdo con Los
Derechos Educativos Familiares y Acto de Privacidad de 1974.

A: RE:
Nombre del Alumno (Apellido/Nombre)
Fecha de Nacimiento: / /
Agencia, Institucién o Departamento Mes Dia Afo
Domicilio Domicilio
Ciudad Estado Cddigo Postal Ciudad Estado Cddigo Postal

Doy mi autorizacién para dar/intercambiar la siguiente informacion:
Médica/Salud Hablar y Lenguaje Educacional

Psicolégico/Salud Mental Otra (especifique)

La informacidn sera usada para determinar las necesidades del alumno.

ESTA INFORMACION SERA ENVIADA A:

Nombre Posicién

Direccion

Esta autorizacion seréa valida hasta solo que sea revocada
antes.

Yo requiero una copia de esta autorizacion: Si No

Firma: Fecha:
Padre/Tutor Legal

Nota: Esta informacién se hara parte de los archivos educativos del alumno y estara disposicion de los
padres o0 alumno a la edad de 18 afios o mayor.
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School Enrollment Symbols

E1  Within District, same school, such as:

Movement between attendance reporting categories: (grade, special programs, etc.)
Movement between tracks at a year round school

Promotion to the next grade level at the same school

Return to the same school

E2  Within District, different school, such as:

CAP/SAT/PWT placement if last school attended was an LAUSD school
Enrollment from LAUSD Continuation School

Enrollment from LAUSD provided home or hospital instruction (including tele-
teaching)

Enrollment from Magnet School

Matriculation from feeder school

Opportunity Transfer if student actually did attend the issuing school
Enrollment from program for pregnant minors

Enrollment from regular LAUSD school

Enrollment from LAUSD Charter

E3  Public-supported school within state, such as:

Arrival from another school district

CAP/SAT/PWT placement if last school attended was a non-LAUSD public school
Enrollment from hospital instruction not provided by the District

Enrollment from a Non-LAUSD Charter

Juvenile Detention Facility

E4 Non Public school within the state, such as:

CAP/SAT/PWT placement if last school attended was a California non-public school
Enrollment from private school

Enrollment from religious school

Enrollment from tutorial instruction

Enrollment from Home School

Return from Project Furlough

E5 Other states and other countries, such as:

CAP/SAT/PWT placement if last school attended was a non-California school
Enrollment from private school

Enrollment from public school

Enrollment from religious school

E7 Firsttime school enrollment such as:
Newly enrolling Kindergarten

The “E” symbol is determined by the last school attended if a student is returning from a
Juvenile Detention Facility.
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ELEMENTARY SCHOOL WITHDRAWAL SYMBOLS

Schools must use the appropriate leaver codes and withdrawal reason codes for
students who withdraw or leave school and enter them in SIS. See below.

Elementary SIS Leaver Codes

Leave
Code Description Applicable Reason Codes

L Preschool students Reason Codes 1-51

L2 Student transfers to another LAUSD school Reason Codes 1-51 (If OT use
(includes LAUSD charter schools). Reason Code 18 with letter A-U

from the OT/Expulsion Table)

L3 Student transfers to another public school within | Reason Codes 1-51
the state of California but outside LAUSD.

L4 Student transfers to a non-public school including | Reason Codes 1-51
home schooling.

L5 Student leaves the state of California. Reason Code 1

L7 Student matriculates to the middle school Matriculating 5"/6™ graders

need no reason code

L8 Deceased or unknown

Withdrawal Reason Codes (L to L5)
Code Description

1 Residence Change — the student moves from one residence to another.

2 Inaccurate Residence — the school determines that the student has been enrolled
based upon a false address or inaccurate residence information.

3 Special Education Assignment — the student attends another school that has the
special education facilities or appropriate instructional program.

4 Permits With Transportation Assignment — court-ordered voluntary permit program to
allow students to attend schools outside of their attendance area if space is
available.

5 Magnet/Alt Assignment — court-ordered voluntary permit program granted to
students who meet the eligibility requirements.

6 Satellite Zone Assignment — when a school has reached its enrollment capacity and
cannot accommodate additional students from its attendance area, new enrollees
may be assigned to a designated Satellite Zone school. Applies only to Langdon
Elementary to Parthenia Elementary School.

7 Capacity Adjustment Program- when a school has reached its enrollment capacity
and cannot accommodate additional students from its attendance area, new
enrollees may be assigned to a school with space available.

8 Caregiver’s Affidavit — the student named in the caregiver’s affidavit is deemed to
have satisfied residency requirements for school enrollment based on the caregiver’s
address.

9 Inter-District Permit — an approved application to attend a district other than LAUSD.

10 Bilingual / ESL Assignment — the student attends another school that has the
appropriate bilingual/ESL program.
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Code Description

11 Direction of the Superintendent — used in special circumstances for the welfare of
the student.

14 Elementary Child Care Permit — allows a student to receive before and/or
afterschool care by an adult who lives or works in a school’s attendance area
other than that of the school of residence.

15 Medical Permit -- a medical condition requires a student to attend a school
because of the school’s location or a school with physical characteristics or
available services

16 Prospective Residence Change — student is planning to move to another school
due to residence change (valid for 60 days only).

17 Any Permit Termination — a permit is terminated and no longer valid.

18 Opportunity Transfer — the student is provided an opportunity transfer permit at
another school

19 Expulsion — the student is expelled from school.

20 Opportunity Transfer Termination — the opportunity transfer permit is terminated.

21 Expulsion Reinstatement — student returns to the school upon reinstatement from
an expulsion

22 Continuing Enrollment Permit — when a student moves out of the attendance area
of a school, but wishes to remain at the school. (Must meet certain requirements).

23 Other — other reason not listed above.

32 Child Care Parent Supervision Permit - allows a student in the elementary grades
to attend a school near the parent’s workplace.

40 Open Enrollment Permit — permit to attend a school outside of the student’s
attendance area where space is available.

41 Advanced Studies Permit — permit for students to attend an Advanced Study
Program outside of the student’s attendance area.

43 Overcrowded Permit — when a student is CAPPED from a school and chooses not
to go to the receiver they may find another school. This permit does not entitle the
student to transportation.

44 Public School of Choice — NCLB required for Pl schools.

45 Disaster — students displaced by natural disasters.

46 Charter School

50 Parent Employment Permit - Permit issued for a student whose parent/guardian is
a full-time employee of LAUSD. This permit will allow the student to attend a
school that is within the attendance boundary of the place of employment of the
parent/guardian.

51 Safety and Protection Permit — Necessary for the protection or personal welfare of
the student.

52 Charter Opt-Out Permit

53 University Outreach Permit

54 Romero Open Enrollment Permit

55 Senior Status Permit

56 Specialized Program Permit
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SECONDARY SCHOOL WITHDRAWAL SYMBOLS

Schools must use the appropriate leaver codes and withdrawal reason codes for
students who withdraw or leave school and enter them in SIS/ISIS. See below:

Secondary SIS Leaver Codes

Leave
Code Description Applicable Reason Codes
L1 Student changes apportionment data within the same | Reason 23 (Other) with

school (i.e., grade level change, track change, special | comment
education assignment change).

L2 Student transfers to another LAUSD school (includes Reason Codes 1-49 (If OT use
LAUSD charter schools and community adult schools). | Reason Code 18 with letter A-U
from the OT/Expulsion Table)

L3 Student transfers to another public school within the Reason Codes 1-49.
state of California but outside LAUSD (includes
juvenile correction facilities).

L4 Student transfers to a non-public school including Reason Codes 1-49.
home schooling. Home schooling requires an affidavit.
L5 Student leaves the state of California. Reason Codes 1-49 with

appropriate state or country code.

L7 Student matriculates to the next school (middle to high | = Reason Codes 90-92 (posted by

school) or receives a high school diploma or equivalent ID94 and AT08).
(GED or CHSPE) or receives a Special Education = Reason Codes 93 (CHSPE) and
Certificate of Completion 94 (GED).

= Matriculating 8" graders need
no reason code.

L8 Deceased or unknown (see below) = Reason Codes (51,53,55,57-58)
= Reason Codes (62-65)
= Reason Codes (74, 76-79, 80-81)

Withdrawal Reason Codes (L1to L7)

Code Description

01 Residence Change — the student moves from one residence to another

02 Inaccurate Residence — the school determines that the student has been enrolled based upon
a false address or inaccurate residence information.

03 Special Education Assignment — the student attends another school that has the special
education facilities or appropriate instructional program.

04 Permits With Transportation Assignment — court-ordered voluntary permit program to allow
students to attend schools outside of their attendance area if space is available.

05 Magnet Assignment — court-ordered voluntary permit program granted to students who meet
the eligibility requirements.

06 Satellite Zone — when a school has reached its enroliment capacity and cannot accommodate
additional students from its attendance area, new enrollees may be assigned to a designated
Satellite Zone school. Applies only to Belmont SH, Verdugo Hills SH, and Langdon
Elementary to Parthenia Elementary School.

07 Capacity Adjustment Program- when a school has reached its enroliment capacity and cannot
accommodate additional students from its attendance area, new enrollees may be assigned
to a school with space available.
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Code Description

08 Caregiver’s Affidavit — the student named in the caregiver’s affidavit is deemed to have
satisfied residency requirements for school enrollment based on the caregiver's address.

09 Inter-District Permit — an approved application to attend a district other than LAUSD.

10 Bilingual / ESL Assignment — the student attends another school that has the appropriate
bilingual/ESL program.

11 Direction of the Superintendent — used in special circumstances for the welfare of the student.
Safety and Protection Permit

14 Elementary Child Care Permit — allows a student in the elementary grades to attend a school
near the parent’s workplace.

15 Medical Permit -- a medical condition requires a student to attend a school because of the
school’s location or a school with physical characteristics or available services

16 Prospective Residence Change — student is planning to move to another school due to
residence change (valid for 60 days only).

17 Permit Termination — a permit is terminated and no longer valid.

18 Opportunity Transfer — the student is provided an opportunity transfer permit at another
school

19 Expulsion — the student is expelled from school.

20 Opportunity Transfer Termination — the opportunity transfer permit is terminated.

21 Expulsion Reinstatement — student returns to the school upon reinstatement from an
expulsion

22 Continuing Enrollment Permit — when a student moves out of the attendance area of a school,
but wishes to remain at the school. (Must meet certain requirements).

23 Other — other reason not listed above

25 Permit Reinstatement — a permit was reinstated.

26 Tri-C — student transfers to Tri-C.

27 Continuation School — student transfers to a continuation school.

28 Adult School — student transfers to an adult school program.

29 Employment Preparation Center — student transfers to a regional occupational center.

30 Alternative Education Work Ctr. (AEWC) — student transfers to an AEWC.

40 Open Enrollment Permit — permit to attend a school outside of the student’s attendance area
where space is available.

41 Advanced Studies Permit — permit for students to attend an Advanced Study Program outside
of the student’s attendance area.

43 Overcrowded Permit — when a student is CAPPED from a school and chooses not to go to
the receiver they may find another school. This permit does not entitle the student to
transportation.

44 Public School of Choice — NCLB required for Pl schools

45 Juvenile Detention

46 Home Schooling — home study (not in a district program) with required affidavit

47 College — working towards an AA or BA

48 Safety and Protection Permit

Withdrawal Reason Codes (for use with L7 Only)

Code Description
90 Diploma — passed course requirements and passed CAHSEE
91 Diploma — special education only, passed course requirements, failed CAHSEE,
received Chapman Exemption (valid only for class of 2006 and 2007).
92 Certificate of Completion -- special education only
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Code Description
93 Passed California High School Proficiency Examination (CHSPE) — parent provides
written permission for the student to withdraw from school.
94 Passed Graduate Equivalent Examination (GED)
Withdrawal Reason Codes (for use with L8 Only)
Code Description Code Description

51 Marriage 65 Deceased

53 Pregnancy 74 Undercover Police Officer

55 Overage 76 Other

57 Work 77 Failed course requirements, passed
CAHSEE

58 Armed Forces 78 Passed course requirements, failed
CAHSEE

62 Serious lliness 79 Failed course requirements, failed
CAHSEE

63 Adult Incarceration 80 Not attending/Inactive (should be
changed to appropriate code after due
diligence follow-up)

64 Whereabouts Unknown 81 No Show (should be changed to
appropriate code after due diligence
follow-up)
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Parent Assurance Letter

Student’s Name: Date:

D.O.B.: Grade: Track:

l, , declare that | am the parent/guardian/caregiver
of and
| am withdrawing this child from this school due to the following reason:

[] Moving to another city within the State of California:

Moving to another state: State and City:

Moving to another country: Country:

Enrolling in a private school: Name of School:

Enrolling in another public school: Name of School:
City:
Full-time private tutoring by a credentialed tutor

O 0O 000

] Other:

| assure you that | will enroll this child in a school within a reasonable period of time. | am
aware of the compulsory education statute in California, as stated in Cal. Education Code
Section 48200 that requires all children between the ages of 6-18 years old to have a full-time
education, unless they are exempt. | also understand that if | fail to compel the attendance of
the child in my care to attend a full-time education while in the State of California, unless they
are exempt, that | may be subject to criminal penalties.

To the best of my knowledge, this child will be attending school in the city of
, State of

| declare under penalty of perjury under the laws of the State of California that the above
statements are true and correct.

Parent/Guardian/Caregiver's Name Parent/Guardian/Caregiver’s
Signature

Please fill out your new contact information below:

New Address

New Phone Number Date

Parent Assurance Form - English
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Carta de Garantia de Inscripcion

Nombre del estudiante:

Fecha de nacimiento: Grado: Ciclo:
Mediante la presente declaro que yo, soy el
padre/tutor/encargado de y que deseo dar de baja a

mi hijo(a) de esta escuela debido a lo siguiente:

O Nos mudaremos a otra ciudad dentro del Estado de California.

O Nos mudaremos a otro Estado: (Estado y ciudad)

O Nos mudaremos a otro pais: (pais)

O Lo(a) inscribi en una escuela privada: (nombre de la escuela)

O Lo(a) inscribi en otra escuela publica: (hombre de la escuela)
(ciudad)

O Me encargaré de procurarle un maestro particular.

O Otra alternativa:

Doy mi palabra de que inscribiré a mi hijo(a) en otra escuela dentro de un periodo de tiempo
razonable. Sé que en California la ensefianza es obligatoria, segun estipula el articulo 48200
del Cédigo de Educacion, lo cual implica que todos los nifios entre los 6 y 18 afios deben recibir
educacioén de tiempo completo, a menos que por algin motivo especial estén exentos.
Comprendo que si no cumpliera con esta obligacién de proporcionarles educacion a todos los
nifilos a mi cargo, a menos que estén exentos, podria exponerme a sanciones penales.

Segun mi saber y entendimiento, el nifio asistird a una escuela en la ciudad de
, en el Estado de

Declaro, bajo pena de perjurio, conforme a las leyes del Estado de California, que lo
antedicho es verdadero y correcto.

Nombre de los padres/tutores/encargados Firma de los padres/tutores/encargados

Por favor, proporcione los nuevos datos en referencia a su domicilio:

Nueva direccién

Nuevo numero teléfono Fecha
Parent Assurance Form - Spanish
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Authorization to Withdraw Students from Enrollment

Name of Initiating School Location #

Student Name DOB

Student ID # Grade Track
House

It is recommended that this student be withdrawn to the following:

REASON

School

Program

Other

Parent Signature Phone #

Effective Date

Recommended by Office

Authorized by Office

For internal use only
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Authorization to Re-Enroll Student

Name of School Location #

Student Name DOB

Student ID # Grade Track
House

It is recommended that this student be RE-ENROLLED immediately.
PLEASE UPDATE STUDENT INFORMATION ON:

[ ] No Show List

[ ] Potential — Inactive

[ ] Dropout List — Tan

[ ] Dropout List — Green
[] Dropout List — Salmon

Parent Name Phone #

Effective Date

Recovered By Title
Reported To Title
Status changed and records updated by
Date
Please file with dropout data for the school year.

Thank you.

For internal use only
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Reverse Address and Phone Directories

Lists of students in address or phone number orders are
useful tools. They can be used to ensure that students
living outside the attendance area have permits; to
identify the disconnected phones from Sprintel logs; and
to assist school personnel in determining residential
areas for the purpose of assigning students to tracks.
Such lists are called “Reverse Directories”.

To get a list of all students sorted by home address, type
ID99.3 at the SIS menu. At the extract screen, select
option 4 and press <Enter> at the date.

At the second screen:

STUDENT SELECTION <Enter>
all students
SORT SELECTION 124 by address

If street names have not been spelled consistently but

the streets in your area do not cross ZIP boundaries, it

may be better to sort by ZIP and then address;

SORT SELECTION 125 124 by ZIP then
address

After the sort is finished, type a title for the report and

then select the items to print.

ITEM SELECTION 124 125 101...
ZIP, address, name,
Any other fields desired

To print a list of all students arranged by home phone,
type 1D99.3 at the SIS menu. At the extract screen,
select all enrolled students (option4) and press <Enter>
at the date. At the second extract screen:

STUDENT SELECTION <Enter>
all students
SORT SELECTION 126 127

Area code, phone

After the sort is finished, type a title for the report and
then select the items to print.

ITEMS SELECTION 126 101...
Area code and phone, name,
and other fields desired

The success of areverse address directory depends
on the consistency with which addresses are
entered. “St.”, and “Street” mean the same thing to us,
but look very different to a computer. Secondary

SIS recommends the following rules:

1. Always write numbered streets as nhumbers, not
words (e.g., 5", mot Fifth).

2. Always write “TH”, “RD”, or “ST”, as required.

3. Always abbreviate and use consistent
abbreviations:

AV for Avenue DR for Drive
ST for Street or Saint  CR for Circle
BL for Boulevard RD for Road
HWY for Highway PL for Place
LN for Lane

4. Do not use periods in abbreviations.

5. Always write apartment numbers with a number
sign (#). Do not write “Apt” or “Nr”.

6. |If the address has a fraction, write it as % or ¥, not
1-2 or half.

Correcting Addresses

Extract 3 can sort student records in address order if
the addresses are spelled consistently. Program ID05
provides an easy means of checking and correcting
addresses.

Using CS09, design a format which contains “Home
Address” field. Student names and Home ZIP may be
included. Run ID05, 3. At the EX03 screen select
option 4 and press <Enter> at the date, then:

STUDENT SELECTION <Enter>
SORT SELECTION 124 Home Address

When corrected they can be
re-displayed like this:
2606 Farmdale Av

The addresses will be
Displayed like this:
3764 Farmdale

3765 Farmdale
3791 Farmdale
2606 Farmdale Av
3621 Farmdale Av
3623 Farmdale Av
2772 Farmdale Ave
5721 Farmdale Ave

2723 Farmdale Ave.

2723 Farmdale Av
2772 Farmdale Av
3621 Farmdale Av
3623 Farmdale Av
3764 Farmdale Av
3765 Farmdale Av
3791 Farmdale Av
5721 Farmdale Av

In the first column the addresses are properly sorted
within each group of addresses with the same street
name spelling. Once the street names are changed to
the same spelling, all the addresses can be properly
sorted.

Extracting Reverse Directories-SIS
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Elementary Absence/Tardy/ Early Leave Reason Codes

All teachers and other school staff are required to use the numerical reason codes below when students are
absent, tardy or leave early, and shall differentiate the form in which the excused number “1” absence(s) and
tardies are verified. The Time-In or Time-Out feature is also required, specifically for tardies and early leaves
in order to distinguish between excused or unexcused and to determine the classification of truancy status.

gzz(zgﬁegaégg Reﬁ]SERSZDA&%iarS Explanation of Absence/Tardy Codes
1p* Excused Excusable absence reason submitted by a parent, such as:
lliness or injury
Funeral of Immediate Family Member (includes anyone residing with the
student)
e One day in-state
e Three days out-of-state and/or country
M Excused Excusable absence verified by a medical professional, such as:
Medical and/or dental appointment
lliness or injury
Quarantine
1N Excused Excusable absence verified by the school nurse, such as:
lliness or injury
Exclusions by school nurse
e |Immunizations
e Lice (should take one day to clear up, and only one day is excused)
2 Unexcused Running errands for family
Vacations or trips
Unverified illness
Family emergency
Transportation problems
Inclement weather
Babysitting
“Take Your Child to Work Day” (without principal approval)
“Extended Funeral Absences ” (without principal approval)
3 Non-Compliant Absent from class or tardy for 30 minutes or more without school or
parent/guardian permission
SC Suspended Class Class suspension
4l In-School Suspension Supervised Suspension Classroom (In-School Suspension)
4 Suspened Sch School Suspension
5 Prior Principal Approval Court Appearance
Religious Holiday or Retreat
“Take Your Child to Work Day”
Pre-arranged Mental Health Services
Medical Exclusion or exemption
0 Uncleared No note, school attempted to obtain verification
ucC Uncleared No documentation received, no attempts made by school
SB School Bus School Bus- LAUSD Only
FT Field Trip Field Trip - Sponsored School Activity
el Iée()attjvgsieason Reasolrj:LsJSAé),\pA)Zf;{s n Explanation of Early Leave Codes
6 Excused Same as reasons 1P, 1M, 1N
7 Unexcused Same as Unexcused reasons above
8 Non-Compliant Absent from class without school or parent/guardian permission

*In the event of the excessive use of absence reason code 1P, schools shall notify and document in

the LAUSDMAX Call Log, that the parent/guardian must provide medical documentation for all future
absences. If a student enters the class after attendance has been submitted, log in to LAUSDMAX, change
the student’s status from absent to tardy, enter Time In and tardy reason code, and click [Submit].

** Early Leaves are to be documented by office staff with leave time and approiate reason code.
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Secondary Absence/Tardy Reason Codes

All teachers are required to use the numerical reason codes below when students are absent, tardy or
leave early, and shall differentiate the form in which the excused number “1” absence(s), tardy, or early
leave was verified. The Time-In or Time-Out feature is also required, specifically for tardies and early

leaves.
gﬁ;ﬁgﬁega;gg Reﬁ] SEZSZDAI\?I%(NS Explanation of Absence/Tardy
1P* Excused Excusable absence reason submitted by a parent, such as:
lliness or injury
Funeral of Immediate Family Member (includes anyone residing with
the student)
e One day in-state
e Three days out-of-state and/or country
1M Excused Excusable absence verified by a medical professional, such as:
Medical and/or dental appointment
lliness or injury
Quarantine
1N Excused Excusable absence verified by the school nurse or designee, such as:
lliness or injury
Exclusions by school nurse
e Immunizations
e Lice (should take one day to clear up, and only one day is excused)
2 Unexcused Running errands for family
Vacations or trips
Unverified illness
Family emergency
Transportation problems
Inclement weather
Babysitting
“Take Your Child to Work Day” (without principal approval)
“Extended Funeral Absences ” (without principal approval)
3 Non-Compliant Absent from class or tardy for 30 minutes or more without school or
parent/guardian permission
SC Suspended Class Class suspension
41%* In-School Suspension Supervised Suspension Classroom (In-School Suspension)
4 Suspened Sch School Suspension
5 Prior Principal Approval | Court Appearance
Religious Holiday or Retreat
“Take Your Child to Work Day”
Pre-arranged Mental Health Services
Medical Exclusion or exemption
0 Uncleared No note, school attempted to obtain verification
uc Uncleared No documentation received, no attempts made by school
AO Attendance Off Attendance Office
AP Asst Principal Off Assistant Principal’s Office
AT Athletic Team Athletic Team
Bl Bilingual Off Bilingual Office
CH Title 1 Off Title | Office
CO Counseling Off Counseling Office
DO Dean’s Off Dean’s Office
EC Extracurricular Extracurricular
FT Field Trip Field Trip - Sponsored School Activity
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Secondary Absence/Tardy Reason Codes

Absence/Tardy FlogEioe) e .
Reason Codes Re_ason as Appears Explanation of Absence/Tardy Reason Codes
in LAUSDMAX
GO Guidance Off Guidance Office
GT Grd/Trk Off Grade/Track Office
HO Health Off Health Office
MG Magnet Off Magnet Office
MO Main Off Main Office
PO Principal Off Principal’s Office
SB School Bus School Bus
SG Student Gov't Student Government
TP Testing Program Testing Program
WK Work Experience Work Experience

*In the event of the excessive use of absence reason code 1P, schools shall notify and document in
the LAUSDMAX Call Log, that the parent/guardian must provide medical documentation for all future
absences. If a student enters the class after attendance has been submitted, log in to LAUSDMAX, change
the student’s status from absent to tardy, enter Time In and tardy reason code, and click [Submit].

**New Codes Effective July 2012
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Absence Verification Form
Dear Parent/Guardian:

It is very important to your child’s learning that he/she is in school everyday and on time.

Thank you for taking the time to complete this form which will assist in proper attendance accounting and
verification of all absences as required by California State Law and California Education Code.

Yours Truly,
LAUSD Superintendent of Schools

Student Name Grade Track Class or Homeroom
Address City Zip Code
Home Phone Cell Phone Work Phone
My Child was absent for days From To
Date Date

REASON FOR ABSENCE: (Please check one)

[} lliness (specify illness)
O Medical, Dental, Counseling or Optometry Appointment
[ Funeral of Relative (Parent/Stepparent/Guardian, sibling, grandparent, aunt, uncle, or cousin living with the student)
O Other
Explain
Parent/Guardian Name Parent/Guardian Signature Date

Absence Verification Form
Dear Parent/Guardian:

It is very important to your child’s learning that he/she is in school everyday and on time.

Thank you for taking the time to complete this form which will assist in proper attendance accounting and
verification of all absences as required by California State Law and California Education Code.

Yours Truly,
LAUSD Superintendent of Schools

Student Name Grade Track Class or Homeroom
Address City Zip Code
Home Phone Cell Phone Work Phone
My Child was absent for days From To
Date Date

REASON FOR ABSENCE: (Please check one)

[} lliness (specify illness)
[ Medical, Dental, Counseling or Optometry Appointment
[ Funeral of Relative (Parent/Stepparent/Guardian, sibling, grandparent, aunt, uncle, or cousin living with the student)
[ Other
Explain
Parent/Guardian Name Parent/Guardian Signature Date

Absence Verification Form - English
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Forma Para Verificar Ausencias
Estimado Padre o Tutor:

Es muy importante para el aprendizaje de que su hijo(a) este en la escuela todos los dias y se presente a tiempo.

Gracias por tomarse el tiempo de llenar esta forma que nos ayudara a mantener la verificacion de asistencia
apropiada para todas las ausencias como lo requiere el Cédigo de Educacion de la Ley del Estado de California.

Atentamente,
Superintendente de Escuelas del

Distrito
Unificado de Los Angeles

Nombre del Estudiante Grado Ciclo Clase o Salén Base
Domicilio Ciudad Cédigo Postal
Teléfono de Casa Teléfono Celular Teléfono del Trabajo
Mi hijo(a) estuvo ausente dias Desde Hasta

Fecha Fecha

Razén por la Ausencia: (Por favor marque una)

d Enfermedad (especifique enfermedad)
[ Medico, Dental, Conserjeria, o Cita con el Optometrista
[ Funeral de un miembro de familia (Padres/Padrastros/Tutores, hermanos, abuelos, tia, tio, familiar viviendo con el estudiante)
O Otro
Explique
Nombre del Padre o Tutor Firma del Padre o Tutor Fecha

Absence Verification Form - Spanish

Forma Para Verificar Ausencias
Estimado Padre o Tutor:

Es muy importante para el aprendizaje de que su hijo(a) este en la escuela todos los dias y se presente a tiempo.

Gracias por tomarse el tiempo de llenar esta forma que nos ayudara a mantener la verificacion de asistencia
apropiada para todas las ausencias como lo requiere el Cédigo de Educacion de la Ley del Estado de California.

Atentamente,
Superintendente de Escuelas del

Distrito
Unificado de Los Angeles

Nombre del Estudiante Grado Ciclo Clase 0 Salén Base
Domicilio Ciudad Cédigo Postal
Teléfono de Casa Teléfono Celular Teléfono del Trabajo
Mi hijo(a) estuvo ausente dias Desde Hasta

Fecha Fecha

Razon por la Ausencia: (Por favor marque una)

[ Enfermedad (especifique enfermedad)
[ Medico, Dental, Conserjeria, o Cita con el Optometrista
[ Funeral de un miembro de familia (Padres/Padrastros/Tutores, hermanos, abuelos, tia, tio, familiar viviendo con el estudiante)
[ Otro
Explique
Nombre del Padre o Tutor Firma del Padre o Tutor Fecha

Absence Verification Form - Spanish
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Absence Verification Form - Chinese
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ZA 2OIN

HOH5Hs 82 Q/8 5 XN
XHA 2l stei2 oAl DI D210 MAI0l S0l SA GO0 e & LICH
HEE SPA ST B4 SO0 RSB 2 AAZS HHHFHA ZARLCH 0l Z2IZLIO =2t
RIZLIO DI 25 2SS AILICH

oHa5l HAAIR,

LAUSD & u=s
e ETE e EErT T
=4 Al CEEE
FEEEE ST EREEER EFEEEE
EEEEET Y= 2K

= =

] =0 0iZ &2
(RHEOZ HAIBHAIR)
O olg, X, AE L= obut off <k
0 HEo| HYA(RD/HDD/ESR, FHKN, LD, =2, =3, D BH HTot= AES)
0 oI Ef
PEFT NS
S2Q/B5 AH S2D/HE5 T MY S

Absence Verification Form - Korean
20398ym_Translated by LAUSD Translations Unit
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Zuipglhdtng/ubwdwwnwy.

Cwunluwunpbnpkdbpbptowhppoipyuthudwp, npttwhthnypongnidwdkuopbidwdwbiwlhi:

Cunphwlwnipniudipdudwuljhhwdwp pugubinguyjudlp,
npploquhpnnppuguluynipnibttphhwdwimidiiphhwyundwbiuinnignidubphhwdwp,
hsyhuywhwigynmdEYu hdnpthwyhLwhwighOpkuphtYuwhdnpuhwhUppnipjutUnnhopkipny:

Uuytnénpk
LUUYCYwypngukphniu.
Uwupyquphy
Upwljkpinhwiint Twuwp. Minh QNwuwp. Yudubiyuy
UqquuntuUunil
Zwugh Ruwly # Lunup Unn
Swuthbnufu. Qinphhtinwfu. Uoju. htnwlu.
Putpkluwbpugulubtlntjop hg Uhlish
BJuljui PJuljut
RFUSUYUSNPE3ULNUSKUNL
(Munpnudtugplydkyp)
O Zhjwunnipynth
(upbpuy)
O Rdoluljul, wwnwdh, unphppulgnipjuijudwuluwpnydhdudwunpnipnia
O Uqqujmhpunnudp (Sunqp/unpphuypp/ubundwlugp, poyppljudinpugpp, wuwhlp, dunpupnypp, pehuuthnplnpaypp,
nyphpuypnidkiwpwlpnphtwn:
O Qiphy
Pugunply
Ounnp/jutwdwinwphwiniiip Otnnp/futwdwinwuphutnnpugpnipiniip FJuljuip

Absence Verification Form - Armenian
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Thwa Quy Phu Huynh/Giam Ha:

Diéu rat quan trong cho sw hoc hanh clia con quy vi la em 4y phai cé mat & trwdng mdi ngay va ding
Qém on quy vi da danh thi gio' dien mau nay la diéu sé tro giup sw ghi chép va xac minh diém danh ve
tat ca nhirng sw vang mat theo s doi hdéi ciia Luat Phap Tiéu Bang California va Bo Luat Gidao Duc
California.

Nay Kinh,

Téng Quéan Tri cac
Trwdng LAUSD

Tén Lép hay
Hoc Lép Hé Phong chinh
Sinh

Ho Tén
Dia Chi Apt. # T.P. Zip Code
b.T. Nha bD.T. Cell b.T. S& Lam
Con t6i da vang mét hét ngay T T6i

Ngay Ngay

LY DO VANG MAT: (Xin danh déu mot 6)

[ Bénh (ghi rd bénh)
[ Co6 Hen Y khoa, Nha khoa, Tw van hay Bo Thi-lyc
O Tang 1& cGa Than nhan (Cha Me/Ké Phu, Mau/Giam ho, anh chj em, 6ng ba, cé di, chu bac cau, hodc ba con gan séng chung véi
hoc sinh)
d Khac
Giai thich
Tén Phu huynh/Giam ho Chi Ky Phu huynh/Giam hé Ngay

Absence Verification Form - Vietnamese
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YBaxaeMmble poaonTenn nnn onekyHbl:

OueHb BaXHO, A1 TOro YTobbl pebeHOK XOPOLLO Y4MIICS, eXXeAHEBHO NPUCYTCTBOBATL HA BCEX 3aHATUAX 1
CBOEBPEMEHHO MPUXOAUTL B LLKONY.

Cnacunbo, 4To Bbl MOCBATUMM CBOE LIEHHOE BPEMS 3aMOSIHEHNIO 3TOro opmynspa. ST0 NOMOXET Ham
NpaBuIibHO COCTaBUTb OTYETHI O MOCELLAEMOCTN 3aHATUI U NPOBEPUTL OTCYTCTBUE HA YpOKaxX COrmacHo
TpeboBaHNSAM HOpMaTMBHbLIX akTOB LWTaTa KanudopHus, perynupyrowmnx y4ebHesle nporpaMmmbi.

C yBaxeHunem,

LAUSD 3asegytoLui
LLKOMbHbLIM OKPYrom

nmsa n Ne knaccHomn
damunusa Knacc Track KOMHaTbl u1nu
yyeHuka homeroom
damunus nms
kB. Ne ropo
Anpec o NOYTOBbLIN NHOEKC
MOOUIbHbI
[OoMalLHWUA Ten. nTen. pabouunit Ten.
Mo pebeHOKk OTCYTCTBOBAN Ha 3aHATUSIX oT oo
noHen
nata nata

lMpuduHa omcymemeusi Ha 3aHMmusiX

(MoxanyicTa, NoMeTbTe OAWH NYHKT)
3aboneBaHne
(ykaxute
3abonesaHue)

d npuem y Bpaya, AaHTUCTa, KOHCYNbTaHTa, Unu onTuka

[ NMOXOPOHbI POACTBEHHUKA (POAMTENs, OTYMMa, Madexu, OoreKyHa, CecTpbl, bpaTa, 6abywku, geayLikv, TeTu, Asan
UV OBOOPOAHOIO GpaTa UM cecTpbl, NPOXMBAKOLLETNO CO LUKONbHUKOM)

apyroe

a

0bbsACHUTE

UMSt 1 hamMunua poamTens unu NOAMNUCH POAMUTENS UIN ONEKyHa fata
onekyHa

Absence Verification Form - Russian
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(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

RE: Student ID #

Dear Parent/Guardian:

Your child has accumulated a number of absences without an explanation on file. The Los
Angeles Unified School District (LAUSD) by law requires a written or verbal explanation from
the parent or guardian when a pupil is absent part or all of a school day.

In the space provided, please write the reason for each absence and/or period listed below.
Sign and date this form and return it to the school’s office as soon as possible. Please be
aware that if a note is not received within 10 school days of the absence, it will be recorded as
unexcused and may lead to your child being classified as a TRUANT.

We are available to offer support and guidance to address any issues that prevent your child
from attending school regularly.

DATES PERIODS REASONS FOR ABSENCE

(secondary only)

PARENT/GUARDIAN SIGNATURE DATE

Principal

--Office Use Only--
Attendance Record Updated

Name: Date:
Absent Detail Call List- English
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SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

Asunto: # de ID del alumno

Estimado Padre/Tutor:

Su hijo ha acumulado una cantidad de ausencias sin que tengamos justificante de ellas en nuestros
archivos. El Distrito Escolar Unificado de Los Angeles (LAUSD) requiere -segun los reglamentos
legales- una explicacion por escrito o verbal por parte del padre o tutor cuando falta el alumno a clases.

En los espacios provistos favor de apuntar la razén de cada ausencia o periodo enumerados a
continuacion. Aflada su firma y fecha al formulario y entréguelo a la direccion escolar lo antes posible.
Favor de tener en cuenta que si no recibimos una nota dentro del marco de 10 dias de la ausencia, ésta
guedara documentada como injustificada y podria ocasionar que a su hijo se le clasifique
ABSENTISTA.

Estamos disponibles para ofrecer apoyo y lineamientos y abordar cualquier cuestion que a su hijo le
impida lograr la asistencia a clases con regularidad.

FECHAS PERIODOS RAZONES DE LA AUSENCIA

(s6lo secundaria/preparatoria)

FIRMA DEL PADRE/TUTOR FECHA

Director

--Office Use Only--
Attendance Record Updated
Name: Date:

Absent Detail Call List- Spanish
19420pg_Translated by the LAUSD Translations Unit
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Appendix K-4c: Absent Detail Call List Letter

(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

% e e i
BIENFEEEN

P CA R A AR R VB RN, BRI AR, 0% R EVEBUE oy
kRN, AL & S (LAUSD) BERA A S B A MO Tk 1 R
.

E T I RHSFTHR OO ZE 5, FREER BT SR T4 — K/ o2 IR B Bl B B R 2 )
PR LB, A DSBS, VI, AUSAERUBR (0 1R Y A

WCSURH LG, % AT LA 1 2 S B T A RRAE R, 3 FLAT P RSB o4

PR

BPIBR A7 2 7T D2 AP S R AR T T B R M 1A T A L SR,

H IRFEE Tl i B
(fERR T 2E)
FRIFZ R4 H 1
R
--Office Use Only--
Attendance Record Updated
Name: Date:

Absent Detail Call List
19420ep_Translated by the LAUSD Translations Unit (Chinese)
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(SCHOOL LETTERHEAD)

(Date)
(Parent/Guardian Name)
(Address)
(City, State, Zip Code)
FH: St ID#
ZlofstesE 2/2 3 AHA:
FlstelRHA=E A FEMAISHR|E 2 A M 0| =Rt 2|+ M 2|} & LICH
EAHNMYASE ISF(LAUSD)E, HT7FH ‘||°|7‘|o|'0:|
SHMO|S DO MR EE U B AMB HR S D SN2 REINREMHEETS
2MdHSEolokEEfLICH
OF2hFOITI S YOI AHATBIDIEE B I ZAN £ B RS F N2
MBI R ESoi M7t 22t DA R MO RIZ ST A7 | B RS, ZAsts
10 LO|LHo|ZAMAM R HEMESI XA S B2,
RESAMoZI|SEHUOIHAIHAE PEZYYHMTRUANT) S EE R E 7S H0IU&LICH
H7|1Me 28t no|EMet=nlEMIIUCHS I FZoHEO|E Y HOo[U&LICH
oz} 71zt AMAR
(BLuM)
SED/ES MY PN
A
--Office Use Only--
Attendance Record Updated
Name: Date:

Absent Detail Call List-Korean
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(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

Jhpwpkp. Upwltpwnh ID #

UhpkhOuny/vuwdwwnwp.

Qptptluwthwjwpt bdhputhpugujunipmntiunwighhdtwynppugunpnipjui:
LnuUugbkituhUhwgyufypngujuuSpowp (LUUYT)
opkipnjuyuhwignidbgpuynpyudpuiuynppugunpnipintusiinnhgudppiwdwinunhg,
tppwpwlpunppuguluytitpypnghgdhnpnydudtwiiwljudwdpnngopp:

Spjwsnnbinnud, unpdnidkgpljnmipupwisnippugujuntpyubiyungunpl/juddudubulupeuip,
npupykkgusnid:
Uunnpugptpipiujuinpbpujuhuunupnphjpubnu]tpungupdptpguypnghgpuubkyuynppuithtupun]
npkonin: Munpynidbnbnulhtk), npipkyunwugyhqpnipniup 10 opdupuguljuynipjuiinbpugpnid,
wyuljgputigyhnpybumthwpgbhijupnythwdwpybpuubphgpuguljumnnuowljipwn:

Utuphtwpwynpnipntuntibkipunwewpijntmewljgni pintubin twdwpnipniunhdbninpikdhhwupghhw
dwp, nppupglnudtdbpipbluughtjwitntwdnpypynynuypnghwdwjubinig:

BJU4UUL dguuuuvuyuucrauy FUSUUUSNPE3ULNUSKUNLENT
(Uhuyhgtmlmpghhunfuip)
OuLNIH/IVLUUUSULPUSNruarnkhesnky PJUYUL
“hpkywunp

--Office Use Only--
Attendance Record Updated
Name: Date:

Absent Detail Call List — Armenian
19420ag_Translated by the LAUSD Translations Unit (Armenian)
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ELEMENTARY “NO SHOW” STRATEGIES

These guidelines were developed to assist the Pupil Services and Attendance
Counselor or appropriate school personnel to locate all “No Show” students. For
additional information in locating elementary students, please contact the offices of
Pupil Services and Attendance. See chapter 2.3.1 in the ISIS Phase 1 Attendance
Procedures Handbook for Elementary Schools.

Suggested Strategies

Beginning of School year:

1 Request from teachers temporary roll-sheets or rosters of all students to the
office daily, in addition to inputting attendance on ISIS.

1 Run a Master Absence Report after all attendance has been submitted in order
to identify No Show students.

1 By the third day, print the Five/Ten Column Class Worksheet/roster for each
teacher to verify which students are present in their classroom. This list should
be sent to the office to compare with computer lists and all errors corrected.

1 After the third day, the teacher should be given a list of “No Show” students in
his/her class. Hopefully the children in the class will be able to provide
information about some of the children on the “No Show” lists. This information
should be turned into the office by the end of the day.

1 Send “No Show” letters in the appropriate languages. The envelope should be
addressed using the parent’s surname. In addition, envelopes should include
school return address and the written or stamped notation “Do not Forward,
Request Address Correction, Return to Sender”.

1 Request all student emergency information forms from the previous year. School
site administrator should designate appropriate school personnelto make phone
contact to “No Show” students.

1 If none of the above steps have provided information regarding the “No Show”
students, home visits should be conducted.

1 Before a home visit, a reverse address directory printout from ESIS can be used
to find a close neighbor or someone who lives at the same address that can
assist in locating the “No Show” student’s whereabouts.

End of School Year:

1 During the last week of school, run a list of all fifth grade students by secondary
feederschool that have checked out throughout the school year.

1 Provide this list to the office of each feederschool by the last day of school. This
will assist the feederschool in clearing their “No Show” students for the next
school year.
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SECONDARY “NO SHOW” STRATEGIES
These guidelines were developed to assist the Pupil Services and Attendance
Counselor or appropriate school personnel to locate all “No Show” students.

Suggested Strategies
1 Refer to the ISIS Phase 1 Attendance Procedures Handbook for Secondary

Schools, Chapter 2.3.3 on Managing No Shows Students to Ensure Accurate Norm
Day Counts.

1 At the end of the first day of school “No Show clerk” will run and print an ID41 report
of No Shows.

o Running an LAUSD Partial Day Absence Report will assist in discovering No
Shows who may have been overlooked.

1 Second day of school: Get copy of ID41 report and check in with “No Show clerk”
throughout the day/week to get updated information on No Show students.

1 Print an ID38 or ID98 Report of “No Show” students to record and file all information
received for the future DROPOUT report.

o If the student attended your school last year, go into OLDYEAR program 1D22
to verify if the student officially checked out.

o Check “District Enrollment” in ISIS to see if a student is enrolled at another
District school. Review the Magnet, PWT lists and application list for Open
Enrollment students.

o Check possible graduations, including summer session, for 12" grade “No
Show” students.

o Contact the feeder school’s attendance clerk to get information on the
students, who may have withdrawn, requested transfers, or have moved
before and after June 30 or end of track.

o Contact local charter schools to get a list of their enrolled students to compare
with “No Show” list.

o Send “No Show” letters in appropriate languages. Envelope to read: “Do not
Forward, Address Correction Requested, Return to Sender”.

o Program Blackboard Connect for evening calls to “No Show” students.

o Telephone all “No Show” parents at home, work, and emergency numbers
using emergency cards from prior years and compare information.

Conduct home visits if all other contact attempts fail.

o Utilize the Parent Assurance Letter whenever appropriate.

1 Call and or Fax student’s new school to verify student’s enroliment.

1 Once it is verified where a No Show student is attending school, use the record room
field 146 in SSIS to enter —GONE or enter a code in that field to indicate where the
student has gone. For example, L2 indicates you have verified the student will not
attend your school and is actively enrolled at another District school. To avoid “lost
transfers” ensure that the new school uses the correct SSID number.
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o Then, go to CLO4 and remove the student’s classes (No Show status will not
change).

o If the student attended your school last school year, go into OLDYEAR and
using program ID22, process a Pupil Accounting Report (PAR) with the
appropriate leave code and reason. The leave date should be the last day of
the Spring Semester. If you also have information that records have been
requested or have confirmed the student is attending a new school, update
IDO1 field 212 “Y”, date of contact and school’s location number (LAUSD
Schools) or name of school (Non LAUSD).

o If the student did not attend your school last year, create a “pass through
PAR” and keep it in a file for future reference on No Show reports.

1 Tracking of these students is to continue until all No Show students have had their
schedules removed from CL04, a regular or a “pass through” PAR has been
generated, and field 146 has been updated.

1 Leave code L8 and reason 64 should only be used after exhausting all pathways to
determine a student’s whereabouts.

1 Fields ID94, in old year, and ID19, in current year, may also be used for
documentation.
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(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
(Address)
(City, State, Zip Code)
RE: Student ID #

Dear Parent/Guardian:

Our records indicate that your son/daughter may not be enrolled in or attending school. According to California
State Education Code section 48200, it is the responsibility of the parent/guardian to ensure that each child
between the ages of 6-18 years attends school every day, on time and for the full length of the school day. We
are required to verify that your child is enrolled or legally exempt from attending school.

Please assist us in updating your child’s record by checking the appropriate box and providing all the information
applicable. If we are unable to determine that your child is enrolled and attending school he/she may be classified
as a DROPOUT.
|:| My son/daughter is enrolled and attending school.
School Name:
School Address:
School Phone Number:
|:| My son/daughter is enrolled in an Independent Study Program.

Program Name: Date of
Enrollment:
Teacher Name:
Program Address Phone:
My son/daughter:
s medically exempt from school attendance due to
|| has graduated and received his/her diploma. Date: (copy attached)
has obtained his/her General Educational Development (GED). Date: (copy attached)

has completed all A-G requirements, but has not passed the California High School Exit Exam (CAHSEE)
is 18-years-old and will not return to school

is not enrolled in school because:

Other (explain):

If your child is not enrolled in school, please contact us immediately to receive support and guidance for an
appropriate school placement. Please provide your current contact information below.

Current Address: Current Telephone:
Parent/Guardian/Caretaker: Date:

PLEASE CALL, FAX, OR RETURN THIS LETTER TO THE SCHOOL OFFICE.
Thank you for your cooperation.

Principal

--Office Use Only--
Case referred to: School referral:
Verified Yes / No Update
enrollment: SSIS:
Info updated by: Date:

Not Attending/Not Enrolled/No Show Letter - Englsih
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(SCHOOL LETTERHEAD)
(Fecha)
(Nombre del padre, madre o tutor legal)
(Direccion)
(Ciudad, Estado, Cédigo Postal)

ASUNTO: # de identidad del alumno(a)

Estimado padre, madre o tutor legal:

Nuestros registros indican que su hijo(a) puede que no esté matriculado(a) o esté asistiendo a la escuela. Conforme a la
Seccion 48200 del Cédigo de Educacion del Estado de California, es la responsabilidad del padre, madre o tutor legal
asegurar que cada nifio entre las edades de 6 a 18 afos de edad asista a la escuela todos los dias, a tiempo y por el
tiempo completo de la jornada escolar. Estamos obligados a verificar que su hijo(a) esté inscrito(a) o legalmente
exento(a) de asistir a la escuela.

Por favor ayludenos a actualizar el expediente de su hijo(a) marcando el casillero correspondiente y proporcionando
toda la informacién correspondiente. Si no podemos determinar que su hijo(a) esta matriculado(a) y asistiendo a la
escuela que, él(ella) puede ser clasificado(a) como un(a) DESERTOR(A) ESCOLAR.

D Mi hijo(a) estd matriculado y asiste a la escuela.

Nombre de la escuela:

Direccién de la escuela:

Teléfono de la escuela:

D Mi hijo(a) estd matriculado en un Programa Independiente de Estudio.

Nombre del programa: Fecha de inscripcion:

Nombre del maestro:

Direccion del programa: Teléfono
Mi hijo(a):
Estd exento de la escuela por razones médicas debido a:

Se ha graduado y ha recibido su diploma. and received his/her diploma. Fecha: (Copia adjunta)

Obtuvo su GED (Certificado de Educacion General). Fecha: (Copia adjunta)
Ha completado todos los requisitos de la A a la G, pero no ha pasado la prueba de CAHSEE (Prueba de Egreso de la Escuela
Preparatoria del Estado de California, por sus siglas en inglés.)

Tiene 18 afos de edad y no regresara a clases

No esta matriculado en la escuela debido a:

Otro (explique):

Si su hijo(a) no _esta matriculado en la escuela, sirvase ponerse en contacto con nosotros inmediatamente para brindarle apoyo y
guia para una colocacion escolar adecuado. Por favor proporcione su informacién a continuacion para poder ponernos en contacto
con usted.

Direccidn actual: Teléfono actual:

Padre, madre, tutor legal o

persona a cargo:

Fecha:

POR FAVOR LLAME, ENVIE POR FAX, O DEVUELVA ESTA COMUNICACION A LA DIRECCION DE LA ESCUELA.
Gracias por su cooperacion.

Director(a)

--Para uso de la oficiina solamente --
Caso derivado a: Escuela a la que se le envié:
Matricula verificada: Si / No Actualizacion del SSIS:
Informacion actualizada por: Fecha:

Not Attending/Not Enrolled/No Show Letter - Spanish
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(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

SN K St ID #

ZIOHSt=st R 2/2 S AHA:

SIS0 otH, Aot M EH=S WSS HJAXN X HUS S IJUAXN LS=UASLICH
2a| L Of L%E(CEC) M 48200 &t 04 2| 5184 6-
18HlﬁeéfilO}EWIEHOFFHIE‘:%%;‘JOI°'t—‘?’—_c.’_ut‘s;zﬂgég'@%ﬁgﬂgﬁH%O}%%DH%.

AN UEAIZSST WS LHAOIUCH DB A EIHUSLICH
E2REMENENHNSENHU=EXNEEHE 28t WEA0IHN S =X SECI6H0FRHS LI CH
NELPDIESH &G/ AL =S 02 LELIC
HYE=RUNEASHA DE=lGEHEENMBHF=AIIIEREEE LI
ANUEIEDHSSHHUDEAGIDJUEX NN LEUHIHESESMOZREFE =ASLILH
S H= WS EIHJAISHAGHIUSLICE
St H:
SIS
SNHSHS:
D 2RI TtEH S8 & & X 2 ) (an Independent Study Program)ISS & U & LICH
T )M HE: sSELL
WAIE
T )FA =
2019|0tS/%:
BEEEEEERE RIS =]
| zumnzgmSHSUN. YW (MEESR)
N QBN SIHLS(FSLLA-GED)FSES. W (MEER)
| AGZAHSCISAMAIOHHRITLIOI D DEAAE S EDGHK SO (CAHSEE).
| 18 MOIDI D21 DS OIS 0L XIS 2101 CH.
| OSaAARR0IE RSSOl AR LT
BEEYCERIE)
HSY X HIE W | SSE A EHJLOLI CtH,
SMNHSEFHEESI S WEMHFH LD ASX R YN EL=SSA A L. ASIAHHE 02U IIXHHFAAIL.
=4 SNESHS:
S 0/5H S IHEOLRL: =91
EMASSUANSAZNG}, HAT=HEFAAIL.
OHEGIH Y AI2L.
mes;
--Office Use Only--
Case referred to: School referral:
Verified enrollment: Yes / No Update SSIS:
Info updated by: Date:

Not Attending/Not Enrolled/No Show Letter - Korean
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(SCHOOL LETTERHEAD)

Dear Parents/Guardians,

As we begin this school year, we look forward to working with you to ensure your child’s
success. You play a vital role in your child’s life both in and outside of school. Excellent
school attendance paves the way for academic achievement. The LAUSD goal is for all
students to attend school 96% of the time or better, having no more than 5-7
absences per school year. Please ensure that your child attends every day, on time and
for the full length of the school day.

Unverified absences may result in your child being classified as truant. A truant is defined
by the State of California as any student with 3 unexcused absences or tardies in excess of
30 minutes or combination thereof in one school year. California Education Code section
(E.C.) 48260 requires school districts to notify parents when their child is classified as
truant. LAUSD has automated the Initial Truancy Letter to notify parents/guardians in a
timely manner. To avoid your child being classified as a truant, you must submit a note or
documentation for all absences, tardies and early leaves to the designated school office. If
a note is not received within 10 days following the absence, the absence will be marked as
unexcused.

Here are some suggestions to help you and your child establish positive attendance habits:

e Create morning and evening routines

e Make sure your child gets enough sleep and a nutritious breakfast each day

e Schedule all appointments for your child after school, on weekends or during
student’s vacation or holidays, if possible

e Post school calendars and schedules in a visible place

e Plan family vacations for non-school days only

e Help your child develop a positive attitude toward school and learning by
encouraging him/her to participate in school activities

e Communicate often with your child’s teachers and request assignments missed
during absences

e Please inform us of any issues that may be affecting your child’s attendance,
including chronic health conditions

We look forward to partnering with you to make sure that your child is successful at school.
We are available to offer support and guidance to address any issues that prevent your
child from attending school regularly.

Sincerely,

Principal

Opening Attendance Policy Letter - English
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Appendix M-1b: Opening Attendance Policy

(SCHOOL LETTERHEAD)
Estimados Padres/Tutores,

Con el comienzo del aflo escolar esperamos con gusto trabajar con usted para asegurar el
éxito de su hijo. Usted tiene un papel vital en la vida de su hijo, tanto dentro como fuera de
la escuela. La excelente asistencia escolar marca el camino para el logro académico. La
meta del Distrito Escolar Unificado de Los Angeles (LAUSD) es que todos los
estudiantes tengan un 96% de asistencia o0 mas, es decir que no tengan més de 5-7
ausencias por afio escolar. Por favor asegure que su hijo asista a diario, a tiempo, y
todo el dia escolar.

Las ausencias no verificadas pueden clasificar a su hijo como ausente crénico. La
definicion de un ausente crénico es un estudiante con 3 ausencias injustificadas o 3
llegadas tardes de mas de 30 minutos, o la combinacién de

ambas en un afio escolar. El articulo 48260 del Codigo de Educacion de California (CE)
requiere que los padres sean notificados por los distritos escolares cuando sus hijos son
clasificados como ausentes crénicos y nuestro distrito envia automaticamente la Carta
Inicial del Ausentismo notificando a los padres. Para evitar que su hijo sea clasificado
como un ausente cronico, someta una nota o la documentacion de todas las ausencias,
llegadas tardes, y salidas temprano a la oficina designada de la escuela. Si una nota no es
recibida dentro de 10 dias después de la ausencia, la ausencia sera marcada como
ausencia injustificada.

He aqui algunas sugerencias para ayudarle a usted y a su hijo a establecer habitos
positivos de asistencia:
» Establezca rutinas por la mafiana y tarde
e Asegurese de que su hijo duerma suficientemente y coma un desayuno nutritivo
diariamente
e Programe todas las citas para su hijo cuando sea posible después de la escuela, los
fines de semana, o durante las vacaciones
e Ponga los calendarios y horarios escolares en un lugar visible
» Planee vacaciones familiares solo en dias cuando no hayan clases
e Ayude a su hijo a desarrollar una actitud positiva hacia la escuela y el aprendizaje, y
aliéntelo a tomar parte en actividades escolares
e Comuniguese a menudo con los maestros de su hijo y pida los trabajos perdidos
durante las ausencias
» Inférmenos de cualquier asunto que pueda afectar la asistencia de su hijo,
incluyendo condiciones médicas.

Esperamos poder colaborar con usted para asegurar que su hijo tenga éxito académico.
Estamos disponibles para ofrecerle apoyo y orientacién para resolver asuntos que
prevengan la asistencia regular de su hijo.

Atentamente,

Director
Opening Attendance Policy Letter- Spanish
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Appendix M-1e: Opening Attendance Policy

(SCHOOL LETTERHEAD)
Uhpk hOungukp/Muwdwnwpubp,

Luthnpdtupuljuntdbipujuntu.tnmphty, dkiphwgnypnjuyyuunmidkipupumntijdtghtn,
wywhnybnidpbpbjuughhwennnipiniup:
Inippunnudbpuplnpybpdbpbpbuwghjjuipnidptnuypngnidbpbnpunud:
Typnghgipuquughwdwhinidpfwbmyuphthupenidujunbdhujuttuddwthudwn : LUUYG-
htwwwwluk, nppnnpuwowybpnubpphwdwtugpypngdudwiulh 96% Ywuwykht, snibkbuny 5-7
puguljuynipjntbwdkiniu. wnunpjudky: unpynidbduunuh huky,
npdbpkptluwtthwdwpinidbpypngudtiopdudwmhtbwdpnnonuutphdudwiuly:

Qhuwnnunjuspuguljumpjntuibppjupnnttwupyniiphhwugubjdbptptuuyght,
npuunuuuljupqyhnpybupuguluynn: Yunpnyymdbw hdnpthwuwhwughlnnuhg,
Eppnplutdhwowlbpuniniih 3 wihwpgbjhpugulunipmniajudniyugnidubpuydihputt 30 pnybdtlniu.
wnwpnid: YuhdnpuhwUppnipjuitYnghiwu(E.C.) 48260 wwhwignidtniu.
opowliibphtinbntywgub|sunnkphly, Epphpkughpbluwinuuulupqybknpybunwubphgpuguljuynn: LUU G-
hthnjuwybpy b EUYqptujui fuguljunipyjubLudwulp, nkntugitnsunnpht/
htudwnwubphududwuhpipugpnid: untuwthtnthudwnp,
npdbpkipbhuwtwituwinyhnuubphgpuguljuyng,
npnipyknptubplujugubpdhgnmipniujudthwunupniyppnnppuguljumnipniuknh,
nywugnidubphinynpngppnnubnthwdwpnypnghqpuukiyuly: Gphuyngpnipmniupsunnwugyh 10
opJupupugpnid, nuljupdhnpyuwthupgkbih:

Uhwu'hputhunwewplnipiniuitp,
npoqupdtqudtptptjuwhthwutnuwnbtinthudwhidwinpujubunynpnipniutibp:

¢  Uunbinshjunwynunjubighpbpjuuuhdwdwslupg:

o Zuwdnqubtnbp, npdbpbpkwiyud bpuntdbininnidtubinupupbwppudwywdtion:

e  Muwuwynplpnnpdudwunpnipmitubppdpbpbjuwthudwpguubphghtnn,
swpwpyuybponidjudwrwlipmhupdwlnipphjudnnubphdudwiuly, tpthttwpuynpt:

¢ Quljgubnuypnghopwugnygubpphinuuuwinupinulubppnbuwb hnbnnud:

o  Muwbwynplptnnwihphwpdwlnippubpdhwytinsnuypnguljutiontpht:

e Oqubpdtptptjuwght, npunbnshnpujutybpupkpuniuipnuypnghintudwthwnby,
uputijupwuntubnydwutwlgbninypnghwlnhynipnitubpht:

o Zwdwjpthwnnpyulygdtpdpbpiwhniunigshbinbywhwigbpuyuipwwlnudubpp,
nppugbpnn b puguluntpjutdudwutul:

o  Iuppynudbdbquitntugubnpibdhhwpghdwuhi, npljupnnbwgpdipipbluughhwdwhdwigpu,
ukpwnbknyppnuhjulwihhyuiinmputyuwdwibpp:

Uttuphwdénypnyypuljipulgbupdtqhtin, hudnqybtint, npdbpipiluwthwennnipyumuthwuinidnwpngnud:
Uttuphtwpwynpnipniinttbuipunwewnpljntwewgnipniulin tjwjupnipmiunputdhphwupghdwuht,
npuwpgbnudbdEppbluughtyuintwnpytpynynypngshwdwjubinig:

Uuytnénpk

“hpklwnnp
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= Appendix M-2a: Kindergarten Compliance Letter

(SCHOOL LETTERHEAD)
Dear Parents/Guardians,

Welcome to Kindergarten! Establishing good school attendance habits this year will pave
the way for your child’s academic success now and in the future. The Los Angeles
Unified School District (LAUSD) goal is for students to miss no more than 5-7 school
days per year (96% attendance or better). As parents/guardians, you play a vital role in
your child’s success in and outside of school. This letter provides some important
information regarding the LAUSD’s attendance policy.

Please ensure that your child attends school every day, on time and for the full length of the
school day. In accordance with state law, absences from school will only be excused for:
e lliness,
e Medical/dental appointments, and
e Funeral services (for an immediate family member; 1 day within California, 3 days
out of state).
e Prior Principal approval

Absences for any other reason(s) will not be excused. Upon your child’s return from any
absence, please submit a note to the school office. If a note is not received within 10 days
following the absence, the absence will be marked as unexcused.

Here are some suggestions to help you and your child establish positive attendance habits:

e Create morning and evening routines

e Make sure your child gets enough sleep (10-12 hours each night) and a nutritious
breakfast each morning

e Schedule all appointments after school, on weekends or during vacation or holidays,
if possible

e Post school calendars and schedules in a visible place

e Plan family vacations for non-school days only

e Help your child develop a positive attitude toward school and learning by
encouraging him/her to participate in school activities

e Please inform us of any issues that may be affecting your child’s attendance,
including chronic health conditions.

We look forward to partnering with you to make sure that your child is successful at school.
We are available to offer support and guidance to address any issues that prevent your
child from attending school regularly. We wish you a wonderful, successful school year,
filled with fun and learning!

Sincerely,

Principal
Kindergarten Attendance Compliance
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Student Health and Human Services

Policy and Procedures Attendance Manual
Appendix M-2b: Kindergarten Compliance Letter

(SCHOOL LETTERHEAD)
Estimados padres de familia y tutores:

iBienvenidos al kinder! El establecer buenos habitos de asistencia escolar este afio
redundara en beneficio del éxito académico de su hijo(a) ahora y en el futuro. La meta del
Distrito Escolar Unificado de Los Angeles (LAUSD) consiste en que los alumnos no
falten mas de 5 a 7 veces por afio (96% de asistencia o mas). Como padres/tutores,
ustedes desempefian una funcién de vital importancia para el éxito de su hijo(a) dentro y
fuera de la escuela. En esta carta se proporciona cierta informacion importante acerca de
las normas de asistencia del LAUSD.

Sirvanse garantizar que su hijo(a) asista a la escuela todos los dias, puntualmente y por la
jornada completa. De conformidad con las leyes estatales, las ausencias soélo se
justificaran por motivos de:

e enfermedad

e citas médicas o dentales y

e funerales (de un miembro de la familia inmediata; 1 dia dentro de California, 3 dias

fuera del estado)

e con la aprobacién por anticipado del director de la escuela
No se excusaran las ausencias por ningun otro motivo. Cuando su hijo(a) vuelva a la
escuela después de haber estado ausente, por favor preséntele una nota a la oficina de la
escuela. Si no se recibe una nota dentro de 10 dias después de la ausencia, ésta se
considerara no excusada.

A continuacion se presentan algunas sugerencias para ayudarles a ustedes y a sus hijos a
establecer habitos positivos de asistencia:
e Elaboren rutinas para la mafiana y para la noche.
e Asegurense de que su hijo(a) duerma lo suficiente (de 10 a 12 horas todas las
noches) y desayune comida nutritiva todas las mafianas.
e Concierten todas las citas médicas, etc., para después de clase, los fines de
semana, durante las vacaciones o para los feriados, de ser posible.
e Coloquen los calendarios y horarios escolares en un lugar visible.
e Planeen las vacaciones familiares para dias sin clases Unicamente.
e Ayuden a su hijo(a) a adquirir una actitud positiva acerca de la escuela y los
estudios alentandolo a participar en las actividades escolares.
e Sirvanse informarnos sobre cualquier asunto que pueda afectar a la asistencia de
su hijo(a), incluidas las afecciones médicas cronicas.

Esperamos la oportunidad de colaborar con ustedes para garantizar que su hijo(a) tenga
éxito en la escuela. Estamos disponibles para ofrecerles apoyo y orientacion a fin de
abordar cualquier cosa que impida que su hijo(a) asista regularmente a la escuela. jLes
deseamos un afio lectivo maravilloso y provechoso, colmado de diversion y aprendizaje!
Atentamente,

Director(a)
Kindergarten Attendance Compliance-Spanish
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Appendix M-3a: Last Year’s Excessive Letter

(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

RE: Student ID #

Dear Parent/Guardian:

You are receiving this letter because your child had a total of absences last
academic school year. According to California State Education Code section 48200, it is
the responsibility of the parent/guardian to ensure that each child between the ages of 6-18
years attends school every day, on time and for the full length of the school day. Excessive
absences negatively impact academic achievement.

Please be aware of the following:

1. District policy requires that all absences, tardies, and early leaves be cleared within 10
school days. Unverified absences may result in your child being classified as TRUANT.
A truant is defined by the State of California as any student with 3 unexcused absences
or tardies in excess of 30 minutes in one school year.

2. School staff may require additional information regarding any absence and/ or have the
right to verify absence excuses, particularly when a student has a history of poor school
attendance. If your child is identified for a truancy abatement program, absences will
only be excused by a written note from a medical care provider, school nurse, or
designee.

3. Parents/guardians of children with health issues or a chronic illness should consult with
the school nurse or administrator regularly, and complete the “Release of Information”
form, to authorize the school nurse or administrator to communicate with the child’s
health care provider regarding the child’s condition and how it may impact school
attendance.

We look forward to partnering with you to make sure that your child is successful at school.
We are available to offer support and guidance to address any issues that prevent your
child from attending school regularly.

Sincerely,

Principal

Last Year's Excessive Absences- English

Page 216 of 255



Student Health and Human Services
Policy and Procedures Attendance Manual
Appendix M-3b Last Year’s Excessive Letter

(SCHOOL LETTERHEAD)
(Fecha)

(Nombre del padre de familia)
(Domicilio)
(Ciudad, Estado, Codigo Postal)

Tema: NUm. de ID
estudiantil;

Estimado padre o tutor:

El motivo de la presente se debe a que su hijo acumulé un total de ausencias el afio académico
pasado. El articulo 48200 del Cédigo de Educacion dicta que el padre o tutor tiene la
responsabilidad de garantizar que sus hijos de 6 a 18 afos de edad asistan diaria y puntualmente a
la escuela durante el horario completo de clases. Las ausencias excesivas afectan de manera
negativa el aprovechamiento académico.

Le pedimos que esté informado de lo siguiente:

1. Las normas del distrito requieren que todas las ausencias, tardanzas, y salidas tempranas se
aclaren dentro del marco de 10 dias hébiles. Las ausencias que no se hayan verificado podrian
generar como resultado la clasificacion de AUSENTISTA crénico. El estado de California
define como ausentista a un estudiante que falte tres veces sin justificacion en un afio escolar
o que llegue tarde en un periodo de méas de 30 minutos.

2. El personal escolar posiblemente requiera informacion adicional sobre cualquier ausencia y/o
tiene el derecho de verificar los justificantes de ausencia, particularmente cuando el alumno
tenga historial de asistencia escolar irregular. Si a su hijo se le identifica para el programa de
combate contra el ausentismo escolar injustificado, sélo se le aceptaran justificantes expedidos
por una entidad médica, enfermera escolar o persona designada.

3. Los padres/tutores de nifios con problemas de salud o una enfermedad crénica deberan
consultar con la enfermera escolar o administrador -con regularidad-, y llenar el "Formulario
para autorizar la divulgacién de informacién” a fin de permitir que la enfermera o administrador
se comuniquen con la entidad médica e informarse sobre la condicion del nifio y la manera en
gue podria afectar la asistencia escolar.

Anticipamos participar conjuntamente con ustedes para cerciorarnos de que su hijo tenga éxito en
la escuela. Estamos disponibles para ofrecer ayuda y pautas a fin de abordar cualquier cuestién
gue impida la asistencia escolar constante de su hijo.

Atentamente,

Director

Last Year's Excessive Absences-Spanish
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Appendix M-3d: Last Year’s Excessive Letter

(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
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(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

RE: Student ID #

Dear Parent/Guardian:

The Los Angeles Unified School District (LAUSD) goal is for students to miss no
more than 5-7 days per school year (96% or higher attendance). Students who attend
school regularly are more likely to achieve academic success in kindergarten and
later grades. It has come to our attention that your child has the following absences
and/or tardies:

\ full day absences \ partial day absences | tardies \

We are very concerned about your child’s absences, tardies and/or early leaves. Your child
is missing critical instruction and socialization time. Poor attendance habits in Kindergarten
are likely to impact your child’s academic and social development now and in future years.
Please be aware that we expect all of our students to attend school every day and on
time.

Here are some suggestions to help you and your child establish positive attendance habits:
e Create morning and evening routines

e Make sure your child gets enough sleep (10-12 hours each night) and a nutritious
breakfast each morning

e Schedule all appointments after school, on weekends or during vacation or holidays,
if possible

e Post school calendars and schedules in a visible place

e Plan family vacations for non-school days only

e Help your child develop a positive attitude toward school and learning by
encouraging him/her to participate in school activities

e Inform your school of any issues that may be affecting your child’s attendance,
including chronic health conditions

We look forward to partnering with you to make sure that your child is successful at school.
We are available to offer support and guidance to address any issues that prevent your
child from attending school regularly.

Sincerely,

Principal

Kindergarten Excessive Absence Letter - English
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(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

RE: Num. de identificacion del alumno(a)

Estimado padre de familia/tutor:

La meta del Distrito Escolar Unificado de Los Angeles (LAUSD) consiste en que los alumnos
no falten mas de 5 a 7 veces por afo (96% de asistencia o més). Los alumnos que asisten
regularmente a la escuela tienen mas probabilidades de lograr el éxito académico en el
kinder y en los grados posteriores. Se nos ha informado de que su hijo(a) tiene las siguientes
ausencias o tardanzas:

ausencias de jornada ausencias de jornada tardanzas
completa parcial

Nos preocupan mucho las ausencias, tardanzas y/o salidas tempranas de su hijo(a), quien se esta
perdiendo tiempo crucial de ensefianza y socializacion. Los malos habitos de asistencia en el
kinder tienen la probabilidad de afectar al desarrollo académico y social de su hijo(a) ahora y en
afos futuros. Por favor tenga presente que contamos con que todos nuestros alumnos
asistan ala escuelatodos los dias y a tiempo.

A continuacion se presentan algunas sugerencias para ayudarles a usted y a su hijo(a) a
establecer habitos positivos de asistencia:
e Elabore rutinas para la mafiana y para la noche.
e Asegurese de que su hijo(a) duerma lo suficiente (de 10 a 12 horas todas las noches) y
desayune comida nutritiva todas las mafianas.
e Concierte todas las citas médicas, etc., para después de clase, los fines de semana,
durante las vacaciones o para los feriados, de ser posible.
e Coloque los calendarios y horarios escolares en un lugar visible.
Planee las vacaciones familiares para dias sin clases Unicamente.
e Ayude a su hijo(a) a adquirir una actitud positiva acerca de la escuela y los estudios
alentandolo a participar en las actividades escolares.
e irvase informarnos sobre cualquier asunto que pueda afectar a la asistencia de su hijo(a),
incluidas las afecciones médicas cronicas.

Esperamos la oportunidad de colaborar con usted para garantizar que su hijo(a) tenga éxito en la
escuela. Estamos disponibles para ofrecerle apoyo y orientacion a fin de abordar cualquier cosa
gue impida que su hijo(a) asista regularmente a la escuela.

Atentamente,

Director(a)

Kindergarten Excessive Absence Letter - Spanish
20312rgk Translated by LAUSD Translations Unit
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(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Mailing Address)
(City, State, Zip Code)

RE: Student ID #

Dear Parent/Guardian:

According to California State Education Code section 48200, it is the responsibility of the
parent/guardian to ensure that each child between the ages of 6-18 years attends school
every day, on time and for the full length of the school day. Excellent school attendance paves
the way for academic achievement. Our goal is for all students to achieve 96%
attendance or better, having no more than 5-7 absences for the school year. Our
attendance records indicate that your child has the following attendance record to date:

| full day absences | partial day absences | tardies

We are bringing this to your attention because regardless of the reason, these absences
and/or tardies are excessive and likely to negatively impact your child’s academic
achievement. Please be aware of the following:

1. District policy requires that all absences, tardies, and early leaves be cleared within 10
school days. Unverified absences may result in your child being classified as TRUANT. A
truant is defined by the State of California as any student with 3 unexcused absences or
tardies in excess of 30 minutes or combination thereof in one school year.

2. School staff may require additional information regarding any absence and/or have the
right to verify absence excuses, particularly when a student has a history of poor school
attendance. If your child has been identified in a truancy abatement program, absences
will only be excused by a written note from a medical care provider, school nurse, or
designee.

3. Parents/guardians of children with health issues or a chronic illness should complete the
“Release of Information” form, to authorize the school nurse to communicate with the
child’s health care provider regarding the child’s condition and how it may impact school
attendance.

We look forward to partnering with you to make sure that your child is successful at school.
We are available to offer support and guidance to address any issues that prevent your child
from attending school regularly.

Sincerely,

Principal

Absence, Partial Day, Tardy Letter #1- English
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(SCHOOL LETTERHEAD)
(FECHA)
(Nombre del padre o madre)
(Direccién postal)
(Ciudad, estado, cadigo postal)
ASUNTO: # de identidad del alumno(a)

Estimado padre, madre o tutor legal:

Conforme a la Seccién 48200 del Cddigo de Educacion del Estado de California, es responsabilidad del padre, madre o tutor
legal asegurar que cada nifio entre las edades de 6 y 18 afos asista a la escuela todos los dias, a tiempo y por el tiempo
completo de la jornada escolar. Una asistencia escolar excelente allana el camino para el desempefic académico. Nuestra
meta es que todos los estudiantes alcancen el 96% de asistencia o mejor, que no tengan mas de 5-7 ausencias para
el afo escolar. Nuestros registros de asistencia indican que su hijo tiene el siguiente récord de asistencia hasta la fecha:

| ausencias de dia completo | ausencias de dia parcial | Tardanzas |

Le pedimos su atencién en este asunto porque dichas ausencias o llegadas tarde son excesivas y podrian afectar
negativamente el rendimiento académico de su hijo, sin importar la razén. Por favor, tenga en cuenta lo siguiente:

1. La politica del Distrito requiere que todas las ausencias, tardanzas y las salidas temprano se borrarén dentro de 10
dias. Ausencias no verificadas puede resultar en que su hijo sea clasificada como ausente crénico, lo cual el
Estado de California define como cualquier estudiante con 3 ausencias o tardanzas de mas de 30 minutos
injustificadas o una combinacién de los mismos en un afio escolar.

2. El personal escolar puede requerir informacion adicional con respecto a cualquier ausencia o tiene el derecho de
verificar las excusas para la ausencia, sobre todo cuando un estudiante tiene un historial de faltas en la escuela. Si
su hijo ha sido identificado en un programa de reduccion del absentismo, las ausencias sélo se excusé con una
nota escrita de un proveedor de atencién médica, la enfermera de la escuela, o la persona designada.

3. Los padres o tutores legales de los nifios con problemas de salud o una enfermedad cronica deben completar el
formulario para la "divulgacién de informacion”, para autorizar que se comunique la enfermera escolar con el
proveedor de servicios de salud del nifio con relacion a la afeccion del nifio y como puede dicha afeccié afectar a la
asistencia escolar.

Esperamos poder colaborar con usted para asegurarnos de que su hijo tenga éxito en la escuela. Estamos disponibles para
ofrecer apoyo y orientacion para abordar las cuestiones que impiden que su nifio asista a la escuela con regularidad.

Atentamente

Principal
Absence, Partial Day, Tardy Letter #1 - Spanish
Doc. 20281/ajs — Translated by the LAUSD Translations Unit
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Appendix M-6a: Absence, Partial Day, Tardy Letter #2

(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Mailing Address)
(City, State, Zip Code)

RE: Student ID #

Dear Parent/Guardian:

According to California State Education Code section 48200, it is the responsibility of the
parent/guardian to ensure that each child between the ages of 6-18 years attends school
every day, on time and for the full length of the school day. Your child has missed valuable
instructional time that is likely to have a negative impact on his/her school performance.
You have been previously notified through other written correspondence, regarding your
child’s attendance problem. Our attendance records indicate that your child has
accumulated:

| full day absences | partial day absences | tardies |

You have been informed of the following:

1. District policy requires that all absences, tardies, and early leaves be cleared within 10
school days. Unverified absences may result in your child being classified as a
TRUANT.

2. School staff may require additional information regarding any absence and/or have the
right to verify absence excuses, particularly when a student has a history of poor school
attendance. If your child is identified for a truancy abatement program, absences will
only be excused by a written note from a medical care provider, school nurse, or
designee.

3. Parents/guardians of children with health issues or a chronic illness should complete the
“Release of Information” form, to authorize the school nurse to communicate with the
child’s health care provider regarding the child’s condition and how it may impact school
attendance.

Attendance improvement will require greater effort and cooperation on your part. We are
available to offer support and guidance to address any issues that prevent your child from
attending school regularly. Please contact at to

schedule a conference.

Sincerely,

Principal
Absence, Partial Day, Tardy Letter #2 - English
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Appendix M-6b: Absence, Partial Day, Tardy Letter #2

(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
(Mailing Address)
(City, State, Zip Code)

ASUNTO: # de identidad del alumno(a)

Estimado padre, madre o tutor legal:

Conforme a la Seccién 48200 del Codigo de Educacion del Estado de California, es
responsabilidad del padre, madre o tutor legal asegurar que cada nifio entre las edades de
6 y 18 afios asista a la escuela todos los dias, a tiempo y por el tiempo completo de la
jornada escolar. Su hijo(a) ha perdido valioso tiempo de instruccidén y es probable que esto
tenga un impacto negativo en su desempefio académico. Anteriormente se le ha notificado
mediante otros tipos de correspondencia con respecto al problema de asistencia escolar
de su hijo(a). Nuestros registros de asistencia indican que su hijo ha acumulado:

ausencias de dia ausencias de dia Tardanzas
completo parcial

A uste se le ha informado de lo siguiente:

1. La politica del Distrito requiere que todas las ausencias, tardanzas y salidas tempranas
deben ser verificadas dentro del plazo de 10 dias. Las ausencias no verificadas puede
resultar en que su hijo sea clasificado como una AUSENTE CRONICO.

2. El personal escolar puede requerir informacion adicional con respecto a cualquier
ausencia y tiene el derecho de verificar las excusas para la ausencia, sobre todo
cuando un estudiante tiene un historial de faltas en la escuela. Si su hijo es identificado
para un programa de reduccion del ausentismo, las ausencias solo seran justificada
con una nota escrita de un proveedor de atencion médica, la enfermera de la escuela, o
la persona designada.

3. Los padres o tutores de los nifios con problemas de salud o una enfermedad cronica
deben completar el formulario para "divulgaciéon de informacion”, y autorizar a la
enfermera de la escuela para comunicarse con el proveedor de salud del nifio en
relacion a la afeccion médica del nifio y como dicha afeccién puede afectar a la
asistencia escolar.

Mejorar la asistencia requiere un mayor esfuerzo y la cooperacion de su parte. Estamos
disponibles para ofrecerles apoyo y orientacion para abordar las cuestiones que impiden
gue su nifio(a) asista a la escuela con regularidad. Por favor, pongase en contacto con
al para programar una conferencia.

Atentamente,

Director
Absence, Partial Day, Tardy Letter #2 - Spanish
Doc. 20282/ajs — Translated by the LAUSD Translations Unit
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Appendix M-7a: Consecutive 5 Day Absence Letter

(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)

(Mailing Address)
(City, State, Zip Code)

RE: Student ID #

Dear Parent/Guardian:

Our records indicate that your son/daughter has been absent from school for

5 consecutive full days. According to California State Education Code Section 48200, it
is the responsibility of the parent/guardian to ensure that each child between the ages of 6-
18 years attends school every day, on time and for the full length of the school day.
Excessive absences negatively impact academic achievement.

Please be aware of the following:

1. District policy requires that all absences, tardies, and early leaves be cleared within 10
school days. Unverified absences may result in your child being classified as TRUANT.
A truant is defined by the State of California as any student with 3 unexcused absences,
or tardies in excess of 30 minutes, or combination thereof in one school year.

2. School staff may require additional information regarding any absence and/or have the
right to verify absence excuses, particularly when a student has a history of poor school
attendance.

3. Parents/guardians of children with health issues or a chronic illness are strongly
encouraged to complete the “Release of Information” form, to authorize the school
nurse to communicate with the child’s health care provider about the child’s condition
and how it may impact school attendance.

Please contact at as soon as possible regarding
your child’s absence from school. We look forward to partnering with you to make sure that
your child is successful at school. We are available to offer support and guidance to
address any issues that prevent your child from attending school regularly.

Principal

Consecutive Absence Letter 5 days - English
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Policy and Procedures Attendance Manual
Appendix M-7b: Consecutive 5 Day Absence Letter

(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Mailing Address)
(City, State, Zip Code)

ASUNTO: ID # del estudiante

Estimado padre o tutor:

Nuestros expedientes indican que su hijo/hija ha faltado a la escuela durante 5 dias
completos consecutivos. De acuerdo con lo que dispone el Articulo 48200 del Cddigo de
Educacion de California, el padre o tutor tienen la responsabilidad de asegurar que todos
los nifios entre los 6 y los 18 afios de edad asistan a la escuela todos los dias, lleguen a
tiempo y se queden en las clases durante todo el dia lectivo. Las ausencias excesivas
impactan negativamente el aprovechamiento académico.

Por favor esté al tanto de lo siguiente:

1. La politica del Distrito dispone que todas las ausencias, retardos y salidas temprano
deberén ser justificadas dentro de un periodo de 10 dias lectivos. Las ausencias no
verificadas pueden dar como resultado que a su hijo se le clasifique como un
ESTUDIANTE AUSENTE CRONICO. Un estudiante ausente crénico lo define el
Estado de California como cualquier estudiante que tiene 3 ausencias o retardos
injustificados que excedan 30 minutos, o una combinacion de los mismos durante un
afo escolar.

2. El personal de la escuela puede requerir informacion adicional sobre cualquier dia que
el estudiante falte a la escuela y tiene el derecho de verificar las justificaciones de las
ausencias, en particular cuando un estudiante tiene un historial de una asistencia
escolar mala.

3. Alos padres o tutores de nifios que tienen problemas de salud o enfermedades
cronicas se les exhorta que llenen el formulario para la “Divulgacién de Informacion”,
con el fin de autorizar a la enfermera escolar que se comunique con el proveedor de
servicios de salud sobre la condicidn del nifio y cdmo puede impactar la asistencia
escolar.

Por favor comuniquese con al tan pronto como sea
posible para hablar sobre las faltas de su hijo a la escuela. Esperamos aliarnos con usted
para asegurarnos que su hijo tenga éxito en la escuela. Estamos disponibles para
ofrecerle apoyo y guia con el fin de atender todos los problemas que impidan que su hijo
asista regularmente a la escuela.

Director/a

Consecutive Absence Letter 5 days - Spanish
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APSARN .
% Policy and Procedures

Attendance Manual

Appendix M-8a: Consecutive 10 Day Absence Letter

(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)

(Mailing Address)
(City, State, Zip Code)

RE: Student ID #

Dear Parent/Guardian:

Our records indicate that your son/daughter has been absent from school for 10 or more
consecutive full days. According to California State Education Code Section 48200, it is
the responsibility of the parent/guardian to ensure that each child between the ages of 6-18
years attends school every day, on time and for the full length of the school day. Excessive
absences negatively impact academic achievement.

Please be aware of the following:

1. District policy requires that all absences, tardies, and early leaves be cleared within 10
school days. Unverified absences may result in your child being classified as TRUANT.
A truant is defined by the State of California as any student with 3 unexcused absences,
or tardies in excess of 30 minutes, or combination thereof in one school year.

2. School staff may require additional information regarding any absence and/or have the
right to verify absence excuses, particularly when a student has a history of poor school
attendance.

3. Parents/guardians of children with health issues or a chronic iliness are strongly
encourage complete the “Release of Information” form, to authorize the school nurse to
communicate with the child’s health care provider about the child’s condition and how it
may impact school attendance.

Please contact at as soon as possible regarding
your child’s absence from school. We look forward to partnering with you to make sure that
your child is successful at school. We are available to offer support and guidance to
address any issues that prevent your child from attending school regularly.

Principal

Consecutive Absence Letter 10 or more - English
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Appendix M-8b: Consecutive 10 Day Absence Letter

(SCHOOL LETTERHEAD)

(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

RE: NUm. de identificacion del alumno(a)

Estimado padre de familia/tutor:

Nuestros registros indican que su hijo(a) ha estado ausente de la escuela por 10 o mas
dias enteros consecutivos. De conformidad con el Articulo 48200 del Cédigo de
Educacion del Estado de California, es responsabilidad del padre de familia o tutor
garantizar que cada nifio que tenga entre 6 y 18 afios de edad asista a la escuela todos los
dias, a tiempo y durante la jornada escolar completa. Las ausencias excesivas afectan
negativamente al aprovechamiento académico.

Por favor tenga presente lo siguiente:

1. Las normas del Distrito requieren que se les dé el visto bueno a todas las ausencias,
tardanzas y salidas tempranas dentro de 10 dias lectivos. Las ausencias sin excusa
podrian tener como consecuencia que se le clasifigue AUSENTE SIN JUSTIFICACION
a su hijo(a). El Estado define al estudiante ausente sin justificacibn como cualquier
alumno con 3 ausencias no verificadas, con 3 tardanzas de mas de 30 minutos o una
combinacion de lo anterior durante un afio lectivo.

2. El personal de la escuela podria exigir informacién adicional y/o tener el derecho de
verificar las excusas de ausencia, particularmente si un alumno tiene antecedentes de
asistencia escolar deficiente.

3. Alos padres o tutores de nifios con problemas médicos o una enfermedad cronica se
les alienta enérgicamente a que llenen el formulario de “Autorizacién para Divulgar
Informacidén”, para permitir que la enfermera escolar se comunique con la persona o
entidad que proporciona atencion médica acerca del estado de salud del nifio y la
manera en que podria afectar a la asistencia escolar.

Tenga la bondad de comunicarse con al

a la mayor brevedad posible con respecto a la ausencia escolar de su hijo(a). Esperamos
la oportunidad de colaborar con usted para garantizar que su hijo(a) tenga éxito en la
escuela y estamos a su disposicion para tratar cualquier asunto que impida la asistencia
escolar regular de su hijo(a).

Director(a)
Consecutive Absence Letter 10 or more - Spanish
20314rgk Translated by LAUSD Translations Unit
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Appendix M-8d: Consecutive 10 Day Absence Letter

(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)

(Mailing Address)
(City, State, Zip Code)

= I St ID #

P

PR E2/2 S AHA:

rr
Jol

B!
o
-
Ol

=Wo JI=0l /5t ot K= 10 YS HEFO2 HAUSLICH 22| ZLIOt
24

) = & (CEC) Xl 48200 &0l 2|6t 6-18 Al & L= d=xd0lAs
SR ESt £ 4o AF02 ol Ots= 01, A0 st XAl Al2ts STl 2
HYO0l AUCHD BAEN UsLICH et 242 o8 dF 0 fFEH Se= 01 LICHL

SEEES I ESSN)=!

1. M7 LA NG, DE 24, N2, FE= 10 Lo St L0l 201 0f0p2t
SILICH DIZHQl ZAH2 XAt SHEAMTRUANT)OR 222 2 TS Zag
QULLICH 22| ZLIOH =2 MO0 O5HH, RPHAAMOIR HE SHAT SO a8t
AP0l 24 =30 2 0/ Ate] X2t 3 5/5 5t S ©|0I&HLICH

2. MERUS MY E FI}HBS QP5U D2l DT ZHANRES AEF Held}
QUL LICH S| 3140|0101 Z41S 20| 8 Z2= 00 HZELICH KA REr2 A
22U T2 HY = B, ZH2 A2 MEX, LB AL S0 HIBsts MY
2HAR AL 10102 BB LT

ﬂlﬁ
ol
ﬂJ|0

3. HZaf =M L= Btd 2 A AU BR/IES ke
FIHC=Z AGAIZIZ JHXI 2 ]EIP_ ‘BE BIMNE &
SHAE 20l AHAC| &HEf el 0I2 elst E40 OIXl= &
O M-S A2t 25| fIoh 0Ie ZIHA IO 22 EHLICH

Al 2400 CHoll 2l =0tJIE
oz 813

—/

=4
DOHEILICH RHH Q| 8t &4

HELICL Jted A&0l
AN JHEHI dSH2 2
O

st
| ZOHJt &= 2HE E2A=E == UsLICH

S
024

Consecutive Absence Letter 10 or more - Korean

Page 233 of 255



Student Health and Human Services
Policy and Procedures Attendance Manual
Appendix N-1a: Sample 1* Initial Truancy Notification Letter

«SCHOOL_NAME»
«SCHOOL_ADDR_1»
«SCHOOL_CITY», «<SCHOOL_STATE»«SCHOOL_ZIP»

January 26, 2011
«HOH_FIRST_NAME»«HOH_LAST_NAME»«HOH_SUFFIX»

«HOH_ADDR_1» RE: «STUDENT FIRST NAME»
«HOH_CITY», «HOH_STATE»«HOH_ZIP» Student ID#: «STUDENT_ DISTRICT ID»

Dear Parent/Guardian:

Good attendance is required for academic excellence. California Education Code determines what types of
absences are excused or unexcused. When a child is absent from school and/or tardy in excess of 30
minutes on three (3) occasions in one school year without a valid excuse, the law considers that child to be
truant. The law and district policy requires all schools to notify parents when this occurs. The Los Angeles
Unified School District central office automatically sends these letters based on school records so that parents
are aware of absences and can address these concerns.

School records indicate that your child was absent from school without a valid excuse on occasions,
beginning with the following dates:

Our goal is to partner with families to ensure that students are attending school everyday. Although the
following consequences may appear harsh we are mandated by Education Code Article 48260.5 to inform
you of the following:

e That the parent or guardian is obligated to compel the attendance of the pupil at school.

e That parents or guardians who fail to meet these obligation may be guilty of an infraction and subject
to prosecution pursuant to Article 6 (commencing with Section 48290) of Chapter 2 or Part 27.

e That alternative education programs are available in the district.

e That the parent or guardian has the right to meet with appropriate school personnel to discuss
solutions to the pupil’s truancy.

e That the pupil may be subject to prosecution under Education Code Section 48264.

e That the pupil may be subject to suspension, restriction, or delay of the pupil’s driving privilege
pursuant to Section 13202.7 of the Vehicle Code.

e That it is recommended that the parent or guardian accompany the pupil to school and attend classes
with the pupil for one day.

Please recognize that we are required to monitor attendance and notify parents of potential problems with
student attendance. If you have concerns about your child’s attendance, or if you believe there is an error in
this notice, contact the schoolat «<SCHOOL_PHONE_NUMBER» . The designated attendance personnel will
work with you to resolve this issue. We look forward to assisting you.

Sincerely,

«PRINCIPAL_FIRST_NAME»«PRINCIPAL_LAST NAME»

Principal

Sample 1% Initial Truancy Notification - English
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Appendix N-1b: Sample 1* Initial Truancy Notification Letter

«SCHOOL_NAME»
«SCHOOL_ADDR_1»
«SCHOOL_CITY», «<SCHOOL_STATE»«SCHOOL_ZIP»

26 de enero, 2011

«HOH_FIRST_NAME» «<HOH_LAST_NAME» «HOH_SUFFIX>»

«HOH_ADDR_1» RE:«STUDENT_FIRST NAME»

«HOH_CITY», «HOH_STATE» «<HOH_ZIP» Identificacion del Estudiante:«STUDENT_ DISTRICT ID»
Estimado padre, madre o tutor:

Como ustedes saben, la buena asistencia es necesaria para la excelencia académica. El Cédigo de
Educacién de California determina qué tipo de ausencias son justificadas o no. Cuando un nifio/a se ausenta
de la escuela o llega tarde por méas de un periodo de 30 minutos en 3 ocasiones en un afio escolar sin una
excusa valida, o cualquier combinacién deéstos, la ley considera que el nifio/a es ausente injustificado
cronico. Las normas generales de la ley y del distrito requieren a todas las escuelas notificar a los padres
cuando esto ocurra. Las oficinas centrales del Distrito Escolar Unificado de Los Angeles envia
autométicamente estas cartas con base en los registros de la escuela para que los padres estén al tanto de
las ausencias y puedan resolver estos problemas, si es necesario.

Los registros escolares indican que su hijo estuvo ausente de la escuela sin una justificacion valida
en ocasiones comenzando con las siguientes fechas:

De conformidad con el Articulo 48260 del Cédigo de Educacion, estamos obligados a informarle que
legalmente se considera a su hijo/a ausente injustificado crénico.

Ademas, el Articulo 48260.5 del Cdodigo de Educacién nos obliga a proporcionarle la siguiente informacion:

[1  Que el padre o tutor tiene la obligacion de exigir la presencia del alumno en la escuela.

[l  Que los padres o tutores que no cumplan con estas obligaciones podran ser considerados
culpables de una infraccion y podran ser demandados de conformidad con la Seccién 6 (a partir
del Articulo 48290) del capitulo 2 o la Parte 27.

[l Que hay programas de educacion alternativa disponibles en el distrito.

[J Que los padres o el tutor tiene derecho a reunirse con el personal de la escuela correspondiente
para discutir soluciones para el ausentismo crénico injustificado del alumno.

[l Que el alumno podria ser procesado en virtud del Articulo 48264 del Codigo de Educacion.

[l Que el alumno podria estar sujeto a suspension, restriccién, o retraso del privilegio de conducir
gue tienen los alumnos, de conformidad con el Articuo 13202.7 del Cédigo Vehicular.

[l Que se recomienda que el padre o tutor acompafie al alumno a la escuela y que asista a clases
con el alumno por un dia.

Por favor tenga en cuenta que estamos obligados a vigilar la asistencia y notificar a los padres de los
posibles problemas con la asistencia de los estudiantes. Tengan justificacion o no, los nifios estan perdiendo
instruccion valiosa cuando estdn ausentes. Si usted tiene inquietudes acerca de la asistencia de su hijo/a, o
sicreyera que existe algun error en este informe, por favor comuniquese con la oficina de asistencia en la
escuelallamando a «<SCHOOL_PHONE_NUMBER». El personal designado a la asistencia trabajara con usted
para resolver este problema.

Atentamente,

«PRINCIPAL_FIRST_NAME» «PRINCIPAL_LAST_NAME»
Director
Sample 1% Initial Truancy Notification — Spanish
18395/gd0211/Translated by the LAUSD Translations Unit
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Appendix N-1c: Sample 1% Initial Truancy Notification Letter

«SCHOOL_ADDR_1»
«SCHOOL_CITY», «<SCHOOL_STATE»«SCHOOL_ZIP»

201141 H 26 H

«HOH_FIRST_NAME»«HOH_LAST_NAME»«HOH_SUFFIX»

l. «HOH_ADDR_1» HHEAANER: «STUDENT FIRST NAME»
«HOH_CITY», «HOH_STATE»«HOH_ZIP» ELAGESERE: «STUDENT DISTRICT ID»
BENREEHEN
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Sample 1% Initial Truancy Notification- Chinese
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Appendix N-1d: Sample 1* Initial Truancy Notification Letter

«SCHOOL_NAME»
«SCHOOL_ADDR_1»
«SCHOOL_CITY», «<SCHOOL_STATE»«SCHOOL_ZIP»

20111 1<¥ 264
«HOH_FIRST_NAME»«HOH_LAST_NAME»«HOH_SUFFIX»

«HOH_ADDR_1» FA|: «STUDENT FIRST NAME»
«HOH_CITY», «HOH_STATE»«HOH_ZIP» st = |ID#: «STUDENT DISTRICT ID»
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Sample 1* Initial Truancy Notification - Korean
18395ym_Translated by the LAUSD Translations Unit
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Appendix N-1e: Sample 1* Initial Truancy Notification Letter

«SCHOOL_NAME»

«SCHOOL_ADDR_1»

«SCHOOL_CITY», «SCHOOL_STATE» «SCHOOL_ZIP»
Zznitjuph 26, 2011

«HOH_FIRST_NAME» «HOH_LAST_NAME» «HOH_SUFFIX>»

«HOH_ADDR_1» dhpuwpkpymdt. «UCUYGELSPULARLY
«HOH_CITY», «<HOH_STATE» «HOH_ZIP» Upwijipunnh ID#.«UCUYELSPNRU, TLQULE ID»
UhpthOtunp/Muwdwljuy.

busytughntp, yuhwheynidbhuhwdwpnidwjunbdhujuigbpuquignipjuthwdwn:
GuhdnpuhwyhNiuntdwmuuOptuppnpnynidl, phhtyinbumlhpuguljuynipniuibputthwpgbihjudwtthwupgbih:
Gpphipthuwbpugujuwmdtnuypnghgudnipwinidbwybhput 30 pnykdwudwbwlnyg 3 Epipuwtquudblniu.
nupnmiwunwigonhttwnpyuwmdwnh, optupphwdwpnidt, npipkjuwtnuutphgpugujuynnuowlipnt: Opkupplintu.
opowtpuyuwhwienidl, nppninpnupngubppuntntugutupninpsunnubpht, tpppuywwnuhh:

LnuUugktuhUhwugju fypnguljuuSpowthg uwnpgpuubkiyuphiptwpbpuju i tpynyniqupynidbujutudwljutpp,
npnuphhdtjuskunypnghwnyjuutbphypu,

npsunnubppunbnyulhubipugulun pjuitduwuhitjwupnputuinhdbjujudnwhngnipyjuthudwp, tphwithpudtownt:

Typnghwnyjuakppgnygtunnwhu,
npdkpbptuwtpuguug b kpypnghgunuigopnhttwjwipugujun pjuthbnljuyungwrmyuduh ,
nppuluybthbnlyupuyuuh:

ZhdujudNiu. UnphUwu 48260-hdpw, Ukquhgyuwhwigynidbdkquutinkljugity,
npdkpbptuowthwdwpyniudbpuutphgophtwynppugujuyny :

PughMu. YnphUwu 48260.5-hg, hwpjunpynidt, npdkupntntlugutuphtnbjwjntntlnipniup.

o MpéinpphuniuwdunnuppuupununppblipupyyEpuowlEpnphudwpnduihudupypngnd:

o Mpéinpplhunifilnudunimupp, nsppwgupupnidywpuuubnenip,
JupnphunlupyEpdEnun/npirupnndwihulupbEGpululpaphbnuy indwl, hwdwduyiZnnyws 6-h
(ufulynyUwiu 48290) Yyniju 2 judUwu 27- )i

o [pkphphnpulwbppniyeyuidpugnbpphiupunnplbiniu. ppowinid:

o [IpSinppludibwdunnupphpuyntGpniahhwbnhwybininia. ppowbhwbdbwmluguhhbn,
phlnupyEniwow§Epunppuguluyni i thupgkpp:

o Npupulkpunplupnybihbl Eipulupnupnndmbhuup, punfliu. YnghUwiu 48264-h:

o Npupulkpunplupnybihbl Eipuluhbnugtud,
vwhdwmbunhwjdwbhwdupudupwuEpnpdbpliuupbiniupunninypuinipugduiihudup,
hwdwduyaUkpkiuyh Yng, Znpygwus 13202.7-f:

o Unwowplynidl, npSinpphuduiiuduninwupppbyEpulghwowlbpuinpbinuypnghhwdwfupnuubphbgnibdbop:.

unpnudtuphwulwiiuy,

npukquhgyuwhwigynidkhtnbibjhwdwhidwiplnknjuluyuhksunnubphwnupop dtEppdwuhtinfjuyuowultpinhhwdw
hudwdwuhti: Zwupghhtwthwpgbjhpuguljunipyuintypnud, tpkjuwikppynpgunidiwpdbpudnpypentpnip,
Eppupwippugiulunidti: Gphnnipdinwhnqynudbpdbpbpbliuyhhwdwhidwtdwuhl, judkpinynipiupsnidtp,
npuuwputtjuwjugknigdudte,

huugpnudtupwidhpwy bujuwyhwununtdbpgpuukiyulhhtun«SCHOOL_PHONE_NUMBER»>:
Lowwjushwdwunidubphwudbwljuqipyuoiwnhdightin, npnpbjniuyuhwpgp:

Uultindnpk’
«PRINCIPAL_FIRST_NAME» «PRINCIPALYLAST_NAME»
“hptkjunp
Sample 1st Initial Truancy Notification- Armenian

18395ag_Translated by the LAUSD Translations Unit
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= Appendix N-2a: 2" Truancy Notification Letter

(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

RE: Student ID #

Dear Parent/Guardian:

Our attendance records indicate that your child has been classified as Initially Truant this
school year and has been absent and/or tardy in excess of 30 minutes for the fourth (4™
time without a valid excuse on the following date:

This is your second notification that your child has been classified as a TRUANT. In
accordance with the California Education Code (CEC) Section 48261, “Any pupil who has
once been reported as a truant and who is again absent from school without valid excuse
one or more days, or tardy on one or more days, shall again be reported to the attendance
supervisor or the superintendent of the district.” CEC Section 48200 states that it is the
responsibility of the parent or guardian, or adult custodian, having control or charge of a
child between the ages of 6-18 to ensure that the child attends school every day, on time
and for the full length of the school day.

We need to work together to improve your child’s attendance. It is important that we
determine how to resolve this serious matter and discuss possible educational options
available. | am requesting that you schedule a conference within the next five school days.

Please at to schedule the
contact conference.
He/she can be reached during regular school hours.

Present this letter to your employer as proof that you must attend this conference per
California Labor Code 230.8.

Sincerely,

Principal

2" Truancy Notification (Conference Request) - English
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Appendix N-2b: 2M Truancy Notification Letter

(SCHOOL LETTERHEAD)
(Fecha)

(Nombre del padre, madre o tutor legal)
(Direccion)
(Ciudad, Estado, Cdédigo Postal)

ASUNTO: # de identidad
del alumno(a)

Estimado padre, madre o tutor legal:

Nuestros registros de asistencia indican que su hijo(a) ha sido clasificado como ausente
cronico injustificado inicialmente este afio escolar y ha estado ausente o tiene tardanzas
de mas de 30 minutos por cuarta (4% vez sin una excusa valida en la(s) siguiente(s)
fecha(s):

Esta es su segunda notificacién de que su hijo(a) ha sido clasificado(a) como ausente
cronico injustificado. Conforme a la Seccion 48261 del Codigo de Educacion de California
(CEC, por sus siglas en inglés), "Todo alumno que ha sido reportado una vez como
ausente cronico injustificado, y que vuelve a estar ausente de la escuela sin excusa valida
uno o mas dias, o que llegue tarde en uno o mas dias, otra vez sera reportado al
supervisor de asistencia o al superintendente del distrito.” La Seccion 48200 del CEC
establece que es responsabilidad del padre o tutor legal, o de un adulto a cargo de la
custodia, que tiene el control o cargo de un nifio entre las edades de 6 a 18 afios de edad
asegurar que el nifio asista a la escuela todos los dias, a tiempo y por el tiempo completo
de la jornada escolar.

Tenemos que trabajar juntos para mejorar la asistencia de su hijo. Es importante que se
determine la forma de resolver este grave asunto y hablar sobre las posibles opciones
educativas disponibles. Estoy solicitando que usted programe una conferencia dentro de
los préximos cinco dias escolares.

Sirvase ponerse en contacto al para programar dicha
con conferencia.
Puede encontrarlo(a) durante el horario regular de clases.

Preséntele esta carta a su empleador como prueba de que usted debe asistir a esta
conferencia conforme al Cdédigo Laboral de California 230.8.

Atentamente,

Director
2" Truancy Notification (Conference Request) - Spanish
20274ajs_Translated by the LAUSD Translations Unit
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(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)
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2" Truancy Natification (Conference Request) - Korean
20274ym_Translated by the LAUSD Translations Unit
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(SCHOOL LETTERHEAD)
(Date)

(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

RE: Student ID #

Attendance Manual

Dear Parent/Guardian:

Our records indicate that you have been notified on two previous occasions of your child’'s
absences during this school year. Your child has been marked absent and/or tardy in
excess of 30 minutes for the fifth (5™) time or more without a valid excuse on the following
date(s):

5" absence:

Additional absences:

Based on school records your child has now been reclassified as a HABITUAL TRUANT as
defined by California Education Code (CEC), Section 48262. In accordance with Section
48262, “any pupil is deemed a habitual truant who has been reported as a truant three or
more times per school year, provided that no pupil shall be deemed a habitual truant unless
an appropriate district officer or employee has made a conscientious effort to hold at least
one conference with a parent or guardian of the pupil and the pupil himself.”

We have met or attempted to meet with you to determine how to resolve this serious matter
and offer home/school interventions and discuss possible educational options, yet your
child continues to be absent or tardy without a valid excuse. It is necessary that you
contact at to discuss solutions and to receive
resources or information on alternative programs to ensure your child is academically
successful.

Sincerely,

Principal

3" Truancy Notification (Classification of Habitual Truancy) - English
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(SCHOOL LETTERHEAD)
(Fecha)

(Nombre del padre, madre o tutor legal)
(Direccion)
(Ciudad, Estado, Cdédigo Postal)

ASUNTO: # de identidad
del alumno(a)

Estimado padre, madre o tutor legal:

Nuestros registros indican que usted ha sido notificado en dos ocasiones anteriores sobre
las ausencias de su hijo(a) durante este afio escolar. A su hijo(a) se ha marcado como
ausente o tarde mas de 30 minutos por quinta (5%) 0 mas veces sin una excusa valida en
las siguientes fecha(s):

52 ausencia:
Ausencias adicionales:

En base a sus registros escolares, su hijo ha sido reclasificado como un AUSENTE
HABITUAL conforme se define a la Seccion 48262 del Codigo de Educacion de California
(CEC, por sus siglas en inglés), la cual indica que "todo alumno que ha sido reportado
como ausente sin justificacion tres 0 mas veces por afio escolar es considerado ausente
habitual, a menos de que un funcionario o empleado del distrito haya hecho un esfuerzo
consciente por sostener al menos una conferencia con el padre, madre o tutor legal del
alumno y el propio alumno ."

Nos hemos reunido o hemos tratado de reunirnos con usted para determinar como
resolver este serio asunto y hemos ofrecido intervenciones en casa y en la escuela y
hemos hablado sobre posibles opciones educativas, pero su hijo(a) contintda faltando o
llegando tarde sin una justificacion valida. Es necesario que usted se ponga en contacto
con al para hablar sobre las soluciones y para
qgue reciba los recursos o la informacién sobre los programas alternativos para asegurar
gue su hijo(a) adquiera éxito académico.

Atentamente,

Director(a)

3" Truancy Notification (Classification of Habitual Truancy) - Spanish
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(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)

(Address)
(City, State, Zip Code)
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Appendix N-4: Truancy Conferencing Form

Los Angeles Unified School District L.D. #

Fiscal Year

Signature

Name/Title

Department/Site

Date

Employee #

Student Name or ID#

COMPLETE AND SIGN LOG MONTHLY

Reguires districts to make a “conscientious effort” to hold a truancy conference with a student and their parent prior to reclassifying the student as a habitual truant.

Time spent contacting the
parent/guardian to set up a truancy

Time spent conducting a truancy
conference (Limited to one

Time spent reviewing attendance
records to verify that the student

Time spent updating student
records to classify the student as a

conference conference per student per year) can be classified as a habitually habitual truant
(HB2) (SARB meetings are not claimable) truant student (HB4)
(HEI)
(HB3)
Date Time Date Time Date Time Date Time
(Min) (Min) (Min) (Min)

(mm/ddfyy)

(mm/dd/¥y)

(mm/dd/yy)

(mm/dd/yy)

Note: The Habitual Truancy designation can occur atter a student has received three truancy notices (5 unexcused absences/tardies 1 excess of 30 munutes).

Copyright & 2007 School Innovations & Advocacy

SIA.FM. 10,1019 01/17/2007

1 of1

If you have questicns about this form, please call
School Innovations & Advocacy at (877) 954-4357.
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Appendix O-1a-: Failure to Pick-up Letter

(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)

(Address)
(City, State, Zip Code)

RE: Student ID #

Dear Parent/Guardian:

It has been brought to our attention that your child has not been picked up promptly
after school at p.m. everyday.

Please make the necessary arrangements for your child to be picked up at the end of the
school day. In the future, if your child is not picked up promptly, school officials may be
obligated to contact the local children’s protective service or law enforcement agency for
assistance.

We feel confident that your child’s best interest is your priority and that you will make sure
this situation improves as soon as possible.

If you have any questions, please call me at

Sincerely,

Principal

Elementary Failure to Pick-up - English
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Appendix O-1b-: Failure to Pick-up Letter

(SCHOOL LETTERHEAD)
(Date)
(Parent/Guardian Name)
(Address)
(City, State, Zip Code)

TOCANTE: # De Identificacion de
estudiante

Estimados Padres / Tutores:

Se ha traido a nuestra atencion que su hijo/a no lo estan recogiendo a tiempo
después de la escuela a las horas de p.m. todo los dias.

Por favor, haga los arreglos necesarios para asegurar que su hijo sea recogido al final de
la jornada escolar. En el futuro, si su hijo no se recoge inmediatamente después de que
termine su dia escolar, las autoridades escolares pueden ser obligados a ponerse en
contacto con el servicio local de nifios de proteccidn o/a la policia para solicitar ayuda.

Estamos seguros de que el interés de su hijo es su prioridad y que se asegurara de que
esta situacion mejore lo mas pronto posible.

Si usted tiene alguna duda, por favor llameme al

Atentamente,

Director/a

Elementary Failure to Pick-up- Spanish
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STATE OF CALIFORNIA DEPARTMENT OF EDUCATION
STATEMENT OF INTENT TO EMPLOY A MINOR AND REQUEST FOR WORK PERMIT—

CERTIFICATE OF AGE

CDE B1-1 (Rev. 07-10)

A “STATEMENT OF INTENT TO EMPLOY A MINOR AND REQUEST FOR WORK PERMIT-CERTIFICATE OF AGE” form
(CDE B1-1) shall be completed in accordance with California Education Code 49162 and 49163 as notification of intent to
employ a minor. This form is also a Certificate of Age pursuant to California Education Code 49114.
(Print Information)

Minor’s Information

Minor's Name (First and Last) Home Phone
Birth Date Social Security Number Grade Age
Home Address City Zip Code

School Information

School Name School Phone

School Address City Zip Code

To be filled in and signed by employer. (Please review the General Summary of Minors’ Work Regulations on reverse.)

Business Name or Agency of Placement Business Phone Supervisor's Name

Business Address City Zip Code

Describe nature of work to be performed:

In compliance with California labor laws, this employee is covered by worker’'s compensation insurance. This business does not
discriminate unlawfully on the basis of race, ethnic background, religion, sex, sexual orientation, color, national origin, ancestry,

age, physical handicap, or medical condition. | hereby certify that, to the best of my knowledge, the information herein is correct
and true.

Employer's Name (Print First and Last) Employer’s Signature Date

To befilled in and signed by parent or legal guardian

This minor is being employed at the place of work described with my full knowledge and consent. | hereby certify that to the
best of my knowledge and belief, the information herein is correct and true. | request that a work permit be issued.

Parent or Legal Guardian’s Name (Print First and Last) Parent or Legal Guardian’s Signature Date

For authorized work permit issuer use ONLY

Maximum number of hours of employment when school is in session:

Mon Tue Wed Thu Fri Sat Sun Total
Check Permit Type:
J'Full-time ] "Work Experience

Proof of Minor’s Age (Evidence Type) Education. Vocational

1" Workability Education, or Personal
[] Restricted Attendant

[] General

Verifying Authority’s Name and Title (Print)

Verifying Authority’s Signature
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"EC 49130 | “Permit Type defined by local school |~ Special Education Grant

STATE OF CALIFORNIA

DEPARTMENT OF EDUCATION

STATEMENT OF INTENT TO EMPLOY A MINOR AND REQUEST FOR WORK PERMIT—

CERTIFICATE OF AGE

CDE B1-1 (Rev. 07-10)General Summary of Minors’ Work Regulations
FLSA-Federal Labor Standards Act, CDE-California Department of Education, EC-California Education Code, LC-California

Labor Code, CFR-California Federal Regulations

o If federal laws, state laws, and school district
policies conflict, the more restrictive law (the one
most protective of the minor) prevails. (FLSA)

e«  Employers of minors required to attend school must
complete a “Statement of Intent to Employ a Minor and
Request for Work Permit” (CDE B1-1) for the school
attendance for each such minor. (EC 49162)

¢  Employers must retain a “Permit to Employ and Work”
(CDE B1-4) for each such minor. (EC 49161)

¢  Work permits (CDE B1-4) must be retained for three
years and be available for inspection by sanctioned
authorities at all times. (EC 49164)

o A work permit (CDE B1-4) must be revoked whenever
the issuing authority determines the employment is

e Aday of rest from work is required in every seven days,
and shall not exceed six days in seven.
(LC 551, 552)
Minors under the age of 18 may not work in environments
declared hazardous or dangerous for young workers,
examples listed below: (LC 1294.1 and 1294.5, 29 CFR 570
Subpart E)
Explosive exposure
Motor vehicle driving/outside helper
Roofing
Logging and sawmilling
Power-driven woodworking machines
Radiation exposure
Power-driven hoists/forklifts
Power-driven metal forming, punching, and shearing

N TN

illegal or is impairing the health or education of the

minor. (EC 49164)

machines

9. Power saws and shears
10. Power-driving meat slicing/processing machines

HOURS OF WORK

16 & 17 Year Olds

Must have completed 7™ grade to work
while school is in session.
(EC 49112)

14 & 15 Year Olds

Must have completed 7™ grade to work
while school is in session
(EC 49112)

12 & 13 Year Olds

Labor laws generally prohibit non-farm
employment of children younger than 14.
Special rules apply to agricultural work,
domestic work, and the entertainment
industry. (LC 1285-1312)

School In Session

4 hours per day on any schoolday
(EC 49112; 49116; LC 1391)

8 hours on any non-schoolday or on any
day preceding a non-schoolday.
(EC 49112; LC 1391)

48 hours per week (LC 1391)
WEE students & personal attendants
may work more than 4 hours on a

schoolday, but never more than 8.
(EC 49116; LC 1391, 1392)

3 hours per schoolday outside of school
hours (EC 49112, 49116; LC 1391)

8 hours on any non-schoolday

No more than 18 hours per week
(EC 49116; LC 1391)

WEE students may work during school
hours & up to 23 hours per week.
(EC 49116; LC 1391)

2 hours per schoolday and a maximum of
4 hours per week.
(EC 49112)

School Not In Session

8 hours per day (LC 1391, 1392)
48 hours per week (LC 1391)

8 hours per day (LC 1391, 1392)
40 hours per week (LC 1391)

8 hours per day (LC 1391, 1392)
40 hours per week (LC 1391)

Spread of Hours

5 a.m.—10 p.m. However, until 12:30
a.m. on any evening preceding a non-
schoolday (LC 1391)

WEE students, with permission, until
12:30 a.m. on any day (LC 1391.1)

Messengers: 6 a.m.—9 p.m.

7 a.m.—7 p.m., except that from June 1
through Labor Day, until 9 p.m.
(LC 1391)

7 a.m.—7 p.m., except that from
June 1 through Labor Day, until 9 p.m.
(LC 1391)

For more information about child labor laws, contact the U.S. Department of Labor at http://www.dol.gov/, and the State of

California Department of Industrial Relations, Division of Labor Standards Enforcement at

http://www.dir.ca.gov/DLSE/dIse.html.

Page 249 of 255



http://www.dol.gov/
http://www.dir.ca.gov/DLSE/dlse.html

Student Health and Human Services
Policy and Procedures Attendance Manual
Appendix Q: Employee Attendance Policy

Los Angeles Unified School District

Employee Attendance Policy

While the wast majority of employees have a strong commitment to their work and
excellent attendance, it is also clear that unnecessary absenteeism has a negative impact
upon student achievement due to interruption of the continuity of instruction, and
results in reduced productivity, loss of service, and significant costs to the Los Angeles
Unified School District ("LAUSD"). The LAUSD Board of Education expects:

¢ Employees to maintain regular attendance and avoid absenteeism;
¢ Employees to work every hour that they are assigned;
¢ Employees to be at their work stations on time every working day;

¢ Employees to comply with legal restrictions, LAUSD policy and procedures, and
respective collective bargaining rules regarding reporting of absence and
providing appropriate documentation:

e Supervisors to explain and insist upon regular attendance. maintain accurate
employee attendance records, monitor employee attendance, provide performance
feedback to employees and enforce all employee attendance policies and
standards through employee performance evaluations and discipline processes;

o The District will make every attempt to avoid scheduling activities that contribute
to staff absenteeism.

LAUSD seeks to assist administrators and supervisors to efficiently manage attendance,
improve employee effectiveness through reduced absenteeism, and guide employees in
appropriate use of illness and personal necessity time. Illness leaves are provided to
ease the financial burden on employees who are unavoidably required to be absent from
duty due to legitimate illness, injury, or personal necessity. Personal necessity leaves
are provided for only eleven specific causes. Employees who use illness and personal
necessity leaves for unauthorized reasons are in violation of District policy and related
laws. Failure to comply with this policy can result in appropriate disciplinary action, up
to and including termination.

Adopted 7/13/04
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Appendix R-1: Potential Dropouts List Protocol

Potential Dropouts List Protocol

It is critical that principals be aware of the number of students on thePotentialDropouts
lists and how they can direct their staff to make necessary corrections for accuracy. Itis
recommended that principals follow the protocol below:

1. Establish Standard Procedures for check outs:

e Ensure that staff is following district procedures for check out.

e Check outs should take place in one office.

e Review your schools’ check out procedures.

e What office and who is responsible for assisting parents when checking
their child out of school?

e |s the Parent Assurance Letter (PAL) being used when a student checks
out of school? Where are they being stored after check out?

e Who is responsible for entering the PAL information into field 212 to clear
the student from the dropout list?

e Who is responsible for reviewing the Leaver Codes at your school?

e Who is responsible for entering information into the computer when the
new school requests student records? (If not entered, the student remains
on our dropout lists.)

e How are the counseling office, record clerks, and attendance office staff
communicating with one another to ensure that information is shared?

e Ensure that person who generates the Pupil Accounting Report (PAR)
checks for the correct L code and that field 212 is updated if a Parent
Assurance Letter is on file.

2. Review your schoolsPotential Dropouts lists. These lists are available in

September, January and May of each school year. Refer to the annual
Memorandum issued by the Office of Data and Accountability.

. Meet with your AP in charge of attendance, APSCS, Diploma Project
Counselor, PSA Counselor, SB 65 Coordinator, ISIS/SIS clerk. This team
has been identified and trained to clear the dropout lists. Have each member of
the team define their role in recovering students. Determine what has been done
thus far. How many students have they removed from the list? How are they
working together to avoid duplicating efforts and to work more efficiently?

. Student Records: Review how student records are updated on SIS. Ensure
someone is responsible for and has access to entering information into the
computer when the Diploma Project Adviser or PSA Counselor brings new
information regarding a student back to your school. Information below needs to
be entered into the computer to remove a student from the dropout list:
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Reason For Student Leaving L Code | SIS Requirements To Clear

Enrolled in a school outside of LAUSD | L3 Update field 212, if out of state,
enter state code in 1D22

Moved out of the country L5 Enter country code in ID22

Enrolled in LAUSD adult school L2 Update 1D22

working towards earning a diploma

Graduated or passed the GED L7 Update field 212 if graduated,
filed 421 if GED

Enrolled in college L3

Enrolled in juvenile hall, camp or L3 Enter yes in field 212, enter

hospital school date and name of school

Deceased L8 Enter code 65 in ID22

5. Documenting Graduates and Non-Graduates (12" grade) 1D94:
e Follow the steps in REF-5481Secondary SIS Instructions for Year-End
Processing for Single Track Schools and Options Schools and see Appendix
R-2 for more information.
e For non-graduates (L-8) students who return and have completed
graduation requirements, update the graduation status in 1D22
(OLDYEAR).

Page 252 of 255



A Student Health and Human Services

Policy and Procedures

Attendance Manual
Appendix R-2: Year End Processes and Procedures

Secondary SIS Year End Processes and Procedures for Counting 12+ Grade Graduates and

Non-Graduates

ID94 — Set Year End Flags

“Year End Flags” (YEF) are indicators that tell
your SIS system what will happen to records of
active students at the end of the school year.
Active students in grades 9-11 will
automatically be marked “P” for promote. If
students are to be retained in the same grade
the YEF may be edited to “R”. To produce a
report displaying “year end flags” choose field
202.

For 12t graders “year end flags” must be
entered student by student (prior to closing out
the school year) to indicate if the student will

* Receive adiploma (code A).

* Receive a diploma, exempted from
CAHSEE (code S)

* Receive a certificate of completion
(special education only) (code C)

*  Return next year (code R)

Or indicate if the student

*  Does not have enough credits to
graduate (code E)

* Has not passed the CAHSEE (code F)

* Does not have enough credits AND
has not passed the CAHSEE (Code G)

(Updated April 28, 2011)

ATO08 — Post Leave Codes on the last day of
the school year

ATO08 is a utility program that must be run
prior to running your month 10 statistical
report at the end of the school year. AT08
posts leave codes for matriculating students
(middle school to high school), graduating
12t graders and non-graduating 12t graders
who do not plan on returning based on
information entered in ID94. After ATO8 is
run any changes or corrections to graduation
status must be made in program 1D22.

For 12w graders who will not return the
following leave codes will be posted in AT06
and 1D22 on the last day of the semester for
each YEF:

Students receiving diplomas and certificates
of completion

e A-L7and Reason 90

e C-L7and Reason 92

e S-L7and Reason 96

Students dropping out
* E-L8and Reason 77

e F—L8and Reason 78
e G-L8andReason 79

For assistance call Secondary SIS Support at 213-241-4850.
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YEAREND - This utility program
creates a data base for the next school
year and places the completed school
year data into a data base that can be
accessed by typing OLDYEAR at the
SIS menu.

The YEAREND process promotes
students to the next grade level or retains
students based on YEFs entered in 1D94.
Students with leave codes are not brought
forward to the next year’s data base.

After YEAREND has been run on your

—> | system any changes or corrections of

graduation status must be made in
OLDYEAR by updating program 1D22.
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Appendix S-1: School Attendance Audit

ELEMENTARY SCHOOL ATTENDANCE AUDIT

Name of School: District:
Review Conducted By:

Date of Review:

Principal:

This checklist is designated to assist in the evaluation of selected school-site procedures that
may be examined during an internal audit and may help to identify problem areas that require
corrective measures.

A. ATTENDANCE POLICY

O School has designated a functional attendance team/committee

O

School has a current attendance plan

O School has viable implementation procedures for current attendance plan

B. ATTENDANCE REPORTING (ELEMENTARY)

OoOooo

oooooad

Registration/classroom assignments
Enroliment/PAR

No Show procedures and documentation
Attendance procedures

o Procedures for Teacher Attendance Submission in LAUSDMAX

Procedures for uncleared absences (no notes)
Procedures for tardiness

Procedures for truancy

Procedures for independent study

Procedures for extended absences/PSA referral
Attendance records

o Student absence documentation

o Teacher and office storage of absence notes
o E and L documentation

Temporary classroom attendance rosters
Classification Report

Statistical Report

Active/lnactive status

Parent communication and involvement
Document retention

O O O O O

C. ACADEMIC SUPPORTS FOR ABSENT STUDENTS AT RISK OF FAILING

O
a
a

At-Risk Attendance Bands (MyData) report
Student support through the 3 TieredApproach
Beyond the Bell academic support programs

D. ATTENDANCE MOTIVATION AND IMPROVEMENT

a
O

Student attendance motivation program
Staff attendance motivation program
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SECONDARY SCHOOL ATTENDANCE AUDIT

Name of School: District: Principal:

Review Conducted By: Date of Review:

This checklist is designated to assist in the evaluation of selected school-site procedures that may
be examined during an internal audit and may help to identify problem areas that require corrective
measures.

A. ATTENDANCE POLICY
O School has designated a functional attendance team/committee
O School has a current attendance plan
O School has viable implementation procedures for current attendance plan

B. ATTENDANCE REPORTING (SECONDARY)
Registration/classroom assignments

Enroliment/PAR

No Show procedures and documentation

Attendance procedures

o Designated attendance submission using LAUSDMAX
o Procedures for uncleared absences (no notes)

o Procedures for tardiness

o Procedures for truancy

o Procedures for independent study

o Procedures for excessive absences(10 or more)

o Procedures for referral to school site PSA Counselor or school designee
A

O

O

OoOooo

ttendance records
E and L documentation
Student absence documentation
o Office storage of absence notes
Temporary classroom attendance rosters
Classification Report
Statistical Report
Active/lnactive status
Parent communication and involvement
Document retention

oooooad

C. ACADEMIC SUPPORTS FOR ABSENT STUDENTS AT RISK OF FAILING
O At-Risk Attendance Bands (MyData) report
O Student support through the 3 Tiered Approach
O Beyond the Bell academic support programs

D. ATTENDANCE MOTIVATION AND IMPROVEMENT
0O Student attendance motivation program
0O Staff attendance motivation program
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