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FOREWORD

The cumulativeecord is a vital pupil record and legal document that is to be maintained in perpetuity as mandated by the California
Education Code. 1t serves as an introduction to t hacustelwden
recorded will improve communication about the student from teacher to teacher and school to school. This publication provides
instructions for counseling office procedures and responsibilities as they pertain to the maintenance and transfereéstisdent

The cumulative record is important to the educational development of each student. Cumulative records are maintainaslgontinuo
and students use transcripts of records extensively to meet job requirements and entrance requiremesgsdndaoghstitutions.
Therefore, it is essential that information recorded on the cumulative record be accurate, current, complete, andrtbgibher&u
it is the school déds responsibility to see sdclreg and readify availabdet i o n

In this handbook, cumulative record (card) refert o t he t r a d iEtedtronit aumulgveargcerd reférctaitingarious
student recordiunctionalitiesin MiSiS. A transcript is a copy of the cumulative recondhether papeor electroni¢which includes
enrollment, completed coursesyards andgome testingnformation

Suggestions for improving future publications of this handbook should béodaetDivision of Instructioror the Office of Data and
Accourtability.

INTRODUCTION

This handbook provides revised directions for the initiation and maintenance of the secondary cumulative recGuimulEtiee
Record Handbook for Secondary Schaeliects and summarizes those changes that have dwihaethe last revision in 2012

A review of current policies and practices was conducted in order that this handbook may serve as a responsive, axaiatiar res
secondary school personnel who have pupil records responsibilities. It is recommendes tesbtirce be duplicated and shared
with school clerical staffcounselors, administrators and other school site staff.

This report,The Cumulative Record Handbook for Secondary Schaatspriginally written as a handbook in preparing the

cumulative ecord card, often called the paper cumulative record. The concept used in maintaining a paper cumulative record and ¢
electronic cumulative record is the same. The pr tytobsuwp wi l
to date on the process for both the paper and electronic secord

Both the electronic record and the paper record must continue to be maintained until the district has developed gpeasmesto
the paper documents. Both middle schools and hibbals must maintain both the electronic records and the paper records of the
students.

Current District Bulletins pertaining to the processing of student information are a vital part of this publication athdelhwaiuded

in the Chapters as indicateskee the District Bulletin LocatgAppendixB) for the placement of bulletins. The format of this
handbook will allow it to be placed in a loesaf binderor saved electronicallyDistrict Bulletins are updated regularly. If there is a
discrepancy beveen what is in this booklet and what is in a District Bulletin, the District Bulletin is to be followed.

A display of the cumulative recoranbe found in the Appendix. Instructions for each section of the cumulative record card are
referenced to theppropriate section of the handbook.
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CHAPTER 100- INTRODUCTION TO COUNSELING OFFICE RESPONSIBILITIES

101.

102.

LEGAL REQUIREMENTS

AThe principal of each school or a certificated design
policies relating to pupil records maintaing8ti)ilm that
LAUSD secondary schools, this person is usually the Assistant Principal, Secondary Counseling ServicesqA®SCS)
certificated designee

AThe custodian of records shall be responsible ftat t he
access to such records is | i488(3)ed to authorized person:

All schools includingAffiliated Charter Independent Chartand Public School Choice Schoadse responsible for
maintaining accurate and complete cumulative rec&d$.-6118.0.

All schools outside of LAUSD are responsible for maintaining these cumulative records in perpetuity as well as storing and
safeguarding them for future retrieval.

Upon any school closure, cumulative records must be returned to LAWSEal District Office (BUL-55280) and must
fully comply with elementary or secondary handbooks.

CLASSIFICATION OF RECORDS

California Code of Regulations, Title 5, Section 432 lists three types of records: Mandatory Permanent Pupil Records,
Mandatory Inerim Records, and Permitted Records.

A. Mandatory Permanent Pupil Records

iMandatory permanent pupi/l r e ¢ o ng@espetaityard whith schaols haeedeen d s
directed to compile by California statute, regulation, ohaatr i zed admini strati 43 direct
AEach school district shall mai ntain indefinitely al/l

every pupil who was enrolled in a school program within said dis&ictpy ofthe permanenpupil record thereof shall
be forwarded by the sending district upon request of the public or private school in which the student has enrolled or
intends to enroll . o (CCR, Section 432)

These records are usually compiled in the elementaryemmhdary cumulative record (the cum). They are also
compiled in thevarious Student Information Systems (MiSiS, Legacy SIS and Wellig#ra)l the required information

is not included on the cumulative record, then other records containing the mgapaaitoanent information must be
maintained with the cumulative record and stored at the school until digitized or otherwise permanently stored. The
procedures in this handbook provide a uniform documentation system for maintaining and releasing informatio
contained in this important student document.

Such records must include the following:

Legal name of pupil
Date of birth
Method of verification of birth
Sex of pupil
Place of birth
Name and address of patgor guardian) of minor pupil
a) Address of minor pupif different than above
b)An annual verification of the name of the parent and the residence of the pupil. (This may be done with the
emergency card, and updatedVisiS.)
7. Entering and leaving date for each school year andnfpsammer session/ingession or other extra session
8. Subjects taken during each year, semester, summer segsi@@$sion, or quarter session

oukhwhE
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103.

9. If marks or credit are given, the mark or number of credits toward graduation.

10. Verification of a exemption from requitimmunization

11. Date of high school graduation or equivalent, e.g. California High School Profidie@ecy
12. Related Master Plan student documeRtsfer toBUL-34482

B. Mandatory Interim Pupil Records

Records which schoslare required to compile and maintain for stipulated periods of time, which can then be destroyed.
Such records include:
1. Alog or record identifying those persons (except authorized school personnel) or organizations requesting or

receiving informatbn from the record. The log or record shall be accessible only to the legal parent or guardian or
the eligible pupil, or a dependent adult pupil, or an adult pupil, or the custodian of records.

2. Health information, including Child Health Developmentédadbilities Prevention Program verification or waiver.
3. Participation in special education programs including required tests, case studies, authorizations, and actions
necessary to establish eligibility for admission or discharge (IEP) which are teduefea5 years (see Special
Education Policy and Procedures MandadpendixA Guidelines for the IEP TeainAccess to Maintenance of

Student Records).
4. Progress reports and or/notices.
5. Parental restrictions regarding access to directory informatioglaied stipulations.
6. Parent or adult student rejoinders to challenged records and to disciplinary action.
7. Parental authorizations or prohibitions of student participations in specific programs.
8. Results of standardized tests administered wittérptieceding three years.
9. Notification to School of Childdéds/ Minords Pl acement

C. Permitted Records

Pupil records which districts may maintain for appropriate educational purposes, which have clear importance only to t
current educational process of the studang should be destroyed when the student is no longer enrolled.

Such records may include:

Objective cainselor and/or teacher ratingg). SSPTStudentSupport and Progre§gam(SSPT)Documents
Standardizedest results older than three years

Routine discipline data

Verified reports of relevant behavioral patterns

All disciplinary notices

Attendance records not covered in the California Code of Regulations, Title 5, Section 400.

ogkrwnE

CUMULATIVE RECORD RESPONSIBILITIES

The goal of LAUSD is to make ¢helectronic cumulative record fromarious student informationystemsMiSiS, Legacy
SIS and Welligent t h e s tmandre legal@eademie recoAtiditional information currently kept on the@mulative

record card will be kept electronicallyMiSiS.Unt i | t hat time, the studentds cumu
document that must be kept current, available, confidential and secure and the electronic recoatainshe same
information.The primaryclerical responsibility in the counselinfd i ce i s the maintenance of

records both paper and electronigll information on the cumulative record card must be accurately recorded, by typing
information, witing in black ink or using comger labels All information in the electronic recordncluding Transcript
Details must also be kept up to date.
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104.

105.

GENERAL COUNSELING OFFICE RESPONSIBILITIES

The counseling office is one of the most important busiest offices on campus. T¢whool office clerical staffynder the
direction of the Assistant Principal, Secondary Counseling Services (ARBES]ificated @signeas responsible for the
organization and management of the office.

Theschool ofice clerical staffis responsible for the following:

A. Receptionist

agrwONRE

Provide professional customer service.

Meet parents in a cordial manner.

Answer the telephone and refer calls to the proper persons.

Ensure counselors receive all telephoneespondence.

Answer general questions when possible or refer to the proper persons for answers.

B. General Office Functions

aghrwNpE

© o~

Process computer labels for the cumulative record.

Process requests for transferring students.

Prepae materials/bulletins for the opening and closing of semesters/mesters.

Prepare and enter gradedMiSiS for substitutes. Assist iother Mark Reporting activities.

Provide transcripts of current students as requested in a timely manner (viatisim&sslays of receipt of the
request), except senior final college transcriftadents must receive 2 officiahd signedtopies of final transcripts
free of charge at the time of graduation.

Duplicate, distribute anfile bulletins and office forrs.

Supervise other classified employees assigned to the office.

Collect and compile data.

Organize and distribute incoming and outgoing mail for the office.

10 Assist in monitoring students waiting to see counselors.
11. Create complete cunative record for students new to LAUSD.

B. Manage Supplies

1.
2.

Prepare inventories and order general office supplies.
Organize and maintain supplies in an orderly manner.

OFFICE REFERENCES

A file of reference material should be gathered to Hesthool office clerical staflfill the responsibiities in the
counseling officeSuggestions for the file include the following items:

1
2
3
4,
5.
6
7
8
9.
1

Cumulative Record Handbook for Secondary Schools

Master Scheduland Faculty List Reports Master schedutig -> PrePost Commit> Class Enroliment Report)
Frequently used telephone numbers

Bell scheduls

Counsel ors6 schedul es

Itinerant staff schedules

School bulletins

Current District bulletins, reference guideglanemoranda pertaining tioet counseling ffice

Supply inventory and requisitions

0. Information on care and maintenance of office equipment
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106. STUDENT SERVICE WORKERS 8" Grade and.2" Grade on track studentgly

Theschool office clerical staffias the resporsiity for training and monitoring student service workansler the
supervision bthe certificated staff membeiStudents mustot have access to any confidential student records, including but
not limited to cumulatig records or electronic records.

A. Typical duties of student service workers include:

Alphabetizing documents

Sorting and stamping forms

Filing general documents other than cumulative records
Delivering office summons

Running errands

Answering telephones

Provding assistance at the counter

Bring reading and homework for free work periods

©ONoOA~AWNE

B. Itis important that the service class be planned and conducted to assure that students achieve valid educational
objectives. The following guidelines are recommended

1. A student should be limited to osemester of service cour@60111 for Middle School and 460113 High School

Refer toREF5886.1 fiStudent Enrol |l mel&élit i n Service Courseso,
2. No student should be assigned without prior approval of theteac or of fi ce st aff and t
3. A service class should develop a list of appropriate duties for students enrolled.

C. Students are to be given specific information concerning their role and conduct in the offiégp8eeix Dfor a
suggested list of instructions.

CHAPTER 200 - INITIATING A NEW CUMULATIVE RECORD

201. PAPERVS. ELECTRONIC CUMULATIVE RECORD

The studentds cumul ative r ecor dthatmustde ke cutrenteavajable, coafidentratt |
and seare and the electronic transcript rhaentain the same informatioAs Los Angeles Unified School District moves

from the paper tanelectronic cumulative record, schools must continue to maintaipagpercumulative record card while
learning to maken electronic cumulative record match the cumulative record card.

The primary clerical responsibility in the counseling ¢
information on the cumulative record card must be accuratelydedpby typing information, writing in black ink or using
computer labels.

The MiSiSSchool FronOffice Procedures ClagdINA180-S) is a mandatory classfStAA6s and Of fi ce Ma
Organizational Excellence Classified Training Branch (OE) offelnsal based office policies and procedures training as
well. Both classeare available through the Learning Zone.

A. Lost/Misplaced Cumulative Record

Replication of a lost cum should take place at the school where the cum was lost. Assrpashible usi@formation
from school records including the Registration Card, EnrollmennB, the Emergency Card and MiSiSees and
programs. See Appdix M for additional suggestions. On the front page of the cum, write or type in black ink the
f ol | o @rigima cumufative record card losb o r Duffiicateo
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GENERAL INFORMATION

Guidelines for recording on the cumulative record card are listed below.

A.

Cumulative Record CardForm 34H-103) (Rev. 8/88)See Appendix A

When a student first enrolis any District school, a cumulative record card is started. This includes an elementary
cumulative record card or a secondary cumulative record card. The initial information to be recorded is obtained from
enrollment forms used at each school. Datoigtinually entered on the cumulative record card as appropriate. All
recording is done under the supervision of the Assistant Prin8pabndary Counseling Service

(APSCSJAdministrative Designee

1. Recording constitutes a major responsibility ofshbool office clerical staff the counseling office. Itis
exceedingly important that such recording be legible, accurate and current.

2. Recording on the cumulative record card must be done in black ink, typewritten using a black ribbon, or use of
conputeiizedlabels.

3. Computerized | abels when used on Section 1 of the p
identification data as required by the California Code of Regulations, Title 5, Sec. 432. While computer generated
name labelsra convenient, they may come off in time. It is better to type the information.

Cumulative Record Card Envelope

A cumulative record card envelope is prepared for each student at the time of entering school. Envelopes are used to
keep cumulative rexrd material in good order.

Index File Card (Use a 3 x 5 or 4 x 6 index card)

An index file card is prepared for every student enrolled in the school amntained in perpetuitst the school of
attendance. Information on the card includes:

1. The name of the student
2. Birth date

3. State Student Identifier (SSID)
4. Date enrolled

5. Name of prior school
6. Date of leaving or date of graduation

7. Where they left to

8 When the studentds records were sent
9. The school cumbistrict ID) numker.

10. Date Records were requested.

Theprocesdor permanently storing student cumulative record cheehange so amicrofilm number is no longer
needed. e studentoés District I D will be the permanent s
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Below is a smple File Card.

FRONT
School
9. District ID
1. Student Name (Last, first)
2. Date of Birth 3. SSID number
4. Entered on: (date of entry) 5. From: (name of prior school)
10. Date Records Requested:
6. Left on: (date of leaving) 7. To: (AGraduatedod or Iljlocation)
8. Transcripts sent: To:
If the student returns tgour site, use the following:
2" E date: 2" From:
2" L date: 2" To:
BACK
Records/Transcripts Sent To: Date Sent

203. IDENTIFICATION DATA (CUM, SECTION ) See Appendix A

A. Name

Guidelines for recording names on the cumulativerg card may be found BUL-5703.2 i N a naadgor Gender
or Pupils for Purposes of School Records17-2014

Record |l egibly the studentés | ast, f iorpantusingalackinkni d d |
Also, recordthestint 6 s name on the reverse side of the card,
Ho me, O

10
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B. Sex

I f a studentds nickname is used, record it in quo

Record in parentheses and immediately following the surnametheysurname by which the student may
have been known. Note AKA (Also KnawAs) besider above the name.

I f a discrepancy occurs between the el ementary an
birth, request a birth certificato verify information.

Change a studentds name on school records only wun

a. When the name of a child has been changed by court proceedings and evidence has been submitted to th
school.

b. When an AAffi daamea dfor MMiChamge( Bdr N 51. 72) has b
having legal custody of a child. This affidavit should be retained with the cumulative recorBUSee
5703.2

¢c. When a student marries and wishes to use his/her married name, hegsipeatiuce a marriage license as
proof.

In MiSiS, this information is foun@n the Student Profile Screen
To change the student name in MiSiS, from the Student profile screen navigate to the Censiaetdlying

Information-> changetorrect the Igal nane -> then select the appropriate name to use from the drop down in
AUse in Rostero then click Save.

Place a check in the appropriate box for male or female.
In MiSiS this information is founan the Student Profile page.

Date of Birth

Use numbers with a dash between them for month, date, and year. Be sure that the dates are accurate and legible. B
aware when copng from foreign transcripts that some countries list date then month.

For noncitizen students who have entered this ¢guwith refugee status who have no means of birth date verification,
seeREF6554.1 201617 Opening Day Procedures: Supplemental Guide and Updates (Page 5 and Attachment F in the
document)

In MiSiS this information is found on the Student Profile page.

Place of Birth
Record both city and state. If the student is foreign born, enter the city and country of birth.

In MiSiS this information is found on the Student Profile page.

How Verified

Indicate how the date and place of birth were iedif

Y

1. Record fAEl em. Cum. o0 for a student entering from a L
the elementary school when the student entarsitional kindergarten, kindergarten or thstfgrade.

11
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2. Upon receipt of a mper and verified school record, state the type of verification for a student entering from outside
the District. This entry might be ATranscripto, fAF
carried school documents should not beduseverify the date of birth.

3. Enter the name of an acceptable document for the pupil who enters from outside the District and whose school
records do not show proper identification. Any one of the following documents, listed in order of preference,
acceptable, provided that it contains the month, day, and year of birth and that it appears valid and unaltered.

A certified copy of the birth record, or

A statement by the local registrar or county recorder certifying the date of birth, or

A baptismal certificate duly attested, or

A passport, or

When none of the above is obtainable, an affidavi
accepted. Use theffidavit for Proof of Age of Minor(Form 51.72).

P20 T

In MiSiS this information is found on the Student Profile page.

F. Prior School
Record the name and indicate the level of the school from which the student came; e.g. Tweedy ES., South Gate, CA.;
Muir J.H., San Jose, CA.; Grand High, Portland, OR. Do not aswrsehool is in Los Angeles. Fill in both city and
state.See Appendix C.

Previous LAUSD enrollments can be view on the Student Profile pé&trgollment-> Enrollment History. Previous
enrollmentoutside of LAUSD cannot be viewéd MiSiS. Please efer to the enroliment packet.

G. Photographs
Attach a photograph, one for Middle School and one for Senior High, in the space provided, beginning at the left.

1. If necessary, use rubber cement or glue. Do not staple as photographs tend to tdastaffles interfere with
filing, photocopying, andligitizing.

2. Record beneath the photograph the grade level when taken.
In MiSiS, this information an be found on the Student Profile page

H. Studmt 6 s Di st r-iUpperridhtChand coméhMicrofilm Section)

The st hstiet iDindindbermaybeu s ed t o r et r icerd ancetit has besntdigitizethetpiwessar e
permanently storing student cumulative record cards classaogéne numbegenerated by a numbering machis&o

longerneededThest udent 6 s District | D wild.l be the permanent s
1. The District IDis assigned to the student uptie first enrollment in a district school

a. Accurately write the District IDhumber on theipper right hand corner of tlremulative record card, the
cumulative record envelope, the index file card, and, if applicable, the numeric logboeke t he st ud
record become inactive. (See 3D1E)

In MiSiS, this information can be found on the Student Profile page.

I. Stakwide Student Identifier Upper right hand corngDirectly under the Microfilm number)
This is essential to track students as they move from school to suititialthe stateThe stateassigngherandomSSID
number EitherHand write AiISSID#0 followed by the 10 digit SSID numberdirectly under the Microfilm numb€See
Page 5D
The SSID number can be found\hiSiS on theStudentProfile page.

12
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204. INFORMATION CONCERNING HOME (CUM, SECTION)3

A. Name
1. Record the first and last names of thedlseunt 6 s f at her and mot her .
2. Record the first and last name of a stepfather or stepmother.
3. Record the name of the |l egal guardian if other than
4. Record the name of the person with whom the student is living if other than paoeté@al guardian. Indicate

relationship,e.g™ar ri ed Si ster . o

In MiSiS, this information is foundn the Student Profile page Enrollment tab> Parent/Guardialnformation

B. Separated (Sep.
Use this column to indicate the marital statughefparents.
1. Check ASep.o if the parents are not I|iving together
2. Write ADiv.0 in the ASep. 06 column if the parents ar
3. Make a check in the column fADeadd opposite the name

C. Occupation of Parent or GuardiéMo longer required to complete)

205. ADDRESSES (CUM, SECTION)9

A. Date
Record the date each entry is made.

B. Home Address and Phone
Home address and phone number of student must be current. Use Sectionifi@r8igrformation, to enter additional
addresses and phone number changes when more space is needed for this entry.
1. I f there is no telephone in the home write fiNone. 0
2. If there is no telephone but the parent can be reached through another phomeairtde t h i smoct|heearrdl sy ,

cell phone 0o

In MiSIS, this information is found ion the Student Profile page Enrollment tab> Parent/Guardia Information
and/or Additioral Contacts.

C. Business Address and Phone

Date and list the business adsls and phone number opposite the occupation recorded in Section 8.

In MiSiS, this information is found in on the Student Profile pagEnrollment tab> Parent/Guardralnformation
and/or Additioral Contacts

206. HOME BACKGROUND(CUM, SECTION 10

A.

Date

Record the dateach entry is made

13
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207.

208.

B. Siblings- Older / Siblings Younger

List the names of brothers and sisters in ordelestendingge as liste on the enroliment forra661214321 (rev.6/10)

1. Record surnamesf brothes and sisters if different from that of the student.
2. Indicate twin when appropriate.

In MISiS, this information ientered and vieweadn the Student Profile page Enroliment tab> Other Family Members

HEALTH CARD AND CALIFORNIA SCHOOL IMMUNIZATION RECORD

Every studentdéds cumulative record must have on file a
| mmuni zati on Recordo card.

In MiSiS, this information can be viewed on the Student Profile Page, Miscellaneous tab.

BASIC STUDENT ICENTIFICATION DATA IN MISIS

MiSiS contains information that is required on the cumulative record card. The items referetigedumulative record,
section 1 are listed in the appropriate sections. Care must be taken that these fields are accooatplatelas described
above.

CHAPTER 300- ORGANIZATION, MAINTENANCE, AND TRANSFER OF PUPIL RECORDS

301

FILING SYSTEMS FOR RECORDS

A well-organized filing system is essential to the efficient operation of a counseling office. The number and ligpe of fi
maintained within counseling offices vary from school to schRefer to the Student Records Review Check List in
Appendix I.

A. Active File

An AActive Filed is for students currently ecumdativeed ¢
record envelopes are filed together in the same file alphabetically by grade level or alphabetically as is most efficient fc
a school.

1. When a cumul ative record is temporarily r eindmatimgd f r o
the person who removed the cumulative record, the name of the student and the date it was taken out.

2. Students enrolled in a nonpublic school, who reside in your attendance area and are receiving services from your
school, should havewhats cal |l ed a fAdummy cumo maintained in thi

New Student Record File

A fiNew Student Record Fileo is provided for students
not yet received. The index file card may be usednonitoring records requested and received. The date and school to
which the request for records is mailed is noted on the index card. A cumulative record envelope may be prepared and
filed in this temporary file as needed. If the records do not awithén a reasonable time, a second request is sent.

. CheckOut File

A ACHadk Fileo is for students who ar e wifotnhskircalated,thg f r
studentds cumul ative recordpilsacedmown@utheF idl@hed &A fiAcd d
may be kept in this temporary file until a request has been received. During the time the cumulative records are kept in
the fQhtckile, 0o the following should be done:
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Supplementary data sumneed and recorded

Student Health Card collected from Health Office

ltems to be forwarded to other LAUSD schools with t
They include the following folders:

a. Bluei Master Plan Folder

b. Greeni IEP

c.Orange Gifted

d. Redi Intervention/Intersession

e.White1 504 Plan

f. ELD Assessment folders (white, yellow, purple, pink, gray)
g. Purpleéi Migrant Education

whN e

4. The SSID# cate handwritten on the face of the Cum recofB@ee Sectio203 1 page 12 or AppendixA page. 51).
Inactive File(CheckOut File)

An Al nactive Filedo is for st udeontprecessis comgetee Tha fie conminsgpk r
of the studentdés recordisnadtaitverki lkepti satf drhet e odt.
parochial, adult, or ouf-district schools; who have dropped out of school (including students who are unaccounted
for); who have been exempted; or who have graduated.

1. Mandatory intem records must be retained in accordance with district policies. Examples are:
Results of Psychological Studies

Follow-Up History

Report from a Guidance Clinic

Case Conference Report

Probation Report

Social Case History

Military Information

Copies of Letters of Recommendation

Home Language Survey

Competency Based Testing Diagnostic Sheets

All Test Label Cards

Noti fication to School of Chil dés/ Minords Pl aceme

—XT T SQ TP o0 T

2. If the following materials are recded they can be destroyed with the authorization of the ARBE3®neeLocal
school policy may require that the following items be retained for a limited time

a. Complimentary or unsatisfactory notices

b. Report cards

c. Supplemental material including repoftom welfare and attendance workers, student personnel information,
correspondence, tests, and inventories

. IndexFile (or crossreference file for student recojdsremains permanently at theschool Also see sectior202-C
and 203H-1-a

A i3 x 50 or A4 x 60 index card is used for this fi
permanent master file of all students who have ever enrolled in the s¢Beelsample in section 2@2onpage 9)

The DistrictID is written on the card foeach student at the time efirollment.This numbeiis written on the index

card, the cumulative record envelope, and the cumulative record card and, if applicable, the numeric log book.
Records are then filealphabetically

Schools may al so keep a numeric | ogb oRiskricttDowmber.i ni ng
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PROCESSING ENROLLMENT OF INCOMING STUDENTS

Theschool office clerical staff responsible for obtaining student records from forsetiools. This responsibility involves
requesting records, checking regularly to determine if records have been received, and repeating the requests assfrequentl
necessary. Once received, each cum must be ahémkeompletenes#ppendixJ may assisyou.

A. Transfer of the Cumulative Record from the Elementary School to the Middle School

1.

Middle schools send a computerized list of studentslled (actually attending) to the feeder elementary schools
within 10 days of the beginningew school yeafFor students who enroll after the list has been, ¢skatrecords
shall be requested on the first day of the student 6

Arrangements are made between the middle school and elementary school for the transfer of the cumulative recor
heath cards, physical fithess cards and other required documents.

Elementary schoolsote on the computerized list and tiegistration card the date and name of the school where the
records were sent. These lists or registration cards are to be keptatufigrp

Once the middle school has requested and received a
responsibility to maintain the record. Records should only be requested for enrolled students. If an elementary
school should inadvenmdy send recats for neshow students, the recordee to be returned to thdementary

school. Seéppendix Jfor a checkoff sheet of items which should have been received from the prior school.

Pupil records are also transferred electronicallyi8iS according to the next year enrollment proces&ssch
February elementary schools verify data of culminating studBetsinning in March/April, MiSiS will create a

next year enrollment at the middle schtwivhich he studentvill matriculate. MBIS processes informatidm two
phasesThe first phase wilprepositiona nextyear enroliment for each studemntinuing in grade-4.1. The second
phase will preposition a next year enrollment for students, using fdes/eel from a variety of officefor

enrollmentin programs such as Magnet, P\&id Zones of Choic&chools with students who live in optional
attendance areas must contact parents to have parenasalbobl of attendance. A transfer record must be entered
in MiSiS on the transfescreen which can be found on the Student Profile Pajiscellaneous> Transfers.See
REF6646.2Next Year Enrollment for All StudentdMarch 3, 2017

B. Transfer of the Cumulative Record from the Middle School to the Senior High School

1.

Senior hgh schools send a computerized list of studentslled (actually attending) to the feeder middle schools
within 10 days of théeginning of the new school yedfor students who enroll aftére list has been serhe
records shall be requestedonthe r st day of the studentds enroll ment .

Arrangements are made between the senior high school and middle school for the transfer of the cumulative recor
health cards, physical fithess cards and other required documents.

Middle schoolsote on theeomputerized list anohdex card the date and name of the school wherestiteds were
sent. These lists anddex cards are to be kept in perpetuity.

Once the senior high school has requestedighdscéadoei
responsibility to maintain the record. Records should only be requested for enrolled students. If a middle school
should inadvertently send records forstmwstudents thecumulative recordare to be returned tche middle

school. Seé\ppendix Jfor a checkoff sheet of items which should have been received from the prior school.

Pupil records are also transferred electronically in MiSiS according to the next year enroliment processes. Each
Februarymiddle schools verify data of culminag students. Beginning in March/April, MiSiS will create a next

year enrollment at the middle school to which the student will matriculate. MiSiS processes information in two
phases. The first phase will preposition a next year enrollment for eachtstadénuing in grade-41. The second
phase will preposition a next year enrollment for students, using files rddeive a variety of offices for

enrollment in programs such as Magnet, PWT and Zones of Choice. Schools with students who live in optional
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303.

304.

attendance amas must contact parent/guardiamave parefguardianselect a school of attendance. A transfer
record must be entered in MiSiS on the transfer screen which can be found on the Student Prefile Page
Miscellaneous> Transfers. SeREF6646.2Next Year Enrollnent forAll StudentsMarch 3, 2017

C. StudenfiTransfers within the District fromtber tham feeder school

1.

Reqguest a studentodés records from the former school
ARquest for St ud+&H-28)aR patt of the regis{rakom procedBrd. Requests are to be in written
form, not ly telephone.The student or paregguardiannever transports cumulative records.

Send the ARequest f othe fo8rensdheohdf theRmdem whb sndersfa middhe ortsenior high
schoollate in the semestefhe former school forwards the cumulative record, the health card, the applicable
program foldersgection 301C-3) and the contents of the cumulative recendelope that are important to the
educational program of the student.

D. Students New to the District

1.

2.

Send a " Request for -EB{28)théhaforméRsclcoolr dsd ( For m 34

If the student is entering from a California public school outsfdene Angeles, the former school forwards either
the original cumulative recoyé copy of the cumrecomlr a transcript. When the st
District cumulative record is initiated and appropriate data are recorded thereon.

Copies of official records and/or transcripts received from schools outside the District are included and maintained
as part of the studentés cumul ative record.

Whenever a student, who has at any time previously been enrolled in any Los Angeles3ghidiel] enrolls from
outside the Los Angeles school systéine MiSiS Enroliment History screen should be accessed to verify prior
enrollmentslt is necessary to obtain thiest District elementary and/or secondary cumulative record card and
health cardn order to have a complete record.

TheTranscript program in MiSiSound on the Student profile pageAcademics> Transcripts> Transcript

Detail allowsschoolto create an electronic copy of #ike courses a student has takén Administratorat each

school will designate which staff members have access to this program. This is the process that parallels initiating
new cum. See Chapter 200Care must be taken in interpreting credits and masiee Chapter 400.

E. Students from Otherdlintries

Obtain the same general information aboutrfer schools for students from otleguntries. Be sure to have the
school address written clearly with all necessary postal information.

The procedure for creating an electronic record for studemts dther countries is comparablestadents new to
the District (See Eb above)

STUDENTSCHEDULES

To

find a studentds class | ocati on -bAcadprécse>bchatiyle. Tmerintt o Mi

multiple student schedules,aiReports>Master SchedulingPost Commit>-Student Schedule Summary Rep&rograms
are updated as changes are made

PROCESSING STUDENT CHEGKOUTS (CUM, SECTION 2 AND 5)

The Student Clearance Repdor outgoing studentsiust be printed fior to withdrawing the studenthis report can be
found in Reports-Enrollment>Student Clearance Reportidtcirculated by the attendee office and then sent to the
counseling office when completed.
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Sch

Pull

ool office clerical staffesponsibilities:

thecumulative record envelope, cumulative record card, health card, index card and all appropriate folders listed below

(Also see 304C-3)

A.

Record the following data on the cumulative record card when the student is checking out is ewtion

1. The" dat e o mustbeanteredruginy a date stamp or writing the numbers with dashes between them using
black ink.

2. Write the name of the fAleft todo school or other 1| oc
3. Post the marks from thgtudent Clearance Repartt At i vimg" ingoéncill Beaure to write on the cumulative
record fiLeaving Marks Onlyod in pencil

4. Ensure e District ID ispostedon the Index File card(See 301E)
5. Ensure the District IDs posted on the front of theum as describeid Section203.

Process the cumulative record card and update all sections before the card is filed, forwarded, photocopied, or digitizes

1. Place theumulative record, healthcaedn d envel op®uitnfti heofiohedkhe Ai nact
Make anote on the cumulative record envelope and index file card of the date of check out and the new school
name.

2. Upon receipt of the ARequest f qgthec@iulatidesrecord, tReehealth cdrd,, 0
and the contents of the cumulagirecord envelope to the requesting LAUSD school.

3. When a private or publischoo| agency, or authorized person outside LAUSD requests a transcBgeition 4
enter the date and the name of ftdool oragency/person to which the transcript is forveakd See sectiobB09-A.

Record the date and name of the school to which records are forwarded on the index file card and cumlanvelope,
MiSiS, this information is entered on thé&uBent Profile Page Academics>Records Request, enter the required
information. If available enter the remainder of the information on the sdreeater informatiorfrom thePaent
Assurance Letteén MiSiS, go to the Student Profile Pag&Vithdrawal History->Parent Assurance Letternter the
required information. Filthel et t er in t.he studentds cum

The following folders are normally kept with the cumulative record and are to be sent to another LAUSD school when
records are requested:

Bluei Master Plan Folder

Greeni IEP

Orangei Gifted

Redi Intervention/Intersessn

White 504 Plan

ELD Assessment folders (white, yellow, purple, pink, gray)
Purplei Migrant Education

NogakrowdnrE

Notify the attendance office when a request for ree@deceived for a student whas not been officially checkedut

In MiSiS, print the Student Clearance Repand process th&tudent Transfer Forifi?AR) for a student checking out
before the end of the semester. Marks must be hand wifittes student is not going to return. The student carries the
Student Clearance Report, if availk, to the next LAUSD school.

Studentgnatriculatingfrom an LAUSD elementary school to an LAUSD middtdool or from an LAUSD middle
school to an LAUSD senior high schedlo not need &tudent Transfer ForniP@R). Data is provided for
matriculaing studentwia the Next Year Enroliment process in MiSiS.

Also, students who have been selected for the Magnet, PWT or PSC prdgrantneed &Student Transfer Form

(PAR). They have followed District policies and procedures and are entitled tbierihe new receiving school.
Student data is provided for these students electronically.
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305. CURRENT PUPIL RECORDS TO BE TRANSFERRED OUT OF THE DISTRICT

A. Mandatory Permanent Pupil Recofdsiginal cum is maintained in District)

When a pupitransfers to another school district or to a private schampgo f t he pupi | 6s Mandat
Record shall be transferred upon request from the other district or private school. The sending district retehalso
the original permanentlfCCR, Title 5, Sec. 438).

B. Mandatory Interim Pupil Recordsriginal records sent with transcript)

I f the transfer is to another California publi cl03choc
B) will be forwarded. If tragfer is out of the state or to a private school, the interim recoagde transferred. (CCR,
Title 5, Sec. 438).

C. Permitted Records

Permitted student records may be forwarded, i f inforr
D. Scloolsrequestingecords notify parents of right to receive a copy and right to challenge content of the record.
E. All student records shall be updated prior to transfer.

F. In MiSiS, print the Student Clearance Report and process the Student Transf¢PR®) for a student checking out
before the end of the semester. Marks must be hand written if the student is not going to return. The student carries a
copy of the Student Clearance Report, if availal¥le.unofficial transcript may be printed usitfe transcript report in
MiSiS->Student Profile pageReports>Transcript. When the receiving school requests records, they will contact the
LAUSD school for an official transcript (copy of both sides of the cumulative record and the test label casddnsert
other information.See section 508.

306. PROCEDURE FOR TRANSFER OF RECORDS

A. Transcript Copies for Other Districts in the State of California

A designated person will make certified copies of all mandatory permanent records to be forwdmieddatory

interim records must be forwarded. Be sure the date and place of transfer are noted on the cumulative record before
copying.In MiSiS, this information is entered on the Student Profdgd>Academics>Records Requedinter the

required infomation. If available enter the remainder of the information on the screen.

B. Transcripts to OuOf-State and Private Schools

Copiesof mandatory permanent records must be sent. Mandatory interim records deemed helpful to the requesting
district are als to be forwardedn MiSiS, this information is entered on thé&uSent Profile Bge>Academics>Records
Request. Bter the required information. If available enter the remainder of the information on the screen.

C. Transcripts to Charter Schools

Theqestion to be asked is, AWill the school mai ntain t
Further informationmegardingtypes of charter schools may be found online at: LAU®DB> Schools> Charter
SchoolsDirectory.
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Any affiliated charterconversion chartesr a school pprovedthrough the Public School Choice initiative by the
Districtdéds Board of Education are treated as an LAL
the green folder with the aent IEP.

An independent start up charter school's request for records of a current student is to be interpreted as a request f
copy of the entire cumulative record, including a copy of both sides of the cumulative record folder (trattseript),
cument IEPwhich can be printed from Welligent and sent along with the copiedecond,and a copy of the test

label card inserts. The original cum and green folder will remain with the DigtridiSiS, this information is

entered on the Student Profitage>Academics>Records RequedEnter the required information. If available

enter the remainder of the information on the screen.

D. Transcript/Diploma Procedures for Non Public Schools (NPS)

1.

When a student is transferred to a Nonpublic Schoogredript of the cumulative record is forwarded upoitten
request The original cumulative record reima in the regular LAUSD schodh MiSiS, this information is entered
on the $udent Profile Page Academts>Records RequedEnter the required infonation. If available enter the
remainder of the information on the scre€he NPS may also request LAUSD transcripts from the Secondary
Counselor with Psychological Services.

The NPS will submit a form titleMPS Student Transcrifidor review prior to eah IEP meeting to Secondary
Counselor with Psychological Services

The NPS is responsible for sending cumulative transcripts to the Secondary Counselor with Psychological Service!
in order to maintain accur at e r mlcadipldma orafcertificateaf e nt 6 s

completion. The Secondary Counselor is responsible
account.
During the senior year at | east si x monthéSecopdary or t o

Counselor with Psychological Servicésp forms: theNPS Student Transcripind theRequest for Verification of
Graduation Status of Nonpublic School Students

The Secondary Counselor with Psychological Servisgesponsible forevadut i ng t he st udent ds

the studentdéds eligibil it yorctedificationsosconpletore of a hi gh sc

a. If the student is attending both an LAUSD school and an NPS, the LAUSD school will be responsible for
issuing the hgh school diplomar certificate of completion

b. If the student is attending an NPS only 8econdary Counselor with Psychological Services will maintain the
required verification for graduation documents, issue the diploma or certificate of complediapload all
document to the studentds Welligent account.

E. Exceptions

Exceptions to these routine procedures for transferring records may occur.

1.

When a student is transferred to an adjustment center high $ohawing Board actionthe receiviig school will
maintain a temporary record for the student. The original cum record remains at the referring school until the stude
returns.

When a student is transferred to an adult school, skill center or ROC center, a transcript of the cumulatige reco
forwarded upon written request. The original cumulative record remains in the regular day school.

When a student is attendiaguvenile hall school or any school, institution, home, or camp maintained by the
County of Los Angeles or the State@dlifornia a transcript in sent upon request. The original cumulative record
remains at the school.

In MiSiS, this information is entered on the Student Profdgd®>Academics>Records Requestnier the required
information. If available enter the resmder of the information on the screen.
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PROCEDURE FOR REQUESTS FORERIFICATION OF GRADUATION ORSTUDENT RECORDS OF FORMER

STUDENTS

1. For Verification of GraduatiorAll graduation verification must be referred to the Student Records @estliere
(http://achieve.lausd.net/transcripts#smumten) or 323224-5950.

Once the student receives their graduation status, if thedissrapanyg, the Student Records Center will ezfthe
studentto the school.The Assistant Principal, S, oradministrativedesigneanust evaluate the formstudent's

records to verifigraduation statusSee Appendices FH. A letter, signed by the principal, on school letter head, should
be prodeed and include the following information:

Official student name at date of leaving
Student date of birth

Graduation requirement year
Graduation status

=A =4 =4 -9

The letterand any additional documentation shobé&lprovided to the studemt copy of the letter ashthe additional
documentatiopalong with current student contact information, mudope@arded to the Student Recot@snter

2. When a former student requests records, the school must determine if the records remain at thietiselfooher
student'secords remain at the school, and the request is for a student transcript, produce an official trans&gitSfrom
for leavers prior to 2014ndMiSiS for leavers after 2014f the school no longer has access to SSI®ofdavers prior
to 1996,an ofiicial copy of the cumulative record camlist be produced

3.1 f the studentds records have been sent for digitizir
Records Center.

CHAPTER 400- INTERPRETATION OF CREDITS AND TRANSCRIPTS

401.

INTERPRETATION OF CREDITS AND MARKS

The counselor shall accept credits and marks from public schools in California at their face value if they correspond closely
to credits and marks earned for similar subjects in the Los Angeles Unified SchoatDiElé following explanations will

help the counselor interpret credits and marks from public schools outside of California. If information is not ctear, call
sending school for assistance.

Evaluation of credits from schools within and outsideDisdrict is addressed iBUL-6838.Q AiCriteria for C
Instructinal Credit in Secondary Schodls.

Guidelines for interpreting marks are addressé8uh-1353.1 A Mar ki ng PedoatesesnasedcBndaea
12-23-05.

A. Definition of Crdit

Earning five instructional credits normally requires the equivalent of five 40 to 60 minute periods of class time a week
for one semester, or 60 hours a semester. One instructional credit normally requires 12 clock hours of instruction time
A semesgr course that meets for one period five days a week or 60 hours provid@s fivedits when satisfactorily
completed; an annual course of 120 hours provides ten (10) credits.

B. Awarding Course Credit

Course credit may be awarded only for coursesaul by theDivision of Instruction. Courses must follow the course
description and meet the content standavidis reasonable accommodations for students with special needs.

Guidelines for Instruction can be found on LAUSEX. Access the webpader the Division of Instruction>Our
Departments> K-12 Instruction theselect the link to the curriculum and instructibarea you are looking for.
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C. The Carnegie Unit

One Carnegie Unit represents one-ftdar course and is equivalent to 10 semestatits. Onehalf a Carnegie Unit
subject and

represents one

credits = .5 Carnegie Unit.)

D. Conversion from Trimester System

semester6s

wor k

i n

a

One Carnegie Unit = 3 quarter ceas = 10 semester credits (1 quarter = 3 1/3 cjeditse Assistant Principal
SCS/designemust carefully review the course description and California content standards covered when awarding
credit to ensure the course is similar to the LAUSD course.

E. The Passing Mark as a Base

S

e C

To interpret subject marks, it is necessary to know the passing mark established and accepted by the sending school.

Most transcripts provide this information. However, if it is not providedsth®ol office clerical staffnust contact the

sending school to request this information.

If the passing mark is established, the counselor may use one of the following scales as a means of interpreting the
system. For example, if the school's passing mark is 65, the scale dédefitealents for subject marks should be
established as shown below with a score fromd@®eing an "A," etc. Percentage marks may be converted to letter
marks by use of the following tables.

Lowest

Passing Mark A
75 10093
70 10091
65 10090
60 10088
50 10084

F. Credit for Health

A Health course taken in another school disfactfewer than five credits may meet the District requirement if the
content of the course is judged to have met the State of California course content starftastate requires
instruction in first aid, including CPR; instruction in the harmful efeof narcotics, dangerous drugs, alcohol, and

SCALES FOR EVALUATING MARKS

B
92-83
90-80
89-77
87-74
83-68

C
82-78
7973
76-69
7364
67-57

77-75
72-70
68-65
63-60
56-50

tobacco; and instruction tomprehensive sexual health and HIV/AIDS/STD preventiilot and Partnershipchools
may choose to use an alternate Healthiculum to meet the graduatioaquirements. In tkicase, courseumber

269948must appear in the Transcript Detailgh zero (0) credits. This will fulfill the Health requirement but will not

award credit.

G. Credit for Physical Education

Sometimes a pupil transfers from a state or school whicé wioiegive credit for physical education classes taken at the
school. There are no permanent exemptions awarded for LAUSD.

Physical Educationaurse cedit may be granteh meet District graduation requirementdHi& as long as the course

meets the LAUSD course description, addresses the content standards, covers four of the eight content areas and me
the required number of minutes of instruction (400 every ten school days).

H. Credit for Religious Instruction

Numerical (elective) credit may lgganted for coursesompleted at an accredited private school, parochial or otherwise,

regardless of religious contefor additional information, see BU& 8 3 8 . 0,

SecondySc ho ol s.

0
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I.  Credit for Courses Taken More than Once

Only certain courses designated in tioeirse descriptiorand listed in the district master course filay be repeated for
credit. In certain circumstances there is a limit to the numbémesta course may be repeated for creditist of
courses \Wwich may be repeated can be printed fromMi®iS Reports menu. ReportsMaster SchedulingPre/Post
Commit>District Courses.

The Counselor should advise the studenbabké whya college o university would accept a repeated course for
admission purposes ahdw the course is calculated fiie college admission GPA.

J. Maximum Credits

Generally, a student should not be enrolled in more than six classes (equal to 30 credits) a stoneststudents are
capable of participating in additional educational opportunities beyond the usual number of allotted classes. If a studet
requests more than six classes, the student must have the ability, educational goals, and commitmennhalwe Wwithe

or her to be successful in an extended program. The principal gndesiust give prior approval fenroliment

beyond 30 credits based on the needs and capabilities of the student and the nature of the program.

K. Transferability of Credit

Any other school in the District to which a student transfers must accept instructional credit granted by any school in Lc
Angeles Unified School District at full value. However, credit may not be granted for the same course twice, unless so
indicated inthe course description.

A primary consideration is that the student should not be unduly penalized in transferring to a Los Angeles Unified
School.

402. RECORDING DATA FROM THE TRANSCRIPT

A. The datdrom atranscript that has been received fromastadt 6 s pr e v i o u snusabe tangfeddd toehd s c
cumulative record.

1. Whenever final marks have been received, record them in black ink. If the work was completed-ateredited
school, refer to Instructions BUL-6838.0.

2. If the stuaent left the previous school before completing the semester, record the marks rieceéred| with the
remark fAin progress. o Circulate the marks to the st
determining the studentdds final marKks.

3. Record other data included in the transcript which are valuable in understanding the student.

4. The Transcript detadllows an individual to create an electronic copy of all the courses a student has taken. The
Assistant Prinipal, Secondary Coumting Services/Administrative Designateach school will designate which
staff members have access to Hiseen

5. On the Transcript detail pageae authorized user does the following:

a. ldentify thecoursetaken outside LAUSD noting the closestigit couse number that fitde course For
specific concerns about comparable sest check with the APSCS, tbeunselorthe K-12 Counseling
Coordinatoror the certificatedliesigneeto answer such questioristhe user is not an expert in inpeetng
transcriptsfor International transcriptefer toBULT1545.1 A | n t eStudeaffranserip® |, -2-1% for
policy andsample formgo use when interpreting transcripts from other countriesBaHd-68380 for policy
on interpreting other types dfon-LAUSD Transcripts.
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6.

b. In MiSiS, sarchfor and select the studentidm the Student Profile page, go to the AcademiestBtanscripts
>Transcript DetailUnder the Transcript History Tablick on Add New Transcript Grade. Select the Out of
District radio button. Enter theequired information.

Record credits from nonaccredited school in MiSi@sing the variations described465B.

Data from schools awarding credit onammual basiare recorded as follows: Record the data from thestr@pt under
both semesters.

1.

In the left portion of the grade level column, record the date at the beginning of the school year and the titles of the
subjects.

In the right portion of the grade level column, record the date at the end of théssdmodhe semester period
credits, and the marks earned. Ordinarily 10 semester period credits are allowed fsembster subject.

When entering these coursesMiSiS, annual coursesiustbe entered as semester courbes.example,

courses thifulfill specific high school graduation requirementsistbe entered as semester courses using the

LAUSD 6-digit course number. This will assure that each specific graduation requirenMiBi$is properly

credited. Each semester course must beeahtamnce, even though the student was given credit for an annual course.
The title of the course should come from the transcript. For example, English | would be entered as English | using
230107 and 230108, each with 5 credits and the same final mark.

Questions to Consider

In the evaluation of a transcript, answers to the following questions may be of assistance:

1.

2.

3.

Is the transcript validated by signature or seal?
Does the transcript indicate the year in which the subject was taken?

Is theschool accredited?

403. PLACEMENT OF A STUDENT FROM OUTOF-DISTRICT

Whenever a pupil transfers from other than a Los Angeles Unified District School, the counselor should attempt to place th
pupil in the appropriate grade. If the pupil has a repod oaother official document, placemegparentHowever, if the

pupil has no credentials, questions must be asked concerning the subjects taken at the time of leaving. The counselor may
then assign a tentative grade placement. A student and/or pareberaslged to sign a statement regarding tentative grade
placement. (See sample)

I understand that my transcript will be evaluated when it arrives. At that time my permanent grade placement will be
determined and this may be higher or lower than my tieetgrade placement.

Tentatively | have been placed in the first/second semester of the grade.
Student Signature Date

Parent/Guardian Signature

Uponarrival of the transcript, an evaluation should be made of the temporary status and, if necessary, subject and/or grade
adjustments should be made.
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404.

405.

Placement of 8th and 12th Grade Students

1. When the student transfers in the eighth or twelfddg from a school outside of the District, a careful evaluation of
the transcript is necessary if the student isuloninate/graduate at the expected time. Culminatiadigation may
depend on receiving credit for a particular course that may be cortgtrabsubject requirement of the Los
Angeles Unified Schools.

2. Theschool office clerical staffr counselor should contact the previous school for a description of the content of a
course about which there are questions so that the counselor nrawidetehether this course, although recorded
under a different name, may meatudminationfraduation requirement.

Issuing Diplomas for Second Semestéef Gtade Transfer Students

Students must be enrolled in an LAUSD school during the final semafghe 19 grade yeabefore receiving a
LAUSD diploma. The last school of enrollment is the school that awards the diploma

DIFFICULTY IN OBTAINING RECORDS

A.

B.

C.

Make repeated efforts to obtain a transcript if one is not received within a rekstimes.
Urge parents to request the former school to send the transcript directly to the school.

California Code oRegulations, Title 5, section 433(tates thati Pu p i | records shal/l not b
requesting district because of angharges or fees owed by the pupil or his parén This provision applies to pupils
ingradesk-12 i n both publ i c Reaords maybe witleheldefrors matertscahdsstudients, but not
educational institutions.

Use t he st udepottéad ifa toapsyriptaadnnotbe obtained. Note on the cumulative record that the marks
were derived from the report card and not from an official transcript. This notation may béenrBadéon 13 on the
Cum folder. Date and initial the notatioin black ink

As a last resort, draw a diagonal line through a grade level for which there are no marks. Note that a transcript from the
former school was unobtainable and how the st unbkeckt 6s
ink.

EVALUATION OF CREDITS FROM SCHOOLS OUTSIDE THE DISTRICT

Full details are founth BUL-6838.Q Section Ill

The APSCS or certificated designeeresponsible for interpreting and evaluating the subjects, credits, marks, test scores, anc
other items as they appear on the transcript and for instructirsghio®l clerical stafés to the data that is to be recorded on
the cumulative record card and the electronic transcript.

Since there is a lack standardization in the marking systems of schools throughout the country, the Los Angeles Unified
School District has developed the following criteria for evaluating and interpreting pupil records receivedt§idm the
District and creditarned undespecial circumstances.

A.

Credit from an Accredited School

Subject marks and creditse accepted at face value and recorded on the cumulative record and on the electronic
transcript from a Western Association of Schools and Colleges (WASCQionataccrediting association, accredited
school as long as the following conditions are met:
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1. The course description is similar to the LAUSD course description,

2. The course meets the California state content standards, and

3. The course meetsatminimum instructional hours as defined by Board policy
and California Administrative Code regulations.

If the name of the school does not appear in the WASC Directory or if there is doubt as to the status of the school, the
counselor should seassistance from thgivision of Instruction,Academic and Counseling Services

Entering these courseshfiSiS should be done the same way courses are entered for students coming from other
districts as described in 402-5.

Credit from a NorAccredied School

The principal shall accept and/or grant credit for courses taken iacwvadited schools as follows:

1. Approval must have been secured in advance of enrollment if credit is to be considered for attendaribmat pa
nonaccredited schds.

2. In grades six through twelve, courses taken must be similar in content to courses offered in LAUSD schools, follow
the course description as outlined in @widelines for Instructioand must meet the California state content
standards.

3. Thein-class instructional time must be equivalent to 60 hours for five credits.
4. The course syllabi must identify appropriate instional strategies

5. Counselors have the responsibility for reviewing transcripts and course documentation anderetiogio the
APSCS3designeavhether credit is to be granted for courses taken irawgnedited schools.

When a student enrolls from a rancredited school, the counselor should rewiéth the student and parent or
guardian the transcripts/specificurees taken to determine that students are appropriately placed in courses that reflect
achievement in previous instruction and to insure that State and District requirements are met.

Counselors should remind students who have attendedcgwradited sabols to submit transcript(s) from the ron
accredited schools in additido LAUSD school transcripts when applying for admission to colleges and universities.

In grades six, seven and eight, course work, credit, and marks may be accepted at thedatezl mda transcript from
an established school that maintains acceptable standards.

Generally, in grades nine through twelve, courses that are similar in content and address the same State content stanc
as those listed in the most recent revisibthe Guidelines for Instructiomill receive numericalcredit only. Specific

course titles and marks are not to be entered on the cumulative record or the electronic trang¢gig, use the
appropriate department gdepeti Etynumbecoaendengenhnheil@@c

credits and enter the name and city of the school . Dc
to be used:

ART 200100 MATHEMATICS 310100

BUSINESS 210100 MUSIC 320100

COMPUTER SCI 180100 PHYSICAL ED 330100

ENGLISH 230100 BIO SCIENCE 360700

PHYS SCIENCE 361300 FOREIGN LANG 250100

SOCIAL SCIENCE 370100 VIS/PERF ARTS 380100
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406.

Marks may be accepted and recorded with the specificseditle through one of the following procedures:

1. Verification of the marks earned at the previous-aoaredited school by an examination prepared and administered
by the local school. For example, when the student successfully passes the finklcatl #hool for Biology AB,
the course title and marks from the racredited school may be recorded on the cumulative record and the
electronic transcript.

2. Successful completion of an advanced course in the same subject field. For example, when susttekesfully
completes Algebra 2AB at the home or local school, then his or her Algebra 1AB marks from-tezrestited
school may be recorded.

3. An Advanced Placement course taken at aagredited school may be recorded along with the matke iRP Exam
was taken and passed with a score of 3, 4, or 5.

TRANSCRIPTS FROMSCHOOLS IN OTHER COUNTRIES

A.

m

F.

Generally, in grades nine through twelve, courses that are similar in content and address the same State content stanc
as those listed ithe most recent revision of ti@&uidelines for Instructiomill receivenumerical credit only. Specific

course titles and marks amet to be entered on the cumulative record or the electronic transoripss the procedure in

item "E" below is usedAn evaluation of credits fronnanternationatranscript should be made before the student has
become established in regular high school classebliSiS, use the appropriate department generic number ending in
1000 to ident i fy passhenterche numiseeof credits and enterfitie dame and city ofdbé Bah

not use § CRAseswith a finat neak oftP amet included in the GPA. For detafise BUL-15451, section

I'l, ACredit Based on Tnuabers lstedh Becton 40 drditebeDdecc t r i ct cour s

Inform the student and parents/guardians that merely because LAUSD grants credit toward a high school diploma it do
not assure that another school district will accept these credits, nor that ienstif higher learning will consider
them as contributing to the fulfillment of its entrance requirements

I n many countries, only annual <cour seébecaurse Instichar ed ar
circumstance, be sureustents are awarded full credit for the course. In otfeeds, a student from anothesuntry

could either earn geriercredit as stated above $®c 406A or, if able to pass the course final exam, could earn credit

and a mark for th specific course agated inSec 405B.

When it is determined that because aére¢ over which the student has control and there is no possibility of
obtaining a transcript, a reconstruction o.fSeetBble st ude
15451, section 111, AfCredits Based on Reconstruction of

. Marks may be accepted and recorded with the specific course title through one of the following procedures:

1. Verification of the marks earned at the previous foreign school by animadion prepared and administered by the
local school. For example, when the student successfully passes the final at the local school for Biology AB, the
course title and marks from the schmoltside of the countmpay be recorded on the cumulative netand the
electronic transcript.

2. Successful completion of an advanced course in the same subject field. For example, when a student successfully
completes Algebra 2AB at the home or local school, then his or her Algebra 1AB marks frerhdbkotside of
the countrymay be recorded.

Credits will be granted only for subjects completed, regardless of class hours shown on transcript. For example, if a ful

coursefrom a school outside of the countsyl150 hours and the student has complé@ihours, the student would not
be able to earn credit for the course.
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407.

408.

G. Atotal of 60 credits will be allowed for each year of study. Additional credits over that number may be counted toward
the next succeeding grade level with the approvai®tthool principal. The mitipal, Assistant Principal Secondary
Counseling 8rvices (APSCS)r designes houl d review the studentdés academi
grade level so as not to disadvantage the student in progressing tpaduwetion.

H. English courses taken in an English speaking country, in an American school, or in a school taught in English will
provide English credit.

I. English courses taken in a n&mglish speaking country or in a school taught in a language thtan English will be
listed as_anguages of than Englishedit.

J. Biology will provide biological science credit toward graduation.

K. Chemistry or Physics will provide physical science credit toward graduation. If Chemistry and Physics aie gaught
integrated curriculum and the mark is verified (as stated in "E" allistjghe course as Integrated/Coordinated Science
3 and grant credit toward the physical science graduation requirement.

L. For graduating classed prior to 20Bdgebra, Adwanced Algebra (Algebra 2), and Geometry will provide mathematics
credit toward graduation. Raalculus, if verified (as stated in "E" above) will be listed as Mathematical Analysis and
may count toward the math graduation requirement or toward eleosigi. ¢n countries that only offer math taught in
an integrated curriculum, Math 1 may be used as equivalent to Algebra 1, Math 2 may be used as equivalent to
Geometry, Math 3 may be used as equivalent to Algebra 2, and Math 4 may be used as equiatbranalysis.

M. For students in graduating class of 2016 and later, validation rules ®pply.i dat i on r ef e rgsd tca etdh
when a student successfully competes advancedintheor k ( €
following areas: History/Social Science, English, Lab Sciences (except Chemistry), Visual & Performing Arts and
College Prep Electives. Validation applies to the following areas: Math, Languagesh@ath&nglish and Lab Science
(Chemistry Only) Nmerical credit is not awarded with validation.

N. Geography and History of a particular country will provide social studies electidi. 8k&orld History studied in
anothercountre nd verified (as stated i n ‘“effnanerdfeaord as)WondiHistbry, b e
Culture, & Geography: Modern World and will meet the World History graduation requirement.

O. Military Training and Youth Training will provide physical education credit.

TRANSCRIPTS TGSCHOOLS IN OTHER COUNTHS

All Latin American countries and a few other countries require that transttdptisthe United Statebe legalizedThe

school makes a rdable copy of the transcript a sealed envelo@d must contact thHeoreign Student Admissions Office

to arrange to have the document notariz&tlere will be no fee for notarization services in this office. After it is certified as a
true copy of the original record and notarized, the person requesting the transcript must take it to the Los Angeles County
ClerkDi strict Office. This office wildl insure validity of
document at this office. After the above certification, the transcripts must then be taken tacthefQiffe Secretary of

State (The Foreign Student Admissions Office will provide the addresses of these officesmatetbé otarization). There
maybe a charge per notarized document, payable by check or moneyabitiertime the request is made, cash, at this

office.

Questias regarding the sending of transcripts to foreign countries should be directed to the Pupil Services and Attendance
Foreign Student Admissions OfficEmail: StudylInLA@LAUSD.net or call 21341-3844

CREDIT FOR COURSES OUTSIDE THE REGULAR PROGRAM

Schools are encouraged to publicize widely the requirements that credit may be granted for courses taken outside the hom
schoolonly when arrangements have been made with the home school prior to enroliment. Sufficient publicity and
appropriate counselg should prevent problems from occurring when students request credit for their educational
experiences after taking courses rather than prior to enroliment.
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Credit for programs offered by tutors, private schools, organizations, institutions, ansl arimot automatically granted
upon completion of the prograBlJL-6838.0provides the District policy for granting or not granting credit. Studeist
have prior approval and the coursestfollow the course description in the current versioafdelines for Instructiorio

be considered for credit. Thel12 Instruction Departmentithin the Division of Instruction reviews and grants approval to
programs and courses taken within the programs.

Credit recovery aurses offered through Beyond the Bl treated like courses in the regular program, even though they
may be offered after school, on Saturday or Sun8egMEM-6733.1 A Cr edriyt MRreac@rnvaem Opdlbé.rt un

A. Credit from Community Adult School, ROP and ROC Programs

Work taken in adult schools, ROP and ROC programs may be accepted toward meeting diploma requirements of the

regular high school provided the course meets the California state content standards and the high school course

descriptionNo partial credit is tdoe given. The student must complete the course to receive the full credit value given
for each course.

Courses must have prior approframt he st ude n 6eeBUL-67680nsfeAdul.t School Ac
Options for Concurrently Enrolled Stud¢ $-30616.

For high school and adult school course equivalersgeBUL-1757.2, A Equi val ent Academi c C
Education for Senior BBldéth School Di pl oma Credit, o

If there is a question about R@Burse or titles, contact thROP Center directly a213) 2411940. Annually, an
index of approved ROP &eries courses, titles and numbers is updated/provided to the high school site
administrative teamsee section 50E for entering R® course credit® MiSiS.

B. Credit from Commnity College, College, or University

Work taken in college programs may be accepted toward meeting graduation requirements for high school provided th

course meets the California state content standards and the high school course description.

1. Studens must obtain prior approval from the high school principal, Assistant Principal, Secondary Counseling

Services, coll ege counselor or the studentds counse
the regular school year or duritige summer. (CRC, Title 5, section 1630)

BUL-1040.3ACredit f or Concur r eohand ddmmuaity Coltegadtl9-16andBlUl-gh Sc h
6780 0, AAB 288 Coll ege @dDudhlCE&Emeor | Anemdas § nP dti lgka S h o «
3-30-17, outline LAUSD policies and procedures fgranting high school credit for courses taken at college.

When counseling high school students and their parents about taking college courses for high school credit to mee
graduation requirements, waselors shall remind students to inquire at the admissions office of the prospective
college(s) about the way these courses will be treated once the student enrolls in college.

Following is a suggested procedure to help high schools keep tracklehtt who are taking college courses.

a. When the student requests permission to take a college course, note the following on the concurrent enrolimet
form:
1) whetherthe course will cant for graduation requiremerasdif so, thespecific requirement
2) the number of high school credits to be earned
3) if the course willreceive an augmented GPA point

b. Make three copies of the Concurrent Enrollment Form. The student receives the original to take to the college
for enrollment purposes. The studemtc ei ves one copy, the counsel or ke
records, theschool clerical stafkeeps one copy to collate with the college transcript in order to enter the course
correctly in the electronic transcrighdon the paper cumulatiwvecord.

c. When the student completes the course and the college transcript has been received, the following procedure
shall be used to enter the coursd/iisiS. Record the course on the cum label also.

28



W L os ANGELES UNIFIED ScHooL D ISTRICT
3‘] Policy Bu lletin

1) If the college course is taken for graduatiomequirements, use the shdigit district course number listed
in Attachment B or C of Bul040.3 A onesemester college course is listed omhgeand receives the
number of high school credits designated on the Articulation Agreement with the college.

2) If the college course is taken for enrichmenuse the following generic district course number. These
courses will be included on the UC/CSU applicationsnmtitincluded in thdJC/CSU orLAUSD GPA.

ART 107020 MUSIC THEORY 107032
BUSINESS 107021 PHYSCAL ED 107033
COMPUTER SCIENCE 107018 BIO SCIENCE 107036
ENGLISH 107023 PHYS SCIENCE 107336
FOREIGN LANGUAGE 107025 SOCIAL SCIENCES 107037
MATHEMATICS 107031 VIS/PERF ARTS 107038

3) If the college course is taken for graduation requirements ahalso earns an augmented poinusethe
course numbers shown on attachment B or BUih-104Q3.

d. In MiSiS, from the Student Profile pageAcademics>Transcripts>Transcript Detailsclick on Add New
Transcript Grade, leave the default as Out of [istriYes,Enter the School Name, Select the School Year and
grade level at the time the course was taken from the drop down, enter the Erselzatethe course number
from the drop down, wertype the course title presented and retype it as it appettre oallege transcript,
abbreviating if necessary. Use the course title, not the department and course number, e.g., Calculus 1, not M
261 Select the final grade earneshter the number of equivalent high school credits earned for the college
courseas listed iBBUL-1040.3 If the course was taken during the summer, use the grade level foetheus
springsemester.

C. Credit for Special Programs

From time to time, schools are askedjtant credits to students for their completion of coursepecial programs
approved by the Department ofstruction. Most often these programs are summer programs, but they may be offered
during the regular school year. These instances are outlifigR5523.0fiProcedures for Granting Credit for Special
Programs, 6-20-2011 For example, to date the following special programs have been approved for credit: Upward
Bound; and MedCOR at USCand Youth and Government Programs at West Valley YMCA

Studentsometimes temporarily work in the entertainment ingu§ee BUL:68370, A Pupi |l s in the E
Al lied I3RBLrstries, o

D. Credit forlnstruction in Languages Other Than English

BUL-25331, fi Pr oc edur Egsivalerey andAchaeremennMgarks for Languages Other Than English
(LOTE)for Gr aduati ng Cl as s e2816potitlinesthelgbidebnesdyrabtig coeditdogproficidncy
in a foreign language with or without formal instructioho document thianguage proficiency, use one of the
following procedures tapdate thestudent transcript information in MiSi¥he path to the student transcriptStsdent
Profile->Academics>Transcripts>Transcript Detailsln addition, bllow the procedures outlined theMiSiS Job Aid,
AEnt er i @aursds O BtEdent Transcripte help with MiSiS input

1. If the student demonstrates proficiency iwarld language by taking an oral anditten examination given by the
world language department of thexal schoo] follow the procedures on the job aid noted abdnenlace of the
school nameenteriCREDIT BY SCHOOL EXAM 0, then continue enterinipe required information as outlide
in the job aid.

2. If the student demonstrates proficiency in a world languagaking thedistrict equivalency gamination in one of

the languages avallée, follow the procedures on the job aidted aboveln place of the school name enter
ACREDI T BY DI ST RheccbntifuX éntdring the requiiatbrmation as outlinednithe job aid.
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If the student took a test in a world languagaredccredited college or university, follow the procedures noted in
the job aid abovenlplace of the school name en@CREDI T THROUGHT COL thén@dhtinBeX A M
entering the required information as outlined in the job aid.

If a student demonstrated pigéncy by earning a 3, 4, or 5 on AR world language examfollow the procedures
noted in the job aid noted abova.fdlace of the school name,efieC REDI T BY A,RherEcénfinde 0
entering the required information as outlined in the job aid.

If the student demonstrated proficiency througlsAil Student Test follow the procedures in the job aid noted

above. hplace of the school name, enfelCREDI T BY S Atfien é&@iAul éntering required information

as outlined in the job aidllC has iderified appropriate scores for the world language subject exams which may be
found in the Quick Ref er &rBubgctstbpBxambiai uonnsée | aorrds iAnS alt A BT
2533.1.

Credit shall be granted to a student in grad&& ®or world languag@struction received in private school other
than regular day or boarding schools provided that the program has a substantial literature component and the
student and private school follow the procedures outlined in-BeR31. Attachment A must be comgé prior to

the student begins receiving instruction.

If the student demonstrates world language proficiency by two years of schooling at 6th grasiedboek in a
foreign countryfollow the procedures outlined in BUR533.1

For world language stlies taken abroad during the summer, credit shall be granted provided that the student has
received prior approval from the high school administrator or designee of the District school to be attended in the
fall semester. The administrator or designeéavisure that the instructional program in the foreign country meets
the criteria listed above for granting credit for the language other than English.

E. Credit for Independent Study

1.

Independent Study may be undertaken as part of a regular schesoliotier the direct supervision of the classroom
teacher For examplea student moves in during the course of a school year and was taking Spanish 4B at the
previous school, and this course is not offered at the LAUSD school. The counselor may aitratige $panish

3B teacher to have the student work independently and do Spanish 4B level work while attending the Spanish 3B
class.

Independent Studyay be undertaken through the City of Angel#\ocelerated College and Career Transition
Program(AC2T). City of Angels provides fultime independent study for students in gradel?kand is located at
multiple sites throughout the District. GRT is a dropout recovery program under the direction of the Division of
Adult and Career Education (DACEIt is located at various sites and provides-fuie independent study for
secondary students between the ages of 14 and 18 who have not attended school for 45 or midresgays.

students are independently enrolled in an Adult Scioalirses takeim the AC2T progranwill have to be entered

by hand intaMiSiS. For furtherinformation,refer toBUL-6779.0 A Gui del i nes f o3¢l517.ndepe

The cumulative records for students enrolled in the City of Angels Independent Study SchodltareXes
Eastman Ave.Los AngelesCA 90063 323415-8350.The cumulative recosfor students enrolled in other
independent study programs are maintained at the home school.

No independent study credit shall be granted for private lessongroictien for which the student or
parent/guardian pays a fee.

F. Private Tutor or Private InstructiddeeBUL-6838.Q Section IV.

1.

Instruction by a private tutor is generally used to supplement instruction in the regular classroom as a means of
strergthening student competencies. Credits are not earned in such tutoring situations.
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2.

A principal may grant credit for a course given by a private &vaghfor tutorial instruction if the following
requirements have been met:

a. The student or parent must have made arrangements in advance with the school that is to grant the credit.

b. The instructor must hold a valid California teachimgdential authorizing subjects and grade being taught.

c. Instruction must be in a course listed in Gweidelines for Instructiorfollowing the course description and
meeting the California State content standards.

d. The minimum amount of instructidime for which 5 semester credits may be granted is 60 clock hours.

e. The student shall demonstrate by examination given under the directisa@adision of the school that he or
she has made satisfactory progress in learning and mastery of content standards. (California Administrativ
Code, Title V, Section 1631.)

f.  Tutorial course credit may not be granted if similar courses are offeredroamtéy in the regular school.

g. Credit for tutorial instruction may not be used for the purpose of accelerating to meet graduation requirements.

In making decisions concerningrivateinstruction, the principal should refer to Board Rule 1272, Private
Instruction, which states:

a. "No teacher shall give prate instruction for compensation on any school premises."”
b. "No teacher shall give private instruction for compensation in any place:"
1) "during the school year to students who attend the elementary or secondary school, to which such teacher
assigned.”
2) "during the vacation period to any student who was a member of said teacher's class during the previous
semester."

For students whare exempt from school attendarteeause they are homeschooled or attending private sceeol
California Education Code, SectioB3190 &48220 to 48225.

a. Parents homeschooling their childnmwstfile the Private Schal Affidavit with the Californa Department of
Education between Oct.-1Oct 15 of eaclschoolyear. Proof of this must be presented to the school of
residence with a withdwal form and Parent Assurance Letter signed by the parent in order for the student to be
exempted from compulsp education.

b  The receiving principal makes the evaluation of the tutor report(s) for credit earned through instruction by a
tutor. Marks are not recorded unless procedures are followed as statedinthes i ous s &omtai on i
nontaccredited school 0

c. The course content must be comparable to the LAUSD course describeinideénes for Instructioand
must meet the content standards.

d. Completion of sixty hours of instruction is the minimuaguirement for five semester credits.

e The Principal may require the course examinations in order to determine satisfactory progress in learning.

f.  The receiving school principal determines the grade placement of the student.

G. Summer Schoadilassesta Private Accredited School

1.

In schools where there may be requests for credit for work completed in accredited private summer schools, pupils
and parents must be informed that credit may not be granted for such work without arrangements havingebeen ma
with the home school prior to the summer/intersession school enrollment.

Credit granted for summer school classes must be equivalent to credit for the same amount and kind of work taker
in the regular term. Instructional time in a semester periadsean summer session should approximate that of a
semester period course in the regular term.

It is possible to grant more than ten semester credits when the private summer school does so becatgayof a full

schedule or a summer session of sidfit length.Credits would have to be entered by hand in MiSiS following the
procedures outlinesintidi Si S j ob aid, fAEntering Out of District
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H. Online Courses

1.

3.

4,

LAUSD abides by the California Education Code, Sechbr05 in establishing and approving online courses,

monitoring student participation in online courses, supervising teachers of online courses, and developing and

implementing policies addressing specified factors for online courses.

LAUSD only awards iedit tothose courses developed by LAU8Dconjunction withapproved vendorshe

appropriate instructional unit or to those courses approved as aligning with the LAUSD course description, meeting

content standards, providing an appropriately crededt@miine teacher and esite teacheand securing

appropriate licensingAll approved courses have course numbers listddi8iS. Accessing the District Course list

MiSiS Reports>Master SchedulingPre/Post Commit District CourseSee REF56702. Pleaserefer to the
Division of Instruction WelPage for additional information regarding Online course instrucflofUSD Home
page>Offices->Division of Instruction>Destination GraduatierCourses>Online Courses Home)

Online Creditbearing Courses: Moteof implementation
Online courses are offered in the instructional settings defined below:

a. "Virtual" Implementation (EDGL/APXL): Course offered online with the vendor providing the appropriately
credentialed teachefhis is the only model appoved for NCAA.

b. "Blended" Implementation (EDG/APX): Instruction is delivered by an LAUSD credentialed instrugtdhe appropriate
subject areand the digital content is provided by the online vendor.

c. Prescriptive versions (EDGP/APXP):When available, b virtual and blended implementation models may offer a
course in a prescriptive (mastdtya s ed) ver sion. These courses are the
outo feature.

For school years prior to the 1%, approved vendorsifonine courses are listed below.
Courses are identified by the vendors as follows:

Online Vendor Abbreviation
APEX Learning Virtual School OLAA
APEX Learning Class Tools Achieve (CTA) OLAC
Education 2020 OLE2
PowerSpeak World Language OLPS
LAUSD University of California Preparatory oLucC
LAUSD District Developed OLDD

Schools may not independently enter into contracts with providers of online courses.
Accredited Online Schools

a. Most acredited onlineschoolsarepviat e i nst i t agocoarses actepted by UCCElLand A
LAUSD.

b. Students may complete courses at any accredited online school if:

san

i. The accredited onlagael sshooh hhe aeaalateasé&i manéageme

http://hsarticulationucop.edu/agcourselist

i.h. The online course(s) to be coagpl apepdoaed ¢t¢ost £d

iii. The accredited online school issues a trapset the end of the course.
iv. The online course is equivalent to a course found in the LAUSD course catalog.

c. Students must receive approval by #&dde cgprfferecby gna |
accredited oline school.

O 1

d. Transcipts are not automatically sent to the high school of attendance. It is the responsibility of the parent and

the student to submit transcripts to the appropriate office.
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e. Courses completed by concurrently eredlstudents in an accreditedina sch@l may not be computed in the
student 6 s LGPA&nD/oroahking. c i a l

I.  Home Schooling

Parents of students who have been heat@oled and then enroll in an LAUSD high school shall be informed that the
courses previously completed through hesuhooing will be evaluated based on the following factors:

1. The course aligns to the LAUSD course description,
2. The course meets tigalifornia statecontent standards,
3. Direct instructional time is sixty hours for five credits, and

4. A coursesyllabus outlines instructional units similar to the LAUSD course and identifies appropriate instructional
strategies.

In grades nine through twelve, credits only, not marks are recorded for subjects taken. Marks may be accepted and

recorded for courseaken through one of the procedures identified foraceredited schools. When entering the
courses irMiSIS, the procedures outlined abovedi®s-B on Nonaccredited schools must be followed.

409. PARTIAL CREDIT

A. District policy requires that five §&redits be granted f@ll semester (twentyweeks in a traditional school) subjects that
have been passed and two and one half (2 1/2) credits be granted for all half semestak@ean a traditional school)
subjects that have been passed. Credit@aeamust be consistent with course descriptions as presented intthe Die t 6 s
curriculum guidelines.

B. District policy does not permit a reduction of semester period credits for any reason, including unexcused absences or
tardies. However, studentsant-of-home care may be issued partial credit under the guideliri@dlof6718,
fEducati onal Rights and Guidelines for Youth in Foste
Sy st e8v®, Sectdonlll-1F.

C. Some out of districtchools are using partial credit, i.e., 2 credits for English. This may present some problems in
recording marks on the present cum. Some suggested practices are as follows:

1. Record the partial credits and marks in ink if they are final marks fronetitrgy school. Identify these marks with
an asterisk and note at the bottom of the section that the asterisk indicates classes from anoth€heéstioarks
must be entered in MiSiS on the transcript screen following the procettutkeMiSiS job ad, for EnteringOut of
District Courses to Transcripts

2. Record the leaving marks and credits from the sending school in pencil as is done witimchadis. Notify the
student 6s counselor and teacher s ofasusimelftmpupkbakar ec e
class at this school and is not placed in a similar class at the home schoarkladcredit from the outside
district school should be reported the cum and in MiSi following theMiSiS job ad for Entering Out of Disict
Courses to Transcripts.

3. In some cases the partial credit may not be sufficient to total 5 credits for the semester. If the subject is a graduatic
requirement, an additional class in the subject area will have to be taken to achieve theqciieslibeat in the
subject area.

4. Partial credit MAY NOT be given for Adult Ed/ROP courses. The student must complete the entire course to receiv
credit.
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410. GRADUATION REQUIREMENTS

Current graduatiorequirements aredted inBUL-6566.2f Gr ad uat i o n foRymduating classes of 2616 and

201

®, 2-4-11, and REF6778.0 Graduation Requirements for class of 2@2fditionally, for the clasesof 20061 2014,

BUL-66090utlines the suspension of GISEE as a graduatiorequirement

Students must pass all course, fwonirse, and credit requirements for a high school diploma. All graduation requirements
must be met within the next summer/intersession and/or fall semester of the grad y&tudates who are currently
enrolled and do not complete graduation requirements for their class may continue in their current scinolbinent

enroll in adult schoobr choose otheoptions to work towareéarning ehigh school diploma.

Following are directions on how to hdedhe situation when a student does not graduiketheir cohort.

411. MA

1. Special education students may remain at the high school until the age of 22 and English Learners for an additione
5th year. Students newly enrolling in high school as theirdalbol experience in the United States may remain in
high school until requirements are met or through the age of 21 as long as satisfactory progress is met.

2. For a nongraduatevho was expected to graduaten June, allow him/her to complete the gradatrequirements
for the year listed on the diploma andgimduation year field in MiSi8uring the summer/intersession and/or the
fall semester immediately following the expected graduation date.

3. If a student finishes the graduation requirementieaend of summer school/intersession or at the end of the fall
semester, he/she will receive the diploma printed with the previous June graduation date.

a) If the student completes graduation requirements during summer/intersesi#iohel8-77 leavecode/reason
to L7-90in MiSiS.

b) If the student needs to return for the fall semester to complete the gradeatise equirements, the student
should bdlagged as a returning studdosfore the end of Jueith anfi R0 f o rThiswdl treate mn
enrollment line fotthe newyear.As long as the student is progressing satisfactorily toward graduation and is
under the age of 20, he/she may continue enrollment in the comprehensive highWtleooihe student
finishes the course requirememighdrawval the student in MiSiS using EJ0.

4. For a norgraduatevho was expected to graduaten June who does not take advantage of completing the missing
course requirements during the summer/intersession and/or the fall semester immediately followad)ybarg
the high school counselor or administrator shall refer the student to Adult School to complete the new graduation
requirements as determined by the Adult School Counselor or Administrator. The Adult School shall be responsible
for issuing the apppriate diploma.

RKS AND CREDITS INMiSiS

A.

Initial Entry

At the end of each semester the APRIESignee s responsi ble to see that each t
MiSiS.

If the office staff needs to enter initial grades, this can be thgrstudent or by class.

By class, redr to the MiSiS job aidiManage Gades by Clas®f f i ced or fAMana-§ecGnddeyg. b
Once all marks are verifiethbels are printed from MiSiS using MiSiReports>Curulative Grade LabelSecondary
Schools.
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B. Grade changes
After final mar ks have b e ganscripto MiSi8, d marks are dhanged liy a ttachet adds ¢
verified by theAPSCSadministrative designe¢he marks MUST BE changeditiSiS. In addition, thegrade mat be

changed on the cumulative record grade labeld t he t e ac h eAppersdix E forh $amgledoonkthat can( S e e
be used.Yhese individual marks may be changed in MiSiS by followingithda n a ge Gr a d®ec dryd a&rt y.c

CHAPTER 500- RECORDING DATA

501. SCHOOL HEADING (CUM,MIDDLE HIGH SCHOOL & Sectionb5)

School data should be entered in the first half of each grade level section. This section has been separated by fodotted line
this purpose. If the pupil transfers during the semg#ite receiving school records its data in the second half of this section.
Printthe school hame and the dates for the beg@and the ending of semester in black ink.

A. School

Using half of the line, record the name of the school at the beginhthg semester. Do not record in advance for
subsequent semesters as the pupil may transfer to another school. If a pupil has transferred from another Los Angeles
Unified School during the semester, record the enroliment data in théhagtithalf of thesemester section.

B. Date of Entrance
Record the month, day, and year at the beginning of each seriéster.in Black ink the dateecord numbers with a
dash between them, e.g02-03. If the date of entrance is different than the beginning date cktiester, write the
date by hand in black ink.
A St u d eenter (EJ date and left (L) date is capturedli®iS on the Student Profile pagé&nroliment>Enrollment

History. TheAssistantPrincipal/AdministrativeDesignee of the Attendance Offiteresponsibldo ensure the
accuracy of this process.

C. Date of Leaving
Record the date when the pupil leaves the school. Record in the same manner as the date of entrance.

D. Report Card Labels

The current report card label has the school name and set@gt®efor students enrolled the entire semester. For
students who enter or leave during the semester, the dates of entry and leaving must be recorded.

1. Middle School Record

a. The Grade 7 semesters on the cumulative record card will be divided inyedans The first semester will be
used for the B grade labels and the second semester will be used fof tjrade labels. The labels for th& 6
and 7" grade will have to be trimmed to fit in the column.
Place the first semestef §rade label athe top of the first column.
Place the second semesté&rgBade label under the first semester label.
Place any summer/intersessidhgade label at the bottom of the first column.
Place the first semestef grade label at the top of the second column
Place the second semestéigrade label under the first semester label.
Place any summer/intersessidhgfade label at the bottom of the second column.
Continue in the 8 grade semester columns as usual, one column for the first semester and tiodunax for
the second semester grade labels.
If a student repeatd"§jrade courses in summer/intersession afterfhgré&de, the labels goes at the bottom of
the 8" grade column. These courses ao¢ counted in the high school graduation requiretsien

S@~oao0o
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502.

J.

If a student takes summer/intersession courses aftei"tipa8e for enrichment at a high school, the label goes
at the bottom of the'9grade column. These coursee counted in the high school graduation requirements.

2. Senior high scbol labels should be placed on the cumulative record so that the upper edge of the label will cover th

semester notation. There will be space below the label to add summer school/intersession marks. The current crec
total and cumulative credit totalsahid be entered in pencil after summer school/intersession marks are recorded.

POSTING MARKS

This section constitutes an official statement of the marks and credits earned by students in Los Angeles Unified Schools.

It is the responsibility of thAPSC3Administrative Designet direct the proper recording of current data and to interpret
both past and current data whenever the record itself is nabg@tfnatory.

Generally, the following items M&IS.dfthgstabehid netdvailable, usehtlee i c u m
following conventions.

A. Subject Grade Level

1.

2.

4,

Record the grade level for high school students and subject level for each course, e.g., French 2A.

Record a repeated subject in the grade level sectiondautinent semester, but use the correct grade level of the
repeated subject. For exampl e, if an 11th grade stu
(For aedit posting, see secti@®2E30)

For multiple hour classes (e.qn BLD) class taken for 2 hours), record authorized subject titles on separate lines for
eachclass hour during the regular school day.

For classes taken outside the regular school day, record the class title only once with the number of ceeldits earn

B. Specific Subject Title

If the subiject title is not the same as that printed in the first column Gadearal Subject FieJdecord the subject title
or its authorized abbreviation. Do not repeat a title that is printed. Refer to the latest GBS TRICT COURSES
Reportin MiSiS Reportdor authorized abbreviations.

1.

Record the specific subject title for each semester on the same line as the general subject field or as near that line
possi bl e. For exampl es eigmlargegefi Spani sh | A0 opposite

List each subject and credits separately when a student takes more than one subject from the same teacher.

Class titles must be the official class titles showthenDISTRICTCOURSESReportin MiSiS. If a class is an
Honors classhatHonor number for the course must be us@ther designations such as magnet class, houses,
small learning communities, special education, sheltered, etc., are made in eitleetitdretype and/or section
attribute in MiSiS.

C. Entering Marks an&ubject Grade Levels When No Label is Available

1. Enter the marks for each semester of work in the appropriate section.

2 Record a failure by writing the word AFail. o6 Do not
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3. Incomplete is given when a pupil has been abderihg the latter part of the quarter or semester for which a report
card is issued. Il ncomplete is given only if the pu
Al nc. o in pencil. When t haadrdca the rhagkirnnkgAnwneomplete mosabiek , er
made up by a specific date prior to the next regular marking period. If the wortkmsde up by the due date, the
fi | nistredted as a Fail and earns zero credits.

4, Recor d nNo sthtent kas bedénfthe schoel fewethan 15 days with no mark or class work from the
previous school or class.

5. Do not record plus or minus signs after the subject marks

D. Creating Labels for Classes When No Label is Available

E.

When creating a new cumulative recéod a student coming from another district, or when recording classes taken at a
community coll ege, a school can choose to create thei
probably find this procedure practical only when theeeaanumber of students to handle at one time.

1. Create a template in Word using the same format as the LAUSD labels. It should be
in Courier New with a font size of 10, and 24 characters across.
There are 8 characters between each label. Tha<hegjin at character 16 and the marks begin at character 23.
Save this template. It can be used whenever a na@Vlitagoing to be created.

2. List the city and state of the school, and use the class titles from the original transcript.

3. The saménformation needs to be inputto MiSiS so that the electronic transcriptidentical to the paper cum.

4. The labels should look like this:

123456789012345678901234 123456789012345678901234
NORTH HILLS HIGH SCHOOL SANTA MONICA COILEGE
IRVING, TX SANTA MONICA, CA

LAST, FIRST NAME LAST, FIRST NAME

BD. 02 /04/86 F Grade=11 BD: 02 /04/86 F Grade=11
SPRING 2002 -03 SUMMER 2002
APENGLNGP 50 B WESTERN CIV ~ 10.0 C
PRE CALC 5. 0 B

ENV SYS 50 B
APUSHISTP 50 C
AP SPANLNGP 50 A
ART 3PHOTO 5.0 A

Credits, this label 30.0

Semester Period Credits

1. Record 5 eedits for all semester (twentyeeks in traditional schools) subjects whiclrédndeen passed.

2. Record 2.5 or 2 1/2 cdés for all half semester (temeeks in traditional schools) subjects which have been passed.

3. Record 00 semester period credits for the foll owin
a. Fail

b. Incomplete that is not made up
c. For arepeated cose, place the 0 credits on the lowest course mark.
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Annual Courses

The first semester mark for an annual course must be entered in the transcript and on the cum with zero credits earnec
Ten credits are issued for annual courses and thenfiads are recorded in the second semester column.

Marks in Subjects, Work Habits, and Cooperation

1. Record these school marks at the end of each semester, except the marksvieek tewvurse which may be
recorded at the end of the quarter.

2. Reco d AHomer oo mo bottain lima for elach semestert h e

Special Situation for Student Transfers

1. 1t is the responsibility of the school where the pu
work and to record final arks and credits in ink.

2. Whenever a student transfers into a school during the second ten weeks of a semester, teachers must receive che
out mar ks from the prior school to determine the fi

3. Whenever a stient transfers into a school during the last three weeks of a semester, record as final the marks earn
in the prior school unless there is strong evidence to indicate that they should be changed.

4. When there are no final marks for a subject in whiehstudent was enrolled in the former school, leave the former
school marks in pencil.

Students Leaving Prior to the End of the Semester

As stated iBUL-1353.1,A Gui del i nes for Mar ki ngage6,acti ces and Proc

Recording Marks, Sectioi-D A Occasi onall vy, a student has the opport
to the end of the semester. When a student must leave school for legitimate reasons such as this prior to the end of the
semester, the teacher may finalize tbeecad e mi ¢ mar k upon the approval of the

Missing Credits

When questions arise regarding courses, marks and/or credits, refer to report cards, computer rosters, the cumulative
record and/ or t eedcahdéorlacéte data.| | books to

Posting Marks to thelEctronicTranscript

1. I n Mi Si S, FI NAL grades which are part of é&electonident 6
transcript

2. When a student moves to LAUSD from anothaestritit, thefinal course marks must be entered in MiSiBis work
is to be done by a user authorized by the local school administrator using the proceduresiiéd n

Credits Attempted and Credits Earned

In MiSiS Transcript detailthe nunber of creditattempteds recorded in the credits column. When calculating the
various GPAb6s, the computer will take this number anc
had an A, B, C, D or Fail. The computer will calculdte treditearned
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503.

504.

505.

506.

SUMMER SCHOOL/INTERSESSION

Data related to summer school/intersession marks and deedittomatically recorded in MiSIiS

A. Recording of Summer School/Intersession Marks

1. Apply the computer label for summer school/istsssion classes on the four bottom lines of the grade level section
the student will enter in the next semester.

2. If alabel is not available, record all summer school/intersession markssentlester column following the
completed course work &sllows:
a. Record the name of the summer school/intersession school and the date of completion.
b. Record the summer school/intersession school subjects, grade levels, credits, and marks earned.
c. Write your initials next to all hand written summer sgliotersession marks.

INDIVIDUAL STUDY (CUM, SECTION 11)

A school psychologist as part of an individual psychological study administers individual tests. The results of an individual
study are maintained i n t hkeptsdparalety framire cumslative heookdoAgsunomary f i |
sheet of the individual study is included in the stude:]

A. The only information recorded on the cumulative record regarding an individual study is: date, grade, ag&lsud ini
the school psychologist.

B. Requests for information from the individual study should be processed through the school psychologist.

C. |EP or 504 Plan folders are filed with the cumulative record folder.

GIFTED/TALENTED

A. A r ed ld®eé pristéd in the upper righind corner of the cumulative record to denote that the student has been
identified as gifted or talented.

B. The date the student was identified as well as the test administéoeloe recorded in Section 11.
C. In MiSiS, an alert may be found on the Student Profile Header under Alerts. The siéaification can be found in the

Student Profile>Services>Gifted and Talentedcreen. Te date the student was identified gifteitl display. By
clicking on the Gate Categpadditional information will display

TEST LABELS (CUM, SECTION 12)

A. California Standards TestLast Administered in School Year 2012

1. California Content Standards are on the STAR label along with the-Neferenced Test i.e., CAT/6. Foragles 7
and 9, place the | abels on the cumulative record in
placed in the top two quadrants and the grade 9 in the lower two quadrants.

2. The labels for grades 6,8, 10 and 11 aretobag ed on t he yell ow ASTAR Test L

3. In MiSIS, the scoreare found in the Student ProfilttAcademics>Test Scores

B. Norm Referenced Test Labéld ast administered in 2000

1. The Normreferenced Test is administered at grade 7. The label® be placed as described above.
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2. In MiSIS, the scores are found in the Student Proffeademics>Test Scores.

California High School Exit Examination (CAHSEE) ast administered Fall 2014

1. The California High School Exit Examinatig@AHSEE)was administexd to students in grades-1@ from2006
2015. In October 2015, SB72 suspended the CAHSEE as a graduation requireBemntfREF6609.The labels for
the California High School Exi t ExiahighSehbalExih ar e t o
Examination (CAHSEE)O0 card in the proper grade | eve
If there is only one label with both subjects, place the label in the middle of the card.

2. In MISIS, the scoreare found in the Student ProfiteAcademics>Test Scores.
3. SHARP, WRITE:Sr. Writing, WRITE: Sr. Objective, and TOPICS were administered beginning in 1979 for high
school proficiencyThe last year these tests were required for graduation and a digltimeclass of 2003. These

|l abels are placed under ACompetency Testsodo in Secti

College Entrance Tests

1. Students planning to attend college will take a variety of entrance and achievement tests. In placing labels in this
section, usepace judiciously, as students often will repeat one or more of these tests.

2. Results of the following tests are to be placed in the college entrance test section:
a) SAT
b) ACT
¢) AP (Advanced Placement)
d) IB (International Baccalaureate)

3. PSAT (Reliminary SAT) should not be placed on the cumulative record.

California High School Proficienclgxamination CHSPE)

A school district shall, for each student who demonstrates proficiency as provided in Education Code Section 48410,
indicate the studen6s accompl i shment and the date of the profic
transcript.

1. The CHSPE label that comes with the test results of successful candidates is placed in Section 6, Extra Semester:
Senior High School, of thestacdht 6 s cumul ati ve record.

2. Record the following statement for students who pass the CHSPE:
ifiCertificate of Proficiency awarded under E.C. 4841
Also, in MiSiS, if the student choosés withdrawal, check the student out as a Graduate€9@).7

Oral Language Tests (CUM, SECTION 13)

1. This section has space for three Oral Language Assessment labels.
a. Initial LAS/CELDT
b. Primary LAS
c. Redesignation labéfor currently enrolledstudents may bgenerated biiSiS->Reports>English Learner
>Reclassification label

2. In MiSiS, Language Proficiencinformation Test information is found on tB¢udent Profile>Services>English
Learner screens
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G. California English Language Delopment Test (CELDT)

1. The annual CELDT | abels are placed on the gray fACal
in the proper grade level.

2. The initial CELDT label is to be affixed to the Cumulative Record Card in section 13, &rglage Tests, first
box.

3. In MiSiS, the results of the CELDT are downloadedhe Student ProfileServices>English LearneCEDLT
Assessment screen

H. Armed Services Vocational Aptitude Battery

1. Place ASVAB label in Section 13 or 14 as spacavas|
2. There is no place for ASVAB results MiSiS.

I. California State University Early Assessment Program

These |l abels are to be affixed to thwadsEpedenabsPrcaoogubé

507. SIGNIFICANT INFORMATION (CUM, SECTION 13

A. This section of the cumulative record card provides a place to record significant information not appearing elsewhere
which will contribute to anricreasedinderstanding of the student. It is an AP&C&inistrative designées
responsibility to screen and evaluate all comments included in this section.

B. Counselors, teachers, or other members of the school staff may prepare information for this section. Every entry must |
dated and signed.

C. Significant information mayniclude the following areas

Pertinent recommendations from an individual psychological examination recorded by the school psychologist
Referrals to school services or community agencies

Information about enrollment in or removal from special educatiogrpros

Questionable test results

Circumstances involved in an aceeltion or in a repeated faitur

Reasons for frequent transfers

Death, divorce, or remarriage of a parent

Nogkrwbr

508. HONORS AND AWARDS (CUM, SECTION 14

It may not be possible to incled a | | honors and awards on the studentds c
counselorés responsibility to determine which honors al

A. Make a record of such honors as the following

Membership in the California Scholarship Federation or the Ephebian Society

College Scholarships

Honor organizations within the school. Define the award if the name of the organization is-eapkaifitory
Student body offices or seniolass offices

Golden Staté&xaminationRecognitionCheck

arwNE
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509.

B. Make a record of such awards as the following

1
2.
3.
4

American Legion or Veterans of Foreign Wars

School or Community Awards

Bank of America

Athletic, speech, music, art, drama, imess edud#on, or industrial arts awards

SENIOR HIGH INFORMATION

A. Transmittal of Records (Cum, Section 4)

1.

Record in cum Section 4, Transmittal Record, the date and the name of the secondary school or agency to which t
records are s#; however, do not list a postecondary institution. A recd of transcripts sent to pestcondary
institutions may be kept on the back of the index file card referenced in se@#dh

A request from a secondary school (other than an LAUSD school) faoxdeeoba current student, unless specified
otherwise, is to be interpreted as a request for a copy (known as a transcript) of both sides of the cumulative recor
and the test label card inserts.

A request from gostsecondary institution or an orgaation offering scholarships is to be interpreted as a request
for a copy of both sides of the cumulative record and the test label card inserts including college entrance test scor
unless the student desires to withhold (opt out of sending) the saderahd test labels.

A request from an employer or military for records is to be interpreted as a request for a copy of the front side only
of the cumulative record unless the student requests (opt in to sending) both sides.

If in doubt as to whethdp send one or both sides, send only one side as long as it does not disadvantage the
student.

A request from aindependentstart up charter school for records of a current student, unless specified otherwise, is
to be interpreted as a request foioay (known as a transcript) of both sides of the cumulative record and the test
label card inserts. Bonversioncharter is treated as an LAUSD school which receives the entire cumulative record.
The differentiating question ig\Will the school maintaithe LAUSD cumulative record according to District
guidelines® Further information on charter schoolsynze found on LAUSDhet> Offices>Charter School

Division (see 30€C). For additional informatioseeBUL-6118 and BUE5228.0

A Sample Request farfranscriptForm may be found iAppendix L
When a recal is requested, it should beted in MiSiS This information is entered on the Student Profile Page

>Academics>Records Request. Enter the required information. If available enter the remairdeimdbtmation
on the screen.

B. Senior High School Records (Cum, Section 5)

When a student withdraws prior to final marks recorded, in pemtéy ®n the cumulative record the work in progress,
i.e., the subjects and leaving marksnihich the studdris enrolled

C. Graduation Data (Cum, Sectioh 7

REF19631, A Gr aduation Year Guidelines to DMSiSRenciond3Redqui
l7addresses t he i s sfoundinMiSiTio6 theaGradaation Standaiie Headefer tosection 410
above regardingraduation requimaents.

1.

Diploma

Once a student has been awarded a diploma, be certain the following data is completed as directed below:
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a. Date of Graduationfrom Senior High Schoclrecord the month, gaand yeaof graduation. Use a date stamp
or record numbers with a dash between them, e30;8. Use the last day of June irrespective of which day
the graduation ceremony was held. The date of graduation should be entgraiter the student Isa
completed all graduation requirements. Hence, the date indicates that the student has received the diploma.
If a studendoes not meedll graduation requirements at the conadusi o f t h ecohort @ahdHo@seds o f O
take advantage of completinget missing requirements during the summer/intersession and/or one more
semester, the student should be awarded the original dipldmegraduate status is reported in the following
year. The diploma date shoué recorded on the cumulative record carthhe following statement added:

AiDi pl oma awarded on (actual dat e) .
b. Approximate Rank-r ecor d the graduateds rank in the gradua
average prodbadodure. See fAco

¢. Number (No.)in Graduating Class- record the number of students in tpaduating class.
d. Grade-Point Average- enter the GPA computed to include 9, 10, 11, and the first semester of'thmd2s.
SeeBUL-10550, i GP midret Average (GPA) for708l ass Rank Dete

e. Princi pal 6 s ,sdhaplmarnteuandestamp (or seal)

Certificate of Completion

(For Special Education Students whose IEP goabisadiploma) For a student who haeen awarded a high
school"Certificateof Co mp |l et i on, o f i | | in this section as foll o

a. Enter the date in the space designated
b. Draw a line thragh the words Class Rank and Number (Nor) Cl ass and write in 0fCe

Non-Graduate Status

Whenclosing cumulative folderat the end of June, if the student intends to retursummer term or the following
semester, write fiNon Gradod diagonally across Sectio

TranscriptRequests anddes

Until cumulative records antheir content are submitted Student Records Center fiigitizing, the recordsare to

remain at the last attended higheshUpon requesthie £hool must provide the student with a copy of the
student 6s official transcript. For graduati maybel ass
used to producan officialtranscript. For schools who no longer have access to Legacy SIS, the Cumulative Record
is the official document. School must provide ayopthe front of the cum record as the official transcript.

For cumulative records previously submitfed digitizing, go to:
http://www.lausd.net> Students>Student Tools and ResoureeStudent Record$ranscripts>Order Student
Records.

At the end of the spring s e meSeworaaryPlan mhe path$rontthe Siudeti ¢ a
Profile ScreerrAcademics>Graduation StandaregsPostSecondarylan. Select the appropriate path from the drop
down

SPECIAL NOTATIONS ON CUM RECORD

A. Acceleration and Ag&rade Placement

1.

When a student reses an entire grade because of accelerationamge in aggrade placementiraw a diagonal
line through the grade level missed and notettea s on, e . g . , bedause d ghysicahdndsooaime n t
maturity. o Sign and date the entry.

In the midlle school, when no records are available for the seventh or eighth grade, draw a diagonal line through tf
semester(s) missing and enter fANo records availabl e
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511.

512.

513

3. In senior high school, when a chronological gap occursinad e nt 6 s educati onal progr
known, in Section 13, e.g., #(i2008Menbhodi dyepat . att &nd
entry. Note in Section 5, with an asterisk on the Gliage a reference to Séah 13. Do not skip a semester
column when this occurs.

B. Repeating a Grade LeveMiddle School

If a student repeats a grade, attach the repgaseitlabel in the same grade level section immediately below the first
label. (See placement of ldbdor 6" and 7' grade students in Secti®&®1-D-1)

Write and underline the word AREPEAT. O

Belowthis, write the beginning and ending dates of the repeated semester.

Recordin proper sequence, the subject titesademic gradeand credits eaed.

I f sufficient space i s n catademic gradesaadnevelabel.cAtaphythistiabetang r i o
the current label over the old label on the cumulative record.

PwnNPE

AGE GRADE PLACEMENT

For age grade placement instructionstbe most current posted document titid@hronological Age Calculatar

CORRECTIONS

A. When errors have been made, line out the incorrect data, insert corrected data, date and initial the corrected recording
Do not attempt to eradicate or blamlt any recording.

B. When corredbns or additions are made on academic gfablel, the person making the correction is to initial and date
the entry.

C. When a label is inadvertently placed on the wrong cum, it is OK to paste the correct labletoneotrect one.

D. SeeBUL-2469.0fPupi | Recor ds: and No t24-06,eegarding theddeletiantof irdformeation tRat g h
has been successfully challenged.

E. Never use flaps or stapled items to make corrections.

ACCESS LOGSAIsosee section 706, fAccess to Educational

There are three (3) types of access logs:

A. Access logs required by the State to note when any person that has written authorization to do so has viewed a
cumulative record. This is an ongoing chromgidal, by date, log for the school.

B. Access logs posted to the front of an IEP green folder. This log is also used to note when any person that has written
authorization to do so has viewed a cumulative record.

C. Access log/lisbf all school persorel that haveaccess to cumulative records at the school. This list is to be posted on
the cumulative record file cabinets.
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CHAPTER

6007 DIGITIZING CUMULATIVE RECORDS

601. CLEANING CUMULATIVE RECORDS AFTER MIDDLE SCHOOLS

A.

RETAIN the following:

Elementary Cumulative Record

Secondary Cumulative Record

Health Record Card and The CSIR (California State Immunization Réakai Blue Card.

Transcripts from other schools

Legal documents such as Birth Certificate, Valid cegieParent Identification and copiefrecords verifying
residency

Affidavits for change of name and proof of age

All colored folders

Bluei Bilingual; Greeri IEP; Orangd Gifted; Redi Intervention; Whit6§ 504 Pl an AEL Devel of
(white, yellow, purple, pink, gray); Purple Migrant Ed.

8. All test label cards

9. Enrollment Forms

arwpnE

No

DISCARD the following:

Elementary report cards

Secondary report cards, make sure final marks are on the cumulative record
Complimentaryand unsatisfactory notices

Correspondence of a namitical nature

Notes to parents regarding student progress or behavior

Tests and answer sheets not associated with the colored folders

Any papers applicable to your school only

ExtraPictures

N~ WNE

602 PREPARATION FOR DIGITIZING

A.

C.

Schools are responsible for maintaining the mandatory permanent records for each student until digitized or otherwise
permanently storedschools are required to maintain records on premises for five (5) yearthafstudents expected

grad year. After that period, schools n@ymplete the Request for Digitizing form to begin the process of digitizing
recordsRefer to the Student Records Center website at transcripts.lausd.net under A Emp | oy e eforfRe s o u
Request for Digitizindorm and additional training resources

Schools are responsible for Aclosing outodo or finalizi
section509-C.

Preparation of Records for Digitizing
1. Combine all records of a studentdrone single student records folder
2. Arrangeall foldersalphabeticallyin a single year span.¢i, all 2013yraduates together).

3. Remove all staplepaperclips andioosescotch tape.
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4. RETAIN the following items for digitizing:

Elementary Cumulative Record

Secondary Cumulative Record

Health Record Card artle CSIR (California State ImmunizatioRecordi akai Blue Card)
Transcripts from other schools

Legal documents such as Birth Cedifie, Valid copies of Parent Identification and copieecords
verifying residency

Affidavits for change of name and proof of age

LAUSD Enrollment Forms

All testcards.

PooTO

sa =~

5. DISCARD all other items such as:

Secondary report cards

Social cas histories

Complimentary and unsatisfactory notices

Disciplinary notes and reports

Welfare and attendance report

Correspondence

Tests and answer sheets

Special Education (green foldeisjliscarded after 5 years
EL records

All other colored folders in the record file

T Tse@mooooTe

6. Place student records into sturdy boxes with lgtsxes must be 12"x1016" and are available through the Stores
Warehouse Catalog or other boxes that meet the required dimensions such as emptgpepiEes may be
used.Only boxes with these dimensions will be accepted.

a. For each box, createbox content list®f student names, birth dates and Student ID numbers of each
student folder.

b. A digitized copy of a master inventory list, genedaite Excel will be requested before pick up. Each box
should contain the portion of the list detailing the box contents.

C. Label each box with the approved template founiltigts://transcripts.lausd.nenderEmployee Resources
for the records inventory templates.

d. Complete the Requests for Digitizing form, obtain principal approval, scan and email to
transcripts@lausd.nebr fax to 3232245951.

e. A representtive from Student Records Center will contact you to arrange an inspection and pickup of

records. Records must be properly cleaned and closed before pick up will be authorized.

603. REQUEST FOR COPIES OF RECORDS

A. Transcript requesire made onlind’leag contat the StudenRecords Center for informatighonline access is not
available Details are online at: LAUSBet->STUDENTS->Student Tools and ResourcesStudent Recordsfanscripts.

B. Charged Information can be found online &AUSD.net->STUDENTS->Student Tools and ResourcesStudent
Records/Transcripts>Order Student Records. Scroll to the bottom of the page.

C. Requestare processed in the order they are received
D. Transcript information is updated as neededhttps://transcripts.lausd.net

If you have questions, please call Student Records U828) 22459500r email transcripts@lausd.net
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604.

TEACHER ROLLBOOKS

Teacheroll bookswhether semester or summer/intersession are to be retaineydarss They should be boxed and the
box marked as to when they may be shredded.
Refer toREF62942 SecondanyOfficial Roll Book, dated7/11/2016for additional information.

CHAPTER 700- RELEASE OF INFORMATION

701.

702.

703.

704.

RELEASE OF INFORMATION

It is critical that policies regarding the release of information from student records be kept current in line with new legislatiol
and Los Angeles Unified School Distrigtocedures. Refer fREF-6593.1 Hidih School Juniors and Seniors Directory and

GPA Information ©0-5-16and t he curr ent 0 PwhicteiswpdatSdnoudllg fortreledta of dutharived 0
student information. Care must be taken on the type of information released and to whom it is rEleastxy

information, which is information #t is generally not considered harmful or an invasion of privacy if released, can also be
disclosedtw ut si de organi zations without a parentdés prior wr |
allow the school or school distritii ncl ude i nformation from your chil dds ec

Examples include:

o A playbill, showing your studentés role in a drama p|
o The annual yearbook

o Honor roll or other recognition lists; and

0 Graduation prgrams

Outside organizations include, but are not limited to, companies that manufacture class rings or publish yearbooks. In
addition, two federal lawsequire local educational agencies (LEAS) receiving assistance under the Elementary and
Secondary Edwation Act of 1965, as amended (ESEA)rovide military recruiters, upon request, with the following
information: names, addresses and telephone listings, unless parents havetlagl\liE#dthat they do not want their
student 6s i nf orautaheir poian writteén sonderd.s e d wi t h

Taking the name and number of the caller and calling b

name and number can be verified on school records. Agencies generally identify themselves widremgathe phone. If
there is a question about the agency, call the parent to verify their relationship with the agency.

PUPIL RECORDS: PRIVACY, PROTECTION, ACCESS, CHALLENGE

Current District policy regarding the privacy, protection, access aalteolye of pupil records is containedBl/L-2469.0
APupil Records: Access, Conf i de r606ardd u ryrPamndStitleottHandbeoko f |

SUBPOENA OF PUPIL RECORDS

The principal of each school or a designee shaotpt service of subpoenas for pupil records, and comply with the legal
requirements of each. SB&JL-3489.0AProcedures for accepting service of summons, complaintsusmbenas &-31-07.

RIGHTS ACCORDED PARENTS OF STUDENTS WITH DISABILITIES

To assist a parent/guardian in making informed decisions, parents/guardians have the right to examine educational records
pertaining to their child. This right is explaineddin Par ent 6 s Gui de t o Special Educat

Rights andSafeguards) A parent's written request to review records should be documented and maintained at the school. A
form, such as the sample in Appen#lixRequest for Review of Pupil Education Recamttsy be used.
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705.

706.

RELATIONS WITH PUPIL SERVICES AND ATENDANCE AND THE COURTS

Often questions come up about pupil records and outside agencies such as the courts. Pupil Services and Attendance is
LAUSD reference in resolving concerns of this nature. They also dedfostdr childrenpermits, homelessducation
program, pregnant and parenting teens|, fareign student admissiorllowing is their contact information:

Pupil Services and Attendance

333 S. Beaudry Ave. 2%loor

Los Angeles, CA 90017

Phone (213) 248844 Fax (213) 2416858

TheYouth Justice Coursystens also haveesponsibility for students attending LAUSD schools. Their role includes
dependency cases (students who have been victims) and delinquency cases (students who have performed some illegal
action). PSA maintains ScheGlurt Liaisonsat many of the Courts. These court liaisars doing school business and
schoolshould do altheycan to help the LAUSD studertging served within these systentsollowing is their contact
information:

Youth Justice Courts

Juvenile Depndency Courts
EdmundDEd el man Chi 428lrCenré Razaloive rMonterey Park 917323)307-8098
Alfred J. McCourtney Juvenile Justice Ceritedf040 W. Avenue J, Lancaster. CA 935861) 4835924

JuvenileDelinquency Coud
(1) Eastlakg([Eastlake Juvenile Courit)1601 Eastlake Avd,os AngeleD0033 (323R27-4399
(2) Inglewood(Inglewood Juvenile Courthouse)L10 RegehSt, Inglewood 9030(310) 4195255
(3) Compton(Compton Courthouse)200 W. Compton Blvd, Compton 9022810) 761-4349
(4) Sylmar(Sylmar Juvenile Courthousg)16350 FilbertSt, Sylmar91342(818) 3642111
(5) LancastefAlfred J. McCourtney Juvenile Justice Centied)040 W. Avenue J, ancaster 9353661) 4835924
(6) Long Beac{Governor George Deukmejii 275 Magnolia, Lon@8each90802(562) 2562312
(7) Pomona (Pomona Courthouse Solitdp0 Civic Center Plaza, Pomona 917869) 5021195
(8) Downey (Los Padrinos Juvenile Courthoiisé281 E. Quill Dr, Downey 90242

ACCESS TO EDUCATIONAL RECORDS

A. The following persons or agencies have mandatory access to student records:
1 Natural parents, adoptive parents, legal guardians (unless the school has been advised that the individual does no
have authority under applicable state law governing nsastech as guardianship, separation, and divorce)
Student ageé16 orwho have completetid" grade
Parent/guardian of a stedt over 18 if a dependent adult
School officials and employees for legitimate educational purposes
School attendance and review bibarembers (SARB)
Other public schools in California where the student has edrgarent/student notification required)
Private schools or owdf-state schoolahere the student has enroligghrent/student notification required)
Federal, state, and cayrofficials for program audits and compliance purposes
Agencies specified by law (for example, an agency investigating child abuse)
Those authorized by court order to have educational rights for the student (notification to parent/eligible student is
regured to release information)

= =4 =4 =4 -4 -4 -8 -89

B. The following persons or agencies may have access to student records:

Appropriate persons in an emergency

Agencies or organizations in connection with an emergency
Accrediting associations

Organizations conducting studies behalf of the District

=a =4 -4 -4
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C.

1 Persons or agencies authorized by the parent, guardian or student (if over 18 and educational rights have been
transferred to the student)

1 Member of a hearing panel (an Assistant Superintendent or Board of Education mayrittéthconsent of the
parent, convene a hearing panel to assist in a pare
content of the studentés records)

Any individual or agency aut ho rustmaitainthe cohfidentalityafdthee s s t ¢
records and is prohibited from releasing any of the information without the written consent of the parent/guardian or
student if the right of consent has transferred to the student.

If an individual oragencyno i ncl uded in the above |lists requests ac

granted by the school principal who is the authorized custodian of the records. Permission must be given indwvriting a
documented on the access log.
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APPENDIX A T CUMULATIVE RECORD HANDBOOK DISPLA 'Y

I ~
AR FBE it (THIS CUMULATIVE RECORD IS FoRr use) Page 12 Section 208
Page 13 s :
BINONTATE DAy vEAR I“UQ%'FVo SeCtion 204 HOW VERIFIED FHoToSRaRyS SSID # Page 1Bect|0n 203 I [t Lo
CUMUTATIVE RECORD

PRIOR SCHOOL Page 12

SCHSOL NAME ey sTate - MIDDLE AND SENIOR HIGH SCHOOLS
Section 203G Los Angeles Unified School District
Los Angeles, California

1. IDENTIFICATION DATA

GRADE LEVEL WHEN PHOTOGRAPHS TAKEN

B DOl RECORD A R RS S e LR BT SRR3R IRE Ve "

e o
SCHOOL .

e | P2ge 13 Page 13 | Page 13
| Section 204

e | Section 204 Section 204

SEMESTER ENDING

| B T I |

GRADE 7 GRADE 8 GRADE 9

FIRST SEMESTER SECOND SEMESTER FIRST SEMESTER SECOND SEMESTER FIRST SEMESTER 85“85"2 e
Fall 6" Grade Fall 7" Grade

Page 36

OENERAL SPECIFIC

seect [ Page 36 Section 501 D1 orbo
Section 501 D1

SPECIFIC
susJECT
TTLE

SPECIFIC
sueJeECT
NTLE

SEM.PER CREDITS
MARKS N SUBJECTS
SEM PER CREDTS
MARKS IN SUBJECTS
WORK HABTS
COOPERATION

E

o

=
SEM PER CREDITS
MARKS ¥ SURIECTS
SEM PER CREOITS
MARKS W SUBJECTS

WORK HABITS
COOPERATION
WORK KABTS

§ srecirc

Foneion ANGUAGY Spring 7" Grade
muenewans | Spring ' Grade

Summer/Intersession Page 36
Summer/Intersession Section 501 D1-i

Page 36
Secton 50%:D1-j

{ b bl

1 ¢ N | creoirs | TOTAL CREDITS
————

Page 43
Section 509A

Bt

5. SENIOR HIGH SCHOOL RECORD

H 1
T T

et
s

[
-
]
§
i

SEMESTER ENDING. ' n i I
FIRST BEMESTER SECOND SEMESTER FIRST BEMESTER SECOND SEMESTER FIRSYT SEMESTER SECOND SEMESTER
S

1 1 } 1 1 1
Page 43
Scumce Section 508

MATHEMATICS

FOREININ LANGUAGE

SUBINESS EDUCATION |

PHYSICAL EDUCATION

— e e — e
TOTAL SEMESTER CURRENT CUMULATIVE CURRENT CUMULATIVE CURRENT CUMULATIVE CURRENT CUMULATIVE CURRENT CUMULATIVE CURRENT

6. EXTRA SEMESTERS IN SENIOR HIGH SCHOOL 7. GRADUATION DATA

SCHOOL H DATE OF GRADUATION FROM SENIOR
: + v MONTH DAY YEAR

DATE OF ENTRANCE v 1
e i 3 TUASS RANK WO 1N CLASS Page 43

Page 41 Section 509C

GPA EXPLANATION

Section 506 Aew3c2

PRINCIPAL'S BIGNATURE
CHPSE label SEASERS SERmeae
l l l l I HIGH SCHOOL
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