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Preface

Preface

This manual is designed to serve as a quick reference tool about key compliance requirements
for independent study, with special attention to short-term applications. Educational agencies
should be knowledgeable of laws pertaining to independent study to facilitate a quality educa-
tional program and state compliance. There should be no short-cut method to implementing and
operating independent study. Each agency should adopt and implement procedures and best
practices that meet the needs of their schools and the students that they serve.

Independent study should be designed to proﬁde each pupil with an educational alternative to

- classroom-based instruction and flexibility with class scheduling. Educational agencies are en-

couraged to place each pupil’s academic needs first when operating an independent study pro-
gram.

The sample forms, charts, and other resources provided in this manual are not prescriptive.
They have been designed to encompass and clarify the many legal requirements that are “a con-
dition of apportionment” and to simplify the accounting and paperwork processes.

Workshop participants are encouraged to purchase the Independent Study Operations Manual
published by the California Department of Education; portions of the manual and an order form
to purchase the full manual can be downloaded from http://www.cde.ca.gov/sp/eo/is/. We ap-
preciate your participation in today’s workshop and hope the information provided is helpful.
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Introduction
e Statutory Differences
» Current Legislation

Legal Compliance
» Board Policy/ Regulations

o Independent study Agreement

Break
Questions & Answer Time
Planning Phase

»  Central vs. Decentralize
s Types of Absenteeism

_Lunch

Operational Phase

s Roles/Responsibilities

¢ Suggested Procedures

» Attendance Accounting
» Basic guidelines
o  ADA restrictions-

» Internal Audit Functions

Break

Questions & Answers Time

Review of Resources/Sample Procedures

Workshop Objectives

Workshop Out-

Inform participants about legal compliance issues affecting independent study
Provide tools to assess legal compliance

Present framework for operating a short-term independent study program
Provide learning environment for group interaction/sharing of information
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Abbreviations and Acronyms Used in This Manual

§
ADA

AR .
ANNUAL
BP
CCR
CDE
CDS
CIF
COF
CSBA
CSR
EC

FTE
IEP

IS

LEA
NCLB
P-1

P-2
SBE
SELPA

Section

Average Daily Attendance
Administrative Regulation
Annual Attendance Report
Board Policy

- California Code of Regulations

California Department of Education
County-District-School identification code
California Interscholastic Federation
County Oﬂ-‘ic_e‘ of Education
California School Boards Association
Class Size Reduction

Education Code

Full-time equivalent -

Individualized Education Plan
Independent Study

Local Education Agency

No Child Left Behind (Act)

Period One Attendance Report
Period Two Attendance Report

State Board of Education

Special Education Local Plan Area
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Introduction Section One

Section One:

Introduction

Independent study is an optional educational alternative to classroom instruction, available to
pupils from kindergarten through high school, which is meant to respond to the student’s spe-
cific educational needs, interests, aptitudes, and abilities within the confines of school board
policy. As a recognized alternative to regular classroom study, the independent study program
is expected to be equal or superior in quality to classroom instruction. '

Statutory Differences

»  Short-term independent study does not exist as a separate entity in the law.

» The rules are the same whether one day or semester, except for two laws specific to full-
time independent study : :
» ADA-to-teacher ratios (Education Code Section 51745.6), and
+ Interdistrict parent employment (Education Code Section 48204(f)),
e Districts operating temporary (short-term) independent study must comply with all inde-
pendent study laws,
» A single noncompliance may result in funding loss,

e Omission of required language in board policies and/or the independent study agreement
may result in loss of part or all of state funds claimed for student attendance through in-
dependent study,

Voluntary — Can’t Require Participation

Independent study is a voluntary optional alternative instructional strategy to the regular class-
room setting in which no student may be coerced or required to participate. '
o “A’pupil’s...choice to commence, or to continue in independent study must not be coerced.. .
 Education Code Section 51747(c)(7),

» School officials cannot pressure parents into placing their children on independent study.

92

" Helpful Hint
4@\ Laws pertaining to independent study are the same, whether short or long term.

Q:isit okay if we just take all students who are sick and put them on independent study? We no
longer get paid for them.

& Independent Study is voluntary and all rules and contractual requirements must be followed. An independent
study agreement can never be retroactive and may only commence after all required parties have read, signed and
dated the agreement. Under no circumstance can an agreement be made “after the fuct” to allow a student’s com-
pleted work to be counted as apportionment attendance. Effective July 1, 1999 for apportionment purposes inde-
pendent study can be for no less than five consecutive school days and no more than one semester. In terms of aca-

demic credit and local hoard policies, independent study may be offered for less than five consecutive.school days,

but no apportionment can be claimed. The minimum five schooldays rule does not apply to charter schools.
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Work assignments must be consistent with the District adopted curriculum.
e LEAs cannot simply have the student document his/her vacation experience.

» The course of study offered to the student must be equal, both in quality and quantity, to
his/her regular classroom instruction (5 CCR Section 11701.5).

Avoid Illeg_al Agreements and Policies

Education Code Section 48205(b) states, “a pupil absent from school under this section

(excused absences) shall be allowed to complete all assignments and tests missed during the

absences that can reasonably be provided and shall be given full credit therefore upon satisfac-

tory completion within a reasonable period of time. The law prohibits policies which prevent or

. lower academic credit for excused absences.

o Itisillegal to require the pupil and/or parent to enter into an agreement that denies academic
credit or lowering of grades or exclusion from school activity for a specified number of ab-
sences; parents have filed lawsuits against school districts and won.

s FEducation Code Section 49067 authorizes governing boards to adopt regulations authoriz-
ing a teacher to assign a failing grade to any pupil who has excessive unexcused absences

equal or greater than the number specified by the board. This law only applies to unexcused

absences; not excused absences (Education Code Section 482035), and the determination to
assign a failing grade is at the sole option of the teacher; it cannot be mandatory policy.

» Independent study is strictly voluntary, therefore it can never be the only option for students
who were absent to receive academic credit for schoolwork missed during the absence.

» Independent study is not subject to compulsory attendance, because it is not a mandatory
‘seat-based program; the student therefore is not “absent” but on independent study.

It is not permissible to claim apportionment attendance for make-up work that a pupil completes

after returning to the classroom (and thus termination of independent study). -

« The due date for assignments cannot extend beyond the day the pupil returns to classroom
attendance, the assignment due date, the term of the agreement, and/or the maximum time
specified in the local board policy pursuant to Education Code Section 51757(a), whichever
is earlier.

e After-the-fact make-up or completion of assignments cannot be claimed as apportlonment
attendance (Education Code Section 48205 (k)).

Minimum and Maximum Agreement Term

« For apportionment purposes, an independent study agreement cannot be less than five (5)
consecutive school days and not more than one semester (or six months for year-round
schools) (Education Code sections 46300(¢) and 51747(c)(5), respectively). '

Q: Our high school physical education gives a zero for any pupil not in attendance. How can you
make up thirty-five minutes of laps? :

A Physical education is-a curriculum--notjust-activity.-The-teacher responsiblefor-the-PE-curriculum-should——

make an alternative assignment to make up the work. There shall be full credit available,
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» The five-day minimum is not applicable to charter schools.

* A new agreement must be signed and dated by all required parties on or before the sub-
sequent term of independent study. '
» No independent study apportionmient can be claimed for early termination of an agreement
even if the agreement was written for five consecutive school days or more; i.e., pupil te-
turns to classroom instruction before five school days.

» Academic credit can be earned by the pupil for fewer days.
» Academic and apportionment credit are separate issues.

Everyone who is responsible for independent study written agreements or any part of one
should be fully conscious that these documents are not legal contracts. Legal contracts include
and are like the document a renter signs when she or he rents a car or carpet cleaner (or buys
and installs software). In signing that contract document, the individual assumes respons1b111ty
and potential liability, regardless of whether the document is read or understood by the signer.
Often the only data that are understood are the date and time the item is to be returned and the
rental rate. But, if and when the signer has fo be accountable; a lawyer will explain the “small

print” in detail and the responsible person will be liable for everything i in the contract.

In contrast, an independent study written agreement stands for all the instructions a certificated
teacher supplies to students during the course of a period of instruction, for each subject, plus
general information about the term of the agreement, due date(s), and student reporting (for ex-
ample). Everything has to be understood and agreed to by the student with his parents and oth-
ers- nothing can be taken for granted, and if it is the probability that the student’s work- the
only basis for apportionment attendance- will be deficient in quantity and quality, with the re-
sult that earned apportionment attendance will be jeopardized and the student will receive de-
fective education in the independent study mode. That failure is to everybody’s disadvantage.
Therefore, the images and thought patterns about legal contracts should be absent when the par-
ties to a written agreement enter into and sign one.

The term “contract” is used in a few places in the CDE’s Independent Study Operations Man-
ual, 2000 Edition, for example in reference to “course contracts.” These documents are also not
legal contracts but were named “contracts” in the context of common educational practice when,
a student and teacher agree, usually in writing, to something the student must do. Therefore,
“course contracts” at the high school level that have been formalized and standardized for gen-
eral use by students and teachers might better be labeled “course outlines and agreements” or
something similar because, again, nothing can be taken for granted or neglected- everything is
significant and has meaning, and the consequences are not financial- they are student learning
and mastery, with subsequent apportionment attendance implications after the responsible su-
pervising teacher has evaluated student work products and computed their time value for atten-
dance purposes.

Q: We are not allowing independent study at our adult school. What do we need to do about
board pollcy’?

&% It is best to include all local decisions relating to-independent study-inyour-board policies-f adults are niot

engaged in independent study, related board policy language as discussed herein is not required.
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Section One Introduction

Adult Education

Adult education apportionment may only be claimed for adults engaged in independent study if
the board adopted independent study policy and administrative regulations are also applicable
to aduli education students (5 CCR sections 11701-11703). Adult education curriculum. must
comply with the requirements set forth in Education Code sections 52500-52523.
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Compliance Guidelines Section Two

Section Two: |
Compliance Guidelines
Summary of Key Requirements

A school district, charter school, or county office of education shall not be ehglble to receive
apportionment for independent study unless it has:

» Adopted written board policies and regulations containing all components specified in
Education Code Section 51747,

s A credentialed teacher ass1gned overall responsibility for the pupil’s independent study (e.,
supervising teacher),

e A written independent study agreement compliant with Education C'ode Section 51747,

» Voluntary participation,

« Classroom option continuously available,

o Dated signature of the pupil, parent/guardian, superv1su1g teacher, and other persons
responsible (5 CCR Section 11702),

» Equitable provisions for resources and services, wnotevet 15 Q‘CQ\'} Gad to 9 o4 ek
« Compliance with state testing and hlgh school graduation laws,

» Compliance with state residency laws,

» Records compliant with. 5§ CCR Section 11703, and

o Comparable pupil- to-teacher ADA ratio.

Charter schools must comply with the charter requirements, as well as adopting and implement-
ing conflict of interest policies. (See Appendix F for sample conflict of interest policy and
statement. ) :

Board Policy

The first link in the audit trail is a written board policy adopted pursuant to 5 CCR Section
11701 (a sample board policy is provided in Appendix B). This policy must address the maxi-
mum length of time that will be allowed, by grade level and type of program, between the date
the assignment is made and the date by which the student must complete it. (Type of program is
defined by 5 CCR Section 11700 as the statutory program category for purposes of attendance

&2 These key-components-might be-reproduced and-pasted on-independent smaﬁz file folders. A-better-idea -might

(): Are all of the rules included in this manual?

A2 This manual is not all-inclusive. It serves only as a guide. New rules and interpretations are continually being
circulated. Use this manual as a base, know independent laws, and continue to expand your knowledge.

Q: How can we remember these key components?

luss 75
AN cke 0 €or Ie

be to provide a laminated copy to each of the school sites.
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accounting and apportionment, i.c. general education, continuation high school, special educa-
tion, etc. This statute also requires board policy to reflect an awareness that excessive leniency
in the duration of assignment due dates can result in students failing so far behind their peers as
to increase, rather than decrease, their risk of failing or dropping out of school.) The policies
must also clearly state the number of assignments that can be missed before the pupil’s inde-
pendent study placement is re-evaluated. A written record of this re-evaluation must be main-
tained with the pupil’s permanent record. Finally, the policies must state that a current written
agreement containing the elements required by law will be on file for each pupil participating in
independent study.

Administrative Regulations

It is the intent of the Legislature that the governing board adopt adm1mstrat1ve regulations that

contain such language as to prevent the following:

» Participation in independent study of any student who resides outside the local or adjoining

county (Education Code Section 51747.3(b))

Funds or things of value from being provided to independent study students or their parents/

guardians if not provided to students who attend regular classes (Education Code Section

51747.3 (a))

Participation of special needs students pursuant to Education Code Section 56026, unless

specified in the student’s Individualized Education Program (IEP) (Educarzon Code Section

51745(c))

. *Partlclpatlon in independent study of any temporarily disabled student pursuant to
Education Code Section 48206.3. (Education Code Section 51745(d))

é"

Common Error Found in Board Policy:
Copies statutory language verbatim BUT does not specifically define time numerically or excludes language en-
tirely.

C$§ Condition of Funding:

No ADA is earned uniess there exists written and adopted board palicies that are in accordance with 3 CCR Sec-
tion 11701 and Education Code Section 51747.

Audit Trail:
Board policies that contain language mandated by independent study law is the I*' link in the audit trail.

é*
Common Audit Exception:

.. Short term_independent study assignments-due“upon return-to-school” exceed Lmepcimum-length speczf ed-in-board
policy. No apportionment credit may be claimed.
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» Participation in-a K-12 program by, and claiming of K-12 state apportionment for, students
age 19 to 21 who have not been continuously enrolled in a K-12 school since their 18%
birthday (Education Code Section 46300.1). These adult students, however, may be eligible
for independent study through the adult education program (Education Code Section
46300.4). _ _

» Participation by, and claiming of state apportionment for, students whose residence status is
based on their parent’s place of employment within district boundarles (Education Code
Section 51747.3).

» No more than 10% of the students enrolled in a continuation or opportunity school or pro-
gram, not including pregnant and parenting students, may be in independent study at any
given time. (Education Code Section 51745(b))

Appendix B contains an Administrative Regulations sample.

#Note: Independent study may be offcred as an alternative to home and hospital instruction and
should be considered for puplls capable of doing 20-30 hours of instruction per 5-day school
week under the general supemsmn of a credentialed independent study teacher.

Written Independent Study Agreement

The written agreement is the second link in the audit trail. Education Code Section 51747 and 5
CCR Section 11702 mandate that local board policy provide for a written independent study
agreement, to be maintained on file for each independent study student, which minimally con-
tains the following components:

+ A statement that independent study is an opt10nal education alternative in which no student
is required to participate (voluntary). In the case of a student referred or assigned pursuant
to Education Code sections 48915 or 48917, a statement that instruction may be provided to
the pupil through independent study only if the pupil is offered the alternative of classroom
instruction. '

o The duration (e.g., five days, one week, two weeks, etc.) including the beginning and ending
dates for the student’s participation under the agreement. No agreement shall be shorter than -
five consecutive school days or longer than one semester (or one-half year for a school on a
year-round calendar).

»  Charter schools are exempt from the five-day rule.

» The specific resources, including materials and personnel, that will be available to the pupil.

Q: Another district faxed over their Independen't study Agreement. Ié that okay?

& 1t must match your board policies and procedures. You can’t simply copy from another district Always vali-
date compliance.

Audlt Trail:

A signed and dated independent study agreement tkat contains all the necessary legal componenis is the 2™ link in
the audit trail.
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» 'The manner, time, frequency, and place for submitting a pupil’s assignments and for report- {
ing his/her progress. _ '

» The objectives and methods of study for the pupil to complete the work, and the methods
the teacher will use to evaluate that work.

» Language that matches the statement of your governing board policy pertajhjng to:

1. The length of time between when an assignment is given and when it is due. The due
date for completion of the work cannot extend beyond the end date of the agreement.

2. The maximum number of missed independent study assignments that will initiate an
evaluation to determine whether the pupil should be allowed to continue in independent
study.

« A statement of the number of course credits or other measures of academic accomplishment
to be earned by the pupll upon completion. :

» The dated signatures, pnor to the commencement of 1ndependent study, of the: 1) pupil; 2)
parent, guardian; or caregiver; 3) the certificated supervising teacher; and 4) all persons who
have direct responsibility for providing assistance to the pupil.

Refer to Section Seven, pages 7.2 - 7.17, for sample independent study agreements and forms.

&
Common Audit Exception:

The school site had blank agreements signed in advance with “open-ended” dates.
- & Aftorneys state open-ended agreements are worthiess

o It appears to be involuntary participation

® Agreements must have a beginning and end dare

® No apportionmeit ADA may be claimed

To avoid this exception:

* Be sure that sites understand the requirements
» Provide manuals for all sites

o Visit sites to check compliance issues

ﬁ Common Audit Exception:

Claiming ADA prior to the signing and dating of the independent study agreement by all required parties.

To avoid this exception:

Establish procedures to ensure that the independent study agreement has been signed and dated by all required

parties:

* Pupil

» Parent/guardian _

e @ Supervising credentialed independent study-teacher————————
® Other person(s) responsible : :
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Supervising Teacher

The supervising teacher is the third link in the audit trail. As a condition of apportionment, one
teacher must be assigned overall responsibility for the pupil’s course of study, assignments,

evaluations, and apportionment and academic credit while participating in independent study.

This person is designated as the pupil’s supervising teacher; it does not mean a teacher who su-
pervises other teachers or persons. 1998 amendments to CCR 5, Section 11700 (h) changed cer-
tificated person to certificated teacher to clearly indicate legislative intent. A principal, coun-
selor, or other credentialed person who does not have assigned duties of teacher and hold a
valid teachmg credential pursuant to Education Code Section 44300 cannot be designated as the
supervising teacher. At the elementary level generally one teacher is involved for all aspects of
the student’s independent study; especially for short-term independent study whereby the class-
room teacher may be the supervising teacher. At the secondary level it is more challenging as
multiple course teachers are typically involved and the law specifies a supervising tcacher.

Chapter Three outlines various options available for determining who should be the supervising
teacher.

The supervising teacher:

» Must be certificated teacher employed by school district or county office claiming appor-
tionment attendance (Education Code Section 51747.5 (a).

« Coordinates academic work assignments and work products
» Must be equivalent to regular classroom activities.
e Must specify date due, not to exceed maximum length contained in board pohcy

e Evaluates assigned work products per pohcy and procedures; academic credit is separate
from apportionment credit.

Work product must be completed and reported to the assigned teacher by the due date.
The due date of the assignment cannot exceed the length of time stated in local board
policies for each grade level and educational program. ' :

»  No retro-credit or banking of apportionment attendance.
» Count whole days only, no partial days.

Audit Trail:
An assigned supervising teacher is the third link in the audit irail.

Q: What is meant by other person responsible?

’"’*ﬁi"'Persons='wh'o"have’a*dir"e"cf?‘e:'vpons:bu'ny Jor providing assistance (o the pupil- gt the secondary level, each

class period teacher, for example.
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NCLB Teacher Requirements

Teachers who provide instruction in alternative education placements such as independent study
must meet the same NCLB teacher requirements as other teachers. If the teacher of record can-
not meet the NCLB requirements for all subjects taught, a possible solution is to provide stu-
dents with access to teachers meeting the requirements. The access to teachers meeting the re-
quirements could be through in-person meetings or through distance learning arrangements.

To verify subject matter competence for teachers “Not New” to the profession, LEAs can use
~ the California HOUSSE. Additionally, districts should review the curriculum in their alternative
schools and programs to determine if they are elementary or middle/high school teaching as-
signments under NCLB.

The CDE and SBE recognize that meeting the NCL.B teacher requirements may be a particular
challenge for small schools and schools that offer educational optiens. It is important to recog-
nize that these issues are not unique to California, but are being raised by other states across the
country. For this reason, it is particularly critical that school districts NOT react to the new
~ NCLB requirements by eliminating appropriate options for students. California will continue to

work with the United States Department of Education and other state agencies to develop viable
_ solutions to implementing the requirements of NCLB within the full range of settings and op-

tions that are necessary to serve the diverse needs of all students. If an LEA is unable to fully
meet the teacher requirements at this time, it should document its efforts and develop a plan for
how it will reach the NCLB goal for teacher compliance.

A guide published by CDE on NCLB Teacher Reguirements is available at
http://www.cde.ca.gov/nclb/st/tq/. A summary of NCI.B compliance for teachers is provided in
Figures 2.3 through 2.5, pages 2.21-2.23.

Student Work Assi’gnments

The law requires that student assignments be equivalent in quantity and quality to the student’s
normal classroom based instruction. The intent is for the pupil to remain current with his or her
present course of studies while engaged in independent study. The full-day equivalent and cur-
riculum for the grade level taught should be assigned. The teacher must review the objectives of
the assignment, method of study, how the assignment will be evaluated, and establish the appro-

Q: Must physical education teachers comply with NCLB teacher requirements?

A No. Currently, NCLB does not define physical education as a core academic subject. Only physical education
teachers who teach core academic subject classes, such as the arts (dance) are required to demonstrate NCLB
compliance in that subject area. It should be noted that, although physical education is not considered a core daca-
demic subject under NCLB, California still requires physical education teachers to be fully credentialed.

Q: Must vocational education teachers comply with NCLB teacher requirements?

& Vocational education teachers who teach core academic courses are required to meet the NCLB teacher re-

—quirements. The term core academicsubjects-is-defined in NCLB-as:-Englishreading/flanguage-arts; matkemaﬂcse* —
science, foreign languages, civics/government, economics, arts, history, and geography. -
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@: Are adult education teachers required to meet the NCLB teacher qualification requirements?

& No. The requirement that teachers be highly qualified applies to public elementary or secondary school teach-
ers who teach a core academic subject. Therefore, because the law applies specifically to elementary or secondary
teachers, teachers in adult education do not have to meet the highly qualified definition under NCLB.

{3 How will teachers of English learners comply with NCLB teacher requirements?

& Teachers of English learners assigned to teach core academic subjects must meet the same NCLB reqmre—
ments as other teachers of core academic subjects. :

There are additional requirements for teachers hired with funds from NCLB, Title IIl Language Instruction for
Limited English Proficient and Immigrant Students, Part A sub-grants. LEAs receiving Title Il funds must certify
that all teachers are fluent in English and any other language used for instruction, including having written and
oral communications skills. (Title ITT, Section 3116(c)).

In California, the possession of a Bilingual, Cross-cultural, Language and Academic Development (BCLAD) cre-
dential or equivalent, authorizes a teacher to provide instruction to English learners in a language other than Eng-
lish, though this is not a requirement for a teacher 1o meet the definition of “highly qualified teacher” under
NCLB. . '

Q: Must teachers at alternative schools and small schools meet the same NCLB teacher requlrements as
other teachers? :

B Yes. Teachers who provide instruction in alternative education placements and small schools must meet the
same NCLB teacher requirements as other teachers. The local ediicational agency (LEA) determines, based on the
curriculum taught, by school site, or by each grade at the school site, if appropriate whether a teachers is hired to
teach efementary, middle or high school. A teacher must meet the NCLB teacher requlrements Jor the designated
grade span and-subjects taught. ‘

Q: Are special education teaehers required to comply with the NCLB teacher requirements?

A: If a special education teacher is providing instruction in a core academic subject, then that teacher must neet
the NCLB teacher requirements. The requirements apply whether a spécial edhication teacher provides core aca-
demic instruction in a regular classroom, a resource room, or another setting,

1If a special education teacher only provides consultation services io the teacher of core academic subjects, or only
delivers special instructional assistance within the classroom where the core academic subject is taught, he or she
does not have fo be NCLB compliant.

The degree to which special education teachers have to meet the NCLB requirements is being addressed at the
national level by the re-authorization of the Individuals with Disabilities Education Act (IDEA). Until IDFA re-
quires something different, however, special education teachers providing instruction in a core academic subject
must comply with the NCLB teacher requirements. The best advice to LEAS is to hire the most qualified special
education teachers (ie., teachers with special education credentials who are not on a credential waiver, emer-
gency permit, or Pre- ]ntem certificate). Over the next few years, LEAs will be working toward the goal of having
all teachers of core academic subjects, including secondary special education teachers, meet the NCLB reguire-
ments.

(3: Do the NCLB teacher requirements apply to Nonpublic Schools (NPS) that receive funds through a con-
tract for education services identified on an Individualized Education Program for students with disabili-
ties?

proving Teacher Quahty State Grants Non- Regu}atory Guldance, January 16, 2004).
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Section Two Compliance Guidelines

priate due date which includes frequency, time, manner and place of the scheduled
teacher/student meeting(s). For apportionment purposes, the due date cannot exceed the length
of time specified in board policy unless the policy allows for an extension due to extraordinary
situations and the extension does not carry the assignment beyond the duration of the agree-
ment. Assignments not completed by the due date or after-the-fact cannot be claimed for appor-
tionment ADA but the pupil is entitled to the resultant academic credit.

A representative sample of the student work products must be kept with the independent study
agreement in the student’s independent study file. The sample must establish a clear audit trail
to the day(s) of apportionment credit claimed for independent study. Most auditors recommend
inclusion of three original pages from each curriculum assignment. These samples should re-
flect state-adopted curriculum, teacher notations and evidence of the student’s effort.

Student work samples must bear evidence that the supervising teacher has personally evaluated
the pupil’s work product(s), or reviewed the evaluations made by other teachers, for apportion-
ment credit (dated signature or dated initials on front page of work sample). Apportionment
credit is represented by the work product sample.

Charter schools must additionally demonstrate compliance with 5 CCR Section 11960 and Edu-
cation Code Section 47612, as to evidence of the charter school pupil’s engagement in educa-
tional activities required of them by their charter school on days when school is actually taught
in the charter school. As a condition of charter school apportionment, there must be a contem-

Q: Our district has the same packet for all short-term independent study students. We have
them keep a journaliscrapbook of their trip. Is that okay?

&: No, the assignments must match the district adopted curricular components of the grade level. The work as-
signments musi be equivalent (in quality and content) to that of the regular classroom. The goal is for the pupil to

 continue their instruction/education while out of the classroom. Upon return, there has been no lapse in.their in-
struction, The free-style journal/scrapbook would not qualify. )

Q: How could a student complete physical education requirements on independent study?

A Walking, hiking, video aerobics, bowling, and golf might meet the requirements. Work products are not re-
quired to be on paper- q teacher can make his or her assessment of student work from recitation, in other words
Jrom indications of learning activity and achievement that a student describes orally or in some other appropriate
manner. This type of teacher evaluated activity would not yield a “work sample” for a file, but there should be
adequate work samples available from other study. :

&
Common Audit Exception:

In a sample of independent study work, there were assignments due after the student returned to class.

Te avoid this exception:

» Check the due dates against the time frame for the agreement

o The due date cannot exceed the maximum period of time specified in your district’s board policy.

® Obtain all work from students on or before the return io class, or the maximum timeframe listed in your district’s

e Verify dates on a calendar
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poraneous record. The CDE Charter Schools staff advise that a calendar or other contemporane-
ous record be used to document the daily instructional activities of the student while engaged in
independent study. This contemporaneous record must be signed by an adult with cauvse to
know, and subsequently reviewed and approved (signed and dated) by the supervising teacher.
(Refer to Figure 7.4 on page 7.5 for a sample form) :

" Teacher Records

A teacher must evaluate the student work assignments for academic and apportionment credit in
a timely manner. The academic record must show the grade earned. The teacher or supervising
teacher must also determine the ADA apportionment credit to be earned. This must be recorded
in whole days (for daily programs) or whole hours (for hourly programs such as continuation,
supplemental hourly, etc). No fractions are allowed. If the pupil completed the equivalent of the
statutory minimum day for the grade level assigned (generally four hours per day), then full day

“ ADA apportionment credit can be given. The supervising teacher must personally determine or

personally review the apportionment attendance. This must be evidenced by the supervising

~ teacher’s dated signature (or initial) on the apportionment record.

Helpful Hints:

*» Assignments must be completed by the last school day before the intersession or summer session begins.

» Charter school students must complete independent study curriculum on the actual school days operated by the
charter. Auditable documentation must be available and retained in the student’s independent study file until the

 3rd July following completion of the required external audit.

&
Compliance:

No credit for attendance may be claimed for apportionment until the work product is submitted and assessed by the
certificated teacher. The supervising teacher for the student’s independent study must personally determine and/or
review academic and apportionment credit given by other teachers, when applicable. This must be evidenced by
the supervising teacher’s signature (or initial) and date on the first sheet of the work product sample.

Audit Trail: ,

Samples of the student’s work product can be stapled to the work record and the independent study agreement to
make the accumulation of audit materials easier. The law only requires a “representative” sample of the student’s
work product be contained in the student’s independent study file; only retain work products essential to the audit
trail. Photographs or audiocassettes are good documentation for large projects or book reports.

Q: What if the school day length is different? We have a minimum day each Wednesday.
& Independent study ADA is based on the independent study teacher’s judgment of the time value of the work

assignments. Work assignments_must be equivalent to the full school day. assignments that would have heen re-

quired of the student if the student were in the classroom.
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Summary of Legal Requirements that are Condltmns for
Apportmnment

1.

Apportionment credit may be earned for students participating in independent study when
all compliance requirements have been met. :

a. No ADA is earned unless there exists written and adopted board policies that are in ac-
cordance with 5 CCR Section 11701 and Education Code Section 51747.

b. No ADA may be claimed from independent study until the written agreement is
completed (Education Code sections 46300.7 and 51747 (c)(8)). The agreements shall
be completed prior to the student beginning independent study, and under no
circumstances shall an agreement be completed after the fact to allow a pupil’s
completed work to be counted as apportionment attendance.

c. No ADA 1s earned unless (i.e. to the extent that) supervising teacher judgments of the
time value of pupil or student work have been made personally in each instance (i.c.
assignment) for each student in independent study (Education Code Section 51747.5).

Every student engaged in independent study must be enrolled in a school of a district or

county office of education- see Education Code Section 51748. This enrollment should be

evident from the agreement.

ADA for independent study must fall within the teacher-to-ADA limits set by Education

Code Section 51745.6 to be eligible for apportionment

Students who are age nineteen to twenty-one must have been continuously enrolled since

their eighteenth birthday for their ADA to be computed at the rate for the unified school dis-

trict, apart from adult education (Education Code Section 46300.1). If they have not been
continuously enrolled, they are eligible for adult education classes.

No ADA from independent study may be claimed by a district if it has provided any funds

or other things of value to the student or to his or her parent or guardian that the district does

not provide to students who attend regular class (Education Code Section 51747.3(a)).

No ADA is earned from the independent study of any student who resides outside the local

county or an adjoining county (Education Code Section 51747.3(b)).

No ADA is earned from the full-time independent study of any elementary student enrolled

pursuant to Education Code Section 48204(f), the provision that allows a student to be

enrolled in a school near a parent’s place of employment (Education Code Section 51747.3

(c))-

ADA for independent study by adult students qualifies for apportionment only for

coursework that meets requirements leading to a high school diploma. (Education Code

sections 46300.4 and 51225.3(a)).

:' $> Condition of Funding:

———No-ADA from-independent study-may be claimed-if the school-has-provided-any- thmgofvaflueﬂotprovrdea o
other students enrolled in the school.

2.160
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Other Pertinent Regulations

Attendance Accounting System Approval

Local education agencies, except c¢harter schools, must obtam approval for any attendance ac-
counting system used for recording independent study attendance. :

Recordkeeping

Pursuant to 5 CCR Section 11703, maintaining records to meet audit requirements is the respon-
sibility of the local district or county superintendent’s office, including charter schools. Records
shall include, but not be limited to, a daily or hourly attendance credit register, as appropriate to
the program in which the pupils or adult education students are enrolled, separate from
classroom attendance records, and maintdined on a current basis as tirme values of pupil or adult
education students work products are personally judged by a certificated teacher and reviewed
by the supervising teacher, if they are two different persons. :

Independent study records shall include the following information:

s A copy of the board policies, administrative regulations, and procedures pertaining to inde-
pendent study. :

~* A file of all agreements with representative samples of completed and evaluated student

work products. The sample work products must have evidence that it has been evaluated by
the supervising credentialed teacher for 1) academic credit/grade and 2) apportionment
credit. The teacher’s signature or initials and date evaluated meets this requirement.

« A list of all pupils who have participated or are participating in independent study, showing
credits attempted by and awarded to each pupll according to the agreement and a record of
the pupil’s attendance. :

» Independent study must be elther maintained on separate registers or tracked separately

" from other ADA by a system approved by CDE.

» Arecord of grades and other evaluations of independent study assignments issued to the pupil.
Apportionment ADA

» A pupil’s participation in independent study must be on a voluntary basis and a valid and
continuing option of classroom instruction available.

» If a pupil returns to the classroom, full- time, prior to the independent study agreement end
date, then the independent study agreement ends and regular classroom instruction begins.
Procedures must be in place to prevent double counting ADA.

~» Pupils participating in independent study must have access to the same instructional materi-

als and services that would be made available to classroom-based pupils, free of charge.

N o
Q Helpful Hlnts

~-a-Law stafes records must-be maintained until the thzm July followirg completion of the aidit

» Independent study offered during intersession or summer must be recorded as supplemental mstructzon hours.
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» The ADA applicable to the agreement period should be accounted for as independent study
ADA when all applicable laws and regulations have been met. For example, intermittent
classroom participation (not on a regularly scheduled basis) that is part of the independent
study for a child is counted as independent study-ADA, not regular classroom ADA. Pupils

- on independent study may meet in groups with instructors from time to time or attend labo-
ratory sessions designed to make resources available in a systematic manner.

 If something of value is provided to an independent study pupil that is not provided to class-
room-based students, the school district or county office of education cannot claim State
funding for the independent study student’s ADA (Education Code Section 51747.3(a)).

» Only properly credentialed teachers that are employees of the educational agency claiming

 the independent study ADA funding may supervise the instruction of pupils participating in
independent study. This limitation also applies to the function of coordination, assignment,
and evaluation of a student’s instructional work assignments for purposes of academic and
apportionment credit.

» No independent study ADA may be claimed unless the supervising teacher judgments of
time value of pupil work have been made personally in each instance (assignment) for each
student engaged in independent study (Education Code Section 51747.5).

» Apportionment ADA in independent study is based on the work completed by the student
and submitted by the due dates established in the independent study agreement to the as-
signed teacher who subsequently evaluates these for academic and apportionment values.

» Independent study ADA may not be claimed if the student work assignments are not com-

- pleted and submitted by the date specified in the independent study agreement or student
work assignment record made part of agreement.

» Record only whole days for daily programs or Whole hours for hourly programs. Fractions
must be rounded down. :
« Aftendance credit of a pupil is not bankable. In other words, attendance credit cannot be ac-
_ cumulated and used to cover either a future or a past missing assignment for that student.
~ » No expelled student may participate in independent study and have that ADA reported until
- and unless that student is again enrolled in some school that can offer independent study as
“an option. A student whose expulsion has been suspended may engage in independent study
during the time the suspension is in effect, as long as a viable classroom based instruction
program is made continuously available and this option is stated in the agreement. Note:
Community day school does not allow independent study; therefore, this cannot be a class-
room-based option for purposes of this section.
» ADA for independent study by adult students qualifies as apportionment only for coursework
that meets requirements leading to a high school diploma (Education Code Section 51225.3(a)).
« Temporarily disabled pupils may not receive instruction through independent study, unless
special criteria are met.
e The law prohibits participation by, and claiming of independent study ADA funding for,
students with exceptional needs, unless their IEP stipulates independent study.
» No more than 10% of the current year P-2 ADA reported for opportunity or continuation
school (by school, not district-wide) are eligible for independent study ADA funding. Preg-
nant and parenting minors are excluded from this 10% cap, pursuant to Education Code

Section 51745(b).
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e  The law prohibits claiming independent study ADA funding for interdistrict parent employ-
ment students on full-time independent study (Education Code Section 48204(f)).

« Apportionment credit may be claimed only to the extent that the time values for apportion-
ment are personally determined by the assigned supervising teacher (5§ CCR Section 11700
(b)(2) and Fducation Code sections 51747.5 (a)(b) and 51747(c)(8)).

Independent Contractor

If the LEA uses an independent contractor for independent study, the students must be under
the general supervision of a certificated employee of the LEA (Education Code Section
51747.5). The certificated employee must review and document, the determinations of the time
values for apportionment purposes of each pupil’s completed assignments (5 CCR sections
11700(b) and 11700(b)(3)). Teacher-pupil ratios are figured based on the LEA teachers, not the
supervision provided by the independent contractor. For charter schools, teacher-pupil ratios are
figured based on the teachers of the largest unified school district in the counties of reported
attendance, not the supervision provided by the independent contractor.

Enrollment

Every student engaged in independent study must be enrolled in a specified school of a school
district or county office of education by grade level and program placement (Education Code
Section 51748). LEAs are not eligible for state funding for independent study unless such en-
rollment is identified in the written records of the LEA. No LEA may receive K-12 state appor-
tionment for independent study by adults age 19 to 21, unless the adult has been continuously
enrolled in kindergarten or any of grades 1-12 inclusive since his or her 18% birthday, and the
coursework is consistent with Education Code Section 51225.3 or any course required by the
governing board as a pre-requisite to receiving a high school diploma. K-12 independent study
students who are age 19 or older must have been continuously enrolled in school since their 18
birthday (Education Code Section 46300.1). Students engaged in independent study may not be
enrolled pursuant to Education Code Section 48204(f). (Education Code Section 51747.3(c)).

For charter schools, every student engaged in independent study must be enrolled in a school

site of the charter school or another public school that the pupil is eligible to attend. This enroll-

ment must be evidenced on the independent study agreement. (Education Code Section 51748).

5 CCR Section 11963 defines “school site as a facility in which the pupils receive instruction,

which is:

e Owned, rented, leased, or provided to the charter school prmc1pally for classroom instruc-
tion; :

e Excludes personal residence or dwelhng, even if space is dedicated principally for class-
room instruction.

)

Common-Audit-Exception:
Pupils concurrently enrolled in a private school are not eligible for state ﬁmdmg
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Section Two Compliance Guidelines

State Residency

Only the attendance of students who are residents of the State is eligible for apportionment pur-
poses. This requirement applies only to the residency status of the student. A student’s legal
status (citizenship, legality of residency) has no bearing on his or her eligibility to a free public
school education in California. All students who are not residents of California are not eligible
for apportionment, and the district must collect tuition for those students in accordance with
Education Code sections 48050, 48051, and 48052. In some cases pupils engaged in
independent study, during the time that the independent study agreement is in effect, move to a
residence that is outside the district so that the district is no longer eligible to receive State
apportionment for that ADA.

County Residency

Independent study attendance may be claimed only for those pupils residing in the county in
which the apportionment claim is reported or in a bordering county (Education Code sections
46300.2, 51747.3(b)).

Pupil Age Limits

The minimum age requirement for a pupil is age 5 on or before December 2 for purposes of K-
12 state funding. The maximum age limit for pupils enrolled in public schools (other than char-
ter schools) is 18, unless the pupil has been continuously enrolled in a K-12 program since his/
her 18™ birthday, in which case the maximum age limit is 20 (the time value of the student’s
work products becomes ineligible for K-12 state apportionment funds upon the student’s 21st
birthday). (Education Code Section 46300.1) The maximum age limit for pupils enrolled in a
charter school is 19, unless the pupil has been continuously enrolled in the charter while age 19,
when the maximum age limit is 22; the time value of the student’s work products become ineli-
gible for charter school apportionment upon the student’s 23rd birthday. Adults in charter
schools must complete all coursework for a high school diploma in the same amount of time a
minor high school student bas to finish a comparable amount of work. The law stipulates that
pupils over 19 must show continuous, satisfactory progress towards a high schoo! diploma.

Comparable Access to Resources and Services

It is the intent of the Legislature that schools offering non-classroom-based instruction provide ap-
propriate existing services and resources to enable students to complete their course of studies suc-
cesstully. If the public education agency operates an independent study program and a site-based
classroom program, the pupils participating in independent study must have the same access to all
existing services and resources in the school the pupil is enrolled in pursuant to Education Code
Section 51748, i.e. access to the same instructional materials and services that would be made avail-
able to the classroom-based pupils, free of charge (Education Code sections 51746 and 51748).

0
< Helpful Hint:

Policies and agreements must include "adult students” before adult education apportionment can be claimed. Be-

fffffffffffffffffffffffffffffff cause the regulations do-not-appear-inthe Adult Educationsections-of the Education Code, many-administrator: f*f*f

. . E
are unaware of this requirement.
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Compliance Guidelines Section Two

Things of Value Restrictions

No state apportionment from independent study can be claimed by an educational agency if it
has previded any funds or other things of value to an independent study pupil or to his’her par-
ent or guardian that the school does not provide to all students enrolled in the school, including
classroom-based students. (Education Code Section 51747 3(a)) '

State Testing

All public education agencies must implement state testing standards as a condition of state
funding.

CIF Rules for Independent Study Schools

The California Interscholastic Federation (CIF) has adopted rules specifically for independent
study students who wish to participate on the CIF teams of a comprehensive school. These rules
provide for a much more streamlined procedure than the rules that apply to “multi-school
teams.” The following is from the CIF web site at www.cifstate.org (click on Constitution and
Bylaws in the column on the left, then Bylaws 300 Series (School Regulations), and scroll to
Section 305, “Independent Study Programs/School”):

305 Independent Study Proerams/Schools

A student enrolled in an Independent Study Program/School operated by a school arid/or school

district is residentially eligible at the school in whose attendance area he/she resides, or where

the student most recently established his/her residential eligibility, provided that: '

1. A student’s registration is accepted by the local school board; AND

2. The courses taken by the student meet the standards adopted by the local school board and
Education Code Section 51745 et.seq.; AND

3. The administrative responsibility for the student involved in athletics would rest with the
principal of the school for which the student is competing; AND

4. The student meets all other eligibility requirements of the CIF and its member sections;
AND | |

5. Tor the purposes of determining dues, legal and liability assessments, realignment issues
and State CIF and Section divisional placement, the enrollment figures for non-CIF member
school/program students residing in the CIF member school’s attendance area must be in-
cluded in the CIF member school’s CBEDS enrollment figures. :

Adult Education State Apportionment

No more than three hours per school day or 15 hours per five-day school week may be claimed
for each adult student in adult education. All adult school courses offered by independent study
must be listed on the A-22 Course Approval List. (Education Code sections 52504, 52506, and
52515). _
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Section Two Compliance Guidelines

K-3 Class Size Reduction Issues

Education Code Section 52123 states that school districts may not claim Class-Size Reduction
funding for any pupil who is enrolled in independent study. Pupils on independent study are
eligible for regular apportionment (when legal compliance requirements are met), but must be
~ omitted from the J-7CSR form. -

Suggestion #1:
A. Create two unique codes in data system

7Z=]ndependent Study— Nonapportionment
C = Independent Study— Apportionment

B. Program system to exclude codes Z and C from CSR enrollment count for applicable days. _

Don’t report on the J-7CSR form.
C. Include code Cs (apportionment) on the state attendance forms.

Suggestion #2: For each CSR class:
A. Sum the daily enrollment from the first day of school through April 15

B. Subtract the number of days the student is enrolled in independent study
C. Divide total by the total days of enrollment (from first day of school through Aprll 15) to
obtain Average Daily Enrollment report

Average Daily Attendance (ADA)-to-Teacher Ratio CAP

As a condition of apportionment for independent study, the ratio of average daily attendance for
minor independent study pupils to school district full- time equivalent certificated employees
cannot exceed the calculated ratios for all otheér education programs operated by the school dis-
trict (Education Code Section 51745.6).

For charter schools, the ratio of ADA for minor independent study pupils (18 years of age or
less) to charter school full-time equivalent certificated employees is less than or equal to the
calculated ratio of pupils to full- time certificated employees for all other education programs
operated by the largest unified school district in the county or counties in which the charter
school operates.

The following are instructions for calculating the ratio, as jaresc_ribed by the California Depart-
ment of Education, available at hitp://www.cde.ca.gov/sp/eo/is/calculations.asp.

&
Common Audit Exception:

CSR funding claimed in error for students on independent study.

To avoid this exception:

s——Determine-if the-attendancesystenris picking up-the-correct wumber

»  Remember that the 20:1 ratio is not impacted when a student is on independent study.
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Compliance Guidelines ' : Section Two

Instructions for Célculating the Ratio of ADA to Supervising Teacher in Independent
Study (Teacher-to-ADA Ratio CAP), Pursuant to Education Code Section 51745.6

For School Districts:

Step 1: From the total number of units of ADA reported on lines A-1 through A-7 of the Dis-
trict's Second Period Report of Attendance (J-18/19-P2), subtract the number of attendance
(ADA) units reported for full-time independent study pupils (excluding any ADA from short-
term independent study supervised by a regular classroom teacher for pupils enrolled in that
teacher's class).

Step 2: Determine a ratio with the difference resulting from Step 1, using the total number of
certificated teachers and full-time equivalent (FTE) certificated teachers who directly provided
instruction to all pupils whose ADA was reported on lines A-1 through A-7 otlier than those
whose ADA was earned through full-time independent study. (Excluded are employees whose:
services supplement direct instruction or who perform administrative duties.) For a certificated
employee who provides direct instruction as well as supplemental or administrative services,
count only the fractional amount of time that employee provided direct instruction. Fractional

numbers in the total are to be rounded down, unless the total is less than one (1.0)--for example,

5.3 or 5.6 FTE supervising teachers rounds down to 5 in both instances, but 0.4 FTE is reported
as 1.0.

Step 3: For purposes of computing the maximum ADA to be funded for independent study,
multiply the ADA portion of the ratio computed in steps 1 and 2 by the combined number of
full-time and FTE certificated independent study teachérs. (Exclude from this computation any

- ADA attributed to independent study as a temporary alternative to classroom-based study that is

supervised by the pupil's regular classroom teacher. Do not include in the number of teachers
those certificated persons who exclusively provide administrative or supplementary services. If
a certificated person is responsible for both administration and direct instruction, count only the
amount of time the employee provided direct instruction. )

Districts shall be funded on the lesser of the maximum ADA computed per these instructions or
the actual ADA reported for independent study.

For Unified Districts Participating in the Class Size Reduction Prosram:

Unified districts have the option of calculating separate teacher-to-ADA ratios for the K-6
grades and the 7-12 grades. Districts that choose to exercise this option should follow the in-
structions above, using all pupils whose ADA was reported on lines A-1 through A-3 for the K- -
6 grades, and lines A-4 through A-6 for the 7-12 grades, and include ADA reported on line A-7
in their choice of either the K-6 or the 7-12 grade calculations.

%

@

% Helpful Hint:

Current law allows separate calculations for K-6 and 7-12 teacher-to-ADA ratios.
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Section Two Compliance Guidelines

For County Offices of Education:

Follow the instructions for school districts using the high school or unified school district with
the greatest ADA in that county. :

For Charter Schools:

Follow the instructions for school districts using as the base ratio the ratio for the unified school
district with the greatest ADA in the county or counties in which the charter school operates.
See 5 CCR 11704, ' :

ADA in excess of the maximum set by the teacher-ADA ratio used as the basis for comparison
shall be ineligible for apportionment pursuant to Education Code Section 42238.5 for school
districts and Education Code Section 2558 for county offices of education. See Education Code
Section 51745.6. 4 '

AB 1610, effective July 1, 2005: Charter schools have the option of using a 25:1 statewide pu-
pil-teacher ratio as an alternative to the ratio used by the largest unified school district in the
county or counties where the charter school operates, and must include all charter school pupils
(minors and adults), regardless of age, in the pupil-teacher ration calculations.

Example:

Step 1:  Total ADA for lines A-1 through A-7 25,000
Subtract ADA from full-time independent study 300"
Difference | B 24,700

Step 2:  Full-time and FTE certificated teachers in direct instruction to 8307
pupils in Step 1 '
(Ratio - 830 : 24,700 =1:29.76=1:29) ?

Step 3:  Full-time and FTE certificated teachers in direct independent g?

study instruction
(Ratio - 8:300=1:37.5=1:37)°

1. This number should not include any amounts for pupils who were temporarily on independent study under the
supervision of their regular classroom teacher.

2. Exclude from the number all staff that did not deliver direct instruction per the instructions for step 2, above.

3. Round down to the nearest whole number.

4. Excluded are FTE certificated classroom teachers who supervised independent study of their own students on a
temporary basis and certificated staff to the extent that they taught Special Day Classes or were not oo direct in-
structional duty, such as counselors, special education specialists, and administrators.

5. Round down to the nearest whole number.

_:,“-:s».-..\\‘
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Compliance Guidelines : Section Two

Instructions for Computing the 10% Cap on Independent Study in Contmuatmn and Op-
portunity Education, per Education Code Section 51745(b):

For the purpose of Education Code Section 51745(b), "pupils participating” shall be defined as
P-2 ADA. Therefore, in computing the limit on pupils in these two types of instruction who
may be eligible for independent study, use the number for each that represents 10% of the cur-
rent year's ADA as reported on Lines A-6 and A-7 of the J-18/19-P2 form, Second Period Re-
port of Attendance for Students Residing in the District. Note that a pupil who is pregnant or is
a parent who is the primary caregiver for one or more of his or her children shall not be counted
within. the 10% cap.

Contact the following persons directly with quesﬁons about independent study:

Kim Clement Mary Jones

Fiscal Consultant Program.Consuliant for Independent Study
Education Finance Division Phone: 916-323-5034

Phone: 916-327-0857 FAX 916-323-2039

FAX 916-324-4534 ' mjones@cde.ca.gov

kclement(@ede.ca.gov
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Section Two ' Compiiance Guidelines

Figure 2.1, Flow of Data Required by 5 CCR Section 11703

For each officially enrolled student, the following diagram reflects the flow of data requiréd for
school apportionments and audit files as specified by 5 CCR Section 11703:

Adopted written board policies and adminis- Supervising credentialed teacher (LEA em-
trative regulations ployee}

Y

Student assignment and work record form Written agreement and course agreements
(not required by law, but helpful) (for high school)

h 4

Sample of student work prodﬁcts (signed and Teacher record of academic credit apportion-
dated by supervising teacher) ment (signed and dated by supervising

teacher) :

Y A 4

Student transcript ' School apportionment records

Figure 2.2, Record Retention Requirements |

5 CCR sections 16020-16027 define record retention requirements.

Summary chart of required length of storage of data of audits

Document Length of time to be kept*

Adopted written Board Policies Class 3- 3 years
Written agreements and course agreements Class 3- 3 years

| Work assignments and work record _ Class 3- 3 years
Sample of student work products _ Class 3- 3 years
Teacher records (apportionment and academic) Class 3- 3 years
Mandatory permanent pupil records (e.g. transcript) Class 1~ Permanently
School apportionment records Class 3- 3 years

*Check district and county policy manuals for specific guidelines and see 5 CCR sections 16023, 16026. Class 3
records must be retained until after the third July following the completion of the audit required by Education Code
Section 41020.
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Compliance Guidelines ‘Section Two

Figure 2.3, NCLB Compliance for Teachers with Elemen-
tary Ass1gnments

Teacher must have a:

Bachelor’s degree -

California Credential or Intern
Credential or Certificate for no
more than three years

W” ELEMENTARY TEACHE]
ACADEMIC SUBJECT COMPETL

Only by Exam
~ Pass a multiple subjects examination
approved by the CCTC

NEW”» ELEMENTARY_ TEACHE

Pass a mulﬁple subjects examination ap-
proved by the CCTC

OR

HOUSSE

Complete California’s High Objective
Uniform State Standard of Evaluation

- Adapted from page 10, NCLB Teacher Requirements Resource Guide, © 2004 Professional Developirient and Cur-
riculum Support Division, California Department of Education. www.cde.ca.gov/nclb/sr/tq/
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Section Two - Compliance Guidelines

Figure 2.4, NCLB Compliance for Teachers with Middle/
High School Assignments

Teacher must have a:

ETENCE FOR EA
Bachelor’s degree e x et

« California Credential or Intern EXAM

Credential or Certificate for no Pass a subject matter examination ap-
more than three years ~ proved by the CCTC in each core
: area taught
OR
COURSEWORK

In each core area taught complete a:
A) CCTC approved subject matter
© program, or
B) Major, or
C) Major equivalent, (32 semester
units or the equivalent) or
' D) Graduate degree

EXAM

Pass a subject matter examination approved by the CCTC |
in each core area taught
OR
COURSEWORK
In each core area taught complete a:
A) CCTC approved subject matter program, or
B) Major, or
C) Major equivalent, (32 semester units or the equivalent)
or
- D) Graduate degree
OR
ADVANCED CERTIFICATION
National Board Certification in the core area taught
OR
HOUSSE
Complete California’s High Objective Unlform State
Standard of Evaluation in the core area taught

~—Adapted from page 11, NCLB_ Teacher Reqmremenrs Resource Guide ©- 2004PrefesswnaLDevelepmeﬂt and- Cur-—w O

riculum Support Division, California Department of Education. www.cde.ca.gov/nclb/st/tq/ * o
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Compliance Guidelines

Section Two

Figure 2.5, California’s NCLB Teacher Requirements

“New” to The Profession “Not New” to The Profession
Holds a Credential or anr_Inte"rn Credential or Cer- Holds a Credential or an Intern .Credential or Cer-
tificate Issued on or ulv 1, 2002 tificate Issued before July 1, 2002
GRADE -
SPAN ELEMENTARY SCHOOL ELEMENTARY SCHOOL
1) Bachelor’s degree (Sec. 3.2.1) 1) Bachelor’s degree (Sec. 3.2.1)
2) California Credential or an Intern Credential or 2) California Credential or an Intern Credential or
Certificate for no more than three years Certificate for ne more than three years
” (Sec. 3.2.2) (Sec. 3.2.2)
=
E 3) Core academic subject competence must be dem- | 3) Core academic subject competenée may be dem-
E onsirated by: (Sec. 3.2.3) onstrated by: (Sec.3.2.3)
-3 .
=1 EXAM: Pass a multiple subjects examination EXAM: Pass a multiple subjects examination
g approved by the California Commission on approved by the California Commission on
o Teacher Credentialing (CCTC) Teacher Credentialing (CCTC)
or ‘
HOUSSE: Complete California’s High Objective
Uniform State Standard of Evaluation
GRADE ' ,
SPAN MIDDLE AND HIGH SCHOOL MIDDLE AND HIGH SCHOOL
1) Bachelor’s degree (Sec. 3.2.1) 1) Bachelor’s degree (Sec. 3.2.T)
2) California Credential or an Intern Credential or 2) California Credential or an Intern Credential or
Certificate for no more than three years Certificate for no more than three years
(Sec. 3.2.2) (Sec. 3.2.2)
3) Core academic subject competeﬁce must be dem- | 3) Core academic subject competence must be
onstrated by (Sec. 3.2.3): demonstrated by (Sec. 3.2.3):
EXAM: Pass a subject matter examination ap- EXAM: Passa subjeét matter examination ap-
ﬂ proved by the CCTC in each subject taught proved by the CCTC in each subject taught
= or or
E COURSEWORK: COURSEWORK:
I&.l In each core area taught complete a: In each core area taught complete a:
[ .
8, CCTC approved subject matter program, or CCTC approved subject matter program, or
§ Major, or ) Major, or
Major equivalent, (32 semester units or the Major equivalent, (32 semester units or the
. equivalent) or equivalent) or
Graduate degree Graduate degree
or
ADVANCED CERTIFICATION:
National Board Certification in the core area
or
HOUSSE: Complete California’s High Objective
Uniform State Standard of Evaluation

2008
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Section Two

Compliance Guidelines

Figure 2.6, Checklist for Legal Comphance

$$ indicates condmon of apportionment (funding)

v’ Enter a check mark to indicate compliance is met. Any boxes that are not checked indicate
noncompliance. Corrective action must be taken to resolve prior to the audit process.

Legal
Citation 33
A. PROCEDURES
Board policy must be adopted pursuant to the procedures based on the
California Education Code and Title 5, California Code of Regulations,
Division 1, Chapter 11, Subchapter 13, Independent Study.
1. Are adopted governing board policy and procedures in place? 51745 $$
»  Was board policy and accompanying administrative regulations  |51747 -
based on Education Code Section 51747 and 5 CCR Section 11701
117012 ‘
»  Was there a public hearing for independent study for policy mak-
ing?
» Have board policy and administrative regulations been reviewed
and updated as needed?
2. Isthere a copy of a present board pohcy, administrative regulations, (51747 5%
and procedures relating to independent study available? 11703(b)(1)

B. BOARD POLICY

As a condition of apportionment, districts must have adopted board policy, which encompass

legal requirements pertaining to independent study.

1. Was policy adopted pursuant to the procedures set forth in Title 5
regulations? A publlc hearing considering the scope of independent
study. -

11701

$$

2. Does the policy state the maximum length of time, by grade level and

type of program, that may elapse between when the independent study

assignment is made (by supervising teacher) and the date by which the

student must complete the assigned work?

e Is there a statement to extend this period when circumstances war-
rant a longer time?

51747(a)

$$

Does the policy state the number of missed assignments that will be
allowed before an evaluation is conducted to determine whether the
student should remain engaged in independent study or return to the
regular school program?

51747(b)

$3$

Does the policy contain a statement that a written agreement will be
maintained on file for each independent study student and that the
agreement will contain the components spemﬁed in Education Code
Section 517477

51747(c)

$3

If independent study is offered to adults does the policy encompass
students in Adult Education?

51747(d)
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Compliance Guidelines

Section Two

$$ indicates condition of apportionment (funding)
v’ Enter a check mark to indicate compliance is met. Any boxes that are not checked indicate
noncompliance. Corrective action must be taken to resolve prior to the audit process.

Legal

Citation

$3

C.

Administrative regulations and/or procedures must contain statements for the following:

ADMINISTRATIVE REGULATIONS

1.

No student shall be required to participate in independent study and a
classroom option is always available.

51747(c)(7)

Students enrolling in independent study must be residents of the local
county or an adjacent county.

51747.3(b)

198

The district shall not provide independent study students and parents/
guardians with funds or items of value that are not provided to regular
classroom students.

51747.3(a)

8%

No individual with exceptional needs, as defined in Education Code
Section 56026, may participate in independent study unless his/her
IEP specifically provides for independent study participation.

51745(c)

No temporarily disabled student may receive individual instruction
pursuant to Education Code Section 48206.3 by means of independent
study. (Home and hospital instruction may not be provided through
independent study. However, if the parents/guardians and district
agree, the student may instead receive instruction through independent
study as an alfernative to home and hospital instruction).

51745(d)

No more than 10% of the students enrolled in opportunity education
may be eligible for apportionment credit for independent study. (Note:
Enrollment is defined as current year P-2 ADA of each opportunity
school; not district-wide aggregate.)

51745(b)

Each pupil’s independent study shall be coordinated, evaluated, and
notwithstanding Education Code Section 46300(a), under the general
supervision of a certificated employee of the school district or county
office.

51747.5

|88

Record retention requirements defined in Education Code Section
51748 that list all elements stated in 5 CCR Section 11703.

51748
CCRS
11703

A written independent study agreement must be executed and main-
tained for each participating student and contain all of the components
prescribed by law: These components are listed on the subsequent
page, under Legal Compliance: Indépendent study Agreement.

51747(c)

$3

10.

Restrictive language and procedures to prevent claiming of Class-Size
Reduction funding for any pupil enrolled in independent study.

52123

11.

““enrolled in the district on an inter-district parent employment re-

Procedures to prohibit claims independent study ADA. funding for pu-
pils enrolled in a full-time independent study program who have been

51745.6

quest.
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Section Two

Compliance Guidelines

$$ indicates condition of apportionment (funding)

v Enter a check mark to indicate compliance is met. Any boxes that are not checked indicate

noncompliance. Corrective action must be taken to resolve prior to the audit process.

Legal
Citation $3
C. ADMINISTRATIVE REGULATIONS (Continued)
Administrative regulations and/or procedures must contain statements for the following:
12. A procedure to prevent claiming independent study ADA funding for |48204(f) $$
expelled or suspended pupils unless classroom instruction is made
continuously available to the pupil and this classroom option is stated
in independent study agreement.
13. Procedures to ensure that ADA for independent study remains within |51747(c)(7) $3

- teacher-to-ADA statutory limits.

D.

All written independent study agreement regulations must be listed on the independent study
agreement and in board policy or administrative regulations. The independent study agreement

INDEPENDENT STUDY AGREEMENT

shall include, but not be limited to, all the following:

L.

Student name, grade, program placement,

51748

$$

12,

School enrolled (must be officially enrolled in a specified school of a
school district or county office),

51748

53

The manner, times, frequepcy and place for submitting a pupil’s as-
signments and reporting pupil’s progress,

51747(c)(1)

$$

Objectives and methods for study for the pupil to complete the work
assignments,

51747(c)(2)

$$

Methods to be used by supervising teacher to evaluate the pupil’s

1

work on assignments, !

151747(c)(2)

$$

i

Specific resources avaﬂable to the pupil, including personnel and ma-
terials,

51747(c)(3)

$$

A statement of the adopted policy regarding the maximum length of
time allowed between the assignment and the completion of the pu-
pil’s work AND number of missed assignments that would trigger an
evaluation to determine if the pupil should remain on indeperident
study,

51747(c)(4)

$$

- The duration of the independent study agreement, including the begin-

ning and ending dates for each independent study student,

51747(c)(5)

$$

A statement of the number of course credits or, for elementary grades,
other measures of academic accomplishment appropriate to the agree-
ment, to be earned by the student upon completion, and

51747(c)(6)

$3

10.

A statement that independent study is an optional educational alterna-
tive in which no student may be required to participate and a class-
room option is continuously available.

51747(c)(7)

$$
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Compliance Guidelines _ Section Two

$$ indicates condition of apportionment (funding)
v’ Enter a check mark to indicate compliance is met. Any boxes that are not checked indicate
noncompliance. Corrective action must be taken to resolve prior to the audit process.

Legal
Citation |v |$$

D. INDEPENDENT STUDY AGREEMENT (Continued)

All written independent study agreement regulations must be listed on the independent study
agreement and in board policy or administrative regulations. The independent study agreement
shall include, but not be limited to, all the following:

11. In the case of a suspended student pending expulsion pursuant to Edu- |51747(c)(7) $$
cation Code Section 48915 or 48917, a statement that instruction may
be provided through independent study only if the student 1s offered
the alternative of classroom instruction.

12. Signatures and date signed by the (1) pupil, (2) the parent/guardlan (if |51747(c)(8) 35
pupil is 2 minor), (3) certificated supervising teacher, and (4) other CCR 5
persons directly responsible for providing assistance to the pupil. If ho [11702(a)
other persons 111V01ved then LEAs may notate “N/A” on 51gnatu1'e
line.

|E. STUDENT ASSIGNMENT/WORK RECORD (Subsidiary Agreement)

The student assignment/work record supplements or is an extension of the independent study
agreement. The student assignment/work record contains required components of the independ--
ent study agreement that often includes:

1. Course of study/subjects. CCRS5 $3
' 11702(b)
2. Objectives of the assignments. 51747(c)(2) S$
3. Method of study (activities that the student needs to complete the ob- |5 1747(c)(2) $$
jectives). _
4. Resources materials (texts, workbooks, videos, computer activities,  (51747(c)(3) $3
projects) and personnel who may be assisting the student to meet the
~ objectives.
5. Method of evaluation for attendance and academic credit. 51747(c)2) $$
6. Date assignment made and date assignment due. 51747(c)4) | |$$
7. Grades and/or credits earned* after the assignment is completed. 51747(c)(6) $S
8. Aitendance credits.* ' 51747.5(b) $3
9. Dated signature of certificated teacher. For secondary grades, the sig- |51747(c)(8) $$
nature of the course/subject teacher on this subsidiary agreement ful-
fills the signature/date requirement of the “other person responsible”
pursuant to Education Code Section 51747(c)(8).
10. Dated signature of participating student. Dated signature of parent not [51747(c)(8) 5%
required on sub-agreement if contained on independent study agree-
ment.

—*The teacher may-keep grades, credits, and-attendance-on-the-student-assignment/work reeord-or | —— v

on a separate form, in a grade book, in a final report, or on the subsidiary agreement, etc.
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" Compliance Guidelines

$$ indicates condition of apportionment (funding) :
v' Enter a check mark to indicate compliance is met. Any boxes that are not checked indicate
noncompliance. Corrective action must be taken to resolve prior to the audit process.

Legal
Citation 53
F. ATTENDANCE
Attendance procedures for independent study must include the following:
1. For K-12, record only whole days. : $S
2. For adult school, continuation, and opportunity, record hours. 33
3. Use a separate state-approved attendance register. CCR S5 $$
» If using an alternative or computerized accounting system for at- |11703(b)(4)
tendance, a written approval from the California Department of
Education must be on file. _
4. Teacher records must match ADA reported $S
5. Work accepted after the due date cannot be clalmed for apportlon— 35S
ment.
6. Excessive days/hours for attendance cannot be banked. $$
G. RECORDS
The following records must be available for an audlt Records shall include, but not be limited
to: _
I. A copy of the district policy, administrative regulations, and proce_—' CCR S5 $$
dures pertaining to independent study. 11703(b)(1)
2. A file for each student containing a: ¢ |CCRS 33
»  Written independent study agreement and any subsidiary agree-  [11703(b)(3)
ments
+ Student assignment/work record,
» Representative samples of completed work by the students that
- have been evaluated by a certificated teacher,
» Record of attendance credits, grades, and other evaluations of i in-
dependent study assignments, and
o Student transcript for high school students (transcript should list
the “school of record” and not a program s name or “independent
study™).
3. Alist of all students by grade level, program or school, who have par- |CCR 5 S$
ticipated or are currently participating in independent study showing [11703(b)(2)
credits attempted by and awarded to each student and a record of the
student’s attendance.
4.. An attendance register for independent study records separate from the|CCR § $8
register(s) used for regular classroom attendance. 11703(bX(4)
5. Husing a system of accounting other than the state-approved register $$
(computerized attendance accounting), a letter of approval by CDE
must be on file.
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$$ indicates condition of apportionment (funding)
v’ Enter a check mark to indicate compliance is met. Any boxes that are not checked indicate
noncompliance. Corrective action must be taken to resolve prior to the audit process.

Legal
Citation |V |$$

G. RECORDS (Continued) _
The following records must be available for an audit. Records shall include, but not be limited

to:

6. A list of independent study teachers that includes their teacher assign- |51745.6 $5
ments. This list allows the auditor to calculate the ratio of independent
study ADA/teacher and compare the ratio to other instructional pro-
grams in the district. Adult education is not restricted by this teacher—
to-ADA ratio.

Note: All records except the student transcripts which are kept permanenﬂy) are to be kept for
three years and made available for anditing. .

H. WORK SAMPLES

1. Representative samples of original work for each student bearing CCR S A
signed or initialed and dated notations by the supervising teacher indi- |11703(b)(3)
cating he/she has evaluated the work, or that he/she has personally re-
viewed the evaluations made by another certificated teacher.

2. Representative samples are defined as examples representing student |[CCR 5 $3
work pertaining to independent study assignments where ADA was  [11703(b)(3)
reported for attendance credit. Educational assignments must be con-
sistent with course of study and board adopted curriculum and repre-
sentative samples reflective of this.

3. The work sample should mclude the identification of the: CCR S5 $s
Required 11703(b)(3)

s Certificated supervising teacher signature or initials indicating that
he/she has personally evaluated the work, or has personally re-
viewed the evaluations made by another certificated teacher.

» Date of assessment evaluation for attendance and academic credit.

Recommended

» Subject

Student’s name

Date student completed the assignment

Academic evaluation

Notation of the assessment evaluation for attendance credit

(number of days/hours).

2008 California Association of School Business Officials 229




Section Two : Compliance Guidelines

230 California Association of School Business Officials 2008









Planning _ _ Section Three

Section Three:
Planning

Decision Phase

Planning and identifying best practices will prevent future headaches and noncompliance. A
few questions to consider are: ' ‘

* How will we offer the instructional strategy’?
e How will we verify compliance?

¢ How will we develop?

e How will we implement the plan?

s How will we train the staff?

Considerations for Independent Study

Educational agencies must allow students to makeup, within a reasonable period of time,
missed assignments and tests for excusable absences (Education Code Section 48205).

The following are two options which may be made available to students who are absent from
school:

»  Offer weekend (Saturday) make-up school and have makeup assignments available for stu-
dents with less than five absences. Mandate that truant students attend weekend (Saturday)
school to make up lost instructional days and mitigate the SARB process.

» Offer independent study to students who will be absent from school five or more consecu-
~ tive school days.

Centralized vs. Decentralized

Determine if you should operate a centralized or decentralized independent study program, or a
combination thereof.

Centralized

A centralized independent study program works best when the student has multiple subject
teachers, a scenario common at middle and high schools.

Q: Why would a make-up policy be better for the District?

A Make-ups occur afier the Jact and independent study agreements must be made prior to missing school, Satur-

day school may be effective for making up days that occur after-the-fact. Be aware of Federal and State Meal man-
date for instructional make-up days provided on weekends.
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s Positives
e Fewer individuals involved, which reduces risk of noncompliance
*  One central location
e Uniform independent study district-wide
« Easier to monitor compliance
« Individuals are more likely to stay abreast of legal compliance
* More equitable ' '
* Negatives
« Location
e Parent/pupil access

'+ Managing the paperwork is generally more difficult when multiple teachers who already
have a full workload are involved in the process

Decentralized

A decentralized program works best at the elementary level when only one teacher is d1rect1y
mvolved and responsible for the student’s short-term independent study

« Positives _
» Familiar location 7
o Student continues bond with classroom teacher
» Fasier entry back to classroom
e Teacher familiar with the ability of student

e Negatives

-« More people involved

» Increased risk of noncompliance
e Obtaining buy-in and cooperation from everyone

Assess Absence Data

It may not be advantageous to offer short-term independent study for the entire school year. The
goal should be to focus on peak (high) absence periods and structure the independent study
accordingly.

l \‘
@ Helpful Hints:

» Careful consideration of the pros and cons is important. Both methods (centralized and decentralized) work
well. Remember, a supervising teacher must be assigned overall responsibility of the pupil’s independent study
even when multiple teachers are involved in the pupil’s educational courses. The other teachers involved should
sign and date the subsidiary agreement (course or work assignment record) or the independent study agreement
as the other responsible person(s).

s A ceniral location may be practical for indépendent study. A welcome Center Jor new enrollees may also function
well with independent study students.
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» . The most common peak absences occur during:
o Thanksgiving - January 31 (eight school weeks).
» The week before and after spring break (two weeks).

» Identifying the reasons for student absences may lead to other viable options such as ex-
tending the winter break to accommodate:

« Families who visit their countries of origin.
» Extended winter vacations.

« Once the absence data has been assessed, independent study curriculum based on state and
board adopted standards can be designed/developed for these peak periods {basically ten
weeks). The curriculum should be reasonably equivalent to the classroom instruction that
generally would be covered during this ten week period.

¢ Advance notification of the availability, criteria for participation and process for requesting
independent study should be communicated fo parents via the enrollment package, letter,
newspaper, and/or school assembly-.

Who Will Be the Supervising Teacher?

Determining who will be the supervising teacher for short-term independent study is extremely
important. Generally, one teacher has these responsibilities, and often may work with other sub-
ject or course teachers or other persons directly responsible for providing assistance to the stu-
dent during his or her voluntary participation in the independent study program. The supervis-
ing teacher generally does not supervise other teachers, rather he or she supervises (oversees)
the activities and curriculum associated with the student’s independent study. In rare instances,
compliance with federal NCLB requirements may lead to junior and high school students hav-
ing 2-4 supervising teachers- one for each subject- all of whom are supervised by a credentialed
administrator responsible for some of the typical duties of the supervising teacher. The key is to
ensure that there is no lack of necessary coordination and supervision of the student’s independ-

. ent study.

Administrators should ensure that independent study teachers are providéd adequate staff devel-
opment and resources to enhance program operations and facilitate compliance.

—@i:-Can-we- have the pupii-gatherwork asmgnments from-each-of theirteachers?

€2 How can the district office find out why students are absent?

& The school office managers usually know what the patterns mean. Absences may vary by school and may re-
late to socio-economic factors.

Q: What are traditional high absence periods?

227 In many districts the winter recess is expanded from two to four or more weeks. In other areas, spring recess
is doubled. Many families visit loved ones in foreign countries during holiday seasons.

& No, the supervising teacher is responsible for coordination of the work assignments to be given, not the pupll
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Generally, the elementary classroom teacher is both the student’s classroom teacher and inde-
pendent study teacher. At the middle and high school level however, the student has multiple
subject teachers, which complicates independent study operations.

Options which work well when the supervising teacher is the homeroom teacher are to have one
or two teachers who are the supervising teacher for the site, or an additional teacher from the
full-time independent study program who coordinates short-term independent study for one or
more school sites during peak absence periods. At the secondary level, the course teacher can
design and grade student assignments but the assigned supervising teacher must personally re-
view and evaluate the grade(s) and apportionment credit given by the other teachers, as man-
dated by law and evidenced by his or her dated signature or initials on the student’s work sam-
ples and apportionments records.

The pros of having the classroom teacher be the supervising teacher are continuity of instruc-
tion, student bonding, and the ability to design assignments to meet the student’s ability.

The downsides are the operational impact on the classroom teacher, the process may take time
away from other classroom students, and classroom teachers generally do not return necessary
paperwork essential to the audit process in a timely manner.

In general, teachers must be assigned as the supervising teacher and should be knowledgeable
of independent study laws and procedures required to ensure compliance.

Curriculum Assignments

The greatest challenge in terms of an efficient independent study system is obtaining compara-
ble and adequate work assignments from the classroom teacher for the student to complete dur-
ing the duration of the independent study. A viable option is to develop and set up the curricu-
lum in files by calendar month by grade level and/or by course topic. An automated independ-
ent study curriculum system is generally preferred over a manual system and is available at a
nominal monthly or annual fee from vendors such as School Pathways
(www.schoolpathways.com). (Sample forms and materials from School Pathways are shown in
Figures 7.19-7.26, pages 7.34-7.46.)

s\p—,, |
Common Audit Exception:

The school site did not have documentation to support the reports sent to the district.

To avoid this exception:

s Keep copies of all agreements and information sent to the district
*  Check faxed material to determine if all pages were transmitied
*  Verify that requested documentation has been received

Q: What is a calendar of assignments?

A Teachers may post a calendar of class and homework assignments for each week and even for the entire

month-Tn addition, copies midy be giver in advance fo pupils, sent home to parents, posz‘ed on a web site, or dis-
- cussed on a homework hotline recording.
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The development of standardized curriculum packets can also be accomplished by organizing a
curriculum team, comprised of educational experts, to develop the student curriculum assign-
ments for short-term independent study, or by purchasing a research-based curriculum and les-
sons from a federal and state approved vendor, such as Learning Plus Associates -

{(www.standardsplus.org).

Independent Study Curriculum Team

The team can consist of a teacher from each grade level (elementary) and/or each subject area
(secondary schools). The focus of the team should be the development of standard packets:

a. Organized by month, grade level, subject area, .

b. Based on district adopted curriculum, and ,

c¢. Targeting identified peak absence periods, generally only an eight to ten week period.

Independent Study Resources

Operational resources may include:

¢ A fax machine to send and receive assignments and completed work, J

» A computer to send e-mail assignments and perform record keeping functions, such as fol-
low-up activities and data analysis,

« Instructional materials such as extra textbooks and supplementary materials,

» A file cabinet, and

s A telephone

Planning Phase

The following are activities for consideration during the planning phase:
« Validate legal compliance |
» Update/develop board policy and regulations to comply with law
e Update/design independent study agreement to comply with law
» Target pupils to be served, curriculum to be offered
+ T'ocus on high absence periods first '
o Identify planning committee

? Helpful Hints:

o Identify categorical or lottery funding sources that may supplement the cost of ciirriculum and staff development
activities.

® Copier costs may be very expensive for students on independent study. Be sure (o check any potential copyright
violations. -
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 Select curriculum team (or classroom teacher role)
« Establish tasks -
o Assign responsibilities/timelines
s Plan curriculum material development

» Determine how you will apprise parents

Implementation Phase

After the decision and planning phases are complete, the operatibnal phase can be implemented
accordingly, with the following activities conducted periodically:

o Implement operational systems

= Staff development (refer to Figure 3.1), which focuses on:
» Legal compliance guidelines,
» Board policies and regulations,
+ Roles and responsibilities, and
» Procedures, the agreement, and other forms. .

» Notification to pupils and parents of voluntary option and procedures to initiate independent
study

» Continual review of the independent study process to facilitate compliance.

€J: How long should the planning phase last?

b ¥ Initially, a few meetings may be enough. However, it is important to continually assess the successes and chal-
lenges of the program. New laws must also be monitored.

Q:1s there really a need for training in this area? Our teachers have been doing this for years.

ﬁil"herlawsvchangee—veﬁyyear.fWith—elass—-size—vﬁeduetiﬁn;ftherevarefmany-netheachers.*ﬂ'nanmzaﬁrainingcgm;. e

ponent is advisable.
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Figure 3.1:Possible Componehts for Staff Develop-

ment

 Topic Possible Areas to Emphasize

Student Profile »

Legal Regulations «

Attendance Accounting
Procedures/Audit Trail ,

Forins

Procedures e

Curriculum o

Resources »

Types of students served (GATE, ESL, remedial, adult, pregnant)
Ways to assess student needs

Education Code and California Code of Regulations, Title 5
Local board of education policy '
Attendance recording which is legal and accurate
District/county attendance reporting sheets or attendance books
(manual or computerized)

Enrollment/drop

Transcript analysis (high school only)

Written agreements

Student work assignments

Letters to parents and students

Field trips

Teacher comment sheets

Diploma/graduation form

Enrollment

Documents for audit trail backup

Student testing (weekly; standardized tests, competencies)
Entering and dropping students

Reporting child abuse/injury and/or accidents

Follow-up on hon-attendees/nonproductive students
Evaluation of student work, grades, and credits
Graduation/promotion procedures

Courses offered

State curriculum frameworks and related publications
District/county curriculum guidelines

Course goals, objectives, and descriptions

Textbooks and supplementary materials available

Test, work sheets, activity packets, etc.

Audiovisual resources

How to develop new courses

School counseling services

~District/county/community for curriculuny, student health and so-

cial semces personal and carcer counsehng
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Topic Possible Areas to Emphasize

Working with

the Home

Study Family

Office
Procedures

New Teacher

Checlklist

L4

Providing in-service training to the parents who directly facilitate the stu-
dents on curriculum, record keeping, lesson planning. (Remember, parent is
the other person responsible. District credentialed supervising teacher must
provide general supervision and is person responsible.)

Time cards * Absences » Petty cash
Mileage forms » Supply/book orders  «- Purchase requisitions
Printing requests e Typing requests - '

It might be beneficial to make checklists for new teachers on:

Paperwork that needs to be submitted when a student enrolls
Paperwork/student work/backup that needs to be kept in student folders
What needs to be done the first week when a new student begins

Dates on which time cards, at‘tenda_nce sheets, supply orders, and other of-

fice items need to be submitted

What needs to be done to drop students

Procedures that need to be done for semester or year-end closeout
Procedures that need to be followed for a student who graduates

What paper flow needs to be followed when a student completes a agree-
ment '

38
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Section Four:
Criteria for Participation

Independent study was designed as an option for students in situations where their special inter-
~ ests, abilities, or individual needs are not being accommodated in the traditional instructional
program. These students should have the willingness and ability to successfully complete the
educational requirements of independent study. Independent study is permissive on the part of
school districts pursuant to Education Code sections 51745(a) and 51747(c)(7). School districts
are not obligated to permit all pupils who want to participate to do so. Pupils should only be
placed on independent study if the pupil can successfully accomplish their academics.

Students who may be appropriately enrolled in independent study include, but are not limited

to, students who:

e Have an understanding of and commitment to independent study.

o Exhibit the ability and the willingness to work independently with limited supemsmn by
the certificated teacher. ,

¢ Have learning styles that can best be met through independent study.

e Are exceptional or gifted and need in-depth opportunities, which may include concurrent
enrollment in post-secondary educational programs, acting, athletic and/or sports participa-

tion.
» Have an acceptable reason for requesting 1ndependent study. Some acceptable reasons may
include:
» Vacation or travel » Severe weather situations
e Funeral ¢ Pregnancy
+ . Religious purposes » Parental responsibilities (teen parents)
e Safety issues »  Family emergencies
e Jury duty e Immunization

» Have medical and/or psychological problems and choose independent study in place of
home/hospital instruction or have an illness that will extend beyond five consecu‘uve school

days, such as:

s  Mono

e - Chicken pox

®» Medical treatments
e (Contagious diseases

L

i
#  Helpful Hints:

* Parent conferences may reveal upcoming family plans. Perhaps grandma will be babysitting for a two-week pe-
riod. Perhaps a shared custody arrangement requires an airplane trip, weeks prior to a holiday recess.

* A student with special needs who has an Individualized Education Plan (IEF) may engage in independent study
only lo the extent his or her IEP specifies independent study as the instructional modality.
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¢ Mental, emotional, or physical trauma/injury
e Pneumonia, bronchitis
e Flu

Others who may benefit from independent study include those who:

* Have experienced difficulty in adapting to the regular curriculum, achieving academic suc-
cess, or conforming to school rules, and are ready to or have dropped out.

» Could be classified as school-phobic.

« Wish to continue studies while on extended vacation or travel.

» Have received suspended expulsion (or stay of expulsion), rather than full expulsion from
the governing board, and have been offered independent study with a classroom option; i.e.,
enrollment at a traditional or alternative school.

* Are genuinely needed at home because of illness in the famﬂy
« Arrived in the district mid-semester.

Selection or Participation Process

A student who has met the criteria for participation may:

» Complete a full program of courses.

o Take a full program of courses and continue or take a lab class (e.g. band, chemistry) at the
comprehensive school.

» Complete an extra or special course outside the regular school day.

~»  Enroll for a limited period of time if the student is to be out of school for five or more con-
secutive school days.

The selection or intake process may be accomplished via the following suggested procedure:

1. Complete an independent study participation request form at the school office.

2. Meet with the school designee (e.g., teacher, principal, school personnel) to determine if the
student meets the criteria for participation in independent study.

« Independent study is permissive on the part of school districts pursuant to Education
Code sections 51745(a) and 51747(c)(7). School districts are not obligated to permit all
pupils who want to participate to do so. Pupils should only be placed on independent

€}: 1 didn’t think we could offer independent study when students were absent from school for
medical reasons and/or illness. How can this be done?

A A parent may decide that independent study is a viable option after the student is feeling beiter but still unable
to return to school on a full-time or regular basis. Independent study may then start once all required parties have
signed and dated the independent study agreement and the teacher has provided the student with comparable work
assignments and discussed with the parents and student the method of study for the student to complete the assign-
ments, but cannot be retroactive. Apportionment credit may not be claimed if less than five consecutive school days
and may never be retroactively credited to absence days prior to the proper execution and completion of the inde-

pendent stidy ugreemient. Be aware of perfect atfendance policies. Many parents may siill réquest for less than five
consecutive school days so that their child’s attendance record is not affected by their departure from school.
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study if the pupﬂ voluntarily requests and can successfully accomplish their academics.
3. Complete all components of the independent study agreement with the supervising teacher.

Student Exit from Independent Study

The student or parent/guardian/caregiver may request a classroom option at any time. This re-
quest may come from the student, parent/guardian/caregiver, or school administration. As a
general rule, students in grades K-12 may transfer to a classroom option at any time during a
semester. The teacher, counselor or school administrator should make every effort to counsel
the student and parent/guardian/caregiver to the most appropriate option. The law requires that,
subject to a reasonable delay of no more than a few days, a pupil be returned to the classroom
when the student opts to end independent study.

Under no circumstances may a school agency claim apportionment attendance for any student
work assignments completed after whichever occurs first:

e the due date;

« the end date of the independent study agreement;

» the maximum period stated in the board policy for completion of the a331gnments or;
» the student’s return to seat-based (classroom) instruction.
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Operational Phase Section Five

Section Five:
Operational Phase

Note to reader: This chapter provides recommended best practices to facilitate operating short-
term independent study.

A properly credentialed teacher must be assigned as the supervising teacher to provide general
supervision of the student’s independent study. A “supervising teacher”, as defined in 5 CCR
sections 11700(b) and 11700(j), supervises student study, not other teachers. Every student en-
gaged in independent study must be officially enrolled in a school of the district claiming re-
lated apportionment ADA (Education Code Section 51748).

Suggested Roles and Responsibilities

Parents/Guardians

» Notify school in advance, at least five school days prior to the planned departure from
school.

» The request for short term independent study must be for a minimum of at least five con-
secutive days and it may not exceed (enter term authorized by governing board, e.g. 20
consecutive school days). It cannot be requested for less than five school days.

o The principal of the school has the right to deny a new short term independent study agree-
ment when the student has a history of not completing work assigned.

» Except for chronic or extended medical conditions, the short term independent study agree-
ment must be planned, written and signed before the start of the absences. Under no cir-
cumstances can it be made retroactive to an earlier date. Sign and date the short term inde-
pendent study agreement prior to departure. If the absence is the result of a chronic or ex-
tended medical condition, independent study shall commence on the date all required parties
have signed, dated and completed the agreement. :

b

Q: Why is it critical to assign specific roles and responsibilities? We afl work as a team.

& Teamwork is great, but one member may be missing. It is then crucial to determine what is missing from the
process. It is easy to overlook a key component, unless each role and responsibility is clear.

Helpful Hint:

Communicate the role of the parent/ guardian /caregiver through the school newsletter. Include the role on the
agreement and/or on a brightly colored poster style sheet. Emphasize that independent study is an alternative edu-
cational strategy not a separate program. Iis purpose is to allow the student to remain current with his/her regular

classroom studies while away from school. The students’ assignments will be equivalent to his/her regular class-
room assignments.
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e Your child must complete all assignments by the due date and/or before the date he/she re-

turns to classroom instruction, whichever occurs first. This date is final and cannot be ex-

tended under any circumstances. Completed work may be sent by USPS priority mail,
email, fax, or other agreed-upon delivery method.

» If you child is ill or absent from school on the due date, all assignments still need to be de-
livered to the assigned teacher by the due date specified in the agreement. This may be ac-
complished by any reasonable method by yourself or any other person designated by you to
deliver the completed assignments.

 Ifassignments are completed or returned after the due date, academic credit may be given;

~ but no credit will be awarded for attendance.

» Schedule appointment at least two days prior to departure to chscuss short term independent
study requirements and obtain required paperwork and pupil assignments from the supervis-
ing teacher.

« For Special Education students, a short term independent study agreement must be stipu-
lated in the IEP if ten or more school days are requested, as this represents a change in the

~ student’s Special Education placement. :

« During the term of the short term independent study, please supervise your child and ensure
that he/she completes all assignments and reports as stated in the assignments agreemient.
 The District/School administrator has the right to deny future independent study requests if -

your son or daughter fails to complete all assignments specified in the agreement.

Students '

* Sign shert term independent study agreement and assignments agreement prior to depar-
ture.

« Complete all work prior to the assigned due date and before returning to the regular class-
room instruction, , :

 Return all completed work to the attendance office or to the supervising teacher on the as-
signed due date specified in the short term independent study agreement. If completed
work is sent by mail, it must be sent by priority mail and postmarked with the due date of
the assignments as shown on the agreement. If absent from school on the due date, send
work with parent or other designated person by the due date, not when you returns to
school.

* Ifassignments are completed and returned after the due date, academic credit may be given
but no credit will be awarded for attendance. Credited days of attendance will be awarded
only for equivalent completed work returned on the assignment due date.

Supervising Teacher

¢ Is a credentialed teacher employed as a teacher by (enter your district name), who designs,

Q: Does a kindergarten or first grade student have to sign?

************************ X Yes; though awitness may also sign to verify- A scribble from a young stiudent may bé just as legible as the
parent’s legitimate signature,
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assigns, coordinates, and evaluates the work and provides general supervision of the stu-
dent’s short term independent study agreement. :

» Completes and signs designated portions of the short term independent study agreement and
the assignments agreement. S

» Designates, or supervises de&gnatmn of work a551gmnents comparable to classroom work
for each day the student is authorized to be absent under the agreement. The teacher must
assign courses in areas identified in the district approved course of study and content stan-
“dards. . : _

» Receives and evaluates work assignments completed by student on the assignmeént due date.

» Determines academic credit and apportionment credit based on time value of student work.
If equivalent of minimum day, then full day apportionment credit may be claimed.

« Completes evaluation portion of the agreement, initials and dates front page of original rep- -
resentative sample of student’s work and attaches to forms, and returns forms to the central
school office no later than five school days after the student's assignment due date. These
forms are submitted to the school office to allow the administrator with responsibility for

~ the official independent study files to be the custodian of the records in accordance with
board policy.

o Makes appropriate grade and notations in the grade book. The supervising teachér may
gather the student’s work assignments from individual teachers, and/or assign comparable
lesson plans. Students should not be held responsible for collecting individual assignments
or other assignment records.

¥ Helpful Hints: , :
o Teachers who routinely prepare and post all assignments will have litile trouble outlining independent study
assignments. Teachers who do not prepare lesson plans in advance will have a challenge.

* The supervising teacher must complete the apportionment attendance record on the child work assignment re-
cord and sign and date as evidence of this.

$§ Condition of Apportionment:

_At the elementary level, the supervising teacher may be the classroom teacher.. At the secondary. level.one of the
six teachers (or another teacher) must be assigned as the supervising teacher to meet compliance with Education
Code Section 51747.
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Section Five Operational Phase

Administrator

Ensures that the short term independent study agreement occurs in accordance with laws
and district policy and regulations.

Authorizes and supervises the selection of all staff assigned to be supervising teachers.

Has the right to deny a new short term independent study agreement when student has a his-
tory of not completing work assigned.

Establishes and maintains a systematic manner of all records required by state regulations

School Attendance Personnel

Establishes and maintains, under the direction of the site administrator, an independent
study filing system for each student who signed the agreement.

Is responsible for recording student’s attendance approved by the supervising teacher.

Ensures that student remains “enrolled” in a regular class when on short term independent
study.

If a student returns to the classroom, full-time, prior to the ending date of the agreement,
then the short term independent study agreement ends and regular classroom instruction be-
gins. The code to be used for early return shall remain (enter your district’s code) for the
days the student was on independent study because no credit can be claimed for short term
independent study fewer than five schooldays. The code (enter your district’s code) is to be
removed on any remaining in which the regular classroom attendance will be based on the
student’s actual seat time attendance. Procedures must be in place to prevent double count-
ing attendance credit.

While student is under the short term independent study program, records attendance as
non-apportioned “pending completion of independent study” using the code (enter your dis-
trict’s code). '

Records the “time value™ (apportionment credit) determined and reported by the independ-
ent study supervising teacher, using the code (enter your district’s code).

Records non-credited days as non-apportioned “incomplete independent study” using the
attendance code (enter your district’s code).

If assignments are completed and returned after the due date, academic credit may be
given, but no credit can be awarded for attendance purposes. Record applicable non-credit

& ..
Common Audit Exception:

The district’s independent study program is out of compliance because it is mandatory for all absences.

To avoid this exception:

e sure thal siles communicate that the program is voluntary.
Check board policies for the voluntary language.
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days using the code (enter your district’s code).

» Facilitates the proper distribution of copies of the agreement to the supervising teacher, pu-
pil services office, and files the signed original agreement and samples of work in the stu-
dent’s independent study file. :

» Includes the independent study attendance report with the monthly attendance summary re-
port, which is submitted to the central business department according to the predetermined

submission schedule.

(}: Do the independent study records need to be kept at the office? Some of the teachers like to
keep their own files.

A& The records must be kept in a systematic method. Auditable records are best maintained at the school site or
district office. Each teacher should not be given an individual option. The teacher might not be in the same cluss-
room at the year-end audit and records would not be-easily available.

i
: Helpful Hints:

» Have students returning from independent study cleared through the office prior to returning to their regular
classroom or reporting to the independent study supervising teacher: This way, the office personnel are able to
record the end date of independent study and ensure regular classroom attendance will commence from that
point forth. The office personnel cannot record independent study apportionment until the appropriate records
have been evaluated by the independent study supervising teacher.

® Send the parent and student a cheery reminder card to bring back the completed assignments prior to or no later
than the first day back from independent study.

* Based on an audit checklist, ensure all paperwork meets compliance and provides an audit trail before it is f led

away.

& *
Common Audit Exception:

The school site recorded an unexcused absence until the independent study student returned the completed assign-
ments.

To avoid this exception: 7
» Do not record the independent study student as absent
*  Record as independent study non-apportionment day

*  When the work assignments are complete and all work accepted and evaluated by the assigned credentialed
teacher for both academic and apportionment credit, , then change to independent study apportionment day.
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Figure 5.1: Independent Study Flow Chart

Parent(s) request independ- [, Administrator determines if BN Denied- parent nouﬁed of
ent study criteria for participation met | | determination
v
Approved —»{ Folder setup

. ¥
Student schedule/copy request submitted to assigned independent study supervising teacher

A

Independent study teacher obtains assignments from student’s teachirs and/or develops compa-
rable assignments

h 4

Independent study teacher schedules and conducts joint meeting with parents and student to
review independent study agreement and assignment goals, objectives, method of study, ete.

.
Student returns to school site with completed assignments and
meets with certificated teacher :

v 4

Student goes back to regular| | Teacher evaluates student work products and records aca-
classes demic and apportionment values on applicable records; then

signs and dates the front face sheet of the document(s).

h 4

Original samples of work product assembled by the assigned indepe.ndent study teacher, who
signs or initials and dates front page of sample, attaches to subsidiary work assignment agree-
|ment*, and submits signed or initialed and dated apportionment record to attendance person.

v

Attendance person records apportionment attendance (given by teacher) to the attendance sys-
tem. :

v
Records are filed in pupil’s independent study folder; three-year storage

* The subsidiary agreement often consists of the work or course assignment record, which contains sev-

eral of the independent study components required pursuant to Education Code Section 51747,

56 ) California Association of School Business Officials 2008



Operational Phase. Section Five

Attendance Accounting

Basic Guidelines

Independent study attendance must be maintained in a separate register or system approved by
CDE (5 CCR Section 11703). The student generally remains enrolled in his or her regular class
when on short-term independent study.

- The days a student is approved to participate in independent study are disclosed on the agree-
ment. These days cannot be recorded as unexcused or excused because the pupil is not absent,
but on independent study. Record the days reflected as the duration period on the agreement to
the attendance table or system as independent study non-apportionment days. In the attendance
record these independent study “days” remain as nonapportionment days until the student work
is evaluated by the supervising teacher, at which point the attendance record is changed to re-
flect independent study apportionment for each apportionment attendance credit given by the
supervising teacher. Non-credited days are to remain as independent study nonapportionment,
not unexcused. '

| Minimum Day

The ADA earned is based on the supervising teacher judgments of the time value of the student
work assignments for each student engaged in independent study. Education Code Section -
51747.5. Work assigned must be equal to the full school day adopted by the governing board
for each grade level. If completed student work assignments are equivalent to what the teacher
deems to be equivalent to a day’s worth of ADA, then full independent study ADA is eligible.

No more than one apportionment day per school calendar day may be credited for any student

engaged in independent study. (Education Code Section 46300(e)) The student may complete

the independent study assignment at any time within the assignment period (except for charter

schools); however, the teacher must assign a value to the completed work product and record to
the corresponding attendance to an approved attendance form/record.
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Internal Audit . Section Six

Section Six:
Internal Audit

The checklist provided in this section is to be used as a tool to assess legal compliance and op-
erational efficiencies. It is highly recommended that a person or persons be assigned the respon-
sibility to perform/conduct a periodic internal audit.

A single copy of A Self-Assessment of Independent Study: Legal Compliance Checklist may be
downloaded, along with other evaluation tools and select excerpts from the Independent Study
Operations Manual, from www.cde.ca.gov/sp/eo/is.

What Non-Compliance Items do Auditors Look For?

» Claiming a day of ADA when the student did not complete a day’s worth of assignments.

 Claiming ADA prior to the signing and dating of the agreement by all required parties.

e The certificated teachier not evaluating the student’s work products (sign, date, and mark the
days of apportionment ADA).

» Failing to maintain original student work samples that bear the dated signature of the super-
vising teacher.

o Cocrcing and/or mandating that parents/ students participate in independent study. ..

» Maintaining board policies and administrative regulations that are not consxstent with cur-
rent state laws.

Q: Must we test all student work products?

A No, a representative sample is sufficient. Make sure that the sample pool represents different grade levels,
students, and time frames.

€Q: wWe bought the same attendance system as the districts surrounding ours. The salesperson
said it was authorized by the state. Should we get a letter from the company?

& No, the attendance system may only be approved by the state, not by a vendor. State approval is of each spe-
cific agency’s forms and processes, including it's attendance system.

Q: We have a problem with rats and/or mice in the storage area of our warehouse? What if the
records are not usable?

A Many districts are obtaining approval from their auditors for maintaining a back-up copy of records on CDs.
Regulations require that agencies retain the original source document for the required retention period. Keep ad-
ditional copies of electronic storage at an off-site location.

.@1 _

¥ Helpful Hint:

A district office employee may be asstgned independent auditor duties. With a good checklist, it may hot be neces-
sary for that individual to be a CPA or have a degree in accounting.
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Figure 6.1: Internal Audit Checklist , 4

OK = No further action needed: F/U = Follow-up action necessary OK

1. Review the State Controller’s K-12 Audit Guide for areas the independent audi- D
tor will focus on. A new guide is issued annually. See www.eaap.ca.gov/
NewWebSite0804/AuditGuide. htm.

2. Facﬂlty meets earthquake standards. If non-conforming to standards, has a
waiver been obtained from the State Allocation Board? Check for the expiration
date of the waiver.

3. Adult Education students need a classroom option available for the number of
hours they are taking independent study.

4. Do procedures follow board policy and regulations? Check to see if all teachers
follow the same procedures.

5. An evaluation for missed assignments according to board policy must be kept in
the permanent record.

6. Classroom option must always exist. Eve_ry student must have been offered a
continuous classroom option at a school of the district of attendance.

7. Check to see if orientation is part of the student's program. It cannot be counted
for ADA unless it is part of the district curriculum.

8. Students cannot be enrofled in independent study for less than five consecutive
school days for apportionment ADA.

9. Board policy, independent study agreement and subsidiary paperwork must
agree,

10. Check to see if the teacher is writing assignment and not the parents. A creden-
tialed teacher must be clearly identified as the supervising teacher who has all
the responsibilities for the student. _

11. Check the roster to see if the number of enrolled students reflects a realistic teacher
to student ratio. Check to see what ADA has been generated by each teacher.

- 12. Signatures on the independent study agreement must include the supervising
teacher and any other person or persons who is working with the student. Check
to se¢ that the supervising teacher is the one who calculates the ADA generated
and evaluates all paperwork. :

13. Dates must correspond the referenced paperwork. The student work sample and [7]
apportionment record must bear the signature (or initial) and date of the super-
vising teacher identified on the student’s independent study agreement. A clear
and essential audit trail must exist.

14. Check CDS number of school and see what is the allowable ADA. Some alter- O O
native schools are under the continuation school umbrella. There can be only
10% of the current P-2 ADA for that site generated. Pursuant to Education Code
Section 51745(b), pregnant and parenting pupils are excluded from the 10%
limit. Also check to see if the school is really a school. This same rule applies to
opportunity programs/schools.

o o DDDDDUDDD
00 0d00ogooooo o o3

QO
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OK = No further action needed; F/U = Follow-up action necessary

16.

17.
18.

19.

20.

21.
22.
23.

24,

25.

26.

27.

28.

29.

30.

31.

32.
33.

34.

Determine if any funds or things of value are being provided to independent
study students and/or parents and/or guardians that the LEA does not provide to
students who attend regular class.

-Board policy must include all items required in Education Code Section 51747.

Independent study agreement must have all elements required by law. Validate
that no items are contrary to a student's rights.

Verify that a district certificated teacher coordinates, evaluates, and supervises
each student’s independent study. _ '

Select a representative sample of teacher records. Foot and cross-foot teachers’
attendance records.

Trace the monthly totals to the attendance records.
Verify a written agreement exists for each independent study student.

Determine that no apportlonment is claimed prior to the signing and dating of
the agreement by all parties.

Determine that the written agreement contains all required elements specified by
law. :
Verify that evaluated student work samples are retaimed in the student’s inde-
pendent study file and bears the dated signature (or initial) of the supervising
teacher identified on the agreement. Ensure that the work product samples are
related to the assignment and reflect curriculum adopted by the governing board.
Trace each student’s attendance from the attendance record to the teacher’s re-
cord, student’s work record, and the corresponding work assignment.
Obtain/maintain a copy of the CDE approval letter for the 1ndependent study
attendance system.

Verify attendance is recorded in whole days of at least the applicable minimum
day. Fractions must be rounded down for houtly programs. Verify only whole
hours are claimed, no fractions. _

If all enrolled independent study pupils receive 100% apportionment ADA, en-
sure banking and/or makeup credit for late assignments is not included.

Verify that pupils on an interdistrict parent employment transfer are not claimed
for full-time independent study apportionment allowable for short term inde-
pendent study.

Calculate ratio of independent study teachers to full-time independent study P-2
ADA and compare to the ratio of other program teachers to other P-2 ADA.

Verify that only California residents are claimed for ADA apportionment.

Verify that district and site attendance records are maintained pursuant to statu-
tory requirements.

Check a few completed independent study agreements, with verification of com-
ponents.
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Section Seven

Section Seven:

Resources

Who to Call for Assistance

Programmatic Matters
Ms. Mary Jones, Consultant
Educational Options Office
(916) 323-5034

FAX (916) 323-2039

E-mail: mjones@ecde.ca.gov

Attendance Accounting

Ms. Kim Clement

Education Finance Division
(916) 327-0857

FAX: (916) 327-4873

E-mail: kclement@ecde.ca.gov

Internet Resources

California Association of School Business Officials

California Consortium for Independent Study
California Department of Education (CDE)

' Educational Options

Independent Study Operations Manual

Instructions for Ratio Calculations

No Child Left Behind ,

NCLB- Improving Teacher Quality
California Interscholastic Federation
Education Code (Find)

Senate Bill/Regulations/Legal Documents

State Controller’s Audit Guide for K-12 Schools
Association for Supervision & Curriculum Development
Outreach and Technical Assistance Network

U.S. Department of Education

National Association of Secondary School Principals
School Pathways

www.casbo.org

WWW.CCIs.org

www.cde.ca.gov
www.cde.ca.gov/sp/eo/
www.cde.ca.gov/sp/eo/is/
www.cde.ca.gov/sp/eo/is/calculations
www.cde.ca.gov/nclb/
www.cde.ca.gov/nclb/sr/tq/
www.cifstate.org

www leginfo.ca.gov/calaw.html
www.leginfo.ca.gov/bilinfo.html
www.cde.ca.gov/re/Ir/rr/
WWW.eaap.ca.gov

www.ascd.org

www.otan.dni.us

www.ed.gov

WWW.Nassp.org
www.schoolpathways.com
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Figure 7.1: Sample Independent Study Agreement

Name: Student Number: - Grade:

Address: Age: Birthdate:

City: ZIP: Phone:

Duration of Agreement: Beginnimg Date: Ending Date:

Schoo! Enrolled: Program Placement:

S chool Responsibilities:

» This master agreement is in effect for the semester for the school year.

« The major objective for the duration ofthis agreement isto enable the childto keep current with grade studies for the period cov-

ered by this agreement.
« Thisagreement is to enable the child to successfully reachthe objectives and complete the assignments identified in the A551gnment and
Work-Record Form(s) that will be a part ofthis agreement. W ith the support of the parent, guardian, or caregiver, the child will submit as-
signments.on or before the due date pecified i the Assignment and Work-Record Form(s).
» Accordingto digrict pohcy for ndependent Study in grades ,no more than weeks or school days may elapse between
when an assignment is made by the teacher andthe daie it is due, mlcss an exception is made in accordance with district policy.
+ The School District will provide the teacher services, mnstructional materials, and other necessary items and resources as
specified for each assignment.
"+ The child will complete, during theterm of this agreement, the course work listed below. All course work will be consistent with the
School District adopted curriculum. The Assignment and Work-Record Form(s) include the course descriptions, objectives,
study methods, evaluation methods, and resources covered by this agreement.
« Independent Study is a voluntary optional alternative in which no pupil may be requiredto. participate; a dassroom option will always be
available to the child. In the case of a pupil who is referred or assigned pursuant to Education Code 48915 or 48917, an altemative classroom
© has been offered and is available at all times at the school spemfied above.
”&,‘\P’ « The child’s work will be cvaluated by themethod specified in the Assigniment and Work- Record Form(s).
#ﬁb

» The child agrees to meet with or report to the teacher regularly, in accordance with the frequency, date, time, ad location specified in the
Assignment and Work-Record Form(s)

Studen t Res ponsi bili ties:
I inderstand that:

+ Independent Study is a form of educationthat T have volutarily chosen and I will oontmuously have a classroom option availableto me
should I choose to no longer participate i Independent Study.
T am entitledto textbooks and supplies, supervision by a certificated teacher, and all the services andresources recelved by other childien
enrolled in my grade.
T have the same rights as other students in my grade o my current school.

ust followthe dlscgpiﬂ%?gdc and behavior guidelines of the school, in acoordance with district policy.

IfT do not complete cutive assignments, my mcomplkte work will result in an evaluation to determine if I should remain i
mdcpcndent study or be mm%?;y retumedto aclassroom a my lag school.of enroliment.

\ /
hj\g 5? d’\ I agree to:

= Be supervised by and meet regularly with the assigned Independent Study teacher and/or approved resource personnel responslble for my

7‘)'{5'/ ) educational studies as owlined on page one of this agreement.
\'(,t? \'(}( « Complete my assigned work by its die date, asexplained by my teacher or teachers and described in my written assignments.
0 Parent/Guardian/Caregiver Responsi bili ties:
3{ + [ understandthat Independent Study is an optional educational alternative for my childtha I have voluntarily selected. [ agreetothe oondl—
9\-? tions listed under*Student.” I also mnderstand that:

- Leaming objectives are consistent with and evaluated inthe same manner that they would be if my child were enrolled i a traditional school
program 4t his‘her current school

« If'my childhas an individualized educational program (LEP), the IFP must specifically provide for his or her enroliment in Independent
study.

« Unless otherwise mdicated, the supewasmg teacher who signs this agreement will meet with my childon aregular basis as speclﬁcd on page
one of this agreement. The purpose is to direct the child’s sudy and micasure progress toward the objectives inthis agreement. It is my re-
sponsibility to promptly reschedule any appointment missed because of any emergency.

+ 1 am responsible for supervisngmy child while he o she is completing the assigned work and for ensuring the submission of all completed
assignments necessary for evaluation by dates due.

» Lam liable forthe cogt of replacement or repair for willfully damaged books and other school property checkedoutto my child,

» Itismy responstbility to provide any nceded transportation for my child's scheduled meetings and any other travel covered by this agree-
ment.

« T have the right to appeal to the school admnistrator any decision about my child’s placement or school program in accordance with the

School Digtrict’s policies and procedures.

AGREEMENT

We have read this agreement, including the Assignment and Work Record forin(s) and hereby agreeto all the conditions set forth within.

Student Date

Parent/Guardian/Caregiver : Date

Independent Study Supervising Teacher ' Date ‘
Other Person Responsible . Date \
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Figure 7.2: Sample Student Work Assignment Record #1

Student/Child Name: School:
Teacher Date Given: Date Due:
Course Title: : : Course Number:

SCHEDULE FOR REPORTING OR SUBMITTING ASSIGNMENTS TO ASSIGNED TEACHER:

The child shall submit assighments to the assigned teacher for evaluation according to the following schedule:

Frequency: Time: Place: Manner:
incomplete assignments will result in reevaluation of this child’s independent study placement.

OBIJECTIVES (short term):
Subject: . Course Value: | Subject: Course Value:

METHOD OF STUDY: Child reads O Answers questions 0 Completes worksheets [J Takes quizzes or tests
- O Other

METHOD OF EVALUATION: [J Demonstration of skills D Written test 0 Oral presentation [J Minimurn perform—
ance of 60% O Other

LIST OF RESOURCES AND STUDY MATERIALS AVAILABLE:

I HAVE READ THE TERMS OF THIS AGREEMENT AND HEREBY AGREE TO ALL THE CONDITIONS SET

FORTH WITHIN.
Student Date
Teacher Date

- The following section is to be completed by the assigned teacher(s) after pupil completes assignments.

‘ ' Date Makeup (academic) |Teacher
Subject: ‘Grade: Completed  |If applicable - |Initial: Date

SUPERVISING TEACHER’S EVALUATION/CERTIFICATION STATEMENT
To be completed by Supervising Teacher after evaluation of assignment

My signature below indicates that I, the assigned supervising teacher, have personally evaluated the time
value (apportionment credit) of the student’s work products, or that I have personally reviewed the
evaluations made by other certified teachers.

Actual Days of Absence From : to Date Assignments Evaluated

Total Number of Attendance Days Possible
Total Number of Days Credited
Total Number of Days Not Credited

Supervising Teacher’s Signature: ' ' Date:
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Figure 7.3: Sample Student Work Assignment Record #2
Student Work Assignment Record

Name of Student: School:

Grade: Classroom Teacher:

Social Security Number: Stodent ID #: Track:

SUBJECT (Course Title):

METHOD OF STUDY: Student Reads [ Answers Questions [ Completes Worksheets L] Takes Quizzes or Tests
3 Other

CURRICULUM OBJECTIVES: The student will have the resources of school district personnel, curriculum, téxtbooks,
supplementary materials and community resources that are available to all other students of the school. The following lists specific
materials that are checked out to the student for use during the term of this independent study agreement:

METHOD OF EVALUATION: :
The evaluation portion (Adctual Credit’Makeup) to be completed by the teacher after the student finishes the assigned coursewark.

EVALUATION: Credit To Be Earned: Actual Credits Earned: Makeup (Academic):
Assignment Completed :
Demonstration of Skills
Written Test.
Oral Presentation
Minjmum Performance of 60%
Other:

Beginning Date: Due Date: Date Completed:

SCHEDULE FOR SUBMITTING ASSIGNMENTS: The student shall submit assignments to the assi’gncd teacher for evaluation
according to the following schedule:

Frequency: Time: Place: Manner:

WE HAVE READ THE TERMS OF THIS AGREEMENT AND HEREBY AGREE TO ALL THE CONDITIONS SET

FORTH WITHIN:
Student: ) Date:
Teacher: ' Date:

SUPERVISING TEACHER’S EVALUATION/CERTIFICATION:

To be completed by supervising teacher afier evaluation of dssignmens.

My signature below indicates that [, the assigned supervising teacher, have persenally evaluated the time value (apportionment credit)
of the student’s work products, or that ¥ have personally reviewed the evaluations made by other certificated teachers.

Actual Days of Assignment Period From To Date Assignments Evaluated:

Total Number of Attendance Days Possible

Total Number of Days Credited

Total Number of Days Not Credited

Supervising Teacher Signature: ) _ Date Evaluated:
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Figure 7.4: Sample Charter School Educational Learning
Log
Daily Educational Activity Record

Student Name: Grade: Teacher:

Period of Independent Study: Start 7 End

X¥Z CHARTER SCHGOL recognizes that families may not evenly distribute student’s work assignment over weekdays. However, due fo strict State
law requirements for charter school attendanc, the Charter School expects each student {0 be engaged in an educational activity required of them in
the assignments on each weekday that XYZ CHARTER SCHOOL is in session, and asks that this “daily engagement” be documented on a daily basis in
the student log by the parent/guardian. This should not be read to prohibit schaclwork on weekends and should not be read to dictate the manner in
which a family distributes the assignments over the independent study period,” XYZ CHARTER SGHOOL asks that a parent/guardian refrain from
documenting any “daily engagement” on a day where a student did not engage in any educational activity required of them by the assignments. By law,
work done on waekends or other days when school is not in session cannot be used to “make-up” weekdays where no “daily engagement” occumed,

" WEEK ONE
Parent — Please fill in date and Jnitial. Write in the description on line next to subjects in which student was engaged on each day.
Daily Engagement in Educational Activities Assigned by the School on Days the School is in Session
Week One .
Monday _ 7/ [/ Tuesday _ /[ [/ Weadnesday _ / [/ Thursday __/ [ Friday _ / / _
Initial: Initial: _ Initial: _ _ Initial: Initial:
Language Arts
Social Sciences
Mathematics
Science
Spanish
Physical Ed
Other
WEEK TWO

Parent — Please filt in date and /nifial._Write in the description on the line next to subjects in which student was engaged on each day.

Daily Engagement in Educational Activities Assigned by the School on Days the School is in Session

Week Two
Monday _ 7/ [/ _ Tussday _ / / Wednesday _ [ [ " Thursday _ /1 Friday / /[ .
Initial: Initial: Initial: Initiai: Initial:

Language Arts

Social Sciences

Mathematics

Science

Spanish

Physical Ed

Othar
L

REr
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WEEK THREE

Parent — Please fill in date and initial._Wirite in the description on the line next o subjects in which student was engaged on each day.

Daily Engagement in Educational Activities Assigned by the School on Days the School is in Session

Week Three
Monday _ /[ Tuesday _ / [ Wednesday __ [ / _ Thursday _ / / Friday _/ [/ _
Initial: Initial: Initial: Initial: Initial:
Language Aris
Social Sciences
Mathematics
Science
Spénish
Physical Ed
Other
WEEK FOUR

Parent — Please fill in date and initial._ Wiite in the description on the line next to subjects in which student was engaged on each day.

Week Four

Daily Engagement in Educational Activities Assigried by the School on Days the School is in Session

Monday
Initial:

!

Initiad:

I Tuesday _ / |

Initial:

Wednesday _ / /

Thursday _/ {

Initial:

Friday _/_J

Initial:

Language Arts

Social Sciences

Mathematics

Science

Spanish

Physical Ed

Other

1. I certify that my child was engaged in an educational activity required of him ar her by his or her charter school on the
days indicated by my initial or signature on this form.

Parent/Guardian Sign'ature:

Attendance Approved by Teacher:

Signature of Teacher:

Date:

[insert number of days]

Date:

I certify as the teacher evaluating and/or coordinating the student’s independent study assignments that | received this
form from the student or parent/guardian on .
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The sample forms provided on pages 7.7 - 7.16 were originally published in Independent Study
Operations Manual (2000 Edition), © 2000 by the California Department of Education. Por-
tions of the manual and ordering instructions are available at htip://www.cde.ca.gov/sp/eo/is/.

Figure 7.5: CDE Sample Subsidiary Course Agreement
Subsidiary Independent Study Course Contract

- Beginming
ardl ending dates: to

Course title : Course namber

Student name

Course ohjectives:

Description of educational activities (methods of stady):

Material and/or resources peeded for completion:

Material checked out:

Progress reports: Frequeney: s Timer ——— :Placer __ : Manner:

Method of evaluation:

Nusmber of units to be awarded upon successful completion:

We have read the terms of this contract and agree to all the conditions set forth, Any violation of this contract may result
in renegotiation,

Student signature Date
Supervising teacher signature _ Date
Orher sigrature : Date
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Figure 7.6: CDE Sample High School Master Agreement

_ Page 1 of 2
High School Master Agreement for independent Study
Name: Student number: | Grade:
Address: Age: B?rth date:
- City: 2IE‘ code; Phone: { }
Location{s}: S@cigi Semriiy fnther: - -
Duration: Enry date: o Exit date:

Agreement: We have read both sides of this agreement and hereby sgree to all the conditions set forth within.

Signatures:

Stirderd Date
PaventCruardian/Caregiver Date
Teacher Date -
Program Admpnisteator Date
{nher Date

Ubjective: The student will complete the courses listed below during the semester as they ate outlined in the .

Sehool Distrier cotrse descriptions, All course objeetives will be consistont with the estublished district guidelines. Assignment
and Work-Record Forms will include sdditional descriprions of the mujor objectives and aetivities of the comrse of study covered
by the agreement snd the methods for evaluzting seudent work. B s understood that:
+ The purposc of this agrecment is 1o enable the studlent 1o suceessfully reach the objectives and complete The assignments

identified in the Assignment and Work-Record Forms that will be part of this agreement.
= According to districi policy for independent study in grades nine through twelve, nomore fhan . may elapse between

the date an assignment is made

policy.
s The

materials, and other necessary items end resourees as specified for cach assipnment.
¢ The student agrees 1o meet with or report to the teacher regutarly, in sccordance with the frequeney, date, time, and locarion
speetficd in the course contract or the assignment and work-recosd form.

by the teacher and the date it is due, unless an exception is made m secordunca with district

Unified-toint Unien School Distret will pravide the tescher services, instruational

RN

Subjoct Course valug Subject Cowse value
Certification of completed course work
' Course Credits  Teachers :
Subfect code number Gradle gamed inflials Date
Total credis ___ Date recorded . Teacher’s signan ‘"\
7.8
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T,

High School Master Agreement (Continuved) Page 2 of 2

Studeni:
Funderstand theat:

Independent study is an optiong] educational alternative that 1 have voluntarily selected. If 1 am a student who was
suspended or @xpelied Fwas offered the alternatives of elassroom instriction and independent study, and I chose
independent study. i
Byentering _____~ ___  _ High School ] have ot waived any rights 38 a student, and 1 am enfitled to all
e, SENOGE District services and resources.
I Tam & student with an individualized education program (IEP, my 1IEP must specifically provide for my enroliment
in independent Study.
I must follow all the discipline code and behavior gnidelines of the School District.
Any violation of these guidelines or failure to meet schaol/district requirements cetﬁd result in dismissal from

High School
Visitation on any other school campus requires permission fiom that school.
If F achieve enly minimum shidy reqmrefnenm i will complete the eduivalent of only one semester course a month, or a
minimum of 23 credifs a semester. A regular high school program is 30 credits a semester,

I agree #n;

»

Be supervised by and/or other appmwd Tesowce personnel.

Meet regularly with the assigmed staff member. [ understand that failure to complete assignments will result in

an evaluation to determine if [ should remain in independent study and may also result in one of more of the following:

1. & Jetter of concern to me and my parent, guardian, or caregiver, if appropriate

2. A specially scheduled appointment

3. A special meeting with the tescher andfor counselor -

4. A meeting with the administrator; including my parent, guardian, or caregiver, if dppropriate

5. Placement on probation

6. Increase i the amouni of time ] must be on compus or in an equivalent supervised situation

7. Revocation of any work permit issued wntil my school work is satisfactorily completed

8. Termination of the agreement and my return to a regular classroom program of instruction or other appropriate
alfernative :

Meet weekly with the Outside Work Experience (QWE) coordinator if { am enrolled in work experience.

Obtain transportation to scheduled meetings.

¥ undarstand that lack of transportation to the sehool site is not an acceptable reason for failing to meet with my teacher

andfor supervisor o submit my complered assigaments,

Complete my assigned work and achieve at Teast the minimum performance requirements of the course of study. 1

understand that eredit, whiclh is based on mastery of learning, can only be issued after [ have successfully completed an

activity and it hias been evialuated. [ realize that a minimum of hours of work is needed for each unit of credit.

Student’s signature:,

Parent/Gaardian/Caregiver:

1 inderstamd that the mafor objective of fndependent Study is to provide a volumary educational aiternative for my son or
daughier.

T agree to the above conditions listed wnder “Student.” | also understand that:

Individual course objectives are consistent with and evaluated in the same manner that they would be if he or she were
enrolled in a maditional school program.

1 am Hable for the cost of replacement or repatr for wilfully damaged or destroyed books and other school property
checked out o my son or daughter.

Unless otherwise indicated, a waei}er or supervisor will meet with imy son or danghter on a regular basis to direct and
measure progress. The time and location of meetings with the teacher or supervisor will be determined by the teacher or
the supervisor in consultation with my son or daughter.

I am expected to encourage him or her to do more than the minimum study requirements and be involved in an Quiside
Work Experience {OWE), a Regional Occupational Program {ROP), community volunteer work, or a directed project.
I have the right to appeal any deeision about my son’s or daughter’s placement, schobl program, or tmnsfer according
to the ‘;choai district’s procedures.

Parept’s/Guardian s/Caregiver’s signature:
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Figure 7.7: CDE Sample High School Assignment/Work
Record

High School Assignment and Work Record Form

Naime ' ' ' Subject

Start date

Objective (Short term): 7
: Due date

Study methods:

Resources;.

Teacher’s signature: Student™s signature:
'IID.'.'.'II.II.I'I'UO!".!I llﬂl‘.l.C!I’..l.ll!'...'.‘.IG“I'.
Teacher comments/grade:
Attendance credit:
Start date
Chjective (Short term):
: : Diue date

Study methods:

Resources:

Evaluarion method:

'Fm{;im‘ ss:"ﬂatm Student’s signature:;
a8 .i‘#..‘..’Q.'l..OI."....".l.ﬂﬂfﬁﬁﬁ‘.‘Q,’O..'Ql."".‘l'

Teacher comments’grade:

Attendance credit:
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Figure 7.8: CDE Sample Assignment/Work Record

Assignment and Work Record Form

Student name; School:
Instructor: Dare given Date due:
Course title: _ Ceourse number:

Regular appointments are required between the teacher and student on the following schedule:

Frequency: Starting (date}: Time: Place:
Assignments with due dates will be made in writing at each student-teacher meeting,

incomplete assignments will result in a reevaluation of this student’s placement in independent
study.

Course title and objectives;

Meihod of study:

Method of evaination:
1. Teacher observation and review of student wirk
- 2. Quizzes and tests (mastery level percent or better)

3. Other:

Description of major learning activities and/or study materials

Textbook and study materials:

Computer-hased instructional apportunity:

Supplemental audiovisual instructional support:

Other:

Student’s signature " Date
Parent’s/Guardian’s/Caregiver’s signature Date
Teacher’s signature _ Date

Teacher’s comments/arades:

Credits:

2008 California Association of School Business Officials
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Figure 7.9: CDE Sample Middle School Master Agreement

Page 1 of 2
Middle School Master Agreement for Independent Study
Name: - : Student number: Grade:
Address: o o o Age: Birth date:
City: _ © | ZIP code: ) Phone: ¢ )i
Locationis): _ Sociai -Se{: urity mamber: = -
Duration: | Entry date: Exit date: o

Agreement: We have read both sides of this agreement and hereby agree w0 all the conditions set forth within.

Signatures:

Student _ Date
ParentCiuardimn/Caregiver , Diate
Teacher ‘ Date
Program Adminisreator Date
Other - Date -

Objeetive: The student will complete the courses listed below during the semesier as they are cotlined in the
School District course descriptions. All course objectives will be consistent with the established district guidelines, Assipnment
and Work-Record Forms will include additional descriptions of the major objectives and activities of the course of study coverad
by the agreement snd the methods for evahmting stdent work. It is understood thu: :

» The purpose of this agreement is 2o enable the stadent 1o suvcessfully reach the objcctives and complete the assignments
identified in the course contruet or Assignment and Work-Record Forms that will be part of this agreement.

* Accurding to district policy for mdependent study in grades seven and sight, no more thait .o may elopse between the
dafe an assignment is made by the teacher and the dave it is due, unless an sxception is made in accordance with district palicy.

« The Unifiedfoint Union School District will provide the reacher services, instructional
materials, and other necessary oms and resonrces as specified for each assignment,

* The student agrees to meet with or veport ko the teacher tegularly, iv accordinee with the frequency, date, time, and Jocation
specified in the course contract or the Assigmment and Work-Record Form. .

Subject - Subject

Certification of completed course work
Teacher's
Subject Grade initials Date

Date recorded : Teacher's signature
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Middle School Master Agreement (Continued)
Page 2 of 2

Student:

St understond tat:

* Independent study is a form of education that T have chosen. 1 | am a student who was suspended or expelled, I was

offered the alternatives of elassroom Instruction and independent study, and [ close Independent siudy.

= Fam entitled w fextbooks, a teacher, and all schoo! district services and résovrces,

« T must follow the discipline code and behavior guidefines of the school district.

» 1 have the same rights as any student of the school district.

{agree fo:

» Be supervised by and meet regalarly with my teacher. The frequemy, date, time, and Jocation will be determined by
my work assignments. | realize that it is my msponfab@ﬁ} fo promptly reschedule any appointment 1 miss because of an
emergency. [ understand that if I do not give evidence of two completed assignments, my asreement may be reviewed.

+ Complete my assigned work and achieve at least the minimum performance requirements of the course of study.

Sivdent's signature:

ParenttGuardian/Caregiver:

{ understand that the major objeciive of independent study is to provide o volhuntary educational aliernative for my sen or

daughter. I undersiomd the conditions listed above under “Stideat.” | understand thet:

* Leaming cbjectives are consistentt with and evaluated in the same manner that they would be if my child were enrolled
it « traditional sehool program.

It my child has an individual education program {LE.P.}, the LE.P. must bpecaﬁcalﬁy provide for his or her enmliment in

independent study.

* Unless otherwise indicated, a teacher witl meet with my son or davghter and me on a regular basis to direct and measure
progress. The time and location of meatings with the teacher or supervisor will be defermined by the teacher or supervi-
sor in consultation with me and my son or daughter,

* Lam responsible for supervising my child while he or she is completing the assigned work and for submitting all
completed assignments necessary for evaluation.

» To ensure that my child’s independent study is consistent with fraditional schooling, I need to encourage hIm or her o
meet morz than the minirmum study requirements,

* [am Liable for the cost of r&piacemenf or repair of damaged or lost books and other materials I:hat are checked out to my
so0 of daughter.

« Itis my responsibility to provide any needed transportation to the sehoel site for my child,

* I have the right to appeal to the schoel administratar any decision about my child’s placement or school program in
accordance with the school digtrict™s procedures.

Parent’’Guardian’s/Carepiver’s signature;
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Figure 7.10: CDE Sample Elementary School Master

Agreement
Page 1 of 2

Elementary School Master Agreement for Independent Study

— — mrne—— — —
Address: ' Ager Birth date:

City: ZIP code: Phone:{ )
Duration: Entry date: Exit dates
},qcaiien{s}: ) )

Ohjective;

* The major objective for the dumtion of this agreement is 1o enable the student 1o keep current with prade studies
for the period covered by fhis agreement,

® This agreeiment is to enable the student to suceessfully reach the objectives nned mmpi&ie the assipgnments identified in
the Assignment and Work-Record Form(s) that will be a part of this agreement. With the support of the parent, guardian,
or caregiver the student will submit assignments on or before their due date.

* According to district palicy for independent study in grades K6, no more than_______ may aEﬂp«se between the date
an assignment is made by the teacher und the date it is due, unless an exceplion s made i wecordance with district
policy.

* The School District will provide the teachﬁa' services, instructional materials, and other
necessary items and resources as specified for each assignment,

* The student will complete the studies listed below during the semester or term of the agmemaﬁ as Elasev are cutlined in
the _.. Schocl District eurriculum,

* Other '

List studies here):

We agree on regular reports o the stedent’s work, as follows:

The student’s work will be evaiuated by the method specified in the Assignmem and Work-Record Fotn,
Frequency: _ Time: Place: Manner:
AGREEMENT: We have read pages | and 2 of this agreement and lerelby agree to all the conditions set Forth within,

Student . Late
ParentCunrdian/Caregiver Daze
Teugher _ Daute
Other Dare

Proyrant Administraior Date

CERTIFICATION

Date recorded supervising feacher”s signature
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Elementary School Master Agreement (Continued)
, : Page 2 of 2

Student:
! understand thai:

-

E]

Independent Study is a form of education that I have chosen. Tf [ am a student who was suspended or expelled, [ was
offered the aliernatives of classroom instruetion and independent study, and | chose independent study.

am entitled to textbooks and supplies, supervision by my teacher, and all the services and resources received by other

¢hildren enrolled in my grade of _ : School.

1 have the same rights as other students in my grade at the School.

I must follow the rules and standards in the discipline code and behavior guidelines of the

School. . .

If'1 do not complete ___ assignments my incomplete work will result in review of my agreement and [ may not be

allowed to continue in Independent Study,

Tugree to:

Be supervised by and meet regularly with my teacher, a3 specified on page 1.
Complete nry assigned work by its due date, as explained by my teacher and described in my written assigmments.

Student’s signature:

ParentfGaardian/Caregiver:

1 understand that the major objective of Independent Study is to provide a volusiary educationgl alternative for my w0 OF
daughter, [ agree o the above conditfons listed under “Student.” [ alsp pndersiond ihat:

*

Learzamg obfectives are consistent with and evaluated in the same maoner that they would be 1f' he or she were enrolled
in a traditional schoo] program,

H my child has an individualized education program ( 1EP), the 1EP must spes:iﬁcaﬁ v provide for his or her enrollment
i Independent Study. :

Unless otherwise indicated, the supervising teacher who signs this agreement will meet with my son or daughter on a
regular basis ax specified on page { to direct the child™s study and measure progress toward the objectives in t!'tss
agreement. [T is my responsihility to promptiv reschedule any appoiniment missed because of any emergency.

T am responsible for supervising my child while he or she is completing the assigned work and for ensuring the
submission of all completed assignments necessary for evaluation.

Iam liable for the cost of replacement or repair for willfully demaged or destroyed books and other school property
checked out 1o my soen or daughter.

It is my responsibility to provide any needed transportation for my son’s or daughters scheduled meetings and any
other travel covered by this azreement.

I have the right to appeal to the school administrator any decision about my son’s or daughter’s placement or school
program in accordance with the School Distriet™s procedures.

Parent’s/Giardian’s/Caregiver’s signature:
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Flgure 7.11: CDE Sample Assignment/Work Record
Assignment and Work Record Form

Name

Subject

Objective (short term)

Date

Smdy method

Resources

Evatuation method

Signature

Teacher éémmemsfgmde

Days submitted Daxys accepted

Makeup {academic)

Objective (short Lerm)

Date.

Study method

Resources

Evaivation method ‘

Signature

Teacher comments/grade

Days submitted Days accepted

Makeup {academic)

White: LS. Canary: Teacher  Gold: Student

7.16 California Association of School Business Officials
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Figure 7.12: Sample Procedure for an Independent Study

Teacher
Step One: 1.
Parent Request
2.
Step Two: 1.

Conference

Study
Agreement

3.
4.
5.

Step Three: 1.
Independent o

You receive notice that a student will be gone from school for at
least five consecutive school days.

Parent is requesting or has been offered voluntary option for in-
dependent study. '

Schedule student and parent conference for purposes of signing
the independent study agreement and reviewing criteria for par-

ticipation.

Parent and student conference with certificated teacher.

Parent, student, supervising teacher, and other persons responsi-

ble sign and date the agreement. Other person’s signature and
date on subsidiary course/work assignment record satisfies re-
quirement for “other persons responsible”.*

a. Specity work to be completed -

b. Indicate the apportionment attendance it is worth
c. Beginning and end dates

Return conference time and location must be included.
Fill out course (subsidiary) agreements.

Complete daily assignment log.

* Note: The agreement can never be back dated, have dates altered,
or banked.

Course
(Subsidiary) o
Agreements

4.

7 Step Four: 1.

Student and certificated teacher must sign and date for each aca-
demic subject.

. Course agreements must specify:

Beginning and end dates

Objectives

Learning activities

Methods of evaluation

Manner of reporting -

Specific resources made available to the student

Independent study supervising teacher secures assignments from
the course teacher(s) at the elementary level. The supervising
teacher may be the classroom teacher who directly makes assign-
ments. _

Only equivalent classroom curriculum is to be assigned, both in

e oo ooe

5.

quality and quanfity. _
A course or work assignment record is required for each subject.
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» Step Five: 1. Certificated teacher and student meet to evaluate completed assignments
When the and/or student progress.*
Student Returns 2. Teacher evaluates student’s progress and determines apportionment and
academic value.
3. No half days or hours, count only in full day or full hour increments.

4. Teacher records academic credit and grade on applicable forms.

5. Representative (and original) work samples assembled by teacher, who
signs (or initials) and dates face page of sample.

6. Student’s evaluated work is returned to the student’s regular teachers.

[um—y

A file must be maintained for each student and kept for three full school
years; i.e. retain documents created in the 2006-07 school year until July
2010.

2. The folder includes:
a.- Independent study agreement-

Keeping a File:

b. Course agreements
c. Assignment log sheets
d

' Orlgmal samples of evaluated student work 51gned and dated by the
supervising teacher.

3. Apportionment record signed and dated by the supervising teacher.

4. Files must be alphabetical by grade level and by school year.

pa—

Setup according to the school year (not calendar year).

Must be done in pen (black or blue). Mark “C” for apportmnment and
“Z” for non-apportionment.

Keeping the
Register:

b

Sign and date every page, and total ADA claimed.
Must be turned in to attendance office monthly.
The register is reviewed and may be returned for corrections.

o Lo W

Make sure students are enrolled weekdays only. Weekends and holidays
may not be counted.

ADA Record attendance in state approved attendance system.
Signed and dated by certificated emaployee as per approved system.

Registers are turned in at the end of the school year.

ADA collected assists in recouping ADA that would have been lost and
allows students to keep up with their class work. '

N %Y |

5. No ADA may be claimed if the work is not turned in on time or is done
after the assignment due date, or time exceeding maximum period au-
thorized in board policy or the independent study agreement end date,

e e ———whichever-occurssooner:
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Special
Education:

Bilingual:

Year-Round or
Multi-Track
Independent
Study:

If a student has an IEP, he/she cannot participate in the independent study pro-
gram unless the IEP specifically provides for that participation. The auditors
may require a copy of the student’s IEP.

Meet the needs of the bilingual student: Talk to the classroom teacher and the
bilingual aide (or teacher) in order to set up appropriate work.

Independent study cannot be used to make up attendance for days missed in
year-round or multi-track.

Independent study, when offered during Intersession, is recorded in hours and
reported on the approved attendance report as supplemental hourly programs,
subject to specific criteria for these programs.

2008
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Figure 7.13: Sample Procedures for School Site Attendance

Personnel
1. Parents and student request the short term independent study option from the student’s
school site. The attendance office contact s the student’s supervising teacher.

2. The attendance clerk at the school site changes the student’s records in SASIxp to reflect
that the student is on independent study.

Elementary School

Procedures for Changing Attendance Record to Reflect Independent' Study In Process

1. The attendance clerk opens the student’s records in the Daily Attendance atom in SASIxp
~ (Figure 1).

Mkl Neme G s Telc Bt
Uk Loem F 4

G e
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caomtand
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Figure I, Student Record in SASIxp Daily Attendance Atom

2. The attendance clerk refers to the student’s agreement for short term independent study (see
sample forms section) for the beginning and ending dates of the student’s independent
study. The beginning date must be at least three days after the request for independent
study, and the ending date must be at least five, but no more than 20, consecutive school
days after the beginning date. The clerk navigates to the dates of independent study within
the student’s daily attendance record in SASIxp, and for each school day that the student
will be on independent study the clerk enters the attendance code ISP, for independent study
pending (in process). This is done by clicking in the box for each day, which will bring up a
drop-down menu of attendance codes (see Figure 2).
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Figure 2, Drop-Down Menu of Attendance Codes (opened by clicking on a date in the student’s
attendance record)- ISP (Independent Study Pending)

3. The attendance clerk enters the ISP code into the field for each day the student will be on
independent study. This code indicates that the student is on independent study, and that the
attendance for that student while on independent study has not yet been processed.

<0

| Eaat Maine

D8ABme.
- DAR004T )

120604

Figure 3, Student Record of Attendance showing ISP code (this sample ﬁgure reflects the stu-
dent’s participation in independent stuaﬁv Jrom August 16th to August 20).
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The attendance clerk exits the student’s SASIxp record. The student is now enrolled in inde-
pendent study, and the attendance clerk does not enter any attendance information for the
student until he or she returns from independent study and re-enters his or her original pro-
gram. _

When the student returns from independent study, the supervising teacher evaluates the stu-
dent’s work and submits the evaluation/certification statement (Figure 4) to the attendance
clerk. This form is found at the bottom of the assignment agreement form . The attendance
clerk at the school site changes the attendance codes in the student’s records in SASIxp to
reflect that the student’s attendance from their time on independent study.

Procedures for Recording of Attendance After Student’s Work is Evaluated

I.

The attendance clerk reviews the evaluation/certification statement completed by the super-
vising teacher to determine the number of days for which the student is to receive atten-
dance credit (Figure 4, see i) and the number of days the student for which the student does
not receive attendance credit (Figure 4, see ii). The total of these two numbers must equal
the number of attendance days possible; for example, if the student was on independent
study for five days and received attendance credit for four of those days, the number of days
not credited would be one. :

SUPERVISING TEACHER’S EVALUATION/CERTIFICATION STATEMENT
To be completed by Supervising Teacher after evaluation of assignment

My signature below indicates that I, the assigned supervising teacher, have personally evaluated the time
value (apportionment credit) of the student’s work products, or that I have personally reviewed the
evaluations made by other certified teachers.

Supervising Teacher’s Signature: ~ Date:

i

Figure 4, Supervising teacher’s evaluation/cemfcation statement (from the lower portion of

the

assignments agreement form,)

i: The number of days of attendance credit the student is awarded for the work they completed
while on independent study. _

ii: The number of days of attendance credit the student is not awarded for their independent
study.

2.

The attendance clerk opens the student’s records in the Daily Attendance atom in SASIxp
(Figure 5). The student’s record for the time spent on mdependent study is coded ISP, for
independent study pending.

H
T\\

Actual Days of Absence From to LDate Assigriments Evaluated
Total Number of Attendance Days Possible 3
Total Number of Days Credited ' L .
Total Number of Days Not Credited _ . [

7.22
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Figure 5, Student Record of Aﬁendance showing ISP code

3. ISP codes are changed to the code ISC (independent study completed) for a number of days
to equal the number of days of attendance credit the student was awarded according to the
evaluation/certification statement (Figure 4, see A). Any remaining days are coded as ISI
(independent study incomplete). Days coded ISI are considered unexcused absences. Figure
6 shows the attendance record of a student who received full attendance credit for the five

days spent on independent study; the code for each of the five days has been changed to
ISC.

xen Trk

Eider D

A0440a.
MBI T
: 11fmmm

Figure 6, Student’s Daily Attendance Record Reflecting Attendance Credit for Completed Inde-
pendent Study '
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Records maintenance

The written agreement, course/work assignment, sample of student work products, and teacher
records (apportionment and academic) shall be maintained until afier the third July following
completion of the audit required by Education Code Section 41020 (5 CCR sections 16023,
16026). Mandatory permanent pupil records (5 CCR Section 432) shall be maintained indefi-
* nitely. These files shall be maintained by the designated custodian of records (administrator,
teacher, or other designated person) and be accessible for auditors.

Distribution of documents

Independent study agreement form — one copy to pupil services ‘ ,
Assignments agreement for short-term independent study — one copy to pupil services
Independent study attendance report — one copy to attendance accounting, business services

- The short-term independent study “control” log is an optional form that can be completed

and maintained by the attendance clerk.

724
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Secondary School

Procedures for Changing Attendance Record to Reflect Independent Study In Process

1.

The attendance clerk opens the student’s records in the Period Attendance atom in SASIxp
(Figure 7). '

Figure 7 Student Record in SASpr Per;od Artendance Atom

2.

The attendance clerk refers to the student’s agreement for short-term independent study (see
sample forms. section) for the beginning and ending dates of the student’s independent
study. The beginning date must be at least three days afier the request for independent

- study, and the ending date must be at least five, but no more than 20, consecutive school

days after the beginning date.

The clerk navigates to the dates of independent study within the student’s period attendance
record in SASIxp (Figure 8), and for each school day that the student will be on independent
study the clerk enters the attendance code ISP, for independent study pending (in process),
in the All Day field (Figure 8, see i) and in the field for each period of the day (Figure 8, see
ii). This is done by clicking in each field, which will bring up a drop-down menu of atten-
dance codes (see Figure 2). The ISP code indicates that the student is on independent study,
and that the attendance for that student while on independent study has not yet been proc-
essed.

2008
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Figure 8, Student Record of Attendance showing ISP code for one day of the studeﬁt s inde-

pendent study
i: The All Day field must be coded ISP to prevent the student from being marked truant.

ii. Each of the attendance periods must be coded ISP to prevent the student from being marked
absent in that period.

4.

The attendance clerk exits the student’s SASIxp record. The student is now enrolled in inde-
pendent study, and the attendance clerk does not enter any attendance information for the

student until he or she returns from independent study and re-enters his or her original pro-

gram. | |
When the student returns from independent study, the supervising teacher evaluates the stu-
dent’s work and submits the evaluation/certification statement (Figure 9) to the attendance
clerk. This form is found at the bottom of the assignment agreement form. The attendance
clerk at the school site changes the attendance codes in. the student’s records in SASIxp to
reflect that the student’s attendance from their time on independent study.

Procedures for Recording of Attendance After Student Work is Evaluated

1.

The attendance clerk reviews the evaluation/certification statement completed by the super-
vising teacher (Figure 9) to determine the number of days for which the student is to receive
attendance credit (Figure 9, see i) and the number of days the student for which the student
does not receive attendance credit (Figure 9, sec ii). The total of these two numbers must
cqual the number of attendance days possible; for example, if the student was on independ-
ent study for five days and received attendance credit for four of those days, the number of
days not credited would be one.

7.26
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SUPERVISING TEACHER’S EVALUATION/CERTIFICATION STATEMENT.
To be completed by Supervising Teacher after evaluation of assignment

My signature below indicates that I, the assigned supervising teacher, have personally evaluated the time
value (apportionment credit) of the student’s work products, or that T have personally reviewed the
evaluations made by other certified teachers.

Actual Days of Absence From o Date Assignments Evaluated
; ———
Total Number of Attendance Days Possible a— \ %
Total Number of Days Credited 7
Total Number of Days Not Credited - ' “— /..
Supervising Teacher’s Signature: Date:

Figure 9, Supervising teacher’s evaluation/certification statement Uiom the lower porrzon of

the assignments agreement form)
i: The number of days of attendance credit the student is awarded for the work they completed

while on independent study.
ii: The number of days of attendance credit the student is not awarded for rhelr independent

study.

2. The attendance clerk opens the student’s records in the Period Attendance atom in SASIxp
(Figure 10). The student’s record for the tlme spent on independent study is coded ISP, for
independent study pendmg

Figure 10, Student Record of Attendance showing ISP code
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3. ISP codes are changed to the code ISC (independent study completed) for the All Day field
and each period field of a number of days to equal the number of days of attendance credit
the student was awarded according to the evaluation/certification statement (Figure 9, see i).
Any remaining days are coded as ISI (independent study incomplete) in the All Day field
and each period field. Days coded ISI are considered unexcused absences. Figure 11 shows
the coding for a day of attendance credit for independent study (independent study cannot
be less than five consecutive school days, so an actual attendance record would never have a
single day coded for independent study).

Figure 11, Student’s Daily Attendance Record Reflecting Attendance Credit SJor Completed In-
dependent Study

Records maintenance

The written agreement, course/work assignment, sample of student work products, and teacher
records (apportionment and academic) shall be maintained until after the third July following
completion of the audit required by Education Code Section 41020 (5 CCR sections 16023,
16026). Mandatory permanent pupil records (5 CCR Section 432) shall be maintained indefi-
nitely. These files shall be maintained by the designated custodian of records (administrator,
teacher, or other designated person) and be accessible for auditors.

Distribution of documents

o Independent study agreement form — one copy to pupil services

» Assignments agreement for short-term independent study — one copy to pupil services

» Independent study attendance report — one copy to attendance accounting, business services

o The short-term independent study “control” log is an optional form that can be completed
and maintained by the attendance clerk.

T
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Each agency should develop checklists that are applicable to their specific procedures. The
samples provided are for reference purposes only.

Figure 7.14: Sample Parent Questionnaire

Parent Questionnaire

Parent Name
Child Name
Purpose of Independent Study
Access | Methods for Submitting | Methods for Assisting
) Computer Work Assignments Child
L Internet [ E-mail -~ L E-mail
L E-maii 2 upS/FedEx D Phone calls
J word Processing D) Fax O Home visits
2 Other Programs (. Mail . LY parent
. [ Phone Conferencing
[ Conferencing
Study Location
Yesd Noll * Can your child work alone?
Yesld Nod Do you think your child will be able to finish all assignments given?
YesQ Nold Is your child responsible enough to make any necessary appointments with his or
her teacher?
YesQ Noll Wil there be an appropriate place and space available for your child to Study at
home or on your vacation?
YesT} Nold Are you aware of the supporting role you must play, as a parent, if your child is
: under 18 years of age?
Yesld Nold Is your child capable of rcadmg at the grade level required to complete the
assigned coursework? '
Yesld Nol} 1Is your child able to work in an unstructured environment?
Yestl Nold Without the company of other children, wiil your child be able to grow socially at
a norma] level?
Yesld Nold Does your child understand that s/he is enrolling in the Independent Study
program voluntarily?
Yesld Noll A classroom option will always be available. Has your child been made aware of .
this?
Does your child have one of the following deficit credits: special needs, travel,

Yesd Nold

-—gifted-or-talented; previous-dropout; or is raised by people-who-want to-be more
involved in the education?

2008 California Association of School Business Officials
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Figure 7.15: Sample Independent Study Checklist

Independent Study

Description

> Serves K-12 and adult education students

= Enrollment is voluntary

= Classroom option always available _

® A one semester agreement signed by the pupil, parent (guardian), independent
study teacher, and other person(s) responsible

& School may terminate or deny a pupil’s participation in 1ndependent study if all
conditions of the agreement are not met

® Pupil may also end participation at anytime to regularly attend classroom
instruction

2 Pupil should be assigned a full day’s assignments, comparable to time in a regular
school day

¥ Pupil only attends school when there is an appointed time with the teacher

¥ Work experience and ROP are available

= Parents must take a responsible role.

" Qualifiers | Yes  No

10.

11.

Is there evidence that the pupil can work alone?

Is there an indication that the pupil will work to
complete assignments

Can the pupil make the necessary appointments with
the teacher.

Is there an appropriate place and space to study at home?

If the pupil is under 18 years of age, does the parent
understand the supporting role they must play?

Does this pupil read at a grade level that will
enable him or her to complete the assignment?

Can this pupil work in an unstructured environment?

Will this pupil be able to grow in an unstructured
environment?

Does the pupil understand they are enrolling voluntarily?

Does the pupil understand a classroom option will
always be available?

Does the pupil have one of the following deficit credits,

gified or talented, special needs, has been a dropout, travel

or parents who want to be more involved in the education?
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Figure 7.16: Sample Student Evaluation/Orientation Check-
list |

Independent Study
Student Evaluation/Orientation Check List

Student . , , Date Checked

Signature of reviewer

Please indicate with a Y all areas that are complete and in compliance
Referral form (filled out completely)

____ Student Orientation ____interview/explanation of program
____ child rights explained
~_enrollment form
____transcript evaluation
____assessment administered
Results of assessment:

Math - Readirig Other
Independent Study Agreement (check for required signatures and dates)
Course Agreement (filled out with signatures)

Weekly Assignment, evaluation and progress sheet (check assignments are given
and work has been graded and evaluation indicated)

Materials aésigned sheet

Student Work Samples (graded by teacher)
3 varied samples for each course agreement

Attendance Sheet-check days of attendance against weekly report of work accepted
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Figure 7.17: Sample Agreement Checklist

INDEPENDENT STUDY AGREEMENT
CHECK OFF LIST

BEFORE STUDENT LEAVES:

Reason for Independent Study Agreement. Usually this is family travel.
Length of Assignment: State beginning date/ending date.

Reporting School Month Number: School month/months child will be on

independent study 7
Total Number of School Days: # of days student will be absent (should not

include weekends or holidays). A student should not be marked excused on
attendance register if he/she is on independent study.

Manner: e.g. meeting, email, telephone, or other forms of communication with the

teacher |
Days Assigned: The number of days a student will be absent from school.

Evaluation Method: How will you evaluate this student? Oral/written

reports/work assignments/grade/etc.
Resources: Materials and personnel made available to the student.

Signature and Date Lines: Signed and dated by all required parties to the

agreement before the student begins independent study.

Pink copy: Send to Accounting

Yellow copy: Give to parent/student

White copy: Retained by school

Goldenrod copy: When student returns, send completed copy to Accounting

AFTER STUDENT RETURNS:

1 Teacher: Fill in days credited in the appropriate boxes.

2 Teacher Evaluating Comments: Grade/Complete/Incomplete/Satisfactory/etc.

Evaluate homework assignments and fill in evaluation comments on Agreement
and homework samples.

3 Days submitted and days accepted: Fill in at the bottom of the form. The State

does not allow partial credit.

4 Sign and date Agrecment Completed or Agreement Not Completed.

5 Office Manager:

Goldenrod copy: Send to Accounting.

6 White copy: Keep with homework samples for a three-year period.

7 Send ATD 02 to Accounting. No credit can be given until the ATD 02 is received.

7.32
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Figure 7.18: Sample Substitute Teacher Checklist

INDEPENDENT STUDY
SUBSTITUTE TEACHER CHECKL_IST

New Pupils
1. " Fill out child registration sheets 1.

3. Review transcript

2. Administer tests for ability range 2.

4. (If no transcript, assign a 5-unit 4.

English contract, Assign only one
subject-at a time)

5. Explain weekly assignment sheet 5.

6. Go over master agreement/child 6.
conduct

7. Obtain necessary signatures for 7.

under age child.

8. Place all paperwork in child folder 8.

9. ' Assign weekly appointment time

Pupils Already_ Enrolled

Turn in completed work (child’s name
and assignment written on 1% page of
work)

Turn in weekly assignment sheet (must be
completely filled out)

Place completed work in assigned place

Place weekly assignment sheets in pupil's
folder

Issue new work and record on assignment
sheet in pupil's folder
Issue new weekly assignment sheets

Write new course agreement, if needed

Call pupils who have not shown for an
appointment

2008
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This sample chart was originally published in Independent Study Operations Manual (2000
Edition), © 2000 by the California Department of Education. Portions of the manual and order-
ing instructions are available at htip://www.cde.ca.gov/sp/eo/is/.

Figure 7.19: Process Chart: Independent Study Teachers

Process and review
Student referrals

Diagnose:
s Student needs

Utilize:

¢ Transcripts

e Counselors

» Parent

e Student interviews

Develop:
» “Personalized” student
educational goals

Administer:

» Achievement tests
« Attitude survey

» Assessment test

e Other tests

Facilitate

Teacher/student agreement:

+ Office hours
» Appointments
» Class time

Provide assignments:

e Equalto _ * hrs/wk

» Include teacher/student
meeting time,

Independent study agree-
ments for all stadent as-
signments '

Reinforce:
« Counsel pre-post subject
area test

Maintain accurate records:
+ Attendance
+ Academic progress

Evaluate:
¢ Student progress
» Assignments

Student Contact:
« Phone

¢ Home visits
» Other

Reinforce:

e Counsel

e Direct instruction as
needed

Update:
» All independent study
agreements

*The district sets the numbers of hours based on the full-time school day defined in local board

policies for elementary and secondary full day public schools.
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Figure 7.20: ReportWriter Brochure

ReportWriter is an independent study curriculum and agreement software product. Pricing and other information
is available at SchoolPathways.com. Figures 7.19— 7.26 are samples of product features and reports.

Features of the =reportwriter Program

. Rﬁpoﬁzwﬁ,ter is an intuitive, curriculum-delivery software program that allows a
teacher to deliver over 1500 texts to their students at the click of a mouse!

» Each assignment automatically notes the objectives and key State Standards that cor-
respond to that assignment.

o reportwriter delivers assignments in either a detailed lesson plan format, or in a
more general, objectives-based format, fo fit the needs of individual learners.

e w=eportwiiter allows you to create and design your own curriculum, assign your own
objectives, and use the program’s built in State Standards drop-down files to match
standards with lessons if you desire. The Course Builder allows you to build a course
all at once or “as-you-go”. Your course is stored in a permanent file in the program
data-bank, and kept for your personal use, or can be shared with your entire school.
Either way, you maintain editing privileges.

Getting Started with =eportwhriter -

» Information page. Each student has an information page that can be used to store
information such as student address, phone number, student number, etc.

« Notes. Keep notes on each student on the notepad feature. No pieces of paper to
lose. These can also be printed and filed in hard copy.

e Learning Periods. School-wide learning periods can be set for all teachers, or learning
periods can be easily modified to reflect different beginning and/or ending dates for
each student individually. '

Assigning Courses for Your Students

* Assigning Courses. Courses can be assigned from the over 1500, and growing, texts creating
the program’s lesson plans. Our catalog resource pages help schools research texts and give
needed ordering information.

» - Grading Choices. Courses can be graded using a general category such as Language Arts,
Mathematics, or Science. More specific gradinig by course name, such as U. §. Government.
Biology, or Algebra 1, is aiso an option.

» Alternate Course Titles. You can change the name of a course from the one that REport-
whriter has assigned it by typing in your new alternate name in the field provided.

e Course Credits, Courses can be assigned credits to be later used in the independent study
agreement and report card features.

» Special Course Attributes. Designations of Elective or Modified can be assigned to any

—course:- Other-school specific-attributes can-also be added to personalize the pTogram for~
your school.
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Creating Independent study Agreements

*» Independent study Agreements. reportwwiiter allows teachers to create independent study
agreements from courses they’ve assigned WIthm the program. The verbiage can be modi-
fied to your school’s needs.

» Easy to Create. Independent study Agreements are completed with a few mouse clicks.
ready to be printed, signed, and filed at the school. If course assignments are changed, the
program automatically reminds you to create a new independent study agreement to keep
you state compliant.

Assigning Work

¢ Assignments. Assign work by clicking on any module of work. You can assign all modules by
clicking the “All” tab. You have the choice of assigning work in a lesson plan format or a
synopsis format.

o Lesson Plan format shows all specific assignments with a description and page numbers.
These assignments are matched to specific objectives and the California State Standards.

o Synopsisformat gives a more general assignment by just showing the objectives you wish
the student to meet. It also matches these objectives to California State Standards.

» Customn Assignment. Add a custom assignment to your module to show a specific task. These
custom assignments are easily changed or deleted. You can also delete any assignment listed.

* Assigned Modules are Noted. After §/ou have assigned modules, the name of the course and
the numbers of the modules are shown in the window below. It also shows whether you £
assigned it in a lesson plan or synopsis version.

* Assigned Modules are Grayed Qut. When you go into future learning periods to assign
work, the modules you have already assigned in previous learning periods show up in gray
text. You can still reassign these modules if you choose but it is a reminder that you assigned
them once already. :

+ Assignment Notes. B’anners can be created to show on the Assignment Sheet. You might
want to remind your students of an upcoming field trip or school-wide testing. Just type out
an announcement in the “notes™ section and it will appear under the heading on the report.

» Copy Assignments. You can copy modules from one learning period to another (if a student
didn’t complete work assigned). You can copy JUST one course or All courses - you choose,
You can also copy assignments you've made to one student to other students in the same
way - one course/several courses/all courses.

Evaluations

* Gradebook. The Evaluation page is an actual grade calculator. Work can be graded by 1. the
module or 2. the assignments within a module - you make the choice. Not all assignments
have to be graded. You must, however, weight grades you give. As you give grades you will
notice that the GPA calculator at the bottom of the page keeps track of the current GPA in
the particular subject for the learning period.

+ Comments. Personalized comments can be added to any report. In the Evaluation page,

“Canned Comments” have been-organized for you in-a list so-your favorite comments-are — 1
easy to find. : :
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Reports

Toggle between Lesson Plan version and Synopsis version. You now have the ability to
make assignment reports to your students in the Lesson Plan version and then, after evaluat-
ing at the end of the month, switching to the synopsis version at the click of a button. Many
teachers like to assign in LP version but would rather save paper by turning in records to the
office in the Synopsis version. This is now easily accomplished without having to re-create
the lesson.

Report Cards. The program has several different types of report cards. Data on these reports
is automatically populated from courses loaded and input in the Evaluation page. You
choose the learning periods you want to appear, the name of the course as you want it to
appear, even IF you want it to appear!

o Progress Reports,
o Primary/intermediate and .S'econdary Report Cards.
o Work Summary Reporis

State Standards Compliance Report. A report can be created that shows all state standards
addressed in student assignments throughout the year. A reverse search can also be done to
find modules of work in courses assigned where lessons pertaining to unassigned state stan-
dards can be found. :

Alternate Course Types

Custom Course. You'll love the new custom course feature, It is set up like a tree. You can
edit it at any time, even after you have saved it and shut down the program. The easy puli-
down list of CA State Standards allows you to attach standards to any module. You can cre-
ate a course module by module from month to month. It is also easy to share it w:th your
team of teachers or even with all users of Reportvwriter 4.0.

Standards Based and Generic Courses. Some families don’t use State Adopted Curriculum or
texts developed by publishers. To address this issue, we have turned each set of CA State '
Standards into courses with modules, objectives, and assignments. If a student is learning to
write essays, you might assign standards based generic lessons from Word Analysis, Fluency,
and Systematic Vocabulary Development, Writing Strategies, and Writing Applications.

These Standards-Based Courses are listed in our choice of courses on the drop-down menu
just like all our other courses and in two formats.

Technical Support and Training

Training. When a school purchases =eportwriter, one training for staff members is included.
Phone and Email support is always available. ‘
Automatic Feedback Form. If you have a comment or question about RW, just connect to
the Internet, then go to “feedback”™ under the tools tab. Your comments will go directly to
Reportwiriter.

Customer Support. Reportwriter has an excellent reputation for customer support. Most in-
quiries are responded to within minutes but all problems are addressed with 24 hours.

~Online Demonstration: Visit us online and view our on-lirie demonstrat:on by clicking on

“Demonstration.”
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Figure 7.21: Sample ReportWriter Master Agreement for
Independent Study

Master Agreement for Independent Study

Student: John Doe Contract Term: Spring Semester

Stwdent Number: 56 Beginaing Date: 01-24-2865
Address: 150 Pacific Ave End Date: 66-10-2605
Eocation: Pertola, CA 96122 Year: 2004 - 2805
13t Phone Number: 530-832-5979 2nd Phone Namber:
DOB: 11/06/1989 Grade Level: 9
Program Placement: Geners! Education School for Classroom Optien: PHS
It is understoed that;

Objectives:The stadent will complete the courses listed below, ATl course objectives will be consistent with the established district or charer
school's governing board and are consistent with district or charier school standards as outlined in the district or charfer school's subject/course
Gescriptions. Assignment and Work Recond Forms will include additional descriptions of the major objectives and activities of the courses of
study covered by this agreement including the evaluation of stodent work and are incarporated herein. The term "course value™ (CV) refers to
the number of credits (secondury education) or weeks of work (elementary education} the student will attempt.

Schedule and Course Value o o ‘ ]
Language Arts  Literature 9 HS - Language of Literature 9, Texthook Based — McDougal Liitell {20007} 5 Credits.  Honors
Mathematics  Algebra 1 8-HE ~ Algebra I, CA — Glencoe (2005) ' 5 Credits

Science Biology HS — Biology — AGS (2004) § Credits

Social Studies  World History  HS — Workd History, The Modera Era ~ Prentice Hall (1999) 5Credits  A-G

Method of study: Specific methods of study will be designated on the Student assignment and Work Record and are ificorparated herein.
Examples of methods of study for the student will inclsde: Tndependent Reading, Textbook Activitics, Study Projects, Library Research,
Learning Center Courses, WebvInternct Research, Problern Solving, Drill &Practice, Experiential Learning, Computerized Curricutum, Field
Trips

Specific Resources: The school will provide appropriate instructional materials and personnel necessary to the achievement of the objectives
and must incinde resources that ave normally available to alt students on the same terms as the terms on which they are available to all.
Assignments and specific resources will be desigrated on the Assignment and Work Record forms and are incorpurated herein,

Metiwd of Evaluation: Academic evaluations will be designated on the Assignment znd Work Record and are incorporated herein, Other
aceeptable methods of evaluation include, but are not limited to: Student Caonferences, Progress/Report Cards, Chapter/Unit Tests, Waork
Samples, Portfolios, Teacher Made Tests, Observations, State Standards Testing, CA High School Exit, Learning Journals, Prescutations,
Quizzes, Labs, Finals.

Stmlenﬁ are required to yeport to their teacher as scheduled: Manner of Reporting: One—on—One, Small Group, Email, Fax Time: 4:00,
Day: Wednesday Frequency: Once every 20 days, Duration: | Semester, Location: Learning Center

e,

Swdent: John Doa Taacher LeAnn Reed

7.38 s California Association of School Business Officials 2008

o



Resources Section Seven

Veoluntary Statement It is understood that independent study is a continuously voluntary educational alternative and that a classroom option is

always available at the student’s home district. Instruction may be provided for a student through independent study only if the student is offered
the alternative of elassroom instruction.

Assignarents: According to the district or charter school policy for grades K throagh 12, the maximum length of time zllowed between when
the assignment was made and the date the assignment is due is 28 days, tnless an exception is made in accordance with the district or charter
school policy. After | missed assignments, as per board policy, au evaluation will be made to determine whether indégendent study is an
appropriate strategy for this student. ’

Additional courses may be added to this agreemént as needed if the agreement is re—signed and re—dated by the teacher and the student.

Signatures and Dates: ] have read and I understand the terms of this agreement, and agree to all provisions set forth,

Student: Date:
Parent/Guardian/Caregiver: ' . Date;
Supervising Teacher; . _ Daie:
Other: : Date:

OCther: | ) | Date:

Other: ‘ Date:

Other: Date:

Siudent John Doe Teacher: LeAnn Reed
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Figure 7.22: Sample ReportWriter Aéknowledgement of
Responsibilities

Acknowledgement of Responsibilities

Student: John Dae Contract Term: Spring Semester
Student Number: 56 Beginning Date: $1-24~2085
Address: 159 Pacific Ave Eod Date: 66—18-2045

Location: Poriols, CA 96122 Year: 2604 — 2005

Ist Phone Number: 530-832-5979 2nd Phone Number;

DOB: 11/06/198% ‘ Grade Level: 9

Program Placement: General Education School for Classreom Opden: PHS

Students Agreemeni/Responsibilities

* I voluntarily request participation in this independent study program and have read and understand the terms
of the master agreement -

* 1 will complete all course work outlined in the master agreement, and as assigned fo me in the periodic
Student Assignment and Work Record,

Parent/Legal Guardians Agreement
T agree to the above conditions listed under Students Agreement/Responsibilities. I also understand that:

* I am responsible for the daily monitoring/verification of all subjects studied, with schechiled monitoring by the
Independent Study Teacher. } .

* If [ become aware of speciat or extenuating circumstances that will prohibit my student from turning—in the
assigned work by the due date, I will contact the Independent Study Teacher prior to the due—date to make
alternative arrangements. o

* 1 understand that it is my responsibility to provide any needed transportation for my childs scheduted
meetings at a mutually agreed upon location reflected on the face of the master agreement and that lack of
transportation is not an acceptable reason for failing to mect with the Independent Study Teacher, 1 have the
right to appeal any decision about my childs placement in accordance with the schools poiicies and
procedures,

Independent Study Teachers Agreement

¢ The Independent Study Teacher will assign a body of work to be completed during the duration of this
agreement,

* The Independent Study Teacher will evaluate work in a timely manner.

* The Independent Study Teacher will notify the student and parent/legal guardian of the academic credit
granted for work completed.

Student: Job Doe Teacher: LeAnn Resd ‘ : : oo
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We, the undersigned, understand the voluntarily agree to the terms and conditions of this Independent Study
agreement. Our signatures below indicate that we voluntarily participated it the establishment of these
Agreements/Responsibitities and that we understand and accept our responsibilities in relation fo this document.

Student: Date:
Parent/Guardian/Caregiver; 7 Date:
Teacher; Date:
Other: | Date:

Student John Doe Teacher: LeAnn Reed
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Figure 7.23: Sample ReportWriter Student Assignment and
Work Record "

“Student Assignment & Work Record

Student Name: Joha Dot Student# 56 Grade: &
Teacher: LeAnn Reed Teacher# 1 Learning Period: 6
Datz Assignment Made: 01/24/2005 Date Assignment Due: 02/1 872005

Teacher Signaturé: Date:
The munber of attendance days possible for this student’s learning period is : In my professional judgment, the student has
completed work that has a value of days. :

Category: Language Arts ‘

Conrse Text: HS — Language of Literature 9, Textbook Based — McDongal Littell (2000)

Counrse Title: Litcrature 9

Moduale I: Unit i~Part 1 — Crisis and Conflict. The Necklace, The Most Dangerouns Game, Where Have Yoo Gone, Charming Billy?

Assignments 1. Understand and read works of fiction: works of proge that have imaginary elements.

/ Ohjectives: 2. Understand PLOT, CHARACTER, SETTING AND THEME: the elements of fiction that a
the baikding blocks of good fiction. ’
3. Vocabulary Skills: Build and develop these vocabulary skills: leoking for context and meaning
clues. -
4. Grammar Skills: Review and practice abstract and concrete nouns; choosing precise verbs; and
adverbs.
5. Relate Real World Writing to other forms of writing: note the imporiance of good writing skiifls
in real-life sitvations.

CA State Standards: WAFSVIX1.1; RC:24,2.5,2.8; LRA3.2,3.3,3.4,3.5,3.6;, W5:1.2,1.3;
WA2122202.3524224.5,24.0,2.4.d,2.62265,2.6.c; WOELC:1.1,1.2,1.3; L§5:1.14:
5A:23223.623.4,23.¢23£2.5325025¢

Category: Mathematics

Cowrse Text: 8~HS — Algebra 1, CA — Glencoe (2005)
Course Tiite: Algebra | .
Module 1; Chapter | — The Language of Algebea,

Assignments |. Write mathematical expressions for verbal ©XPressions.

{ Objectives: 2. Write verbal expressions for mathematical EXPressions.
3. Evaluate mamerical expressions by using the order of operations.
4. Solve open sentence equations and incqualities,

CA State Standards; A1:4.0,25.2

Category: Science

Course Text: HS - Biokogy — AGS (2004)
Course Title: Biology

Moduig 1: Chapter t — The Basic Unit of Life.

Student John Doe Teacher: LeAnn Raed LP: .6
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Section Seven

Assignments 1. Describe a cell and explsin some of its fanctions.

/ Objectives: 2. Explain what tissues and organs are.
3. Identify ways that plant and arimal cells are alike and different.
4. Describe the functions of stractures in celis,

CA State Standards: BLS:1.a,} £1.g,14,1j,5.a; F:l.a

Category: Social Studies

Course Text: HS — World History, The Modein Era — Prentice Hall (1999)
Coarse Title: World History

Module 1; Review Unit. Early Civilization to Early Modern Times,

Assignments 1. Identify the eight basic features common to most civilizations.
/ Objectives: 2. Identify the main periods of ancient Egypiium history.
3. Identify contrityations of early civilizations in India and China.
4. Summarize the central teachings of Hinduism and Buddhism,
5. Describe the kinds of government the Greeks developed.
6. Ydentify key achievements of the Mayans, Aztecs,
7. Explain how medieval society was organized under fendalism.
8. Identify bow feudalism developed in Japan,
9. Summarize the achievements of the Renaissance.
10, Tentify key advances of the Scientific Revolution,

CA State Standards: 85:10.1.1,10.1.2,10.2.2

Student John Doe Teacher: LeAnn Reed LF: 6
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Section Seven, ’ : Resources

Figure 7.24: Sample ReportWriter Work Summary Report

Work Summary Report
Studeat Namme: Joba Doe ' Studeat Number: 56 Grade Level: 9
Teacher Name: Leamn Reed Teacher Number: 1 Learning Period: 7
rate Parameters: 02/21/2005 to 03/21/2005
Course: Literature 9 - Category: Language.
- ) Arty
Text: The Langnage of Literature Grade 9 by McDougal Littell, 2000; ¢ 37 Module Course.
Module 1: Unit 1~Part 1 — Crisis and Conflict. The Necklace, The Most Dangerous Game, .
Where Have You Gone, Charnsing Bilty? Score/Evaluation: B
Comments: Reacding, vocabulary deveiapmém and comprekension skills are sirong. Cumulative Grade: B—-
Course: Algebra 1 Category:
Mathematics
Text: Algebra 1, CA Edition by Glencoe, 2005; a 38 Madule Course. .
Modvle |: Chapter } ~ The Language of Algebra. ' Score/Evatuation: B—
Comments: John uses methods/formulas presented in lessons to complete assignment. Cumulative Grade: B
Course: Biclogy ) Category: Science
Text: Biology by AGS, 2004; ¢ 36 Module Course. .
Module i: Chapter | ~ The Basic Unit of Life. ' Score/Evaluation: A+
Comments: Jokn is able to explain newly gained knowledge. Cummudative G . -I . A+
Course: World History Category: Social
Studics
Text: World History — The Modern Era by Prentice Hall, 1999; a 36 Module Course,
Module 1: Review Unit. Barly Civilization to Barly Modern Times. Score/Evaluation: C
Comments: Cunmulative Grade: | € l
Teacher Signature: Date:

The number of attendance days possible for this siudent's fearning period is - In my professional judgmen, the studeni has compieted work that has a value
of _____days.

Student: Johin Doe Teacher. Leann Resd
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Resources

Section Seven

Category: Algebra 1

Student Name: John Doe . Student# 56
Teacher: LeAgn Reed Teacher# |

Dates From: 02/21/2605 To: 03/21/2005

Cntegory: Literature 9 Learning Period
Leaming Period 7 (02/2172005-03/2172005)

Lcamming Pesiod
Learning Period 7 ((2/212005-03/2172005)

Learning Period
Learning Period 7 (0212 L2005-03/2172005)

Category: Biology

Category: World Histery Leaming Period
Learning Period 7 (02/21/2005-03/2112005)

Teacher's Comments
John is gaining self-confidence and work quality has improved.

Parent/Guardian Signature

Teacher Signéture

Progress Report

Grade: 9

Cirinde
B'_.

Cumulative Grade to Date: B~
Grade
B...

Cumblative Grade to Date: B—
Grade
A+

Cumulative Grade to Date; A+
Grade -
C

Cumulative Grade to Date: C

Date

Student Jobin Doe Teacher: LeArn Reed

2008 _ California Association of School Business Officials 7.45
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Secondary Report Card
Student Name: John Doe Student# 56 Grade: 9
Teacher: LeAnn Reed Teacher# |
Semester 2 Year: 2004 — 2005

World History c 5 5 (A—GJ

Biology At 5 5

Algebra 1 B- 5 5

Literatore 9 B— 5 5 {Honors)

GPA: 292

lConmtent:: John bas a good attitade that is reflected in his schoolwark and sodial interactions. I

Teacher Signature:- ' Date:

Student: John Doe Teacher: LeAnn Reed ‘ L
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Resources Section Seven

Figure 7.27: Sample ReportWriter Standards Compliance
Report |

Standards Compliance Report

Student Name: Doe, Jobn Stadent# 56 . Grade: 9
Teacher: Reed, LeAnn Teacher# |

Grade  |CA Sandards: Language Arts ' Atmp. |Mast |Blueprint

910 . : ] Tteros / Pt

WAFSVD/ | Word Analysis, Fluency, andSystmucVocahu]myDndopmm Studmmapplyth:xr . .

10 knowledge of word origiris to deérmine the meafing 'of now words cncountensd i veading - [t} 1%
materials and use those wards accurately, '

WAFSVD/ | Identify anduscmcii‘tmlmdﬁglm've:meanm' gs of words and understand word derivations. i 1 v

i1

WAFSVD/ Dmmhhwmﬂm&mmaﬁmuwmgsofmmmm o

12 connatative power of wonds. ’

WAFSVD/ ldmnﬁﬁmkkommandﬂmcmymnbgymdm'mehwwhdgqmmmmcmigiﬁmd 0 vy

13 meaning of new words (£.2., the word narcissistic dreawn from the myth of Naroissys and Echa.

RC/20  |Reading Comprehension (Foous on Infimstional Materials) ~ Students read and anderssnd
grade—level-appropriate materisl. They snalyze the organimtinal patierts, arguments, and
mmmmmmhnmmmmmmemﬂmwwm
{1990} illusteate the quality and complexity of the materials 1o be read by students. In addition, by 10 - i8 § 4%

grde twelve, students ivead two trillion werds aimually on their own, including a wide variety of
classic end contemporary literature, mapazines, newspagers; dnd ymbine information, In grades nine
amd 1241, students make substoaatial progress toward this goal,

RE/Z.E Amlyzemcsmmmmmdfmmmofﬂmcﬂnmlwoﬂphcedwmmmmmegmphmsmd o

| headess, and szpiain how authors wee the featares t achieve thieir purposes. \
RC122 Prepare a bibliography of reference materials for 2 report using a variety of consomer, workpiace, o v
and public documents. Comprehiension and Anzlysis of Grade )
RC/23 Gename relevant questions about readings on issucs that can be rescarched. i) v
RC/24 Synthesize the content from several sources or works by a single author dealing with a single issue;
yaraphrese the ideas and comnect them to ather sources and related topics to-demonstrate i 1 v
comprehension.
RC/2S Extend ideas presented in prinsary or secondary sources throuph original anatysis, evaluation, and
) 1 t v
RC/26 Dy toate use of sophisticated leaming tools by following techmical directions {e.p, those formd
with graphic calculators and specialized software programs and in access guides to World Wide ) v
‘Web sites on the Internet),
RC/27 Critigue the logic of functional documents by examining the sequence of information and o v

Mmmmmnfpo@hmmmg&

RC/28 Evaluate the credibility of an author's argument or defense of a claim by crifiquing merelamusth
between generalizatiang and evidencs, the comprehensiveness of evidence, and the way in which i 1 v
ﬂmmﬂml‘smmafﬁms:hcmcmmdmnﬂhawn(eg in professians] journails, editorials,
palitical speeches, primary source material).

LRA/30  |Literary Responsc and Analysis — Stadents rend and respond to historically or cabturally significant
waorks of litcrature that reflect and enhance their studies of history and social seience. They conduct
in—depth anslyses of recurrent patterns and themes. The selectinns in Recommended §iterature, ] i6 | 21%
Grades Nine Through Tweive iliustrate the quality and complexity of the materials to be read by
studenis.

Student Doe, John Teacher: Reed, LeAnn
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Section Seven-

Resources

Student Doe, John Teacher. Reed, LeAnn

LRA /31 Amcuhmlhezdaﬂmhpbawmtheexp:eswdpmpmesmdﬁedxmadmsﬂcsnfdlﬁ'm o
forns of dramatic literature (¢.2., comedy, tragedy, drama, dramatic monologuc).

LRA/32 Compare and contrest the presentation of 2 similar theme or topic across genres to explain how the f
selection of genre shapes the theme or topic.

LRA/33 Anﬂymmmmmhmwmmmmdmmmmabwmm(ag,mm
external conilicts, motivations, relationships, influences) and explain the way those interactions 1 v
affect the plot.

LRA /34 Demrmine charatters' traits by what the characiers sny about themselves in narmtion, dizlogue, e v

LRA/3S Cmmcwu&sﬂmtemmamﬁvusalﬂrmandpmvﬁccﬂdmmswtb;imemswd 1 <
incach work.

LRA/3.6 Amlyzcmduacemamhdsdwcbpmmfumcmdmm&mhﬂmgmgmdmmplcx 1 v
Heemary deviees {(e.g., foreshadowing, flashhacks}.

LRA/3.7 R:wgmmamixmiasmnd&eagmﬁcmofvmimhtamydevioes,hdudiugﬁgmﬁe 5 o
lenguage, imagery, allegory, and symbolism, and explain their appeal. '

LRA/3E hmmumdwﬂuﬂrtbcmpaaofamblgnmes,snhﬂeu&s, contmdictions, ironies, and o v
incongniities in a text. 1

LRA/39 Emhmhwwmmmmmkcofanmammmmmm o v
and credibility of a text.

LRA/3.10 |identify and describe the function of dialoguc, scene desipng, soliloquics, asides, and chamcter o 7
foils in dramabic htemmre,

LRA/3.11 rEvalmtethcaesﬂ:eucquahu:sofsqde,mcmdmgthclmpactofdactmuandﬁmuvclmguagean 0 v

mmmmmgmmmgydhmymum(mmappﬂmd:)

LRA/3.12 {Analyse the way in which a work of literature is related fo the #h and issues of its historical o v
pmod.(fﬁstmminppmch) -

Wws/10 ‘Wriling Strategies — Studeats write coberent and msnysﬂm{cmveyaweﬂ—dcﬂmd
pu-specuvcanduginlyreasmaiargum The writing demonstrates stadents' awareness of the 0 v 2%
mﬂmwandpwpmmsmdempmgﬁxmsﬁnmghthsmmofmmgmasnmdd

W5/L1 Estabiish  controiling impression or coherent thegis that conveys & clear and distinetive ) 0 vy
petspeciive on the sabjoct apd muintain a cansisient e and focis throughuut the picoe of writing.

WS/12  |Usc precisc language, action verbs, sensry detils, appropeiate midifiers, aud the sctive father . v
than the passive vaice.

W5/1.3 Usz clear reseanch questions end auitable rescarch methods (o.2., libmry, clecironic media, personat 1 o
interview) o elicit and present evidence fromy primary end secondary sources.

WS/14 Dﬂdopmcnmmmwhm:hcbodyofmecompomnmﬂnmghsuppomngm(ag,, a v
sccuarm,commlyh:ﬁbchcfs hypotheses, definitions).

WS/LS smmmmmwhmmm&mmmmh
information and the different perspectives foumd in each medium {e.g., aimanacs, mricrofiche, news {0 v
smrocs,m—dcp:hﬁg}dmzdsm,smdws,]amls,wchmcddmmxs}

WS/ L6 htegmeqmmnmsmdmmnsmmammtcnwm[emmmgmﬁnwofldﬁ& {0

WS/L7 Use sppropriate coavéntions fix documentation in the text, sabos, and bibliographies by adbering to )
thase in style nuinuals (. g.. Modern Language Association Handbook, The Chicags Masuslof |0 v
Style). .

Ws/18 Design and publish documents by using advanced publishing software and graphic programs, 0

WS/1L9 Revise wrifing to improve the logic and colierence of the arganization and contralling perspective,
the precision of word choice, and ihe tone by taking into consideration the sudfence, parpose, and [0 v
formality of the context. -

WA /20 | Writing Applications (Genres and Their Charzcteristics) — Students combiné the ritesorical
strategies of nartation, exposition, persnasion, and description to produce texts of af least 1,500 o
words cachi. Smudent writing demonstrates a command of standard Americen English and the
research, organizationsl, and dmfting strategies cutlined in Writing Stndard 1.0

WA/21 Write biographical or autcbiographical narratives or short stories., 0

WA/21la |Relatea sequence of evenis and communicate the significance of the eyents to the andience. 1

WA/2Lb (Locate scenes and incidents in specific places,

WA/21c

e
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Section Seven

Resources
Describe with concrete sensory details the sights, sounds, and smells of a scene and the specific
actions, moverents, gestures, and feelings of the characters; use interior monologue to depist the
characters' feelings. _

WA/21d Pacctkemﬁmofmionaﬁomﬁnmdnmchaﬂgcsiuﬁmcmdmmd. 0

WA/2le §Make effective usc of descriptions of appearance, images, shifting perspectives, and sensory o
details.

WA /22 ‘Write responses to literature. L]

WA /222 Dmmnmmammiveg:aspofdrsigﬁﬁmidmufﬁmym 4]

WA /228 Suppmunpmﬂmmdmwpmmthmghwmmmddcmﬂcdm&mesmthcmt«m 1
other works.

WA/22¢  |Demonstrate awareness of the authors nse of stylistic devices and an sppreciation of the effects 0
created. .

WA 7224 [1dentify and assess the impact of perceived ambiguities, aumnces, and commplexitics within the text, {0

WA/23 Wirite expository compositions, inolwding smalytical essays and rescarch reports, 1o

WA/23a Mmha[ewdmmmppmtafa&hemsandrdmeddmm inchading information on all relevant o
[efspectives. .

WA/23h Couvtymfmmmandldm&umpnmrymdmy - by and colicrently. 1

WA/23¢ Makcdmumuumbcmmndwauwvahmandﬂgmﬁmafapemﬁcdmmmm ]

WA/234d MmmmhycmﬂomgamnmmmoymwmdrmMm 8
charts, maps, and graphs. -

WA /23.c | Anticipate und address readers’ potential misunderstandings; biases, and expectations. 0

WA /231 §Use technical terims and notations acourately. 1]

WA /24 Write persnasive compositions. ) (]

WA /24a  |Stractuce ideas and arguments in  sustained and logical fashion. ' 1

WA /240 Usespec.iﬁcrhcmricaldﬂicsmmppmmuﬁom(cg,appedtghﬁicﬂzmughmasuning;appal 1
in emotion or ¢thical belict; relate a personal anecdote, tase study, or analogy).

WA/ 240 Mwmmmmmmmmmmhdmgfmmm 1
qummns,xudemmofmmnmnlympmibe!wfsmdlomalmmmg.

WA /244 Adidress readers’ cmcmm,mmtu‘c!sxms,hwses,mdnpmnm o 1

WA /25 Write businoess letiers,

WA /2.5a | Provide clear and purposcfil information and address the intended audiénce sppropristely. 0
WA/25b  Use sppropriste vocebulary, tone, and etyle 10 take fitto acoount the nature of the rolationship with, o
anel the knowiledge snd interosts of the mcipients. )

WA /2.5c | Highlight cential ideas ot images. 0
WA /254 {Follow a copventional style with page foriats, fouis, and spacing that contributo fo the documents' 0

teadability and inmpact.
WA /24 Write technical docaments {e.g., amammloumlcsofbchamﬁxmnﬂmremiutmn,prwedmcs 0
for conducting 2 meeting, minntes of a meeting].
WA/2.6a | Report information and coavey ideas logically and correcily. 1
WA /26D Ofﬁ:dctmiedmdaccummspmﬁcatm 1
WA /26 lnchnd:smmus,d:ﬁmmnx, and examples o aid comprehension (e.g., troubleshooting guide). 3
WA /264 | Anticipate readers’ problems, mistakes, and misunderstandings. 0
WOELC/ thmadomlﬁnghshungmgcmmnnns ~ Students write and speak with a command of 0 13 1 1m
1.0 stauland English conventions. A
WOELC/ ldentify and cortectly use clauses (e.g., main and subordinate), phrases {e.g., porund, infinitive, and |
L1 participial), and mechanics of punctuatioa (e.g., senicolons, colons, ellipses, hyphens)..
WOELC/ - {Understand sentence constraction {c.g., parallel structore, sebordinstion, moper placement of 1
1.2 modifiers) amd proper Engtish usage (2 g, consistency of verb tenses).
WOELC/ Demonstrate an undersinading of proper English usepe and control of gramemar, paragraph and i
13 senfence structure, diction, and syntax.

Student: Do, John Teacher: Reed, LeAnn
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Section Seven

Resources

WOELC/ | Produce legible wark that shows accurate spelfing and correet use of the conventions of

14 punctuation end capitalization. -

WOELC/ Refloct appropriate mannscript requirements, including title page presentation, pagination, spacing

1.5 andmsm&mdmwgmnmofmeandmmpmmmai(agnmﬂmdmﬁm,mofdm
quotations, paraphrasing) with appropriate citations.

15§/10 LlsmgandSpmhngSmgms Students ibrmnﬂmadronmdgmmaboutoml
Compmmication. Theyddwerﬁ)cmedaadcohe;mtpmsmmnm}snftheum!hﬂmeyciw
and distinct pesspectives and solid reasoning, Thcyuscgcwues,m and vocabalary tailored to
ﬂleaud:mccandpm'pm

LSS/ L1 Fomulme;mdgmmabwthcidmmd&discmﬂmmdmppmmosejmdgnmmwﬂh

L58/12 Conmpare and contrast the ways in which media genres (.8, televised news, news magazines,
documcntaries, oaline information) cover the sume event.

LSS/L3 mmwmﬁmmﬁm(c.g,m@mmgmmmm)mmm_
and to persuade, by soliciting sgreement or action, or to unite audicaves behind a common belicf or
canse.

188/14 Chomeappmmwchmqm furdcvelopmglkexmmdmumandmndmm(c_g hynsmg
hmqmmmm“mmfmmmmwmm) -

LS5/15 ngzmmdmehm&ofdmmmueg,, ingy, first amd d

: mmbady,mmhsm}mfmuhhngmwndugmmmdapp!ymg!hcmofmm

LSS/L6 Pmsm@ﬁvmacbw&emssmmmdc@mwammofmf(cg,mm
testimony, specific instances) that meet standard tests for evidence, including credibility, validity,
and relevance.

LS8/1.7 Ummmmmmemmmmmmmmnf
presentations.

LS5/1% Produce concise notes for extemporaneons delivery.

LS8/1.9 Am!yzctheommmdt!wmmtsof:hemﬁxmcemdchooseeﬁbcuveverbnlandmmvm
techiques {e.2., voice, gestiires, eye contact) for presentations. _

L585/1.10  |Anatyse hisiorically significant speeches (2.2, Abraham Lincoin’s "Gettysburg Address," Mariin
Luther King, Jr.'s "1 Have a Dream™) to find the thetorical devices and festures that make them
metnotable.,

L3S/ 11t Amhowhngmgeanddehvnyaﬂbﬂﬂmmmdmxiimoﬂhcumlmmumcmmdm
an jmpact oa the sudience.

18S/1.12 Evahmmgclmty,quaﬁly,eﬁectivmm,andgmal_ coherence of 2 speaker's important points,
arguments, cvidence, organization of ideas, delivery, diction, and syatax.

LS8/ 113 Amlyzcﬂmtypcsofargammﬂsusedbymcspmker mchldmgmgummbymmn,mnhgy

- autharity, emation, and logic.

L55/1.14  [ldentify the aesthetic effects 0fa media presentation and evaluate the sachn 'quesusedtomme
them {e.g.. compare Shakespeare's Henry V with Kemmeth Branagh's 1990 film version).

SA 2.0 Speaking Applications (Genres sad Their Chameteristics) — Stadents deliver palished formal and
mmmmmmmmmmmufm
exposition, persumsion, s description. Student speaking demonstrates 2 command of standand
Ametican Enplish and the orgimizational and delivery stratégies outlined in Listening snd Spenking
Standard 1.0.

SA/F21 Deliver nartative presentations.

SA/2ta  |Nametensequence of events ind commmicate their significance to the andicnce

SA/2.1b Locate scenes and incidents in specific places,

SA/24e Dﬁmbcwnhcmcmtcsenmrydctuhthcs!gh:s,smmds and smells of a scene and the specific
aclions, movements, gestores, and feclings of cheracters.

SA/214d Pace the presentation of actions to accommodate time or mood changes.

BA/22 Deliver expository preseiitations.

SA/22a Mamhnlewimoemsnppmtofaﬂnﬂsmximlatedclm mch:dmgmfmmuunanalirelevanl
perspectives.

SA/22b  {Convey infarmation and ideas from primary and secondary sources accuzately and coherently.

Student: Doe, John Teacher; Reed, LeAnn
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Resources Section Seven
5A/22¢ Make distinctions between the relative valne and significance of specific data, facts, and ideas. 0
SA/22d  |inchude visial aids by employing appropriate technology to arganize and display information ot o
charts, maps, and graphs.

SA{22e Anticipate and address the listener's potential wisunderstandings, binses, and expectations. 4]

SA/22f  [Use technical terms and notations accurately. ' 0

SA/23 Appty appmpzme interviewing techmqna. . 0

SA/23a | Preparc and ask relevant guestions, 1

SA/23b  ]Mske notes of responses. 1]

SA/23.c . [Use language that conveys meturity, sensitivity, and respect. 1

SA/234d  {Respond comectly and effactively to questions. i

SA/23e Demonstrate knowiledge of the subject or organization. 1

SA/23f |Compile and report responses. 1

5A/23g |Evaluate the cffectiveness of the interview.

SA724 Deliver eral resposses to literatare.,

$5A/24s | Advance a judgment demonstrating & compreheasive grasp of the significant ideas of works or o
passages (i.c., make and gupport warranted assertions about the text).

SA/24b  [Support important ideas and viewpoints through accurate and defailed reforenees to the text of to a

, other werks. _

SAI24c Demonstrate awareness of the antlior's use of stylistic devices and an appreciation of the effects 0
created.

SA/24d  |Identify and sueess the impact of percsived ambiguities, nuances, and complexities within the text. 10

SA/2S Deliver persussive arguments (including evajustion and analysis of problems and solutions and 0
causes and effects). Ik

SA/25a  |Structure ideas and arguments in a coherent, logical fashion, 1

SA/25b  {Use thetorical devices fo support assertions (e.g., by appeal to bogic through reasoning; by appeal I
1o cotion or cthical belief; by use of personal ancedote, case study, o mslogy).

SA/25.c | Clorify ond defend positions with precise and relevant evidence, mciuding facts, expert opimions, 1
quotations, expeessions of commonly accepted bediefs, and logical reasoving,

SA/254 | Anticipate and address the listener's concemns and counterargnments,

SA/26 Deliver descriptive presentations. ‘

SA/26a Establish clearly the speaker's point of view on the subject of the presentation.

SA/2.60 Establish clearly the speaker's relationship with that suhject (2_g., dispassionate observation, o
personal imvolverent).

SA726c  |Usecffective, factual descriptions of appearance, concrete images; shifting perspectives and o
vaniage poinis, and sensory details.

Student Doe, John Teacher. Reed, LaAnn

2008
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Legal Citations

Section Eight

Section Eight:
Legal Citations

The Education Code sections included in this document do not take into consideration pending
legislation. The reader is cautioned to incorporate any new legislative changes when reference
is made to the section. Education Codes may be accessed directly on the internet at
www.leginfo.ca.gov/calaw.html, '

Education Code sections

§56026 Individuals With Exceptional Needs
§41020 Audit
§42238.5 Computation of Average Daily Allowance
§46300 Average Daily Attendance
§46300.1 Average Daily Attendance
- §46300.2 Average Daily Attendance
§46300.4 Average Daily Attendance
§46300.6 Average Daily Aftendance
7 §46300.7  Average Daily Attendance
§47612 Appropriations of Funds for Charter Schools
§48050 Admission- Nonresident Pupils
§48051 Admission- Legal Status
§48052 Admission- Tuition for Nonresident Pupils
§48204 Residency Requirements '
§48204 Residency Requirements
§48205 Excused Absences
§48206.3 Home/Hospital Instruction
§48915 Expulsion
§48917 Suspension
§49067 Pupil Records
§51225.3 Requirements for Graduation
§51745 Independent Study
§51745.6 Independent Study
§51746 Services and Resources
§51747 Apportionment for Independent Study Pupils
§51747.3 Restrictions on Funding Claims for Independent Study
§51747.5 Supervision and Evaluation of Independent Study by Qualified Personnel
§51748 Written Records for Apportionments

2008
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Section Eight Legal Citations
§52123 Class Size Reduction Program Funding Guidelines

§52500 Adult Education Programs

§52500.1 Pupil Eligibility for Adult Education Programs

§52501 Governing Board Role in Adult Education Programs

§52501.3 Requirements for Adult Education Programs

§52501.5 Allocation of Adult Education Program Funds

§52502 Establishment of Adult Schools

§52504 Course of Study Requirements for Adult Education Programs

§52505 | Adult Education Program Calendar

§52513 Weekend Classes for Adult Education Programs

§52514 High Schools in Jails, Camps, or Farms

§52522 Innovation and Alternative Instructional Delivery in Adult Education Programs
§52522.2 Department of Education Report on Adult Education

'Califomia Code of Regulations, Title 5 sections

Lo

§16027 Destruction of Records.
§11701 District Responsibilities
§11701.5 Equitable Provision of Resources and Services
§11702 Requirements for Agreements
§11703 Records '
§11960 Regular Average Daily Attendance for Charter Schools
§11963 Definition of Classroom-Based Instruction
§16020 Definition of Records.
§16022 Classification of Records.
§16023 Class 1--Permanent Records.
§16024 Class 2--Optional Records.
§16025 Class 3--Disposable Records.
§16026 Retention Period.
§11700 Definitions
8.2 California Association of School Business Officials 2008
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Education Code sections

§2558. County Superintendent of Schools Apportionment

Notwithstanding any other law, for the 1979-80 fiscal year and each fiscal year thereafter, the Superintendent of
Public Instruction shall apportion state aid to county superintendents of schools pursuant to this section.
(a) The Superintendent of Public Instruction shall total the amounts computed for the fiscal year pursuant to Sec-
tions 2550, 2551.3, 2554, 2555, and 2557 and Section 2551, as that section read on January 1, 1999. For the 1979-
80 fiscal year and for purposes of calculating the 1979-80 fiscal year base amounts in succeeding fiscal years, the
amounts n Sections 2550, 2551, 2552, 2554, 2555, and 2557, as they read in the 1979-80 fiscal vear, shall be mul-
tiplied by a factor of 0.994. For the 1981-82 ﬁscaI -year and for purpeses of calculating the 1981-82 fiscal year base
amounts in succeeding fiscal years, the amount in this subdivision shall be multiplied by a factor of 0.97.
(b) For the 1995-96 fiscal year and each fiscal year thereafter, the county superintendent of schools shall adjust the
total revenue limit computed pursuant to this section by the amount of increased or decreased employer contribu-
tions to the Public Employees' Retirement System resulting fromi the enactment of Chapter 330 of the Statutes of
1982, adjusted for any changes in those contributions resulting from subsequent changes in employer contribution
rates, excluding rate changes due to the direct transfer of the state-mandated portion of the employer contributions
to the Public Employees' Retirement System through the current fiscal year. The adjustment shall be calculated for
each county superintendent of schools as follows:
(1) Determine the amount of employer contributions that would have been made in the current fiscal year if the
applicable Public Employees' Retirement System employee contribution rate in effect immediately prior to the
enactment of Chapter 330 of the Statutes of 1982 were in effect during the current fiscal year.
(2) Determine the actual amount of employer contributions made to the Public Employees' Retirement System in
the current fiscal year. :
(3) If the amount determined in paragraph. (1) is greater than the amount determined in paragraph (2), the total
revenue limit computed pursuant to this part for that county superintendent of schools shall be decreased by the
amount of the difference between those paragraphs; or if the amount determined in paragraph (1) is less than the
amount determined in paragraph (2), the total revenue limit for that county superintendent of schools shall be in-
creased by the amount of the difference between those paragraphs.
(4) For the purposes of this subdivision, employer contributions to the Public Employees' Retirement System for
any of the following positions shail be excluded from the calculation specified above:
(A) Positions or portiens of positions supported by federal funds that are subject to supplanting restrictions.
(B) Positions supported by funds received pursuant to paragraph (1) of subdivision (a) of Section 54203.
(C) Positions supported, to the extent of employers' contributions not exceéding iwenty-five thousand dollars
($25,000) by any single educational agency, from a non-General Fund revenue source determined to be properly
excludable from this subdivision by the Superintendent of Public Instruction with the approval of the Director of
Finance. Commencing in the 2002-03 fiscal year, only positions supported from a non-General Fund revenue
source determined to be properly excludable as identified for a particular local education agency or pursuant to a
blanket waiver by the Superintendent of Public Instruction and the Director of Finance, prior to the 2002-03 fiscal
year, may be excluded pursuant to this paragraph.
(5) For accounting purposes, any reduction to county office of education revenue limits made by this subdivision
may be reflected as an expenditure from appropriate sources of revenue as directed by the Superintendent of Public
Instruction. . . )
(6) The amount of the increase or decrease to the revenue limits of county superintendents of schools made by this
subdivision for the 1995-96 to 2001-02 fiscal years, inclusive, may not be adjusted by the deficit factor applied to
the revenue limit of each county superintendent of schools pursuant to Section 2558.45,
(7) For the 2003-04 fiscal year and any fiscal year thereafter, the revenue limit reduction specified in Section
2558.46 may not be applied to the amount of the increase or decrease to the revenue limits of each county superin-
tendent of schools computed pursuant to paragraph (3).

(c) The Superintendent of Public Instruction shall also subtract from the amount determined in subdivision (a) the

~sum of: (1) local property tax revenues received pursuant to Section 2573 in the then current fiscal year, and tax
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revenues received pursuant to Section 2556 in the then current fiscal year, (2) state and federal categorical aid for
the fiscal year, (3) district contributions pursuant to Section 52321 for the fiscal year, and other applicablé local
contributions and revenues, (4) any amounts that the county superintendent of schools was required to maintain as
restricted and not available for expenditure in the 1978-79 fiscal year as specified in the second paragraph of subdi-
vision (c) of Section 6 of Chapter 292 of the Statutes of 1978, as amended by Chapter 51 of the Statutes of 1979,
and (5) the amount received pursuant to subparagraph. (C) of paragraph (3) of subdivision (a) of Section 33607.5 of
the Health and Safety Code that is considered propeérty taxes pursuant to that section.

(d) The remainder computed in subdivision (c) shall be distributed in the same manner as state aid to school dis-
tricts from funds appropriated to Section A of the State School Fund.

(e) If the remainder determined pursuant to subdivision (c) is a negative amount, no state aid shall be distributed to
that county superintendent of schools pursuant to subdivision (d), and an amount of funds of that county superin-
tendent equal to that negative amount shall be deemed restricted and not available for expenditure during the cur-
rent fiscal year. In the next fiscal year, that amount shall be considered local property tax revenue for purposes of
the operation of paragraph (1) of subdivision (c).

(f) The calculations set forth in paragraphs (1} to (3), inclusive, of subdivision (b) exclude employer contributions
for employees of charter schools funded pursuant to Article 2 (commencing with Section 47633) of Chapter 6 of
Part 26.8.

§41020. Audit

(a) It is the intent of the Legislature to encourage sound fiscal management practices among local educational
agencies for the most efficient and effective use of public funds for the education of children in California by
strengthening fiscal accountability at the district, county, and state levels.

{b) (1) Not later than the first day of May of cach fiscal year, each county superintendent of schools shall provide
for an audit of all funds under his or her jurisdiction and control and the governing board of each local educatiorial
agency shall either provide for an audit of the books and accounts of the local educational agency, including an
audit of income and expenditures by source of funds, or make arrangements with the county superintendent of
schools having jurisdiction over the local educational agency to provide for that auditing.

{2) A contract to perform the audit of a local educational agency that has a disapproved budget or has received a
negative certification on any budget or interim financial report during the current fiscal year or ¢ither of the two
preceding fiscal years, or for which the county superintendent of schools has otherwise determined that a lack of
going concern exists, is not valid unless approved by the responsible county superintendent of schools and the gov-
emning board.

- (3) if the governing board of a local educatlonal agency has not provided for an aud1t of the books and accounts of
the local educational agency by April 1, the county superintendent of schools having jurisdiction over the local
educational agency shall provide for the audit of each local educational agency.

(4) An audit conducted pursnant to this section shall fully comply with the Government Auditing Standards issued
by the Comptroller General of the United States.

(5) For purposes of this section, "local educational agency” does not include community colleges.

(c) Each audit conducted in accordance with this section shall include all funds of the local educational agency,
including the student body and cafeteria funds and accounts and any other funds under the control or jurisdiction of
the local educational agency. Each audit shall also include an audit of pupil attendance procedures. '

(d) All audit reports for each fiscal year shall be developed and reported using a format established by the Control-
ler after consultation with the Superintendent and the Director of Finance.

() (1) The cost of the audits provided for by the county superintendent of schools shall be paid from the county
school service fund and the county superintendent of schools shall transfer the pro rata share of the cost chargeable
to each district from district funds.

(2) The cost of the audit provided for by a governing board shall be paid from local educational agency funds. The
audit of the funds under the jurisdiction and control of the county superintendent of schools shall be paid from the
county school service fund.

(D) (1) The audits shall be made by a certified public accountant or a public accountant, licensed by the California

Board of Accountancy, and selected by the local educational agency, as applicable, from a directory of certified
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~—adult-education; and independent study:

public accountants and public accountants deemed by the Controller as qualified to conduct audits of local educa-
tional agencies, which shall be published by the Controller not later than December 31 of each year. _
(2) Commencing with the 2003-04 fiscal year and except as provided in subdivision (d) of Section 41320.1, it is
unlawful for a public accounting firm to provide audit services to a local educational agency if the lead audit part-
net, or coordinating audit partner; having primaly responsibility for the audit, or the audit partner responsible for
reviewing the audit, has performed audit services for that local educational agency in each of the six previous fiscil
years. The Education Audits Appeal Panel may waive this requirement if the panel finds that no otherwise eligible
auditor is available to perform the audit.

(3} It is the intent of the Legislature that, notwithstanding paragraph (2} of this subdivision, the rotation within pub-

- lic accounting firms conform to provisions of the federal Sarbanes-Oxley Act of 2002 (P.L. 107-204; 15 U.S.C.

Sec. 7201 et seq.), and upon release of the report required by the act of the Comptroller General of the United
States addressing the mandatory rotation of registered public accounting firms, the Legislature intends to recon-
sider the provisions of paragraph (2). In determining which certified public accountants and public accountants
shall be included in the directory, the Controller shall use the following criteria: _
(A) The certified public accountants or public accountants shall be in good standing as certified by the Board of
Accountancy. .
(B) The certified public accountants or public accountants, as a result of a quality control review conducted by the
Controller putsuant to Section 14504.2, shall ot have been found to have conducted an audit in a manner consti-
tuting noncompliance with subdivision (a} of Section 14503,

(g} (1) The auditor's report shall include each of the following:

(A) A statement that the audit was conducted pursuant to standards and procedures developed in accordance with
Chapter 3 (commencing with Section 14500) of Part 9 of Division 1 of Title 1.

{B) A summary of audit exceptions and management improvement recommendations.

(C) Each audit of a local educational agency shall include an evaluation by the auditor on whether there is substan-
tial doubt about the ability of the local educational agency to continue as a going concern for a reasonable period of
time. This evaluation shall bee based on the Statement of Auditing Standards (SAS) No. 59, as issued by the AICPA
regarding disclosure requirements relating to the ability of the entity to continue as a going concern.

{2) To the extent possible, a descripiion of correction or plan of corréction shall be incorporated in the audit report,
describing the specific actions that are planned to be taken, or that have been taken, to correct the probléem identi-
fied by the auditor. The descriptions of specific actions to be taken or that have been taken shall not solely consist
of general comments such as "will implement," "accepted the recommendation,” or "will discuss at a later date."

(h) Not later than December 15, a report of each local educational agency audit for the preceding fiscal year shall
be filed with the county superintendent of schools of the county in which the local educational agency is located,
the department, and the Controller. The Superintendent shall make any adjustments necessary in futire apportion-
ments of all state funds, to correct any audit exceptions revealed by those audit reports.

(1) (1) Commencing with the 2002-03 audit of local educational agencies pursuant to this section, each county su-
perintendent of schools shall be responsible for reviewing the audit exceptions contained in an audit of a local edu-
cational agency under his or her jurisdiction related to aitendance, inventory of equipment, internal control, and
any miscellaneous items, and determining whether the exceptions have been either corrécted or an acceptable plan
of correction has been developed. :

(2) Commencing with the 2004-05 audit of local educational agencies pursuant to this section, each county super-
mmtendent of schools shall include in the review of audit exceptions performed pursuant to this subdivision those
audit exceptions related to use of instructional materials program funds, teacher misassignments pursuant to Sec-
tiori 44258.9, information reported on the school accountability report card required parsuant to Section 33126 and -
shall determine whether the exceptions are either corrected or an acceptable plan of correction has been developed.

() Upon submission of the final audit report to the governing board of each local educational agency and subse-
quent receipt of the audit by the county superintendent of schools having jurisdiction over the local educational
agency, the county office of education shall do all of the following:

(1) Review audit exceptions related to attendance, inventory of equipment, internal control, and other miscellane-
ous exceptions. Attendance exceptions or issues shall mclude but not be lnmted 1o, those related to revenue lumts
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(2) If a description of the correction or plan of correction has not been provided as part of the audit required by this
section, then the county superintendent of schools shall notify the local educational agency and request the govern-
ing board of the Jocal educational agency to provide to the county superintendent of schools a description of the
corrections or plan of correction by March 15.

(3) Review the description of correction or plan of correction and determine its-adequacy. If the description of the
correction or plan of correction is not adequate, the county superintendent of schools shall require the local educa-
tional agency to resubmit that portion of its response that is inadequate. :

{k) Each county superintendent of schools shall certify to the Superintendent and the Controller, not later than May
15, that his or her staff has reviewed all audits of local educational agencies under his or her jurisdiction for the
prior fiscal year, that all exceptions that the county superintendent was required to review were reviewed, and that
all of those exceptions, except as otherwise noted in the certification, have been corrected by the local educational
agency or that an acceptable plan of correction has been submitted to the county superintendent of schools. In addi-
tion, the county superintendent shall identify, by local educational agency, any attendance-related audit exception
or exceptions involving state funds, and require the local educational agency to which the audit exceptions were
directed to submit appropriate reporting forms for processing by the Superintendent. :

(D) In the audit of a local educational agency for a subsequent year, the auditor shall review the correction or plan
or plans of correction submitted by the local educational agency to determine if the exceptions have been resolved.
If not, the auditor shall immediatély notify the appropnate county office of education and the department and re-
state the exception in the audit report. After receiving that notification, the department shall either consult with the
local educational agency to resolve the exception or require the county superintendent of schools to follow up with
the local educational agency.

(m) (1) The Superintendent shall be responsible for ensuring that local educational agencies have either corrected
or developed plans of correction for any one or more of the following:

(A) All federal and state compliance audit exceptions identified in the audit,

(B) Any exceptions that the county superintendent certifiés as of May 15 have not been corrected.

(C) Any repeat audit exceptions that are not assigned to a county superintendent to correet. : c
(2) In addition, the Superintendent shall-be responsible for ensuring that county superintendents of schools and
each county board of education that serves as the governing board of a local educational agency either correct all

audit exceptions identified in the audits of county superintendents of schools and of the local educational agencies

for which the county boards of educatlon serve as the governing boards or develop acceptable plans of correction

for those exceptions.

(3) The Superintendent shall report annually to the Controller on his or her actions to ensure that school districts,

- county superintendents of schools, and each county board of education that serves as the governing board of a
school district have either corrected or developed plans of correction for any of the exceptions noted pursvant to
paragraph (1).

(n) To facilitate correction of the exceptmns identified by the audits issued pursuant to this section, commencing
with 2002-03 audits pursuant to this section, the Controller shall require auditors to categorize audit exceptions in,
cach audit report in a manner that will make it clear to both the county superintendent of schools and the Superin-
tendent which exceptions they are responsible for ensuring the correction of by a local educational agency. In addi-
tion, the Controller annually shall select a sampling of county superintendents of schools and perform a follow-up
of the audit resolution process of those county superintendents of schools and report the results of that follow-up to
the Superintendent and the county superintendents of schools that were reviewed.

(0) County superintendents of schools shall adjust subsequent local property tax requirements to correct audit ex-
ceptions relating to local educational agency tax rates and tax revenues.

(p) If a governing board or county superintendent of schools fails or is unable to make satisfactory arrangements
for the audit pursuant to this section, the Controller shall make arrangements for the audit and the cost of the audit
shall be paid from local educational agency funds or the county school service fund, as the case may be.

{q) Andits of regional occupational centers and programs are subject to the provisions of this section.

(r) This section does not authorize examination of, or reports on, the curriculum used or prov1ded for in any local
~ educational agency.
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vided to a local educational agency by a certified public accounting firm while the certified public accounting firm
is performing an audit of the agency pursuant to this section must be in accord with Government Accounting Stan-
dards, Amendment No. 3, as published by the United States General Accounting Office.

§42238.5. Computation of Average Daily Allowance

(a) For purposes of Section 42238, the fiscal year average daily attendance shall be computed pursuant to para-
graph (1) or (2.

(1) The second principal apportionment regular average daily attendance for either the current or prior fiscal year,
whichever is greater. However, prior fiscal year average daily attendance shall be adjusted for any loss or gain of
average datly attendance due to a reorganization or transfer of territory, or, commencing in the 1993-94 fiscal year,

and each fiscal year thereafter, for any change in average daily attendance for pupils who are concurrently enrolled
in adult programs and classes pursuant to Section 52616.17.

(2) Any school district that elects to receive funding pursuant to Article 4 (commencing with Section 42280) shall
compute its units of average daily attendance for purposes of Section 42238 by subtracting the amount determined
in subparagraph (B) from the amount determined in subparagraph. (A). :

(A) The units of average daily atteridance computed pursuant to paragraph (1).

(B) The units of average daily attendance resulting from pupils attendmg schools funded pursuant to Article 4
(commencing with Section 42280). _

(b) For purposes of this article, regular average daily attendance shall be the base revenue limit average daily atten-
dance, excluding summer school average daily attendance.

(c) For purposes of this section, for the 1998-99 fiscal year only, the prior year average daily attendance shall be
the 1997-98 regular average daily attendance, excluding absences excused pursuant to subdivision (b) of Section
46010, as that subdivision read on July 1, 1996, ,

§46300. Average Daily Attendance

(a) In computing average daily attendance of a school district or county office of education, there shall be included
the attendance of pupils while engaged in educational activities required of those pupils and under the immediate
supervision and control of an employee of the district or county office who possessed-a valid certification docu-
ment, registered as required by law.

{(b) (1) For the purposes of a work experience education program in a secondary school that meets the standards of
the California State Plan for Vocational Education, "immediate supervision,” in the context of off-campus work
training stations, means pupil participation in on-the-job training as outlined under a training agreement, coordi-
nated by the school district under a state-approved plan, wherein the employer and certificated school personnel
share the responsibility for on-the-job supervision.

{2) The pupil-teacher ratio in a work experience program shall not exceed 125 pupils per full-time equivalent certi-
ficated teacher coordinator. Notwithstanding Section 52033, this ratio may be waived by the State Board of Educa-
tion pursuant to Article 3 (commencing with Section 33050) of Chapter 1 of Part 20 under criteria developed by
the State Board of Education.

(3) A pupil enrolled in a work experience program shall not be credited with more than one day of attendance per
calendar day, and shall be a full-time pupil enrolled in regular classes that meet the requirements of Section 46141
or 46144.

(¢) (1) For purposes of the rehabilitative schools, classes, or programs described in Section 48917 that require im-
mediate supervision, "immediate supervision" means that the person to whom the pupil is required to report for
training, counseling, tutoring, or other prescribed activity shares the responsibility for the supervision of the pupils
in the rehabilitative activities with certificated personnei of the district.

(2) A pupil enrolled in a rehabilitative school, class, or program shall not be credited with more than one day of
attendance per calendar day.

(d) (1) For the purposes of computing the average daily attenrdance of pupils engaged in the educational activities
required of high school pupils who are also enrolled in a regional occupational center or regional occupational pro-

gram, the school district shall receive proportional average daily attendance credit for those educational activities
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that are less than the minimum schoolday, pursuant to regulations adopted by the State Board of Education; how-
ever, none of that attendance shall be counted for purposes of computing attendance pursuant to Section 52324.

(2) A school district shall not receive proportional average daily attendance credit pursuant to this subdivision for
any pupil in attendance for less than 145 minutes each day.

(3) The divisor for computing proportional average daily attendance pursuant to this subdivision is 240, except
that, in the case of a pupil excused from physical education classes pursuant to Section 52316, the divisor is 180.

(4) Notwithstanding any other provision of law, travel time of pupils to attend a regional occupational center or
regional occupational program shall not be used in any manner in the computation of average daily attendance.

(e) (1) In computing the average daily attendance of a school district, there shall also be included the attendance of
pupils participating in independent study conducted pursuant to Article 5.5 {commencing with Section 51745) of
Chapter 5 of Part 28 for five or more consecutive schooldays.

(2) A pupil participating in independent study shall not be credited with more than one day of attendance per calen-
dar day.

(D -For purposes of cooperative vocational education programs and community classrooms described in Section
52372.1, "immediate supervision" means pupil participation in paid and unpaid on-the-job experiences, as outlined
under a training agreement and individualized training plans wherein the supervisor of the training site and certifi-
cated school personnel share the responsibility for the supervision of on-the-job experiences.

(g) In computing the average daily attendance of a school district, there shall be included the attendance of pupils
in kindergarten after they have completed one school year in kindergarten only if the school district has on file for
each of those pupils an agreement made pursuant to Section 48011, approved in form and content by the State De-
partment of Education and signed by the pupil's parent or guardian, that the pupil may continue in kindergarten for
not more than an additicnal school year.

§46300.1. Average Daily Attendance

Commencing July 1, 1993, no schivol distfict may receive school district apportionments pursuant to Section 42238
for independent study by pupils 21 years of age or older or by pupils 19 years of age or older who have not been
continuously enrolled in kindergarten or any of grades 1 to 12, inclusive, since their 18th birthday.

§46300.2. Average Daily Attendance

The State Department of Education shall apportion funds for community school and independent study average
daily attendance only for average daily attendance claimed by school districts and county superintendents of
schools for pupils who officially reside in the county in which the apportionment claim is reported, or who offi-
cially reside in a county immediately adjacent to the county in which the apportionment claim is reported.

§46300.4. Average Daily Attendance

If'a pupil 21 years of age or older, or a pupil 19 years of age or older, has not been continuously enrolled in kinder-
garten or any of grades 1 to 12, inclusive, since his or her 18th birthday, any attendance credit for coursework he or
she is pursuing through mdependent study shall be eligible for apportionment only if it is one or mare of the types
of courses set forth in paragraph (1) of subdivision (a) of Section 51225.3 or any course required by the governing
board as a prerequisite to recelvmg a diploma of high school gradvation. This section shall become operative on
July 1, 1990,

§46300.6. Average Daily Attendance

The State Department of Education shall not apportion funds to a local education agency for a pupil in the inde-
pendent study program if that agency has provided any funds or other things of value to the pupil orhis or her par-
ent or guardian that the agency does not provide to pupils who attend regular classes or to their parents or guardi-
ans.
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§46300.7. Average Daily Attendance

Notwithstanding any other provision of law, no school district or county office of education shall receive appor-
tionments for any pupil in independent study unless that entity receives written permission from the parent or
guardian of the pupil prior to the commencement of independent study by that pupil. The written permission shall
specify the actual dates of participation, the methods of study and evaluation, and the resources to be made avail-
able for the independent study program for the pupil.

§47612. Appropriations of Funds for Charter Schools

(a) A charter school shall be deemed to be under the exclusive control of the officers of the public schoois for pur-
poses of Section 8 of Article IX of the Califernia Constitution, with regard to the appropriation of public moneys to
be apportioned to any charter school, including, but not limited to, appropriations made for the purposes of this
chapter.

(b) The average daily attendance in a charter school may not, in any event, be generated by a pupil who is not a
California resident. To remain eligible for generating charter school apportionments,  pupil over 19 years of age
shall be continuously enrolled in public school and make satisfactory progress towards award of a high school di-
ploma. The State Board of Education shall, on or before January 1, 2000, adopt regulations defining “satisfactory

progress."”
(c) A charter school shall be deemed to be a "school district” for purposes of Article 1 (commencing with Section
14000) of Chapter 1 of Part 9, Section 41301, Section 41302.5, Article 10 (commencing with Section 41850) of
Chapter 5 of Part 24, Section 47638, and Sections 8 and 8.5 of Article XVI of the California Constitution.

§48050. Admission- Nonresident Pupils

The governing board of any school district may, with the approval of the county superintendent of schools, admit
to the elementary and high schools of the district pupils living in an adjoining state which is contiguous to the
school district. An agreement shall be entered into between the governing board and the governing board or author-
ity of the school district in which the pupils reside providing for the payment by the latter of an amount sufficient
to reimburse the district of attendance for the total cost of educating the pupil, including the total of the amounts
expended per pupil for the current expenses of education, the use of buildings and equipment, the repayment of
local bonds and interest payments and state building loan funds, capital outlay, and transportation to and from
school. The amount of the tuition for the current expenses of education per unit of average daily attendance of pu-
pils from the adjoining state shall equal the average current expenditure, exclusive of all transportation expendi-
tures, per unit of average daily attendance in the district of attendance. The per pupil cost attributable to capital
outlay shall be on the basis of an average expenditure for the preceding five years. The cost of transportation shall
not exceed ten dollars ($10) per month. Tuition payments shall be made during the school year with final payment
at the end of the school year after all costs have been determined. If the amount paid is more or less than the total
cost of education and transportation, adjustment shall be made for the following semester or school year. The at-
tendance of the pupils shall not be included in computing the average daily attendance of the class or school for the
purpose of obtaining apportionment of state funds. In licu of entering an agreement with the governing board or
authority of the school district in which the pupil from the adjoining state resides, the governing board of the
school district in this state may enter an agreement with the parent or guardian of the pupil on the same terms as is
provided in this section.

§48051. Admission- Legal Status
Any person, otherwise eligible for admission to any class or school of a school district of this state, whose parents
are or are not citizens of the United States, whose actual and legal residence is in a foreign country adjacent to this

state, and who regularly returns within a 24-hour period to said foreign countty may be admitted to the class or
scheol of the district by the governing board of the district.

§48052, Admission- Tuition for Nonresident Pupils

The governing board of the district shall, as a condition precedent to the admission of any person, under Section
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48051, require the parent or guardian of such person to pay to the district an amount not more than sufficient to

relmburse the district for the total cost of educating the person, including the total of the amounts expended per

pupil for the current expenses of education, the use of buildings and equipment, the repayment of local bonds and
interest payments and state building loan funds, capital outlay, and transportation to and from school. The per pupil
cost atiributable to capital outlay shall be on the basis of an average expenditure for the preceding five years. The
cost of transportation shall not exceed ten dollars ($10) per month. Tuition payments shall be made in advance for
each month or semester during the period of attendance. If the amount paid is more or less than the tofal cost of
education and transportation, adjustment shall be made for the following semester or school year. The attendance
of the pupils shall not be included in computing the average daily attendance of the class or school for the purpose
of obtaining apportionment of state funds. The school district shall not be eligible for nonimmigrant or noncitizen

reimbursement under the provisions of Chapter 11 (commencing with Section 42900) of Part 24 of Division 3 of -

this title, Article 2 (commencing with Section 56865) of Chapter 6 of Part 30 of this division for these students.
§48204. Residency Requirements

Notwithstanding Section 48200, a pupil is deemed to have complied with the residency requirements for school
attendance in a school district, if he or she is any of the following:

(2) A pupil placed within the boundaries of that school district in a regularly established licensed children's institu-
tion, or a licensed foster home, or a family hote pursuant to a commitment or placement under Chapter 2
(commencing with Section 200) of Part 1 of Division 2 of the Welfare and Institutions Code. An agency placing a
pupil in a home or institution described in this subdivision shall provide evidence to the school that the placement
or commitment is pursuant to law,

(b) A pupil for whom interdistrict attendance has been approved pursuant to Chapter 5 (commencing with Section
46600) of Part 26,

(¢) A pupil whose residence is located within the boundaries of that school district and whose parent or legal
“guardian is relieved of responsibility, control, and authority through emancipation.

(d) A pupil who lives in the home of a caregi\}ing adult that is located within the boundaries of that school district,

Execution of an affidavit under penalty of perjury pursuant to Part 1.5 (commencing with Section 6550} of Divi-
sion 11 of the Family Code by the caregiving adult is a sufficient basis for a determination that the pupil lives in
the caregiver's home, unless the school district determines from actial facts that the pupil is not living in the care-
giver's home.

(e) A pupil residing in a state hospital located within the boundaries of that school district.

(D) A school district may deem a pupil as having complied with the residency requirements for school attendance in
the school district if one or both the parents or legal guardians of the pupil is employed within the boundaries of
that school district..

(1) This subdivision does not reqmre the school district within which the parents or guardians of a pupil are em-
ployed to admit the pupil to its schools. Districts may not, however, refuse to admit pupils under this sybdivision
on the basis, except as expressly provided in this subdivision, of race, ethnicity, sex, parental iIncome, scholastic
achievement, or any other arbitrary consideration. ,

(2) The school district in which the residency of either the parents or guardians of the pupil is established, or the
school district to which the pupil is to be transferred under this subdivision, may prohibit the transfer of the pupil
under this subdivision if the governing board of the district determines that the transfer would negatively impact
the court-ordered or voluntary desegregation plan of the district.

(3) The school district to which the pupil is to be transferred under this subdivision may prohibit the transfer of the
pupil if the district determines that the additional cost of educatmg the pupil would exceed the amount of additionat
state aid received as a result of the transfer.

(4) The governing board of a school district that prohibits the transfer of a pupil pursuant to paragraph (1), (2), or

(3) is encouraged to identify, and communicate in writing to the parents or guardians of the pupil, the specific rea-

sons for that determination and is encouraged to ensure that the determination, and the specific reasons therefore
are accurately recorded in the minutes of the board meeting in which the determination was made.

(5) The average daily attendance for pupils admitted pursuant to this subdivision is calculated pursuant to Section

46607
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(6) Unless approved by the sending district, this subdivision does not authorize a net transfer of pupils out of any
given district, calculated as the difference between the number of pupils exiting the district and the number of pu-
pils entering the district, in any fiscal year in excess of the following amounts:

(A) For any district with an average daily attendance for that fiscal year of less than 501, 5 percent of the average
daily attendance of the district.

(B) For any district with an average daily attendance for that fiscal year of 501 or more, but less than 2,501, 3 per-
cent of the average daily attendance of the district or 25 pupils, whichever amount is greater.

(C) For any district with an average daily attendance of 2,501 or more, 1 percent of the average daily attendance of
the district or 75 pupils, whichever amount is greater.

(7) Once a pupil is deemed to have complied with the residency requirements for school attendance pursuant to this
subdivision and is enrolled in a school in a school district whose boundaries include the location where one ot both
parents of a pupil is employed, or where the legal guardian of the pupil is employed, the pupil does not have to
reapply m the next school year to attend a school within that school district and the district governing board shall
allow the pupil to attend school through the 12th grade in that district if the parent or guardian so chooses and if
one or both of the pupil's parents or guardians continues to be employed by an employer situated within the atten-
dance boundaries of the school district, subject to paragraphs (1) to (6), inclusive.

(g) This section is inoperative on and after July 1, 2007, and as of January 1, 2008, is repealed, unless a later en-
acted statute, that becomes operative on or before January 1, 2008, deletes or extends the dates on which it be-
comes inoperative and is repealed.

§48205. Excused Absences -

(a) Notwithstanding Section 48200, a pupil shall be excused from school when the absence is:

{1) Due to his or her illness.

(2) Due to quarantine under the direction of a county or city health officer.

(3) For the purpose of having medical, dental, optometrical, or chiropractic services rendered.

(4) For the purpose of attending the funeral services of a member of his or her immediate family, so long as the
absence is not more than one day if the service is conducted in California and not more than three days if the set-
vice is conducted outside California.

(5) For the purpose of jury duty in the manner provided for by law.

(6) Due to the illness or medical appointment during school hours of a child of whom the pupil is the custodial
parent.

(7) For justifiable personal reasons, including, but not limited to, an appearance in court, attendance at a funeral
service, observance of a holiday or ceremony of his or her religion, attendance at religious retreats, or attendance at
an employment conference, when the pupil's absence has been requested in writing by the parent or guardian and
approved by the principal or a designated representative pursuant to uniform standards established by the govern-
ing board. .

(8) For the purpose of serving as a member of a precinet board for an clection pursuant to Section 12302 of the
Elections Code. o

(b} A pupil absent from school under this section shall be allowed to complete all assignments and tests missed
during the absence that can be reasonably provided and, upon satisfactory completion within a reasonable period of
time, shall be given full credit therefore. The teacher of any class from which a pupil is absent shall determine the
tests and assignments shall be reasonably equivalent to, but not necessarily identical to, the tests and assignments
that the pupil missed during the absence. :

(c) For purposes of this section, attendance at religious retreats shall not exceed four hours per semester.

(dy Absences pursuant to this section are deemed to be absences in computing average daily attendance and shall
not generate state apporticnment payments.

(e) "Immediate family," as used in this section, has the same meaning as that set forth in Section 45194, except that
references therein to "employee" shall be deemed to be references to "pupil.”

§48206.3. Home/Hospital Instruction
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(a) Except for those pupils receiving individual instruction provided pursuant to Section 48206.5, a pupil with a
temporary disability which makes attendance in the regular day classes or alternative education program in which
the pupil is enrclled impossible or inadvisable shall receive individual instruction provided by the district in which
the pupll is deemed to reside.

(b) For purposes of this section and Sections 48206. 5, 48207, and 48208, the followmg terms have the following
meanings:

(1) "Individual instruction™ means instruction provided to an individual pupil in the pupil's home, in a hospital or
other residential health facility, excluding state hospitals, or under other circumstances prescnbed by regulations
adopted for that purpose by the State Board of Education.

(2} "Temporary disability" means a physical, mental, or emotional disability incurred while a pupil is enrolled in
regular day classes or an alternative education program, and afier which the pupil can reasonably be expected to
return to regular day classes or the alternative education program without special intervention. A temporary dis-
ability shall not include a disability for which a pupil is identified as an individual with exceptional needs pursuant
to Section 56026.

(c) (1) For purposes of computing average daily attendance pursuant to Section 42238.5, each clock hour of teach-
ing time devoted to individual instruction shall count as one day of attendance.

(2) No pupil shall be credited with more than five days of attendance per calendar week, or more than the total
number of calendar days that regular classes are maintained by the district in any fiscal year.

(d) Notice of the availability of individualized instruction shall be given pursuant to Section 48980,

§48915. Expulsion

(a) Except as provided in subdivisions (c) and (¢), the principal or the supefintendent of schools shall recommend
the expulsion of a pupil for any of the following acts committed at school or at a school activity off school
grounds, unless the principal or superintendent finds that expulsion is inappropriate, due to the particular circum-
stance:
(1) Causing sertous physical injury to another person, except in self-defense.
{2) Possession of any knife or other dangerous object of no reasonable use to the pupil.
(3) Unlawful possession of any controlled substance listed in Chapter 2 (commencing with Section 11053) of Divi-
sion 10 of the Health and Safety Code, except for the first offense for the possession of not more than one avoirdu-
pois ounce of marijuana, other than concentrated cannabis.
(4) Robbery or extortion.

" (5) Assault or battery, as defined in Sections 240 and 242 of the Penal Code, upon any school employee.
(b) Upon recommendation by the principal, superintendent of schools, or by a hearing officer or administrative
panel appointed pursuant to subdivision (d) of Section 48918, the governing board may order a pupil expelled upon
finding that the pupil committed an act listed in subdivision (a) or in subdivision (a), (b), (c), (d), or (e) of Section
48900. A decision to expel shall be based on a finding of one or both of the following:
(1) Other means of correction are not feasible or have repeatedly failed to bring about proper conduct.
(2) Due to the nature of the act, the presence of the pupil causes a continuing danger to the physical safety of the
pupil or others. ’
(¢) The principal or superintendent of schools shall immediately suspend, pursuant to Section 48911, and shall
recommend expulsion of a pupil that he or she determines has committed any of the following acts at school or at a
school activity off school grounds:
(1) Possessing, selling, or otherwise furnishing a firearm. This subdivision does not apply to an act of possessing a
firearm if the pupil had obtained prior written permission to possess the firearm from a certificated school em-
ployee, which is concurred in by the principal or the designee of the principal. This subdivision applies to an act of
possessing a firearm only if the possession is verified by an employee of a school district.

(2) Brandishing a knife at another person.

(3) Unlawfully selling a controlled substance listed-in.Chapter 2-(commencing with-Section 11053)-of Divisien 10—+

of the Health and Safety Code. _ e
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(4} Committing or attempting to commit a sexual assault as defined in subdivision (n) of Section 48900 or commit-
ting a sexual battery as defined in subdivision (n) of Section 48900,

(5) Possession of an explosive.

(d) The governing board shall order a pupil expelled upon finding that the pupil committed an act listed in subdivi-
sion {c), and shall refer that pupil to a program of study that meets all of the following conditions:

(1) Is appropriately prepared to accommodate pupils who exhibit discipline problems,
(2) Is not provided at a comprehensive middle, junior, or senior high school, or at any elementary school.
(3) Is not housed at the schoolsiie attended by the pupil at the time of suspension.

(e) Upon recommendation by the principal, superintendent of schools, or by a hearing officer or administrative
panel appointed pursuant to subdivision (d) of Section 48918, the governing board may order a pupil expelled upon
finding that the pupil, at school or at a school activity off of school grounds vielated subdivision (f), (£), (h), (i),
(i), k), (1), or (m) of Section 48900, or Section 48900.2, 48900.3, or 48900.4, and either of the following:"

(1) That other means of correction are not feasible or have repeatedly failed to bring about proper conduct,

(2) That due to the nature of the violation, the presence of the pupil causes a continuing danger to the physical
safety of the pupil or others.

(f) The governing board shall refer a pupil who has been expelled pursuant to subdivision (b) ot {e) to a program of
study which meets all of the conditions specified in subdivision (d). Notwithstanding this subdivision, with réspect
to a pupil expelled pursuant to subdivision (e), if the county superintendent of schools certifies that an alternative
program of study is not available at a site away from a comprehensive middle, junior, or senior high school, or an
elementary school, and that the only option for placement is at another comprehensive middle, junior, or senior
high school, or another elementary school, the pupil may be referred to a program of study that is prov1ded ata
comprehensive middle, junior, or senior high school, or at an elementary school.

{g) As used in this section, "knife" means any dirk, dagger, or other weapon with a ﬁxed, sharpened blade fitted
primarily for stabbing, a weapon with a blade fitted primarily for stabbing, a weapon with a blade longer than 31/2
inches, a folding knife with a blade that locks into place, or a razor with an unguarded blsde.

(h) As used in this section, the term "exploswe means "destructlve device" as described in Section 921 of Title 18
of the United States Code.

§48917. Suspension

(a) The goveming board, upon voting to expel a pupil, may suspend the enforcement of the expulsion order for a
period of not more than one calendar year and may, as a condition of the suspension of enforcement, assign the
pupil to a school, class, or program that is deemed appropriate for the rehabilitation of the pupil. The rehabilitation
program to which the pupil is assigned may provide for the involvement of the pupil's parent or guardian in his or
her child's education in ways that are specified in the rehabilitation program. A parent or guardian's refusal to. par-

' ticipate in the rehabilitation program shall not be considered in the governing board' s determination as to whether

the pupil has satisfactorily completed the rehabilitation program.

(b) The governing board shall apply the criferia for suspending the enforcement of the expulsion order equally to
all pupils, including individuals with exceptional needs as defined in Section 56026.

(c) During the period of the suspension of the expulsion order, the pupil is deemed to be on probationary status.

(d) The governing board may revoke the suspension of an expulsion order under this section if the pupil commits
any of the acts enumerated in Section 48900 or violates any of the district's rules and regulations governing pupil
conduct. When the governing board revokes the suspension of an expulsion order, a pupil may be expelled under
the terms of the original expulsion order.

() Upon satisfactory completion of the rebabilitation assignment of a pupil, the governing board shall reinstate the
pupil i a school of the district and may also order the expungement of any or all records of the expulsion proceed-
ings.

(£} A decision of the governing board to suspend an expulsion order does not affect the time period and require-
ments for the filing of an appeal of the expulsion order with the county board of education required under Section
48919. Any appeal shall be filed within 30 days of the original vote of the governing board.
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§49067. Pupil Records

(a) The governing board of each school district shall prescribe regulations requiring the evaluation of each pupil's
achievement for each marking period and requiring a conference with, or a written report to, the parent of each
pupil whenever it becomes evident to the teacher that the pupil is in danger of failing a course. The refusal of the
parent to attend the conference, or to respond to the written report, shall not preclude failing the pupil at the end of
the grading period.

(b) The governing board of any school district may adopt regulations authorizing a teacher to assign a failing grade
to any pupil whose absences from the teacher's class that are not excused pursuant to Section 48205 equal or ex-
ceed a maximum number which shall be specified by the board. Regulations adopted pursuant to this subdivision
shall include, but not be limited to, the following: :

(1) A reasonable opportunity for the pupil or the pupil's parent or guardian to explain the absences.

(2) A method for identification in the pupil's record of the failing grades assigned to the pupil on the basis of exces-
sive unexcused absences. : _ :
() Notwithstanding the provisions of subdivision (a) of Section 49061, the provisions of this section shall apply to
the parent or guardian of any pupil without regard to the age of the pupil.

§51225.3. Requirements for Graduation

(a) Commencing with the 1988-89 school year, no pupil shall receive a diploma of graduation from high school
who, while in grades 9 to 12, inclusive, has not completed all of the following; :

(1) At least the following numbers of courses in the subjects specified, each course having a duration of one year,
unless otherwise specified.

(A) Three courses in English.,

{B) Two courses in mathematics.

(C) Two courses in science, including biological and physical sciences. :

(D) Three courses in social studies, including United States history and geography; world history, culture, and ge-
ography; a one-semester course in American government and civics, and a one-semester course in economics.

(E} One course in visual or performing arts or foreign language. For the purposes of satisfying the requirement
specified in this subparagraph, a course in American Sign Language shall be deemed a course in foreign language.
(¥) Two courses in physical education, unless the pupil has been exempted pursuant to the provisions of this code.
(2) Other coursework as the governing board of the school district may by rule specify. '

(b) The governing board, with the active involvement of parents, administrators, teachers, and pupils, shall adopt
alternative means for pupils to complete the prescribed course of study which may include practical demonstration
of skills and competencies, supervised work experience or other outside school experience, career technical eduica-
tion classes offered in high schools, courses offered by regional occupational centers or programs, interdisciplinary
study, independent study, and credit earned at a postsecondary institution. Requirements for graduation and speci-
fied alternative modes for completing the prescribed course of study shall be made available to pupils, parents, and
the public. '

§51745. Independent Study

(a) Commencing with the 1990-91 school year, the governing board of a school district or a county office of educa-
tion may offer independent study to meet the educational needs of pupils in accordance with the requirements of
this article. Educational opportunities offered through independent study may include, but shall not be limited to,
the following: _

(1) Special assignments extending the content of regular courses of instruction.

(2) Individualized study in a particular area of interest ot in a subject not currently available in the regular school
curriculum,

(3) Tadividuzlized alternative education désigned o teach the knowledge and skills of the core curriculum, Inde-
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pendent study shall not be provided as an altérnative curriculum.

(4) Continuing and special study during travel.

(5) Volunteer community service activities that support and strengthen pupil achievement.

(b} Not more than 10 percent of the pupils participating in an opportunity school Or program, or a continuation high
school, calculated as specified by the State Department of Education, shall be eligible for apportionment credit for
ndependent study pursuant to this article. A pupil who is pregnant or is a parent who is the primary caregiver for
one or more of his or her children shall not be counted within the 10 percent cap.

(¢) No individual with exceptional needs, as defined in Section 56026, may participate in independent study, unless
his or her individualized education program developed pursuant to Article 3 (commencing with Section 56340) of
Chapter 4 of Part 30 specifically provides for that participation.

{d) No temporarily disabled pupil may receive individual instruction pursuant to Section 48206.3 through inde-
pendent study.

(e) No course included among the courses required for high school graduation under Section 51225.3 shall be of-
fered exclusively throvgh independent study.

§51745.6. Independent Study

(a) The ratio of average daily attendance for independent study pupils 18 years of age or less to school district full-
time equivalent certificated employees responsible for independent study, calculated as specified by the State De-
* partment of Education, shall not exceed the equivalent ratio of pupils to full-time certificated employees for all
other education programs operated by the school district. The ratio of average daily attendance for independent’
study pupils 18 years of age or less to- county office of education full-time equivalent certificated employees re-
sponsible for independent study, to be calculated in a manner prescribed by the State Department of Education,
shall not exceed the equivalent ratio of pupils to full-time certificated employees for all other educational programs
operated by the high school or unified school district with the largest average daily attendance of pupils in that
county. The computation of those ratios shall be performed annually by the reporting agency at the time of, and in
connection with, the second principal apportionment report to the Superintendent of Public Instruction.

(b) Only those units of average daily attendance for independent study that reflect a pupil-teacher ratio that does
not exceed the ratic described in subdivision (a) shall be eligible for apportioment pursuant to Section 42238.5,
for school districts, and Section 2558, for county offices of education. Nothing in this section shall prevent a
school district or county office of educatlon from serving additional units of average daily attendance greater than
the ratio described in subdivision (a), except that those additional units shall not be funded pursuant to Section
42238.5 or Section 2558. :

(c) The calculations performed for purposes of this section shall not include either of the following:

(1) The average daily attendance generated by special education pupils enrolled in special day classes on a full-
time basis, or the teachers of those classes.

(2) The average daily attendance or teachers in necessary small schools that are eligible to receive funding pursu-
ant to Article 4 (commencing with Section 42280) of Chapter 7 of Part 24. : :

(d) The pupil-teacher ratio described in subdivision (a} in a unified school district participating in the class size
reduction program pursuant to Chapter 6.10 (commencing with Section 52120) may, at the school district's option,
be calculated separately for kindergarten and grades 1 to 6, inclusive, and for grades 7 to 12, inclusive.

§51746. Services and Resources

It is the intent of the Legislature that school districts and county offices of education offering independent study
shall provide appropriate existing services and resources to enable pupils to complete their independent study suc-
cessfully and shall ensure the same access to all existing services and resources in the school in which the pupil is
enrolled pursuant to Section 51748 as is available to afl other pupils in the school. In addition, the services and
resources may include, but need not be limited to, any of the following:

{a) A designated learning center or study area staffed by appropriately trained personnel.

{b) The services of qualified personnel to assess the achievement, abilities, interests, aptitudes, and. needs of par-

ticipating pupils to determine each of the following;.
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(1) Whether fuli-time independent study is the most appropriate alternative for the pupil being referred.

(2) If the answer to paragraph (1) is affirmative, the determination of the most appropriate individualized plan and
resources to be made available to pupils enrolled in full-time independent study.

§51747. Apportionment for Independent Study Pupils

A school distriét or county office of education shall not be ellglble to receive apportionments for independent study
by pupils, regardless of age, unless jt has adopted written policies, and has implemented those policies, pursuant to
rules and regulations adopted by the Superintendent of Public Instruction, that include, but are not limited to, all of
the following;

_ (a) The maximum length of time, by grade level and type of program, that may elapse between the time an inde-
pendent study assignment is made and the date by which the pupil must-complete the assigned work.
(b) The number of missed assignments that will be allowed before an evaluation is conducted to determine whether.
it is in the best interests of the pupil to remain in independent study, or whether he or she should return to the regu-
lar school program. A written record of the findings of any evaluation made pursuant to this subdivision shall be
treated as a mandatory interim pupil record. The record shall be maintained for a period of three years from the
date of the evaluation and, if the pupil transfers to another California public school, the reécord shall be forwarded
to that school.
(¢) A requirement that a current written agreement for each independent study pupil shall be maintained on file
including, but not limited to, all of the following: :

(1) The manner, time, frequency, and place for submitting a pupil' s a551gnments and for reporting his or her pro-
gress.

(2) The objectives and methods of study for the pupil's work, and the methods utilized to evaluate that work.

{3) The specific resources, including materials and personnel, that will be made available to the pupil.

(4) A statement of the policies adopted pursuant to subdivisions (a) and (b) regarding the maximum length of time
allowed between the assignment and the completion of a pupil's assigned work, and the number of missed assign-
ments allowed prior to an evaluation of whether or not the pupil should be allowed to continue in independent
study:

{5) The duration of the independent study agreement, including the beginning and ending dates for the pupil's par-
ticipation in independent study under the agreement. No independent study agreement shall be valid for any period
longer than one semester, or one-half year for a school on a year-round calendar.

(6) A statement of the number of course credits or, for the elementary grades, other measures of academ1c accom-
plishment appropriate to the agreement, to be earned by the pupil upon completion.

(7) The inclusion of a statement in each independent study agreement that mdependent study is an optional educa-
tional alternative in which no pupil may be required to participate. In the case of a pupil who is referred or assigned
to any school, class, or program pursnant to Section 48915 or 48917, the agreetnént also shall include the statement
that instruction may be provided to the pupil through independent study only if the pupil is offered the alternative
of classroom instruction.,

(8) Each written agreement shall be signed, prior to the commencement of independent study, by the pupil, the
pupil's parent, legal guardian, or caregiver, if the pupil is less than 18 years of age, the certificated employee who
has been designated as having responsibility for the general supervision of independent study, and all persons who
have direct responsibility for providing assistance to the pupil. For purposes of this paragraph "caregiver” means a
person who has met the requirements of Part 1.5 (commencing with Section 6550) of the Family Code.

§51747.3. Restrictions on Funding Claims for Independent Study

(a) Notwithstanding any other provision of law, a local educational agency, including, but not limited to, a charter
school, may not claim state funding for the independent study of a pupil, whether characterized as home study or
otherwise, if the agency has provided any funds or other thing of value to the pupil or his or her parent or guardian
that the agency does not provide to pupils who attend regular classes or to their parents or guardians. A charter
school may not claim state funding for the mdependent study of a pupil, whether characterized as home study or

~otherwise, if the charter school has provided any funds or other thing of value to the pupil or his or her parent or
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guardian that a school district could not legally provide to a s1m11arly situated pupil of the school district, or to his
or her parent or guardian.

(b) Notwithstanding paragraph (1)} of subdivision (d) of Section 47605 or any other provision of law, community
school and independent study average daily attendance shall be claimed by school districts, county superintendents
of schools, and charter schools only for pupils who are residénts of the county in which the apportionment claim is
reported, or who are residents of 2 county immediately adjacent to the county in which the apportionment claim is
reported.

(c) The Superintendent of Public Instruction shall not apportion funds for reported average daily attendance,
through full-time independent study, of pupils who are enrolled in school pursuant to subdivision (b) of Section
48204.

(d) In conformity with Provisions 25 and 28 of Section 2.00 of the Budget Act of 1992, this section is applicable to
average daily attendance reported for apportionment purposes beginning July 1, 1992. The provisions of this sec-
tion are not subject to waiver by the State Board of Education, by the State Superintendent of Public Instruction, or
under any provision of Part 26.8 (commencing with Section 47600).

§51747.5. Supervision and Evaluation of Tndependent Study by Qualified Personnel

(a) The independent study by each pupil or student shall be coordinated, evaluated, and, noiwithstanding subdivi-
sion (a) of Section 46300, shall be under the general supervision of an employee of the school district or county
office of education who possesses a valid certification document pursuant to Section 44865 or an emergency cre-
dential pursuant to Section 44300, registered as required by law.

(b} School districts and county offices of education may claim apportionment credit for mdependent study only to
the extent of the time value of pupil or student work products, as personally judged in each instance by a certifi-
cated teacher.

§51748. Written Records for Apportionments

School districts and county offices of education shall not be eligible to receive apportionment for independent
study attendance by any pupil who is not otherwise identified in the written records of the district or county board
by grade level, program placement, and the school in which he or she is enrolled.

§52123. Class Size Reduction Program Funding Guidelines

A school district's application for funding to implement a program pursuant to this chapter shall include the dis-
trict's certification of each of the following items as a condition to receiving any apportionment under Section
52126:

(a) Certification of the number of classes in each eligible grade level selected for a class size reduction apportlon-
ment pursuant to this chapter. o

(b) Certification of pupil enrollment, as of October of the previous calendar year, in each class selected for class
size reduction pursuant to subdivision (a). Classes comprised of special education pupils enrolled in special day
classes on a full-time basis shall not be included in this program. School districts may not claim funding pursuant
to this chapter for any pupil who is enrolled in independent study pursuant to Article 5.5 (commencing with Sec-
tion 51745} of Chapter 5 of Part 28 for the full regular schoolday nor may school districts claim funding pursuant
to this chapter for any pupil for any portion of the full regular day that the pupil is enrolled in independent study
pursuant to that article. Charter schools may not claim funding pursuant to this chapter for any pupil who is en-
rolled in a program of home study for the full regular schoolday nor may charter schools claim funding for any
pupil for any portion of the full regular schoolday that the pupil is enrolled in a program of home study.

(c) (1) Except as provided in paragraph (2), certification that a certificated teacher has been hired by the school
district and is providing direct instructional services to each class selected for class size reduction pursuant to this
chapter and that there are not more than 20 pupils per each class.

(2) In a school district that applies for funding pursuant to subdivision (h) of Section 52122, certification of all of
the following:

(A) A certificated teacher has been hired by the school district and is prov1dmg direct instructional services to each

2008 California Association of School Business Officials 8.17



Section Eight : Legal Citations

class selected for class size reduction pursuant to this chapter. 1
(B) The ratio of pupils to teacher does not exceed the 20 to | standard ratio by more than two pupils.
(3) For the purposes of this subdivision, "class" shall be defined in the same manner as provided in the regulations
adopted by the Superintendent of Public Instruction prior to July 1, 1996, pursuant to Sections 41376 and 41378
(subdivision (a) of Section 15103 of Title 5 of the California Code of Regulations).

(d) Certification that the school district has a staff development program pursuant to Section 52127 and that the
program has been approved by the governing board of the school district.

{e) Certification that the school district will collect and maintain any data required by the Superinterident of Public
Instruction that will aid in the evaluation of the Class Size Reduction Program. The data shall include, but not be
limited to, individual test scores or other records of pupil achievement.- Any data collected shall be protected in a
manner that will not permit the personal identification of any pupil or parent.

(f) Commencing with the 1998-99 school year and each school year thereafter, certification that each class reduced
pursuant to this chapter is housed in either a separate, self-contained classroom or that the spacé of each class for
‘each grade level at that schoolsite provides a square footage per pupil enrolled in each class that is not less than the
average square footage per pupil enrolled in those grade levels at that schoolsite in the 1995-96 school year.

§52560. Adult Education Programs

Adult schools and evemng high schools shall consist of classes for adults. Minors may be admitted to those classes
pursuant to board policy and Section 52500.1.

§52500.1. Pupil E‘ligib‘ilify for Adult Education Programs

Eligibility of hlgh school pupils for enrollment in adult education programs, courses, and classes shall be limited to
pupils who meet all of the following conditions:

(a) High school pupils who enroll in adult education programs, courses, and classes pursuant to Section 41976,
except that high school pupils shall not be counted for adult education apportionment purposes if those pupils are = *
enrolled in programs, courses, or classes pursuant to paragraph (5), (7), (8), (9), or (10) of subdivision (a) of Sec-

tion 41976.

(b) High school pupils who have completed a counseling session that involved the pup]I, a certificated representa-

tive of the high school, and the pupil's parent or guardian, and who have a school record that contains written docu-
mentation of the session and a statement that the pupil is voluntarily enrolling in the adult education course or
class, and that enrollment in an adult education program, course, or class will enhance the pupil's progress toward
meeting the educational requirements. for graduation from high school. Commencing July 1, 1994, no school dis-

trict shall enroll high school pupils pursuant to this subdivision unless the school district complies with the condi-
tions set forth in this subdivision.

§52501. Governing Board Role in Adult Education:Programs

The governing board of any school district maintaining secondary schools shall have power with the approval of
the Department of Education to establish and maintain classes for adults, except program and classes in outdoor
science education and conservation education as the term is employed in Section 8760, for the purpose of provid-
ing instruction in civic, vocational, literacy, health, homemaking, technical and general education.

§52501.3. Requirements for Adult Education Programs

Each governing board maintairiing classes for adults shall meet the requirements set forth in Sections 35145,
41010, 41011, 41015, 41020, 42103, 42600, 51040, 51041, 51050, and 51056.

§52501.5. Allocation of Adult Education Program Funds
(a) Except as provided in subdivision (b}, no revenue derived from the avérage daily attendance of adult education

o ————programs-shall-be-expended-for-ether-than-adult-education-purpeses; nor-shall-revenue-derived-from-other- average
daily attendance be expended for adult education purposes. Y
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(b) When a district’s adult revenue limit as allowed by Section 52616 is composed of average daily attendance -
from both a regional occupational center or program and an adult education program, the adult revenue limit in-

come may be allocated to each program in a proportion other than the amount of adult revenue limit per average

daily attendance otherwise allocable thereto.

§52502, Establishment of Adult Schools

The governing board of a high school district or unified schoel district may establish classes for adults. If such
classes result in average daily attendance in any school year of 100 or more, such districts shall establish an adult
school for the administration of the program. '

§52503. Establishment of Adult Schools

The governing board of a high school district or unified schoo! district may establish and maintain one or more
aduft schools by resolution of the governing board.

§52564. Course of Study Requirements for Aduit Education Programs

Classes for adults shall conform to any course of study and graduation requirements 0therw1se imposed by law or
under the authority of law.

§52505. Adult Education Program Calendar

Such classes may be convened at such hours and for such length of time during'the day or evening and at such pe-
riod and for such length of time during the school year as.may be determined by the governing authority.

§52506. Program Standards and Handbook

The department shall establish standards including standards of attendance, curriculum, administration, -and guid-
ance and counseling service for these classes as a basis for the several apportionments of state funds provided
herein for the support of these classes: The Superintendent of Public Instruction shall prepare, distribute, and main-
tam a detailed handbook for use by the local educational agencies. The handbook shall contain course approval

criteria, implementation plans for administrative regulations, and procedures for securing course and program ap-
provals.

§52507. Governing Board Authority to Grant Recognition

Governing boards shall have the authority to provide for granting appropriate credits, certificates, diplomas or
other recognifion of skill or accomplishment in such classes which such districts are otherwise authorized to grant.

§52508. Authority to Award Diplbmas or Certificates from Adult Schools

The governing board of a high school district or a unified school district shall have the authority to award diplomas
or certificates to adults and eligible minors enrolled in adult schools upon satisfactory completion of a prescribed
course of study in an elementary school program.

§52509. Requirements for Granting of Diplomas from Adult Schools

The governing board of any school district maintaining an adult school shall prescribe the requirements for the
granting of dlplomas _ -

§52510. Requirements for Eight Grade Graduation from Adult School

The governing board of each district maintaining an adult school and offering an elementary program shall pre-

scrioe requirements Tor eighth grade graduation from the adult school.
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§52511. Extra-District Location of Adult Schools

(a) Whenever the governing board of a school district maintaining an adult school or classes for adults is unable to
maintain the school or classes in the district because of its inability to secure a teacher or teachers, or because of
lack of facilities, the board may, with the approval of the county superintendent of schools and the Superintendent
of Public Instruction, maintain the school or classes of the district elsewhere than within the district or contract for
instruction of the students in such school or classes with the governing board of another district. &

(b) Notwithstanding the provisions of subdivision (a) of this section, whenever the governing board of a school
district offering automobile driver training in an adult school or classes for adults determines that such training
cannot be conducted effectively wholly within the district's boundaries, it may cause the training to be conducted
outside the boundaries of the district.

§52512. Adult Education Programs Conjoined with Other Programs

Classes for adults may be maintained in conjunction with day or evening high schools, day or evening adult
schools, or day or evening regional occupational centers. ' '

§52513. Weekend Classes for Adult Education Programs

The goveming board of any high school district or unified school district may provide for the maintenance on Sat-
urday and Sunday of classes for adults.

§52514. High Schools in Jails, Camps, or Farms

High schools maintained in any state institution for adults or in any city, county, or city and county jail, road camp
. ot farm shall consist only of classes for adults. '

§52515. Approval of Adult Education Programs

State funds shall not be apportioned to a school district based on the attendance of students enrolled in adult
schools, unless the courses have been approved by the department pursuant to Section 41976.

§52516. Authority of Governing Board to Establish Adult Education Courses in Elementary Subjects

The governing board of any school district maintaining an adult school shall have authority with the approval of
the Department of Education to establish a prescribed course in elementary subjects appropriate to needs of adults.

§52517. Restrictions on Average Daily Attendance Apportionment Reports

No high school or unified school district shall report for state apportionments average daily attendance in classes:
(1) if the district receives full compensation for such class from any public or private agency, individual or group
of mdividuals, except fees authorized by Section 52612; or (2) if such classes are not located in facilities clearly
identified in Such a manner, and established by appropriate procedures, to insure that attendance in such classes is
open to the general public, except those authorized pursuant to Section 52570 and those in state hospitals. The
State Board of Education may adopt such regulations as may be necessary to enforce this section.

§52518. Restriction on Recreational Physical Education Classes for Adults

No class for adults in dancing or recreational physical education shall be maintained by any district for which the
district receives money from the State School Fund.

§52519. Requirements for Establishment of Vocational or Occupational Training Programs

(a)y The governing board of any high school district or unified School district shall, prior to establishifig a voca-
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tional or occupational training program, conduct a job market study of the labor market area in which it proposes to
establish the program. The study shall use the State-Local Cooperative Labor Market Information Program estab-
lished in Section 10533 of the Unemployment Insurance Code, or if this program is not available in the labor mar-
ket area, other available sources of labor market information. The study shall include a California Occupational
Information System supply analysis of existing vocational and occupational education or training programs for
adults maintained by high schools, community colleges, and private postsecondary schools in the area to ensure
that the anticipated employment demand for the adults enrolled in-the proposed program justifies the establishment
of the proposed courses of instruction.

(b} Subsequent to completing the study required by this section and prior to establishing the program, the govern-
ing board of the high school or unified school district shall determine whether or not the study justifies the pro-
posed vocational education program,

(c) If the governing board of the high school district or unified school district determines that the job market study
justifies the initiation of the proposed program, it shall, by resolution, determine whether the program shall be of-
fered through the district’s own facilities or through a contract with an approved prlvate postsecondary school pur-
suant to Section 8092.

§52520. Review of Vocational and Occupational Training Programs

{a) Every vocational or occupational training program for adults offered by any high school district or unified
school district shall be reviewed every two years by the govermng board to assure that éach program does all of the
following:

(1) Meets a documented labor market demand.

(2) Does not represent unnecessary duplication of other manpower training programs in the area.

(3) Is of demonstrated effectiveness as measured by the employment and completion success of its students,

(b} Any program that does not meet the requirements of subdivision (a) and the standards promulgated by the gov-
erning board shall be terminated within one vear.

(c) The review process required by this section shall include the review and comments by the local workforce In-
vestment board established pursuant to the Workforce Investment Act of 1998 (29 U.S.C. Sec. 2801 et seq.), and
pursuant to (Bivision 8 (commencing with Section 15000) of the Unemployment Insurance Code), which review
and comments shall occur prior to any decision by the appropriate govéming body.

§52522. Innovation and Alternative Instructional Delivery in Adult Education Programs

(a) The Superintendent of Public Instruction may approve school district plans for adult education innovation and
alternative instructional delivery. School districts making an application under this section shall demonstrate how
the needs of adults will be addressed by programs, including, but not limited to:

(1) Worksite adult basic education skiils instruction.

(2) Distance learning using video. and other communication technologies.

(3) Home-based and community-based independent study approaches using instructional technologies.

(4) Tests of alternative reimbursement approaches other than average daily attendance to determine whether they
are reasonable and feasible, to the extent that there is no decrease in the number of students served nor an increase
in cost to the state,

(b) School districts approved to implement demonstration programs under this section may expend up to 5 percent
of their adult block entitlement for implementation of approved programs.

(¢) School districts implementing programs under this provision shall report expenditures to the superintendent in
an annual fiscal report, as specified in regulations adopted by the superintendent. Funds reported under this section
and approved by the superintendent shall continue to be allocated as part of the district's adult block entitlement in
subsequent fiscal years,

(d) The superintendent shall adopt rules and regulations for the administration of this section to include:

(1) Allowable expenditures.

(2) The range of expenditures per pupil enrolled in the program.
(3) Reporting requirements.
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(4) Program evaluation. The superintendent shall report not later than March 30, 1995, to the Legislature on the {
impact of these demonstrations on the adult education instructional delivery system. e

§32522.2. Department of Education Report 'on Adult Education

It is the mtent of the Legislature that the State Department of Education vigorously monitor the cormnpliance of
school districts regarding the programs and funding requirements for adult education. Therefore, not later than
January 1, 1996, the State Depariment of Education shall report to the Govemnor and the fiscal committees and the
education policy committees of both houses of the Legislature on the implementation of the adult education pro-
gram and the fiscal aspects of the adult education program for the period of July 1, 1993, to June 30, 1995. The
report shall identify, by school district, any abuses of the letter or intent of the statutes pertaining to adult educa-
tion, and the report shall contain recommendations for the modification, if necessary, of the funding formulas used
to calculate the adult block entitlement or for program improvements to adult education.

§52523. Adult Education Program Criteria

Adult education programs, courses, and classes shall not be used to supplant the regular high school curricuium for
 high scheol pupils enrolled in adult education. Adult education shall supplement and enrich the high school pupil's
educational experiences. Therefore, adult education, at a minimum, shall meet the following criteria:

(a} All programs, courses, and classes conducted as adult education shall be open to adults and listed in the dis-
trict's catalog of adult education classes provided to the public and shall be under the supervision and jurisdiction
of the adult education administrator as determined by the school district governing board. Adults shall have prior-
ity over other students for admission to any adult education class if those adults enroll not later than the regular
enrollment period for those classes. The enrollment period shall be published in the course catalog. No course re-
quired by the school district for high school graduation or necessary for pupils to maintain satisfactory academic
progress shall be offered exclusively through the adult education program. An adult for purposes of this section is a
person 18 years of age or older or other person who is not concurrently enrolled in a regular high school program.
(b) Each adult education teacher, whether part time or full time, under contract status or in.an hourly position, shall
be part of the adult school faculty and shall be under the direct supervision of the authorized adult education ad-
ministrator.

(c) Enrollment of high school pupils shall be voluntary en the part of the pupil taking the class. Prior to enrollment
by a high school pupil in an adult education program, class, or course, the pupil shall have documentation of the
counseling session held pursuant to subdivision (b) of Section 52500.1.

(d) Enrollment of a high school pupil in an adult education program, course, or class shall be for sound educatlonal
purposes, including, but not limited to, the following: :

(1) The adult education program, course, or class is not offered in the regular high school curriculum.

(2) The adult education program, course, or class is needed by the pupil to make up deficient credits for graduatlon
from high school.

(3) The adult education program, course, or class allows the pupil to gain vocational and technical skills beyond
that provided by the regular high school's voeational and technical education program.

(4) The adult education program, course, or class, supplements and enriches the high school pupil's educational
experience. _

(e) A high school pupil shall not be enrolled for apportionment purposes in an adult education program, course, or
class that would be considered any of the following:

(1) Physical education. -

(2) Driver's training and education.

(3) Visual and performing arts.

(4) Band.

(5) Preparation of a school yearbook or school newspaper.

(6) Training for, or participation in, athletic camps, cheerleading or spirit organizations, student government, ot _
e ————gXtracurricylar- Student{Iubsv‘:l"h&SupeHntendeﬁt -of Publie-Tnstruction shall-issue-a- programad\flsory*t}la‘bﬁlrthmHW? ffffffffffff -
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defines the purposes set forth in subdivision (d) and the courses set forth in subdivision (¢). The superintendent is
authorized to issue, at any time, rules and regulations instead of the program advisory. :

§56026. Individuals With Exceptional Needs

"Individuals with exceptional needs” means those persons who satisfy all the following:

(a) Identified by an individualized education program team as a child with a disability, as that phrase is defined in
subparagraph (A) of paragraph (3) of Section 1401 of Title 20 of the United States Code.

(b) Their impairment, as described by subdivision (a), requires instruction, services, or both, which cannot be pro-
vided with modification of the regular school program.

{(c) Come within one of the following age categories:

(1) Younger than three years of age an_d identified by the district, the special education local plan area, or the
county office as requiring imtensive special education and services, as defined by the State Board of Education.

(2) Between the ages of three to five years, inclusive, and identified by the district, the special education Iocal plan
area, or the county office pursuant to Section 56441.11.

(3) Between the ages of five and 18 years, inclusive.

{4) Between the ages of 19 and 21 years, inclusive; enrolled in or eligible for a program under this part or othet
special education program prior to his or her 19th birthday; and has not yet completed his or her prescribed course
of study or who has not met proficiency standards or has not graduated from hlgh school with a regular high school
diploma.

-(A) Any person who becomes 22 years of age during the months of January to June, inclusive, while participating
in a program under this part may continue his or her participation in the program for the remainder of the current
fiscal year, including any extended school year program for individuals with exceptional needs established pursu-
ant to regulations adopted by the State Board of Education, pursuant to Article 1 (commencing with Seéction
56100) of Chapter 2,

(]_3) Any person otherwise eligible to participate in a program under this part shall not be allowed to begin a new
fiscal year in a program if he or she becomes 22 years of age in July, August, or September of that new fiscal year.
However, if a person is in a year-round school program and is completing his or her individualized education pro-
gram in a term that extends into the new fiscal vear, then the person may complete that term.

(C) ‘Any person who becomes 22 years of age during the months of October, November, or December while par-
ticipating in a program under this act shall be terminated from the program on December 31 of the current fiscal
year, unless the person would otherwise complete his or her individuatized education program at the end of the
current fiscal year.

(D) No school district, special education local plan area, or county office of education may develop an individual-
ized education program that extends these eligibility dates, and in no event may a pupil be required or allowed to
attend school under the provisions of this part beyond these eligibility dates solely on the basis that the individual
has not met his or her goals or objectives.

(d) Meet eligibility criteria set forth in regulations adopted by the board, including, but not limited to, those
adopted pursuant to Article 2.5 (commencing with Section 56333) of Chapter 4.

(e} Unless disabled within the meaning of subdivisions (a) to (d), inclusive, pupils whose educational needs are due
primarily to limited English proficiency; a lack of instruction in reading or mathematics; temporary physical dis-
abilities; social maladjustment; or environmental, cuttural, or economic factors are not individuals with exceptional
needs.
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California Code of Regulations, Title 5 sections

§11700. Definitions

(a) “Full-time equivalent certificated employees™ means any combination of full-time certificated employees and

part-time certificated employee assignments that aggregate to the amount of instructional time specified in the con-

fract of a full-time certificated classroom teacher of the district or county office of education.

{(b) “General supervision™ means the supervising teacher's

(1) continuing oversight of the study design, implementation plan, allocation of resources, and evaluation of pupil

or adult education student progress for any pupil's or aduli education student's independent study; and

(2) persenal determination or personal review of the determination made by another certificated teacher of the time

values for apportionment purposes of each pupil's or adult education student's work products.

{¢) “Independent study” means an alternative to classroom instruction consistent with the district's course of study.

(d) “Independent study is an optional educational alternative in which no public may be requlred to participate”

means

(1) with regard to school districts or county offices of education, that

(A) they are not required to- offer independent study, and

(B) school districts or county offices of education that do offer independent study are not obliged to permit a pupil

or adult education student to engage in independent study if school officials given responsibility for the decision

determine that independent study is not an appropriate alternative for the pupil or adult education student; and,

(2) with regard to pupils or adult education students, : .

(A) a pupil's or an adult education student's choice to commence, or to continue in, independent study must hot be

coerced, and

(B) in the case of a pupil who is referred or assigned to any school, class, or program pursuant to Education Code

sections 48915 or 48917, and to the extent that independent study is not prohibited, instruction may be provided to
- the pupil through independent study only if the pupil has the continuing option of classroom instruction.

(e) “Method utilized to evaluaie” means any specified procedure through which a certificated teacher perscnally

assesses the extent to which achievement of the pupil or adult education student meets the objectives of an dssign-

ment.

(f) “Methods of study” means the pupil or adult education student activities selected by the supervising teacher as

the means to reach the educational objectives set forth in the written agreement.

(g) “Missed assignment” means any specified independent study assignment that has not been turned in, or evi-

denced as completed, by a pupil or aduit education student by the due date for the assignment.

(h) “Regular school program” means the classroom-based instructional program or its equivalent that a pupil or

adult education student would have attended had the pupil or adult education student not elected independent

study.

(1) “Specific resources” include all resources, including materials and services, reasonably necessary to the

achievement of the objectives in the written agreement, and shall not be construed to exclude resources normally

available to all pupils or adult education students on the same terms as the terms on which they are normally avail-

able to all pupils or adult education students.

(i) “Supervising teacher” means the certificated teacher employed by the school district or county office of educa-

tion and assigned, as noted in the written agreement, the responsibility for coordinating, evaluating, and providing
general supervision of a pupil's or adult education student's independent study pursuant to Education Code sectlon

51747.5(a).
(k) “Type of program™ means statutory program category for purposes of attendance accounting.

(/) “Work product” means that which results from a pupil's or adult education student's efforts and actions to com-
plete or perform the assignments given and which is subsequently evaluated by a certificated teacher.
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§11701, District Responsibilities

In setting policy pursuant to subdivisions (a} and (b) of Education Code scction 51747, the local governing board
shall consider, in a public hearing, the scope of its existing or prospective use of independent study as an instruc-
tional strategy, its purposes in authorizing independent study, and factors bearing specifically on the maximum
realistic lengths of assignments and acceptable number of missed assignments for specific populations of pupils or
adult education students. Adopted policies shall reflect an awareness that excessive lenjency in their terms can re-
sult in pupils falling so far behind their age peets as to increase, rather than decrease, the risk of their dropping out
of school.

§11701.5. Equitable Provision of Resources and Services

Consistent with the statutory authorization to offer independent study as an alternative instructional strategy to
meet the educational needs of pupils or aduli education students, '

(a) the independent study option is to be substantially equivalent in quality and in quantity to classroom instruction,
thereby ensuring that a pupil or adult education student who engages in independent study on a full-time basis, or
on a part-time basis in conjunction with part- or full-time classroom study, will be enabled to complete the district
or county office of education adopted course of study within the customary time frame for completion of that
course of study;

(b) pupils or adult education students who choose to engage in independent study are to have the same access to
existing services and resources as the other pupils or adult education students of the school in which the independ-
ent study pupil or adult education student is enrolled; and

(¢ pupils or adult education students who choose to engage in independent study are to have equality of rights and
privileges with the pupils or adult education students of the district or county office of education who choose to
continue in the regular school program. '

§11702. Requirements for Agreements

{a) Each signature required for an independent study agreement shall be dated. An agreement is not in effect until it
is complete as to all terms, signed and dated. :

(b) The curriculum and methods. of study specified in an independent study agreement shall be consistent with the
district or county office of education policies and procedures for curriculum and instruction as adopted by the gov-
erning board.

§11703. Records .

(a) Maintaining records to meet andit requirements is the responsibility of the local district or county superinten-
dent's office. These records may be on site(s).

(b} Records shall include but not be limited to:

(1) A copy of adopted governing board policy and procedures.

(2) A separate listing of the pupils and adult education students, by grade level, program and school, who have

engaged in independent study, identifying units of the curriculum undertaken and units of the curriculum com- -

pleted by each of those pupils in kindergarten and grades 1 to 8, inclusive, and identifying course credits attempted
by and awarded to each of those pupils in grades 9 to 12 inclusive and each of those students in adult education, as
specified in their written agreements.

(3) A file of all agreements, including representative samples of each pupil’s or adult education student's work
products bearing signed or initialed and dated notations by the supervising teacher indicating that he or she has
personally evaluated the work, or that he or she has personally reviewed the evaluations made by another certifi-
cated teacher.

(4) A daily or hourly attendance credit register, as appropriate to the program in which the pupils or adult educa-
tion students are enrolled, separate from classroom attendance records, and maintained on a current basis as time
values of pupil or adult education student work products are personally judged by a certificated teacher, and re-

viewed by the supervising teacher if they are two different persons.

8.26 California Association of School Business Officials 2008



Legal Citations Section Eight

§11960. Regnlar Average Daily Attendance for Chartér Schools

{(a) As used in Education Code section 47612, “attendance” means the attendance of charter school pupils while
engaged in educational activities required of them by their charter schools, on days when school is actually taught
in their charter schools. “Regular average daily attendance” shall be computed by dividing a charter school's total
number of pupil-days of attendance by the number of calendar days on which school was actually taught in the
charter school. For purposes of determining a charter school's total number of pupil-days of attendance, no pupll
may generate more than one day of attendance in a calendar day.

(b) The State Superintendent of Public Instruction shall proportionately reduce the amount of funding that would
otherwise have been apportioned to a charter school on the basis of average daily attendance for a fiscal vear, if
school was actually taught in the charter school on fewer than 175 calendar days during that fiscal year.

(c)(1) Beginning in 2004-05, a pupil who is over the age of 19 years may generate attendance for apportionment
putposes in a chiaiter school only if both of the following conditions are met:

(A) The pupil was enrolled in a public school in pursuit of a high school diploma (or, if a student in special educa-
tion, an individualized education program) while 19 years of age and, without a break in public school enrollment
since that time, is enrolled in the charter school and is making satisfactory progress towards award of a high school
diploma (or, if a student in special education, satisfactory progress in keeping with an individualized education
program) consistent with the definition of satisfactory progress set forth in subdivision (b} of Section 11965.

{B) The pupil is not over the age of 22 years,

(2) This subdivision shall not apply to a charter school program specified in Education Code section 47612.1. A
charter school program as specified in Education Code section 47612.1 may be either;

(A) the whole of a charter school, if the school has an exclusive partnership agreement with one or more of the
programs specified in Education Code section 47612.1 and serves no other pupils; or

(B) an instructional program operated by a charter school that is exclusively dedicated to pupils who are also par-

ticipating in one of the programs specified in Education Code section 47612.1, provided that arrangement is set

forth in an exclusive partnership agreement between the charter school and one or more of the programs specified

in Education Code section 47612.1.

(d) No individual who is ineligible to generate attendance for apportionment purposes in a charter school pursuant

to subdivision (c) may be claimed as regular attendance for apportionment purposes by a local education agency

that is authorized by law to grant charters, This subdivision shall not apply to claims other than claims for regular

attendance for apportionment purposes. :

§11963. Definition of Classroom-Based Instruction

(2) In accordance with the definition of classroom-based instruction specified in Education Code section 47612.5
{e)(1), and for purposes of identifying and reporting that portion of a charter school's average daily attendance that
is generated through nonclassroom-based instruction pursuant to Education Code sections 47634.2(c) and 47612.5
(eX2), classroom-based instruction in a charter school ocecurs only when all four of the following conditions are
met.

(1) The charter school's pupils are engaged in educational activities required of those pupils, and the pupils are
under the immediate supervision and control of an employee of the charter school who is authorized to provide
instruction to the pupils within the meaning of Education Code section 47605(7).

(2) At least 80 percent of the instructional time offered at the charter school is at the schoolsite.
(3) The charter school's schoolsite is a facility that is used principally for classroom instruction.

(4) The charter school requires its pupils to be in attendance at the schoolsite at least 80 percent of the minimum
instructional time required pursuant to Education Code section 47612.5(a)(1).

(b) The requirement to be “at the schoolsite” is satisfied if either of the following conditions is met.

(1) The facility in which the pupils receive instruction is:

(A) Owned, rented, or leased by the charter school prihcipally for classroom instruction;

(B} Provided to the charter school by a school district pursuant to Education Code section 47614 principally for

classroom instruction; or
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(C) Provided to the charter school free-of-charge principally for classroom instruction pursuant to a written agree-
ment.

When not being used by the charter school for classroom instruction, the facility may be rented, leased, or alowed
to be used for other purposes (e.g., for evening adult classes not offered by the charter school, local theater produc-
tions, or community meetings) and still be deemed to be principally for classroom instruction.

{2) The charter school facﬂlty meets the criteria in paragraph (1) of subdivision (b) and the pupils are on a field trip
during which the pupils remain under the immediate supervision and control of the employee of the charter school
and are carrying out an educational activity required of the pupils.

(c) The requirement to be “at the schoolsite™ is not satisfied if the pupils are in a personal residence (ie., a dwell-
ing), even if space in the residence is set aside and dedicated to instructional purposes and/or the charter school
rents or leases space in the residence for the provision of instruction. As used in this subdivision, a personal resi-
dence shall not include a facility that is licensed by a state or local government agency to operate as a facility in
which pupils not related to the facility's owners are provided custodial care and supervision (e.g., a licensed chil-
dren's institution or a boarding schoo}).

(d) The definitions in this section are solely for the purpose of determining if a charter school must submit a detet-
mination of funding request pursuant to Education Code section 47634.2.

§16020. Definition of Records.

(a) As used in this article, “records” means all records, maps, books, papers, and documents of a school district
required by law to be prepared or retained or whlch are prepared or retained as necessary or convenient to the dis-
charge of official duty,

§16022. Classification of Records.

(a) Prior Year Records, Before January 1, the district superintenderit (or a f;‘eerson deSIgnated by the district not em-
ploying a superiniendent) shall review documents and papers originating during the prior school year and classify
them as Class 1--Permanent, Class 2--Optional, or Class 3--Disposable.

(b) Continuing Records. Records of a continuing nature, i.e., active and useful for administrative, legal, fiscal, or
other purposes over a period of years, shall not be ¢lassified until such usefulness has ceased. A pupil's cumulative
record, if not transferred, is a continuing record until the pupil ceases to be enrolled in the district.

(c) Microfilm Copy. Whenever an original record is photographed, microphotographed, or otherwise reproduced
on film, the copy thus made is hereby classified as Class 1--Permanent, The original record, unless classified as
Class 2--Optional, may be classified as Class 3--Disposable and may then be destroyed in accordance with this
chapter if the following conditions have been met:

(1) The reproduction was accurate in detail and on film of a type approved for permanent, photographlc records by
the United States Bureau of Standards.

(2) The superintendent has attached to or incorporated in the microfilm copy his signed and dated certification of
compliance with the provisions of Section 1531 of the Evidence Code.

(3) The microfilm copy was placed in a conveniently accessible file, and provision was made for preserving per-
manently, examining and using same, _

(d) Any “historical inventory of equipment” shall be a continuing record as provided in subdivision (b) and shall
not be subject to classification for retention or destruction until the inventory is superseded or until the equipment
is removed from district ownership.

§16023. Class 1--Permanent Records.

The original of each of the records listed in this section, or one exact copy thereof when the original is reqmred by
law to be filed with another agency, is a Class 1--Permanent record and shall be retained indefinitely, unless micro-
filmed in accordance with Section 16022(c).

(a) Annual Reports,

\:e‘,\“
e

(1) Official budget;
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(2) Financial report of all funds, including cafeteria and student body funds.

(3) Audit of all funds.

(4) Average daily attendance, including Period 1 and Period 2 reports.

(5) Other major annual reports, including;

{A) Those containing information relating to property, activities, financial condltmn or transactions.

(B) Those declared by board minutes to be permanent.

(b) Official Actions.

(1) Minutes of the Board or Committees Thereof, including the text of a rule, regulation, pohcy, or resolution not

set forth verbatim in the minutes but included therein by reference only.

(2) Elections, including the call, if any, for and the result (but not including detail documents, such as ballots) of an
election called, conducted or canvassed by the governing board for a board member, his recall, issuance of bonds
incurring any long-term liability, change in maximum tax rates, reorganization, or any other purpose.

(3) Records transmitted by another agency that pertain to that agency's action with respect to district reorganiza-
tion.

(c) Personnel Records.

(1) Employees.

(A) All detail records relating to employment, assignment, amounts and dates of service rendered, termination or
dismissal of an employee in any position, sick leave record, rate of compensation, salaries or wages paid, deduc-
tions or withholdings made and the person or agency to whom such amounts were paid. In licu of the detail re-
cords, a compleie proven summary payroll record for every employee of the school district containing the same
data may be classified as Class 1--Permanent, and the detail records may then be classified as Class 3--Disposable.
(B) Information of a derogatory nature as defined in Education Code Section 44031 shall be Class 1--Permanent
only after it becomes final. This information becomes final when:

1. The time for filing a grievance has lapsed, or

2. The document has been sustained by the grievance process.

(C) Information of a derogatory nature as defined in Education Code Section 44031 shall be Class 3-—-Disposable if
prior to the effective date of this section the document was subject of grievance process and was not sustained.

{(2) Pupils.

(A) The records of enrollment and scholarship for each pupll required by Section 432.

(B) All records pertaining to any accident or infury involving a minor for which a claim for damages has been filed
as required by law, including any policy of liability insurance relating thereto, except that these records cease to be
Class 1--Permanent records one year after the claim has been settled or the statute of limitations has run.

(d) Property Records. All detail records relating to land, buildings, and equipment. In lieu of such detail records, a
complete property ledger may be classified as Class 1--Permanent, and the detail records may then be classified as
Class 3--Disposable, if the property ledger includes:

{1) All fixed assets.

(2) An equipment inventory.

(3) For each unit of property, the date of acquisition or augmentation, the person from whom acquired, an adequate
description or identification, and the amount paid, and comparable data if the unit is disposed of by sale, loss, or
otherwise.

§16024. Class 2--Optional Records.

Any record worthy of temporary preservation but not classified as Class 1-Permanent may be classified as Class 2-
Optional and shall then be retained until reclassified as Class 3-Disposable. If the superintendent and governing
board agree that classification should not be made by the time specified in section 16022, all records of the prior
year may be classified as Class 2-Optional pending further review and classification within one year.
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§16025. Class 3--Disposable Records.

All records not classified as Class [--Permanent or Class 2--Optional shall be classified as Class 3--Disposable,

including but not limited to detail records relating to:

(a) Records Basic to Audit, including those relating to attendance, average daily attendance, or a business or finan-

cial transaction (purchase orders, invoices, warrants, ledger sheets, cancelled checks and stubs, student body and

cafeteria fund records, etc.), and detail records used in the preparation of any other report. Teachers' registers may

_ be classified as Class 3--Disposable only if all information required in Section 432 is retained in other records or if
the General Record pages are removed from the register and are classified as Class 1--Permanent.

~ (b} Periodic Reports, including daily, weekly, and monthly reports, bulletins and instructions.

§16026. Retention Period.

A Class 3--Disposable record shall not be destroyed until after the third July 1 succeeding the completion of the
audit required by Edhication Code Section 41020 or of any other legally required audit, or after the ending date of
any retention period required by any agency other than the State of California, whichever date is later. A continu-
ing record shall not be destroyed until the fourth year after it has been classified as Class 3--Disposable.

§16027. Destruction of Records.

Unless otherwise spéciﬁed in this chapter, all Class 3--Disposable records shall be destroyed during the thitd
school year after the school year in which they originated (e.g., 1976-77 records may be destroyed after July 1,
1980). '
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Revised Independent Study Regulations Appendix A

Appendix A:
Revised Independent Study Regulations

‘Prepared by the Legal Office of California Department of Education.

Summary of Major Changes to Independent Study Regula-

tions
Effective January 12, 1998 and Operational July 1, 1998

e ' Adult education student has been added throughout the independent study statutes

+ Board policies, regulations, agreements must include if LEA cl'aiming adult education
independent study apportionment ,

« Apportionment may only be claimed for independent study to the extent the time value
(apportionment credit) is personally judged in each instance by a certificated teacher and the
supervising teacher must personally review and evaluate the apportionment determined by
other teachers. :

« Prior language stated certificated person

« LEAs assigned principal, counselor, etc., as supervising teacher since-“certiﬁcated person”

o Revisions to ensure that a credentialed teacher actually assesses the pupil work products

« Term “certificated teacher personally” added to regulations to clarify that only certificated
teachers are to evaluate pupil work for academic and apportionment credit

» Inclusion of statement in each independent study agreement...an optional educational alter-
native in which no pupil may be required to participate (voluntary).
» Independent study not to be provided as an alternative curriculum

o When student/parent requests to end independent study, student must be transitioned/
returned to regular classroom prograii within a few days

« Districts and COEs not obliged to permit a student to engage in ﬁldependent study if deter-

mined independent study is not an appropriate alternative
» Parents or pupils cannot demand
» Suspension and expulsion/due process

 Inclusion of statement on cach independent study agreement that instruction may only
be provided if the pupil is offered the alternative of classroom. instruction

* Must be valid offering at the “regular school program” for the pupil during the term
of the expulsion

» Community Day Schools cannot place pupils on independent study
» Each independent study agreement must contain the following;

» “Method utilized to evaluate” means any specified procedure which a certificated teacher
personally assesses extent of pupil’s progress towards objectives of an assignment

»—Same criteria and standards asclassroom work i terrmis of evaluation method
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s “Methods of study” means the student activities selected by the supervising teacher to reach
the educational objectives stated in written agreement

» “Regular school program™ defined as class-room based instructional program or its equiva-
lent that pupil would have attended

» When missed assignments trigger evaluation
» Written record of findings must be maintained in pupil’s permanent record -

e “Specific Resources” means both materials and services of personnel normally available to

- all other pupils in the school pupil is enrolled _

* 5 CCR Section 11701.5(c) emphasizes pupils or adult education students are entitled, if oth-
erwise eligible, to participate with their peers in the school’s graduation ceremonies, dances,
extracurricular activities, etc. '

» Many LEAs restrict independent study students from these specific resources thus are not
compliant with the intent of the law

o “Supervising teacher” replaces “employee”

» Defined as certificated teacher employed by district or COE

~» Assigned (as noted in agreement) responsibility to coordinate, evaluate, and provide
general supervision of student’s independent study

» Supervising teacher and all other persons responsible for providing direct assistance to pupil
must sign and date the independent study agreement
» This means all course/classroom teachers
e Individual teachers may sign and date course or work assignment record when supple-

ment (0 agréeemerit

« As a condition of apportionment, written records of district or COE must identify pupil by

" grade level, program placement, and school enrolled
» Program placement designates attendance accounting requijfed (daily or hourly)

»  Work product replaces term assignment
» Change recognizes students don’t always complete assignments by the due date, but

they usually make some progress towards completion.
= May claim apportionment credit for time value of progress towards completion of work
product personally determined by a certificated teacher _

» Work products (assignments) must be equivalent in quality and quantity to classroom in-
struction _

» Must be equal to that required in an academic day
~» Can’t simply assign minimum day
» Independent study students are entitled to participate with peers in school’s graduation
ceremonies, dances, etc. _

» As a condition of apportionment, each required signature must also be dated on the inde-

pendent study agreement to effectuate it.
s Pupil
o Parent/guardian/caregiver

o Certificated supervising teacher
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e Other person(s) responsible
~«  All persons directly assisting pupil
» Ifno other person(s), then LEA may state N/A

« Representative samples of student work products must bear evidence of supervising
teacher’s personal evaluation of time value (apportionment credit) assigned

» Sign or initial the work product
e Write date evaluated
» Indicates when supervising teacher’s evaluation occurred
 Required foot-print in the audit trail
e Term *completed” in reference to work product was deleted
« Progress made toward completion is key

o Education Code Section 51747(b)(4) expanded to clanfy documentation of ADA to support
apportionment claims for independent study

» Can’t be roll book with check marks
¢ Attendance credit must be separately identified from other programs

» Aftendance credit register must be completed contemporaneously as apportionment is
determined _
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Appendix B:
Sample Board Policies and

Administrative Regulations

The board policy and administrative regulations contained in this manual are simply guidelines.

- Each school agency is advised to develop policy and regulations that are specific to them. If

your district operates an adult education program and/or charter school and will/are offering
independent study to pupils enrolled in these educational settings, then board policy and admin-
istrative regulations must encompass the new regulations pertaining to these.

Policy Reference UPDATE Service
Copyright 2001 by California School Boards Association, West Sacramento, California 95691

All rights reserved.

CSBA Sample
Board Policy

Instruction BP 6158
INDEPENDENT STUDY

Note: A policy on this topic is mandated by Education Code Section 51747. When setting this
mandated policy, the Governing Board is required by 5 CCR Section 11701 to publicly consider
the scope and purposes of the district's independent study option and factors bearing specifi-
cally on the realistic maximum lengths of assignments and the acceptable number of missed
assignments for specific populations of students, including adult education students.

Pursuant to Register 97, No. 50, effective January 12, 1998, 5 CCR sections 11701-11703 have
been amended to specifically include adults engaged in independent study through adult educa-
tion in the implementation requirements for independent study. Although the term “student” as
used below also includes adult students, districts offering adult education should specify that
the independent study policy and administrative regulation are also applicable to adult educa-
tion students.

The Governing Board authorizes independent study as an optional alternative instructional strat-
egy by which students in grades K-12 and adult education may reach curriculum objectives and
fulfill graduation requirements. Independent study shall offer a means of individualizing the
educational plan for students whose needs may be met best through study outside of the regular
classroom setting.

(cf. 5147 - Dropout Prevention)

Note: The following paragraph reflects 5 CCR Section 11701.5, as added by Register 97, No.
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50, to highlight the equality of rights and privileges to which a student is entitled.

The district’s independent study option shall be substantially equivalent in quality and quantity
to classroom instruction, thus enabling students enrolled in independent study to complete the
district’s adopted course of study within the customary time frame. Students in independent
study shall have access to the same services and resources as is available to other students in the
school.

(cf 6143 - Courses of Study)
(cf 6200 - Adult Education)

The Superintendent or designee shall determine that the prospective independent study student
understands and is prepared to meet the district's requirements for independent study. Independ-
ent study entails a commitment by both the parent/guardian and the student. As the student gets
older, he/she assumes a greater portion of the responsibility involved. Independent study may
be offered only to students who can achieve in this program as well as or better than they would
in the regular classroom.

‘Note: Education Code Section 51747 mandates Board policy which provides that a current
written agreement as specified in law be maintained for each student. '

The Superintendent or designee shall ensure that a written independent study agreement, as pre-
scribed by law, exists for each participating student. (Education Code Section 51747)

The Board recognizes that independent study may be used as an option to encourage students to
remain in school. Teachers should carefully set the duration of independent study assignments,
within the limits specified by the Board in order to help identify students falling behind in their
work or in danger of failing or dropping out of school. Note: Education Code Section 51747
mandates Board policy on the maximum length of time, by grade level and type of program,
which may elapse between the time an independent study assignment is made and the date by

which the student must complete it. As amended in Register 97, No. 50, 5 CCR Section. 11700 -

defines “type of program” as the statutory program category for purposes of attendance ac-
counting, such as adult education and continuation high school. Pursuant to Education Code
Section 51747, no independent study agreement can be valid for longer than one semester (or
one-half year for a school on a year-round calendar). In addition, 5 CCR Section 11701 requires
Board policy to reflect an awareness that excessive leniency in the duration of independent
study assignments can result in students failing so far behind their peers as to increase, rather
than decrease, the risk of their dropping out of school.

The times indicated below are suggestions from the CDE’s Independent Study Operations Man-
ual and should be revised to reflect the Board’s deliberations as to the maximum realistic
lengths of assignments and the grades offered by the district. The Board may also want to detail
the circumstances which would justify an extension of the maximum léngth of an assignment in
order to set clear and equitable standards for all students.

To foster each student's success in independent study, the Board establishes the following maxi-
mum lengths of time which may elapse between the time an assignment is made and date by
which the student must complete the assigned work shall be as follows:
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1. For students in grades K-3: 1 week
2. For students in grades 4-8: 2 weeks
3. For students in grades 9-12, 3 weeks

continuation and adult education

When circumstances justify a longer time, the Superintendent or designee niay extend the maxi-
mum length of an assignment to a period not to exceed eight weeks, pursuant to a written re-
quest with justification.

Note: Fducation Code Section 51747 also mandates policy which identifies the number of
missed assignments allowed before an evaluation determines whether it is in the student's best
interest to remain in independent study. When determining the number of missed assignments,
the Board should consider how many absences or missed assignments by students in the regular
program would trigger actmn such as calling the parents/ guardians or having a parent/guardian
conference.

When any student fails to complete consecutive independent study assignments, the Superinten-
dent or demgnee shall conduct an evaluation to determine whether it is in the student's best in-
terest to remain in independent study. Evaluation findings shall be kept in the student's perma-
nent record.

{cf’ 5125 - Student Records)
Note: The following paragraph is optional.

The Superintendent or designee shall annually report to the Board the number of students en-
gaged in independent study, the ADA generated, the quality of these students' work as meas-
ured by standard indicators, and the number and proportion of independent study students who
graduate or successfully complete independent study. ‘

Home Schoolihg Through Independent Study
Note: The following paragraph is optional.

The Superintendent or designee shall encourage parents/guardians desiring to teach their chil-
dren at home to enroll their children in independent study. Such enrollment allows continued
_contact and cooperation between the school system and home-based student.

Legal Reference:

EDUCATION CODE

17289 Exemption for building

44865 Qualifications for home teachers and teachers in special classes and schools; consent to

assignment

46300-46300.6 Methods of computing ADA
48220 Classes of children exempted

48340 Improvement of pupil attendance

48915 Expulsion; particular circumstances
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48917 Suspension of expulsion order

31225.3 Requirements for high school graduation
51745-51749.3 Independent study programs

32001 Improvement of elementary and secondary education: legislative intent
32015 School improvement plans: components of plan
52017 Secondary schodls: additional plan components-
56026 Individual with exceptional needs

FAMILY CODE

6350 Authorization affidavits

CODE OF REGULATIONS, TITLE 5

11700-11703 Independent study

Management Resources:
CDE PROGRAM ADVISORIES
1113.09 Independent Study: New Legislation, SPB: 90/91-04
0904.86 Independent Study, SPB: 86/7-5
CDE PUBLICATIONS
Independent Study Operations Manual, 1 993 revised edition, updated 1994, 1996
WEB SITES
CDE: http://www.cde.ca.gov

Policy Reference UPDATE Service
Copyright 2001 by California School Boards Asseciation, West Sacramento, California 95691

All rights reserved.

CSBA Sample
Admmlstratlve Regulation -

Instructlon AR 6158

INDEPENDENT STUDY

No course required for high school graduation shall be offered exclusively through independent
study. (Education Code Section 51745)

(cf. 6146.1 - High School Graduation Requirements)

The district shall not provide independent study students and their parents/ guardians with funds
or items of value that are not provided for other students and their parents/guardians.
(Education Code sections 46300.6, 51747.3)

Eligibility

No student shall be required to participate in independent study. (Education Code Section
51747)

_Students enrolling in independent studymusLheJeSLdent&oimeiocalmmty or-an. adgacenpﬁﬁf
county (Education Code Section 51747.3) _ L
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Full-time independent study shall not be available to students whose district residency status is
based on their parent/guardian’s employment within district boundaries pursuant to Education
Code Section 48204. (Education Code Section 51747.3)

(cf- 5111.12 - Residency Based on Parent/Guardian Employment)

No individual with disabilities, as defined in Education Code Section 56026, may participate in
independent study unless his/her Individualized Education Program specifically provides for
such participation. (Education Code Section 51745)

(cf. 6159 - Individualized Education Program)

No temporarily disabled student may receive individual instruction pursuant to Education Code
Section 48206.3 by means of independent study. (Education Code Section 51745)

(cf. 6183 - Home and Hospital Instruction)

Note: AB 1736 (Ch. 461, Statutes of 1998) amended Education Code Section 51745 to provide
that pregnant/parenting students will not be counted within the 10% cap on the number of stu-
dents enrolled in an opportunity school/program or a continuation high school who may partici-
pate in independent study.

No more than 10% of the students enrolled in a continuation high school or opportunity school
or program, not including pregnant and parenting students who are primary caregivers for one
or more of their children, may be in independent study at any given time. (Education Code Sec-
tion 51745)

(cf 5146 - Married/Pregnaﬁt/Parenting Students)
(cf- 6182 - Opportunity School/Class/Program)
(cf. 6184 - Continuation Education)

Note: Education Code Section 46300.1 provides that no district may receive apportionments
pursuant to Education Code Section 42238 for independent study by students age 21 or older,
or by students 19 or older who have not been continuously enrolled in grades K-12 since their
18™ birthday. Under Education Code Section 46300.4, however, these students are eligible for
independent study through the adult education program; see BP/AR 6200 - Adult Education.

Students age 21 or older, and students age 19 or older who have not been continuously enrolled
in school since their 18th birthday, may participate in independent study through the adult edu-
cation program. (Education Code Section 46300.1)

{cf 6200 - Adult Education)

Criteria for Participation

tions Manual and may be revised as desired to reflect district practice.

2008 California Association of School Business Officials B-5



Appendix B : Sample Board Policies and Administrative Regulations

Students who are interested in independent study should contact their school principal. Ap-
proval for participation shall be based on the following criteria:

L. Evidence that the student will work independently to complete the program
2. Availability of expenenced certlﬁcated staff with adequate time to supervise the student
effectively :

Written Agreements and Assignments

Note: Education Code Scction 51747 mandates that the district’s policy provide for a written
independent study agreement which contains the following components. Definitions for some
of the terms used in the following list are provided in. 5 CCR Section 11700.

- The written independent study agreement for each participating student shall include, but not be
limited to, all of the following: (Education Code Section 51747)

L. The manner, frequency, time and place for submitting the student's assignfnents and for
reporting his’her progress. .

2. The objectives and methods of study for the student's work, and the methods used to
evaluate that work.

3. The specific resources, including materials and personnel, that will be made available to
the student.

Note: Pursuant to 5§ CCR Section 11700, "specific resources" may not be construed to exclude
resources normally available to all students on the same terms that they are normally available
to all students,

4, The district's independent study policy describing the maximum length of time allowed
between an assignment and its completion and the number of missed assignments which
will trigger an evaluation of whether the student should be allowed to continue in inde-
pendent study.

5. The duration of the independent study agreement, including the beginning and ending
dates for the student's participation in independent study under the agreement. No inde-
pendent study agreement shall be valid for any period longer than one semester, or one-
half year for a school on a year-round calendar.

Note: Districts that operate on a trimester system should limit the terms of an independent study
agreement to one trimester.

6. A statement of the number of course credits or, for the elementary grades, other meas-
ures of academic accomplishment appropriate to. the agreement, to be earned by the stu-

————dentupon compietron

B-6 . California Association of School Business Officials 2008

&



Sample Board Policies and Administrative Regulations Appendix B

7. A statement that independent study is an optional educational alternative in which no
student may be required to participate. In the case of a student who is referred or as-
signed to any school, class or program pursuant to Education Code sections 48915 or
48917, the agreement shall also include the staterment that instruction may be provided
through independent study only if the student is offered the alternative of classroom in-
struction.

(cf. 5144.1 - Suspension and Expulsion/Due Process)

The curriculum and methods of study specified in the written agreement shall be consistent with
the Governing Board's policies, administrative regulations and procedures for curriculum and
instruction. (5 CCR Section 11702) ' :

| (cf 6143 - Courses of Study)

Note: The following paragraph is not required by law, but is recommended by the CDE as an
important component of an independent study agreement.

The agreement also may include a schedule for achieving objectives and completing the agree-
ment and a schedule of conferences between the student and supervising teacher.

Before beginning the independent study, each written agreement shall be signed and dated by
the student, the parent/guardian or caregiver of the student under 18 years of age, the certifi-
cated employee designated as responsible for the general supervision of independent study, and
all persons who have direct responsibility for providing assistance to the student. (Education
Code Section 51747)

Note: Education Code Section 46300.7 states that no apportionments shall be received for a stu-
dent in independent study unless the district receives written permission from the parent/
guardian, before the independent study begins, specifying the actual dates of participation,
methods of study and evaluation, and resources to be made available for the student's independ-
ent study. Since all of these components are included in the above agreement which the parent/
guardian must sign, it is suggested that the agreement simply state, next to the parent/guardian's
signature, that he/she grants permission for the student's independent study as specified in the
agreement.

The agreement shall state that the parent/guardian's signature confers his/her permission for the
student's independent study as specified in the agreement.

Student Rights and Responsibilities

Note: The following optional section contains recommendations from the CDE's Independeni
Study Operations Manual.

Students participating in independent study shall have the right, continuously, to enter or return

to the regular classroom mode of instruction.
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Note: According to the CDE, the terms "tardiness" and "truancy" do not apply to independent
study students.

Independent study students who are late, miss scheduled conferences or do not submit assigned
work on time shall not be reported as tardy or truant. However, the independent study adminis-
trator shall promptly and directly address any failure by the student to meet the terms of his/her
written agreement. The following supportive strategies may be used:

1. A letter to the student and/or parent/guardian, as appropriate
2. A special meeting between the student and the teacher and/or counselor
3. A meeting between the student and the administrator, including the parent/guardlan if
appropriate

4, An increase in the amount of time the student works under direct supervision

When the student has missed the number of assignments specified in Board policy as precipitat-
ing an evaluation, the Superintendent or designee shall conduct an evaluation which may result
in termination of the independent study agreement, with the student's return to a regular class-
room or alternative instructional program. :

(c¢f. 1312 - Complaints Concerning the Schools)
(cf 1312.1 - Complaints Concerning District Employees)

Administration of Independent Study

Each student's independent study shall be coordinated, evaluated and carried out under the gen-
eral supervlsmn of a certificated employee. (Education Code Section 51747.5)

Note: The following optional material contains recommendations from the CDE's Independent
Study Operations Manual.

The responsibilities of the independent study administrator shall be to:

1. Ensure that the district’s independent study option is operated in accordance with law,
Board policy and administrative regulation

2. Approve the participation of students requesting independent study for a penod exceed-
ing five school days

3. Facilitate the completion of independent study written agreements

4. Approve all credits earned through independent study supervised at a location apart
from the student's regular school and forward the information to the appropriate staff so

fffffffffffffffffffffffffffffffff that the information becomes part of the student's record
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10.

11.

12.

13.

Authorize the selection of staff who are assigned to supervise independenf study

Supervise any staff assigned to independent study functions who are not regularly super-
vised by another administrator

Complete or coordinate the preparation of all necessary records and reports

Establish and maintain in a systematic manner all records required by law, Board pohcy
and administrative regulation

Monitor enrollment in independent study to stay within prescribed limits and to maxi-
mize income to the district without compromising the educational quality of independ-
ent study

Develop and manage the budget for independent study

Obtain and maintain current information and skills required for the operation of an inde-
pendent study strategy that meets established standards for the district's educational pro-

grams
Prepare and submit reports as required by the Board or Superintendent

Assure a smooth transition into and out of the independent study mode of instruction

Supervising Teachers

Note: The following optional section contains recommendations from the CDE's Independent
Study Operations Manual.

The independent study administrator shall approve the assignment of any teachers who directly
supervise independent study on a regular basis. The principal may recommend teachers or stu-
dents for independent study. The teacher may be the student's regular classroom teacher, par-
ticularly for elementary students.

Independent study teachers shall:

L. Complete designated portions of the written agreement and add additional mformatmn
to the written agreement when appropriate

2. Supervise and approve coursework

3. Design all lesson plans

4. Write the assignments for students

5.

Assess all student work
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6. Personally judge the time value of assigned work or work products completed and sub-
mitted by the student

7. Select and save with each agreement representative samples of the student's completed
and evaluated assignments on not less than a monthly basis, preferably biweekly

8. Sign and complete the agreement when the student has reached his/her objectives or the
agreement is terminated

9. Maintain any required records and files on a current basis

When appropriate, independent study teachers shall determine and assign grades or other ap-
proved measures of achievement.

Records

District records shall identify all students participating in independent study and shall specify
the grade level, program placement and school in which each of these students is enrolled.
(Education Code Section 51748)

Each school shall maintain records for the students at that school.

Records shall be maintained for audit purposes and shall include the following: (5 CCR Section
11703)

L A cdpy of the Board policy, administrative regulation, and proéedures related to inde-
penden_t study
2. A separate listing of the students and adult education students, by grade level, program

and school, who have participated in independent study, identifying units of the curricu-
lum attempted and units of the curriculum-completed by students in grades K-8 and
identifying course credits attempted by and awarded to students in grades 9-12 and in
adult education, as specified in their written agreements

3. A file of all agreements, with representative samples of each student's or adult education
student's work products bearing signed or initialed and dated notations by the supervis-
ing teacher indicating that he/she has personally evaluated the work or that he/she has
personally reviewed the evaluations made by another certificated teacher

4. A daily or hourly attendance register, as appropriate to the program in which the stu-
dents or adult education students are enrolled, separate from classroom attendance re-
cords, and maintained on a current basis as time values of student or adult education
work products ate personally judged by a certificated teacher, and reviewed by the su-
pervising teacher if they are two different persons

e
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Note: The following paragraph is optional.

The district also shall maintain a record of grades and other evaluations issued to each student
for independent study assignments.
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Appendix C:
State Controller s K-12 Audlt Guide

pp.21-27

The following pages are from the September 2007 State Controller’s Audit Guide. This guide is
available on the website at http://www.caap.ca.gov/. It is highly recommended that the compli-
ance requirements and suggested audit procedures be used in conjunction with the internal audit
function.

§ 19819. Independent Study.

If the local education agency reported Average Daily Attendance generated through inde-
pendent study, perform the following procedures :

(a) At the agency level: -

(1) Reconcile the local education agency’s independent study atteﬁdance records to Average
Daily Attendance generated through full-time independent study reported to the California
Department of Education.

" (2) From the independent study attendance records, select a representative sample of pupils
for whom Average Daily Attendance generated through independent study was claimed, in-
-cluding pupils on intermittent or “short term” independent study if the local education agency
offered that option, and confirm that every pupil in the sample is identified in the written re-
cords of the district or county board by grade level, by program placement, and by the school
in which he or she is enrolled.

(3) If, pursuant to the foregoing audit procedure, any pupils are found that were not identified
in the written records of the district or county board by any one or more of grade level, pro-
gram placement, and the school in which he or she was enrolled, recalculate, consistent with
the provisions of Education Code Section 46303, the correct number of units of Average
Daily Attendance. Include a statement in the Findings and Recommendations section of the
audit report of the number of pupils and the number of units of Average Daily Attendance
that were inappropriately reported for apportionment and an estimate of their dollar value.

(4) Verify the local education agency’s calculation, made pursuant to the provisions of subdi-
vision (a) of Education Code Section 51745.6, of ineligible Average Daily Attendance, if any,
generated through full-time independent study by pupils 18 years of age or less.

(5) Interview administrative personnel and school counselors of the local education agency to
determine if the local education agency had policies and procedures to ensure that any pupil
terminating an independent study agreement was permitted to immediately recommence
classroom study. :
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(6) Interview local education agency administrative personnel as well as a sample of inde- ¢
pendent study teachers and review written agreements to determine whether it was the local
education agency’s policy or practice to provide independent study pupils or their parents/
guardians with monetary funding or any other things of value such as equipment or paid pri-
vate instruction. If so, determine whether classroom pupils or their parents/guardians had the

same access to funding or things of value. Read program materials provided to all parents/
guardians to determine that opportunitics were equal and that pupils engaged in independent

study were neither offered nor given incentives or special benefits.

(b) Select a sample of schools that is representative of the local education agency and suffi-
cient in size to allow the auditor to draw a reasonable conclusion with respect to the local edu-
cation agency’s compliance with independent study requirements. Verify that the monthly
site summaries used for summarizing attendance provide accurate information by performing
the following procedures:

(1) At each school, examine the attendance accounting records to verify that the attendance of
pupils or adult education students or both while engaged in independent study was maintained
on separate registers or the local education agency had another mechanism in place to track
Average Daily Attendance generated through independent study separately from other Aver-
age Daily Attendance. : '

(2) Determine the total number of days of attendance reported for each sampled school that
resulted from attendance by pupils or adult education students or both while engaged in inde-
pendent study. Reconcile the monthly totals (days of apportionment attendance) on the site’s
attendance summary to the summary maintained by the local education agency for the Second
Principal and the Annual attendance reports.

(3) Select a test month in the Second Principal or Annual attendance reporting period. Verify
the mathematical accuracy of the monthly report and trace totals to the school’s attendance
summary. ' '

(4) Verify that a certificated employee of the local education agency coordinated, evaluated,
and provided general supervision, as that term is defined in Section 11700(b), of each pupil’s
or adult education student’s independent study, as required by the provisions of subdivision
(2) of Education Code Section 51747.5.

(3) Select a representative sample of teachers. Verify the mathematical accuracy of the teach-
ers’” attendance records of pupil or adult education student attendance. Trace the monthly to-
tals from the monthly report to the attendance records.

(6) If 100 percent apportionment attendance was recorded for all independent study pupils or
adult education students or both, ensure that the teacher did not accrue more days of appor-
tionment credit for any assignment than there were school days in that assignment
(“banking™); or accrue days of attendance for work submitted subsequent to the specified due
date for the assignment (“make-up”).
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(7) For programs in which hourly attendance accounting is not required pursuant to Section
406, verify that attendance credit was recorded in whole days based on the supervising
teacher’s personal review, evaluation, and assignment of time value to the pupil’s. or adult
education student’s work product, or the supervising tcacher’s review of the evaluation and
assignment of time value made by another certificated teacher.

(c) From the attendance records, select a representative sample of pupils/adult education stu-

dents for whom Average Daily Attendance generated through independent study was claimed,
including pupils on intermittent (“short term”) independent study if the local education
agency offered that option, and perform the following procedures:

(1) Verify that no pupil was enrolled in the local education agency pursuant to subdivision (b)

of Education Code Section 48204 while engaged in full-time independent study.

(2) Determine each selected pupil’s or adult education student’s county of réesiderice at the
time of commencing independent study and verify that it is the county in which the apportion-
ment claim is reported or a contiguous county within California.

(3) Determine whether mailing addresses or other evidence of residency changed during the
time the pupils/adult education students were in independent study and, if so, whether each
pupil or adult educa‘uon student remained resident of the same or a contlguous county within
California.

(4) Verify that a total of not more than one day of attendance generated through independent
study was recorded for each pupil, including pupils enrolled in more than one program, for
any calendar day on which school was in session.

(5) Verify that a Written agreement exists for each pupil/adult education student selected.

(6) Verify that every pupil whose independent study attendance was claimed for apportion-
ment was participating under an agreement for a minimum of five consecutive school days.

(7) Verify that every written agreement contained all the required elements:

(A) The manner, time, frequency, and place for submitting a pupﬂ’s or adult education stu-
dent’s assignments and for reporting his or her progress

(B) The objectives and methods of study (pupil/adult education student activities selected by
the supervising teacher as the means to reach the educational objectives set forth in the writ-
ten agreement) for the pupil’s or adult education student’s work.

(C) The methods utilized to evaluate that work (any specified procedure through which a cer-
tificated teacher personally assesses the extent to which achievement of the pupils/adult edu-
cation students meets the objectives set forth in the written assignment).

(D) The specific resources, including materials and personnel, to be made available to the

2008 California Association of School Business Officials C-3



Appendix C : ' State Confroller’s K-12 Audit Guide

-

pupils/adult education students (resources reasonably necessary to the achievement of the ob-
Jectives in the written agreement, not to exclude resources normally available to all pupils/
adult education students on the same terms as the terms on which they are normally available
to all pupils/adult education students).

(E) A statement of the policies adopted pursuant to subdivisions (a) and (b) of Education
Code Section 51747 regarding the maximum length of time allowed between the assignment

. and the completion of a pupil’s or adult education student’s assigned work, and the number of

assignments a pupil or adult education student may miss before there must be an evaluation of
whether it is in the pupil’s or adult education student’s best interests to continue in independ-
ent study.

(F) The duration of the independent study agreement, including the beginning and ending

dates for the pupil’s or adult education student’s participation in independent study under the
agreement, with no agreement being for a period longer than one semester, or one-half year
for a school on a year-round calendar.

(G) A statement of the number of course credits -or,- for the elementary grades, other measures
of academic accomplishment appropriate to the agreement, to be earned by the pupil/adult
education student upon completion.

(H) A statement in each independent study agreement that independent study is an optional
educational alternative in which no pupil may be required to participate. In the case of a pupil
who is referred or assigned to any school, class, or program pursvant to Section 48915 or
48917, the agreement also shall include the statement that instruction may be provided to the
pupil through independent study only if the pupil is offered the alternative of classroom
instruction. : ' '

(1) Signatures, affixed prior to the commencement of independent study, by
1. the pupil or adult education student;

2. the pupil’s parent, legal guardian, or caregiver as that term is used in Family Code Section
6550 and following, if the pupil is less than 18 years of age;

3. the certificated employee who has been designated as having responsibility for the general
supervision of independent study; and

4. all other persons, if any, who had direct responsibility for providing assistance to the pupil
or adult education student.

(8) Verity that no days of attendance were reported for dates prior to the signing of the agree-
ment by all parties. :

| (9) Trace each pupil’s or adult education student’s attendance from the attendance records to

——theteacher’stegister, record of the pupil’s or adult education student’s work completed,
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and the corresponding work assignment record. Verify that evaluated pupil/adult education
student work samples, bearing signed or initialed and dated notations by the supervising
teacher indicating that he or she personally evaluated the work, or that he or she personally
reviewed the evaluations made by another certificated teacher, have been retained in the file.

(10) Verity that the pupil/adulf education student work product samples are related to the as-
signment pursuant to which the work was undertaken and reflect the curriculum adopted by
the local governing board and not an alternative curriculum.

(11) Review records and other relevant documentation to verify that each pupil’s choice to
commence or to continue in independent study was entirely voluntary and uncoerced.

(d) If any inappropriately reported units of Average Daily Attendance are identified through
the foregoing audit procedures, recalculate, consistent with the provisions of Education Code
Section 46303, the correct number of units of Average Daily Attendance. Include a statement
in the Findings and Recommendations section of the audit report of the number of units of
Average Daily Attendance that were mappropriately reported for apportionment and an esti-
mate of their dollar value.

NOTE: Authority cited: Section 14502.1, Education Code. Reference: Sections 14502.1,
14503 and 41020, Education Code.
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Appendix D: |
CDE Letter Regarding Make-up Days

faY

January 29, 1999

County Superintendents
District Superintendents

Subject: Short-term Independent Study

Dear Superintehdent:

As you know, beginning July 1, 1998, children whose absences from school are excused are no
longer counted for purposes of calculating average daily attendance (ADA). Since that change
took effect, both the California Department of Education (CDE) and several legislators have
received calls from parents complaining that local school officials have pressured them to agree
to put their children on independent study when the children were ill.

The “cornerstone’ requirement of the provisions of statute and regulations, is that independent
study must be freely voluntary. (See Education Code Section 51747 (C) (7), and California
Code of Regulations, Title 5, Section 11700 (c) (2) (a): “A pupil’s... choice to commence, or to
continue in, independent study must not be coerced...”)

» Beyond this fundamental requiremént of voluntariness, we wish to call your attention to the
following related points:

» Although excused absences may no longer be included in ADA, to ensure that districts and
county offices have been held fiscally harmless, district revenue limits and their county of-
fice equivalents have been increased by factors equivalent to individual local rates of ex-
cused absence in 1996-97. In other words, it is not necessary for school districts or county
offices of education to convert excused absences to independent study in order to avoid loss
of funding. ' '

» Itis CDE’s understanding of the law that having parents sign independent study agreements
in which key terms (such as the beginning and ending dates of the period during which the
pupil will be engaging in independent study instead of classroom attendance) are either not
specific (‘as necessary,” for example), or are left blank, with school staff filling them in
later, is not valid, as the purpose of the parents’ signatures is to evidence their prior agree-
ment to all of the specific terms of the agreement.

« ‘Short-term’ independent study does not exist as a separate entity in the law. The rules in
~ statute and regulation that apply to independent study are the same whether the period of

independent study is one day or one semester (with the exception that statutory limits on
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pupil:teacher ratios in independent study do not apply to pupils who have temporary inde-
pendent study assignments from their regular classroom teachers). Most of the rules are
‘conditions of apportionment’- meaning that if non-compliance is found in an audit, the
ADA involved is usually ineligible for state funding. Since there is no statutory ‘short-form’
version of the many operational and documentation requirements applicable to independent
study, loeal school officials should carefully analyze the true academic and financial
‘cost/benefit’ ratios of independent study for short periods of time.

It is CDE’s understanding of the law that it is not permissible to use independent study as a
means of generating ADA credit for ‘make-up” work that a pupil completes after he or she
has returned to classroom attendance (and thus terminated independent study). Accordingly,
the ‘due date’ for an absent student’s independent study assignment should be the day he or
she returns to c¢lassroom attendance.

The law does not allow school districts to have policies which provide that independent

study is the only way pupils may receive academic credit for the schoolwork they miss

when they are absent for excusable reasons. Effective Jahuary 1, 1999, amendments to Eefu-

cation Code Section 48205 makes clear that pupils absent from school for any excusable
reason, including illness,

“shall be allowed to complete all assignments and tests missed during the absence that
can be reasonably provided and, upon satisfactory completion within a reasonable pe-
riod of time, shall be given full credit therefore. As the teacher of any class from which
a pupil is absent shall determine[,] the tests and assignments shall be reasonably equiva-
lent to, but not necessarily identical to, the tests and assignments that the pupil missed
during the absence.” (Emphasis added.)

(Such after-the-fact ‘make-up’ does not generate ADA credzt (see Education Code Section
48205 (k).)

New subdivision (k) of Education Code Section 48980 (effective January 1, 1999) requires
the inclusion, beginning with the 1999-2000 school year, of the full text of Education Code
Section 48205 (from which the passage quoted above was extracted) in the beginning-of-
term notices that Section 48980 requires school districts to provide to all parents.

For information on attendance accounting for independent study , please contact Kim Clement,
Assistant Field Representative in the Education Finance Division, at (916) 327-0857.

For information on any other aspect of independent study , please contact Lynn Hartzler, Con-
sultant in the Educational Options Office of the Education Support Systems Division, at (916)
323-5034.

Sincerely,

P it

Leslie Fausset J. Richard Whitmore
Chief Deputy Superintendent Chief Deputy Superintendent
———Educational Pohcy,qumculum -apd-———————Bducational Policy; Finanee,-and

Department Management Accountability
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Appendix E
CDE Legal Office Opinion on Home
Schooling o

The Compulsory Education Law and Home Schoolmg in
California

Prepared by the Legal Office
California Department of Education

California’s compulsory education law (Education Code Section 48200") requifes each person
between 6 and 18 years of age to attend public school unless legally exempt. The two principal
exempuons are instruction in a private full-time day school, or instruction by a tutor or other
person.” The critical difference betwecn these two exemption provisions is that tutors are re-
quired to hold state teaching credentials but teachers in private schools are not.

In the context of exemption from compulsory public school attendance, “home schooling” is
understood as a situation where non-credentialed parents teach their own children, exclusively,
at home, call their home a private school, file the informational affidavit required to be filed
only by private schools and believe their children are exempt because private school teachers
need not be credentialed. To conclude that such a home schooling arrangement is a private
school would render the credentialed tutor exemption completely meaningless and inetfective, a
result that the courts would not condone. Moreover, a review of the history of California’s com-
pulsory attendance law evidences intent by the legislature to exclude home schooling from the

-exemptions to compulsory pubhc school attendance

California’s compulsory atténdance law dates to a 1903 statute which required parents or other
having control or charge of a child between the ages of 8 and 14 years to send the child to pub-
lic school for at least five months of the time public school was in session each year, with at
least 18 weeks of consecutive attendance. That statute provided a number of exemptions includ-
ing one that excused children who were “being taught in a private school or by a private tutor,
or at home by any person capable of teaching in such branches of study as are usually taught in
the primary and grammar schools of this state.”

A 1905 amendment required that children be sent to school “during the time in which a public
school shall be in session.” A 1919 amendment expanded the compulsion to include children
between the ages of 8 and 16, and required parents to sent their children “to a public full-time

1AH referenices are to the Education Code unless otherwise indicated.
2 There are other, specialized exemptions for mentally gifted children (Section 48223), for part-time classes for
children with work permits (Section 48230), and for children subject to ¢ontinuation education.

? Stats. 1903, ¢. 270, p. 388, §1.

*Stats. 1905, ¢. 333, p. 388, §1.
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day school for the full time for-which the public schools” were in session. The statute included
four exemptions including one for “children being instructed in a private full-time day school
by persons capable of teaching” and one for children “being instructed, in study and recitation,
for at least three hours a day for one hundred sixty days each calendar year by a private tutor or
other person,... provided that such tutor or other person shall be capable of teaching;...”
- (emphasis in the original).” The 1921 and 1927 amendments did not affect the provisions perti-
nent to this discussion.®

In 1929 the Schiool Code was enacted. The compulsory education law was set out at Section
1.130 and following, with the private school exemption at Section 1.143 and the tutor exemp-
tion at Section 1.144. :

A 193] amendment altered the tutor exemption to require instruction for at least 170 days each
calendar year, and provided that “such tutor or other person shall hold a valid state credential
for the grade taught.”’ '

The two distinct exemptions from public school attendance, one for instruction in a private
school and one for instruction by a tutor or other person, originated in the same 1903 statute.

From 1903 to 1931, home teaching by tutors or other persons capable of teaching was explicitly -

authorized,

Since 1931, tutors or other persons have been required to hold a valid state credential for the
grade level being taught. References to teaching at home or to instruction by tutors or “other
persons capable of teaching” have been deleted in favor of the credential requirement. There is
a maxim of statutory construction that the expression of one thing is the exclusion of all others.
As the Attorney General has stated, '

It is a familiar rule of statutory interpretation that the enumeration of acts, things, or per-
sons as coming within the operation or exemption of a statute will preclude the inclusion
by implication of other acts, things, or persons. (58 Ops.Cal.Atty.Gen. 586, 589 (1975),
citations omitted. Also-see 2B Sutherland on Statutory Construction (5™ ed.), sec 47.23,

p- 216, citing, inter alia, County of Madera v. Superior Court of Madera County (4th
ed.), sec 22.30, p. 265, citations omitted.)

Further, there is a presumption of change when a statute is amended:

The courts have declared that the mere fact that the legislature enacts an amendment in-

dicates that it thereby intended to change the original act by creating a new right or
withdrawing an existing one. Therefore, any material change in the language of the
original act is prcsumed to indicate a change in legal rights. (1A Sutherland on Statutory
Construction (4™ ed.), sec. 22.30, p.265, citations omitted.)

S Stats. 1919, ¢. 258, p. 406, §1.

°Stats. 1921, ¢. 885, p. 1673, §1; Stats. 1927, ¢. 227, p. 411, §1.
7School Code Section 1.144, Stats. 1931, c. 1215, p. 2580, §3.
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If a parent does not hold a teaching credential for the grades taught, the tutor exemption is not
satisfied. People v. Turner (1953) 121 Cal.App.2d Supp. 861, appeal dismissed 347 U.S. 972,
rejected the concept that parents may designate their own home instruction program a “private
school” in order to avoid the credential requirement. That conclusion was affirmed In re Shinn
(1961) 195 Cal.App.2d 683.

In 1967, the Legislature enacted Section 33190 requiring that private school authorities file an
informational affidavit annually.® In 1970, the private school exemption, Section 48222, was
amended to provide that the exemption would only be valid after verification by the attendance
supervisor of the district that the private school had complied with Section 33190.” Both sec-
tions explicitly stated that filing the private school affidavit is not to be construed as an ap-
proval of the school or its courses. Therefore, filing the affidavit has no effect on the status of a
person or institution; it does not transform a parent into a private school.

If a parent chooses to teach his or her child at home and does not hold a teaching credential, the
child is truant from public school. The appropriate school district is authorized to take truancy
action and the parent is subject to an infraction fine. See Section 48240 et seq. and 48290 et seq.

NOTICE

THE GUIDANCE IN THIS DOCUMENT IS NOT BINDING ON LOCAL EDUCATIONAL
AGENCIES. EXCEPT FOR THE STATUTES AND COURT DECISIONS THAT ARE REF-
ERENCED HEREIN, THIS DOCUMENT IS EXEMPLARY AND COMPLIANCE WITH IT
ISNOT MANDATORY. (See Fducation Code Section 33308.5)

-} Formerly Section 29009.5, Stats. 1967,c. 1637, p.3921,.§1....

9F-ormerIy Section 12154, Stats. 1970, c. 822, p. 1550, §1.
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Appendix F
Conflict of Interest: Recommended

Policy and Disclosure Statement for
Charter Schools

The Directors of the charter school owe a duty of loyalty to the organization which requires that
in serving the school they act, not in their personal interests or in the interests of others, but
‘rather solely in the interests of the school. Directors must have undivided allegiance to the
school’s mission and may not use their positions as Directors, information they have about the
school, or the school’s property, in a manner that allows them to secure a pecuniary benefit for
themselves or their relatives.'

The conduct of personal business between any Director and the school is prohibited. Business
transactions of the school in which a Director has an interest shall not be prohibited, but they
shall be subject to close scrutiny. Such proposed transactions shall be reviewed carefully to de-
termine that they are in the best interests of the school and that they will not lead to conflict of
interest.” For the purposes of this policy, a Director has an interest in a proposed transaction if
he/she has a substantial financial interest in it, or has a substantial financial interest in any or-
gamization involved in the proposed transaction, or holds a position as trustee, director, general
manager, or principal officer in any such organization. Prior to the start of any negotiations, or
consideration of a grant request by the organization, Directors are expected to make full disclo-
sure to the best of their knowledge of any dual interest in a proposed transaction by submitting a
report to the President or other officer designated by the Board to handle such matters, supply-
ing any reasons why the transaction might not be in the best interest of the school. In matters
requiring prior approval of the Board of Directors, the President or other officer shall forward
copies of this disclosure report to the Board before its approval.

A Director with a dual interest in a proposed transaction shall not vote on the matter and shall -
not participate in any discussion of the matter. Employees of the school who also serve on the
Board of Directors shall not participate in collective bargaining negotiations or discussion of
salary issues for individual employees, and may not vote on any matters that directly or indi-
- rectly influence their salary and benefits or those of other employees. '

A Director shall not use inside information of the school for his/her personal benefit, or use
such inside information or his/her position as Director to the detriment of the school. Inside in-
formation is information obtained through the Director’s position that has not become public
information.

Each Director has a duty to place the interests of the school foremost in any dealings involving
the organization and has a continuing responsibility to comply with the requirements of this
Policy. Each Director is required to complete a Director Disclosure Statement annually.

' For the purposes of this policy, relative means spouse. parents. siblings, children, grandchildren, the spouses of
children and grandchildren, and any other blood relative, if the latter resides in the same household.
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Conflict-of-Interest Disclosure Statement- Sample

Please initial in the space at the end of Item A or complete Item B, whichever is appropriate,
compleie Item C, and sign and date the statement and return it to the board chair.

A. T am not aware of any relationship or interest or situation involving my family or myself
which might result in, or give the appearance of being, a conflict of interest between such
family member or me on one hand and the school on the other.

B. The following are relationships, interests or situations involving me or a member of my
family which I consider might result in or appear to be an actual, apparent or potential con-
tlict of interest between such family members or myself on one hand and the school on the

other:

1. For-profit corporate directorships, positions and employment with:

2. Nonprofit trusteeships of positi;)qs:

3. Memberships in ‘the following organizations: |

4. Contragts, business qctivities and investments with or in the following organizations:
5. Other relationships and activities:

C. My primary business or occupation at this time is:

I have read and understand the school’s conflict-of-interest policy and agree to be bound by it. T
will promptly inform the board chair of the school of any material change that develops in the
information contained in the foregoing statement.

Type/print name

Signature ‘ , Date
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