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Beginning April 1, 2016, the guidelines and procedures specified herein shall govern the
processing of Open Enrollment Transfers for Elementary and Secondary students.

This bulletin updates School Management Services, Bulletin No. 6491.0 of the same subject,
dated April 14, 2015.

The Open Enrollment Process accepts electronic online applications.

The paper application will remain intact, for those individuals who would like to submit by
paper method. Please reference Section Il of this bulletin for more details on the application
process.

School drawings will no longer be conducted by individual school sites. The Office of
School Choice will conduct a random unbiased electronic lottery process, wherever
necessary. Please reference Section 11 of this bulletin for more details.

The following guidelines apply.
. BACKGROUND

On July 22, 1993, Governor Wilson signed into law a bill intended to increase
parental choice options within California’s public schools. Assembly Bill 1114
mandates public school choice within a school district (intradistrict choice).
Only families residing within the boundaries of Los Angeles Unified School
District may participate in this choice option. It required school districts to enact
its provisions for the 1994-95 school year and thereafter, and to adopt an Open
Enrollment Transfer procedure as a condition for receipt of apportionments from
the State School Fund.
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The regular school kindergarten-12" grade Open Enrollment Transfer procedure
is another choice provided to parents in addition to the following existing options:

NoogkrwdE

Magnet Schools/Centers

Permits with Transportation (PWT)

Public School Choice

School for Advanced Studies (SAS)

Inter-district Permits (Please refer to BUL-5341.2)
Intra-district Permits (Please refer to BUL-5347.1)
California Open Enrollment, Act SBX5 4 (Romero)

Procedures and guidelines for these programs are detailed in separate bulletins.

[1. GUIDELINES FOR OPEN ENROLLMENT TRANSFERS

A. Resident Students

1. No Kindergarten-12th grade student who currently resides in the

attendance area of a regular school shall be displaced from that school by
open enrollment transferred students.

2. Open Enrollment applications must have resident addresses within the

LAUSD attendance boundary.

C. Guidelines for Identifying Classroom Space for Open Enrollment Transfers

D.

BUL-6491.1
Facilities Services Division

1.

2.

Each year, classroom space is identified for resident and special
education students, continuing permit students, traveling students, and
projected resident growth. Remaining space may be utilized for open
enrollment transfers and will be identified by the principal during the
E-CAST process in the spring.

A Reference Guide issued in March from Facilities Services Division,
Open Enrollment Transfers Timeline for K-12 Students, for the
subsequent school year provides application dates for accepting Open
Enrollment Transfers.

Integration Guidelines

1.

The school principal has the responsibility of monitoring the school’s
integration ratio on an ongoing basis. Principals are encouraged to
enhance the integration status of their schools through choice and option
programs.

Schools that are integrated, based on the current year’s Ethnic Survey
Report, may accept any child as long as space is available, as identified in
the current reference guide; the school maintains its integration status;
and its Other White (OW) percentage does not exceed 60 percent
(or, where indicated, 70 percent) of the total school population.
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3.

Predominantly Hispanic, Black, Asian, and Other Non-Anglo (PHBAO)
schools that have an OW percentage within the 25-29.9 percent range
must maintain their OW percentage within available space as indicated in
the current reference guide.

PHBAO schools that have an OW percentage within the 0-24.9 percent
range are not restricted by any integration guidelines that would prevent
the parental choice process from being implemented, as long as the
school has classroom space available as identified in the current reference
guide.

E. Transportation Guidelines

BUL-6491.1
Facilities Services Division

Open Enrollment Transfers do not carry transportation privileges.

Matriculation Guidelines

1.

Once an Open Enrollment Transfer is granted, it is valid through the final
grade offered by the school. The transfer cannot be canceled by the
school. Annual renewal is not required. If a parent/guardian cancels an
open enrollment transfer, the student must return to the school of
residence. The parent/guardian will be able to complete a new open
enrollment application the following spring for the next school year.

Siblings of open enrollment students shall be issued an Open Enroliment
Transfer in order to keep the family together. Principals are reminded
that, depending on the number of siblings, the amount of available space
at a school could be significantly decreased. Siblings who are new open
enrollment enrollees increase the authorized number of open enroliment
transfers by one for each sibling accommodated.

When a student matriculates to the next school level (i.e., middle school
or high school), a new Open Enrollment Transfer application must be
made. To assist schools at the next school level, a new application must
be made to the school of choice. Due to limited space at many District
schools, matriculation through the open enrollment process to the next
school is not guaranteed and applications will be combined with other
applications. If the total number of applicants exceeds the number of
available spaces, a drawing shall take place.

Page 3 of 16 April 1, 2016



Ly
ﬂ LLOS ANGELES UNIFIED SCHOOL DISTRICT
POLICY BULLETIN

G.

H.

BUL-6491.1
Facilities Services Division

Special Education Guidelines

1. Upon receipt of a paper application, clock in the application and follow
the same procedures as you would for any Open Enrollment Application.
If the student is selected in the regular district process, notify your Special
Education Service Center of the student’s selection in order for the
appropriate supports and services to be provided.

2. Refer any operational questions regarding special education programs to
the Special Education Service Center, Operations at (213) 241-6701.

3. Refer any instructional questions regarding special education programs to
the Special Education Service Center, Instructional to the contacts listed
below.

Local District Telephone Number

Northeast (818) 686-4400
Northwest (818) 654-5001

South (310) 354-3431
East (323) 224-3309
West (310) 235-3700
Central (213) 241-4630

Athletic Eligibility Guidelines

All transfer applications for senior high school students, grades 9 through 12,
are subject to the limitations of the California Interscholastic Federation (CIF)
“Rules and Regulations Governing Interscholastic Athletics”. High school
students in interscholastic athletics who apply for open enrollment should
complete an “Athletic Certification for Open Enrollment Transfer” form at
the same time. Questions regarding student interscholastic athletic eligibility
should be referred to Trent Cornelius, Interscholastic Athletics at
(213) 241-5847.

Opportunity Transfer Guidelines

Opportunity transfer students may apply for open enrollment as long as the
receiving school administrator can confirm on the MiSIS Student Transfer
Form/PAR that the conditions for the return to the home school have been
met. If the conditions have been met, the student takes the MiSIS Student
Transfer Form/PAR to the home school for its information and records. The
student or the parent/guardian then initiates the Open Enrollment Application
process by requesting that the home school administrator sign the application.
The student or the parent/guardian then applies to the school of choice. If the
conditions have not been met, the opportunity transfer student may not apply
for open enrollment.
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Facilities Services Division

A. A transfer application will be provided to all parents/guardians who

[1l. OPEN ENROLLMENT TRANSFER PROCEDURES

request one from any Los Angeles Unified School District school.

B. Transfer applications can be submitted online or by traditional paper

application.

Parents/guardians may apply for District K-12 Open Enrollment online
or use the traditional paper application.

ONLINE SUBMISSION
If parents/guardians choose to submit their
application online, the steps are outlined
below:

PAPER SUBMISSION
If parents/guardians choose to submit their
paper application using the traditional
process, the steps are outlined below:

- The online application is available
on the District K-12 Open
Enrollment website and
https://apply.lausd.net

- Families must create a parent
account (username and password)
to access the account. (If a parent
applied for a magnet program
online or last year submitted an
online Open Enrollment
application, the same parent
account can be used for this
year’s Open Enrollment.)

- Please reference the Open
Enrollment User Guide on the
website for any questions
regarding parent account
registration, or email
applyforschools@Ilausd.net with
any additional guestions.

- The online application requires the
electronic signature of a parent or
guardian.

- Central Office will distribute
paper applications to school
sites for families to complete.
School sites will receive these
applications before May 2.
Paper applications will arrive
via school mail in a green
folder.

- Please do not make blank copies.
Central Office cannot properly
scan an application that is a
copy from an original
application. If you need
additional forms, please
contact School Management
Services at (213) 241-8044.

- The application must be
completed and signed by the
parent/guardian.

- Parents/Guardians can submit
paper applications to their
school of choice.
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BUL-6491.1

ONLINE SUBMISSION

PAPER SUBMISSION

¢ For informational purposes only,

the Office of School Choice will

notify schools of attendance about

each resident student’s open
enrollment application.

- School sites are responsible to

ensure that all paper
applications they receive are
both complete and legible.
Incomplete applications will
not be processed.

- Staff at the school of choice

makes hardcopies of paper
applications and keeps these
copies on file.

- Staff at the school of choice

must send all original
completed paper applications it
has received to School
Management Services on a
daily basis, as soon as paper
applications are received, and
until the year’s Open
Enrollment is officially over.
Please do not wait until the end
of the Open Enroliment
application date to submit.
Mail applications to the
following school mail address:

School Management Services
c/o Asset Management Branch
23rd Floor, Beaudry

- Sending all paper applications to

the School Management
Services ensures that all Open
Enrollment applications are
accounted for in the event an
electronic lottery is required
for a school.
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ONLINE SUBMISSION PAPER SUBMISSION

- Online applications, along with
paper applications, may exceed
the declared number of Open
Enrollment seats requiring an
electronic lottery. Office staff
should not inform
parents/guardians of the status
of their application until it is
official.

BUL-6491.1
Facilities Services Division

. A Reference Guide issued in March from the Facilities Services

Division, Open Enrollment Transfers Timeline for K-12 Students for the
subsequent school year, will give specific dates for application and
notification.

. Once the open enrollment deadline date has passed, no late applications

will be accepted until the selection process has closed. After schools
received their District K-12 Open Enrollment rosters, they may accept
late applications in the order they are received. If there are declared
Open Enrollment seats available, schools may accept and enroll the
students. If there are no declared Open Enrollment Seats available, late
applicants may be added to the waitlist in the order they are received.

If the number of applicants does not exceed the number of available
spaces, and integration guidelines are met, all applicants will be
accepted until the designated available space is exhausted or the
deadline date occurs, whichever occurs first.

If the number of applicants exceeds the number of available spaces, a
random, unbiased electronic drawing (managed by the Office of School
Choice) shall be used.

1. Individual schools will no longer be responsible for conducting
a lottery process.

2. The Office of School Choice will conduct a random, unbiased
electronic drawing for all schools where one is required
(applications exceed the number of available seats).

3. The Office of School Choice will provide each school with a
list of accepted students along with a ranked wait list of
remaining applicants. This list will be available on the Open
Enrollment Portal.
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V.

In all electronic drawings, when one sibling’s name is drawn
and accepted, other sibling shall also be issued open enrollment
transfers to that same school. The authorized number of Open
Enrollment Transfers is to be increased by one for each sibling
accommodated.

Families with more than one child or families with twin
children shall complete an individual open enroliment
application (either electronically or via paper) for each child. In
the case of a paper submission, open enrollment applications
must not be stapled together or combined in any manner.

Open Enrollment Transfers shall be issued to those on the
waiting list only to replace those original applications who have
either withdrawn their applications or who have not enrolled by
the end of the first week of the assigned track of the new school
year. School site administrators will be responsible for notifying
individuals on the wait list (in order of wait list rank) if/when
seats become available.

Parents/guardians of students selected by the electronic drawing
shall be notified of their acceptance either by mail or email
(depending on their preferred form of communication as
indicated on their application). Parents/guardians of all other
applicants shall be notified by the school of choice of their
positions on the waiting list and subsequently notified promptly
if their children become eligible for open enrollment transfers.

G. For students newly arriving in the residence area of Satellite Zone
(SAT) or Capacity Adjustment Program (CAP) school, the usual time
constraints for open enrollment applications do not apply. The school is
to inform students and parents/guardians regarding all options and assist
in determining where space is available in another school.
Parents/guardians shall be responsible for student transportation.

APPEALS

Denial of an Open Enrollment Application is final and not subject to appeal.

V. RESPONSIBILITY FOR PUBLICITY

A. A Reference Guide issued in March from Facilities Services Division,
Open Enrollment Transfers Timeline for K-12 Students for the subsequent
school year, will be available on the District website for the information of all
District schools and offices.

BUL-6491.1
Facilities Services Division
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B. All school principals will provide District and school information concerning
open enrollment transfers to students, parents, and the community. Copies of
all publicity materials concerning open enrollment applications should be
retained in the files at each school.

News releases concerning open enrollment policies and procedures will be
disseminated by the Public Information Office prior to the open enroliment
application period. Specific questions concerning open enrollment policies
and procedures should be directed to the school principal or Bruce Takeguma
in School Management Services at (213) 241-3344.

VI. REPORTING OPEN ENROLLMENT TRANSFER ACTIVITY

BUL-6491.1
Facilities Services Division

A.

Once a new student Open Enrollment Transfer application has been
approved, the school of choice must notify the applicant by an approval
letter with a copy sent to the school attendance. The school of
attendance, upon request from the parent/guardian of the open
enrollment applicant, will release the student and issue a Student
Transfer Form from MiSIS. For directions to generate the report, refer
to the “Student Transfer Form” Job Aide, available at
https://misis.lausd.net. The open enrollment applicant must take the
Student Transfer Form to the new school of choice to enroll.

When the student enrolls, the Open Enrollment Transfer information
shall be entered by the new school of choice on the MiSIS Student
Enrollment screen. On the student’s new enrollment record for the
school, enter the following information:

1. Permit Code- Select “Open Enrollment”

2. Permit Issue Date- Select date of first day of enrollment at
school

3. Permit End Date- Not required for Open Enrollment Permit

For further information and directions for enrolling a student in MiSIS
refer to “Enroll Student and Assign Classes” Job Aide available at
https://misis.lausd.net.

The MiSIS Student Permit List may be used to print a list of students
with permits, including Open Enrollment Permits. The report is located
on the MiSIS Report Menu under Enrollment.

In October of each year, all schools will complete an Annual Student
Open Enrollment Transfer Tally Report for School Management
Services as required by the terms of Assembly Bill 1114 (1993).
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VII. APPLICATION FORM

A sample Open Enrollment Transfer application form is included as
Attachment A.

The application form posted online is intended to be used only as a sample for
families applying by paper method. Central Office will provide paper
applications to be received by school sites before May 2™, for distribution to
interested parents/guardians.

Please do not make blank copies. If you require additional forms, please

contact School Management Services at 213-241-8044. Your request will be
processed immediately.

VIIl. SAMPLE LETTERS

A sample notification letter of approval (Attachment B) and a sample
waiting-list letter (Attachment C) are included.

IX. REFERENCE GUIDE

A Reference Guide from Facilities Services Division, Open Enrollment Transfers
Timeline for K-12 Students, will be updated and reissued annually for the next
school year.

HHH

AUTHORITY: This is a policy of School Management Services, Facilities Services Division.

RELATED REF-6470.1, Open Enrollment Transfers Timeline for K-12 Students for 2016-17,
RESOURCES: dated March 11, 2016, and issued by Facilities Services Division.

School personnel and parents may visit the District K-12 Open Enrollment website and
https://apply.lausd.net for the online application.

ASSISTANCE: For assistance or further information please contact Bruce Takeguma, Director,
School Management Services at (213) 241-3344.

BUL-6491.1
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ATTACHMENT A

OPEN ENROLLMENT TRANSFER APPLICATION

Parantz=/Guardians: Completed applications should be submitted to one of the selected Schools of Cheoice betwesn
May 4 and May 22, 2015

Plzzvz= PRINT in IMK and fil cut complebsly.

SCHOOL SELECTIONS

School of Cholce (5choal to which student warks o transfer) 3. | |
1| | 4 A
| | & _ - |

2
STUDENT . ROFi E
hd S
First Mama: Ml Last Nama L ey I:ID*.f Yy . Student's Ethnlaty (Check one)
1

| 1L A LTI D) st el s
Address . __ Cily [ Black, not Hispanic

O Hispari
| - - - | O lﬁhmr:tHupmlc
Schaol student is now attendr o M F O Riping

L e

| h [ NextScheaivear | | | S= [ ] ] | Pochcismder

SIELING INFORMATION

Dio=s the tinthe 5 dant Profile Saclion abows have a sibling If yes, pl=ase st school name:

applying for the same . ool of "= during the application oycle? If yes; |:| Ying |:| Ma |
ph=ase fill cut Shiing Int. nabi: . pelow.

First Nama Ml Lust Hama MM/ DDYYY

[ |
]
[

HH L

PARENT PROFILE
FareriGuardian's Last Hama H Frst Hama
I : Homa Phone I :H'u'kuEnwgrq- Phors Eamizn

* Undar gurent California Intarscholsstio Faderation (CIF) rules, participation in athlstios may ba reastricted.
NOTES: -+ Par=nts or guardians should plan to provids thair cwn trareportation for opan snralimant transfer students.
* Matriculation @5 an open enrcliment sbudent 1o the nest soheol level is not guarantssd.

Sgnaturs of FarerifGuardian Tha procesaing of this oppicoiion i dependent upon poourale and complsle mlomation Dat

Sgnatura of Sdminisirier {or dasignea) of schod of cholca. Dlata
Signatrs adknowladges recaipt of application only.

FOR SCHOOL USE ONLY
Pleass xarox and keap & copy of this spplication on file. Retun the origingl via school mail, no later than
Maiy 25th, to the following addrass:

School Management Services
clo Assat Managament Branch 23rd Floor

THE SCHOOL SITE IS RESPONSIBLE FOR INFUTTING ALL LATE APPLICATIONS INTO THE OMLINE PORTAL

BUL-6491.1
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ANEXO A

SOLICITUD DE TRANSFERENCIA DE MATRICULACION ABIERTA

Padres/Tutores: Se deberdn entragar las solicitudes llenas a una de las Escuslas de Opcidn saleccionadas entre
Mayo 4y Mayo 22 de 2015

Porfavor LLENE TOTALMENTE LA SOLICITUD CON LETRA DE MOLDE Y EN PLUMA.

SELECCIONES DE ESCUELAS

Estu&la d& omlﬁn [Encuala a la cual ol sshudianda sa quians mnstanir) 3.

|
o | s _A
|

2 | | =

PERFIL DEL ES™uD\.. NTE

Foohmdo | dmismo % ]
Mormbrs Inicial Apalida MM T Jf AA 4 F | P Einioo del Extudiants (Mars unc
| ]| LT LT L] [y o Armisromai g st
[ L I - 0O Asistica
Diornicilio “udad [ Mesgra, no Hispano
j L | O Hispana
Escuslzala Asii | Estudi . 0O Blanco, no Hispano
Cleia a LI iate al i~ rite .
: — v oaddEm Lm M F O Fipina
| e [ ] sem [ [ | | O serocspacion

I*.. ORM: ZiON DE HERMANOS

AEl omiudi - listado en el Parfildel B/ udiarda anteric .0 un hanmano gus Si asi em, por favor ligte &l nombre de la escusls:
walicita sdm Cpcucla ck Jpoidn dural ss ol ciok de b eclioitud? Si 80 Mo |
anar o, incluys 18w e, | harmai o Inoan postencros.

Feecha da Maaimisrio
Hombea Inicinl Apslids MM DD 7 AA

e

PERFIL DEL PADRE

Apalido del PadmeTutor Inigial Mombra

{ ! L !
Mim. da Teléfono an Casa Mim. da Taléfono Laboral o de Erergenaia Estanieny

+ D conformidad con las reglas de la Cdifonia Interacholastic Fedaration (C1F), se podria restringir la paricipacian
&n deportes.
MNOTAS: = Padres otutores deberdn planear para provser su propio trarsports para los sstudisntes que se transfisren con
matriculacian abisrta.
* Lainscripeidn al siguiente grado escolar no s pusds garantizar para los estudiantes an matricuacidn abisrta,

{

Finra dal Padre/Tutor El trimits de ssta solicitud cotd sujeta a la antraga de informacidn completa y comeata

Firma dal Administrador o pamcrs dosigrada de la Escucla de Opaidn.
La firna 28k indion que sa reabid b solicibad.

{

FOR SCHOOL USE ONLY
Pleazs zerox and keep a copy of thiz application on file. Return the onginal via achool mail, ne later than
May 26th, to the following address:

School Management Services
cfo Asset Management Branch 23rd Floor

THE SCHOOL SITE IS RESPONSIBLE FOR INPUTTING ALL LATE APPLICATIONS INTO THE OMUNE PORTAL
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ATTACHMENT B

SCHOOL LETTERHEAD

SAMPLE NOTIFICATION LETTER

Dear Parent or Guardian:

I am pleased to inform you that your SY 20 -20 _ Open Enrollment Transfer Application for your
child

(name of student) (date of birth)

has been approved to attend School.
(name of school)

Please take this letter to your current school of attendance and request an official MiSIS Student Transfer
Form/PAR. This will officially release your child from that school. When you enroll your child at our

school it is important that you bring the MiSIS Student Transfer Form/PAR with you.

We look forward to seeing you at our school. If you plans change and your child will not be coming to

our school, please let us know as soon as possible. If you have any questions please call the school office

at

(school phone number)
Sincerely,
C: Current School of Attendance
BUL-6491.1
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ANEXO B

LA FORMA OFICIAL DE LA ESCUELA

CARTA DE NOTIFICACION

Estimado Padre o Tutor:

Tenemos el agrado de informale que la solicitud de transferencia de inscripcion abierta para el

afio 20 -20__, para su hijo/a :
(nombre del estudiante)

, ha sido aprobada para que asista a la escuela

(fecha de nacimiento)

School.

(nombre de la escuela)

Por favor lleve esta carta a su actual escuela de asistencia y solicite un informe de la cuenta de los
alumnos (PAR, siglas en inglés). Eso, oficialmente de la salida a su hijo/a de esa escuela. Cuando su
hijo/a se inscriba en nuestra escuela, es importante que triaga el formulario MiSIS Estudiante Formulario

de Transferencia/PAR con usted.

Esperamos verlo pronto en nuestra escuela. Si sus planes cambian y su hijo/a no asistira a nuestra escuela

favor de avisarnos lo mas pronto posible. Si tienen alguna pregunta, por favor llame a la oficina de la

escuela al
(numero de teléfono de la escuela)
Atentamente,
C: Escuela actual de asistencia
BUL-6491.1
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ATTACHMENT C

SCHOOL LETTERHEAD

SAMPLE WAITING-LIST LETTER

Dear Parent or Guardian:

I am sorry to inform you that your child ,
(name of student)

has not been selected in the open enrollment

(date of birth)

random selection process for School.
(name of school)

Therefore, your child’s name is placed on the waiting list at our school. If openings occur, you will be

contacted by our school staff between now and

(see reference guide for deadline date)

If you have any questions please call the school office at

(school phone number)

Sincerely,

BUL-6491.1
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ANEXO C

LA FORMA OFICIAL DE LA ESCUELA

CARTA DE LA LISTA DE ESPERA

Estimado Padre o Tutor:

Sentimos mucho tener que informale que la solicitud de transferencia de inscripcién abierta

para su hijo/a ,
(nombre del estudiante)

, no fue elegido en el proceso de seleccion al

(fecha de nacimiento)

azar para la escuela School.
(nombre de la escuela)

Por lo tanto, el nombre de su hijo/a ha sido colocado en la lista de espera de la escuela. Si ocurren

vacancias, nuestro personal le avisara entre esta fecha y

(vea la guia de referencia para encontrar la fecha)

Si tienen alguna pregunta, pro favor llame a la oficina de la escuela al

(numero de teléfono de la escuela)

Atentamente,

BUL-6491.1
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