
Local District Central
SAA’s Operations 

Meeting
Zoom meeting

September 10, 2020

10:00am-11:30am



Welcome 

Roberto A. Martinez, Local District Central  Superintendent

Eugene L. Hernandez, Administrator of Operations 



Moves

Vicky Garcia Atwater ES

Azucena Abea Dayton Heights ES

Daysi Rivas Lockwood ES

Ricardo Renteria West Vernon ES 

New Team Members

Lorena Torres Lanterman HS to Alexandria ES

Roger Rubio West Vernon to 28th St ES



Learning Objective

Assistant Principals will review and examine 
operational structures and systems using 

the provided resources in order to align site 
initiatives with the LDC theory of action.



Zoom Norms

Mute your mic; 
unmute when talking

Use the Raise Hand 
Feature to speak

Avoid side chats Be present

Be Brief
Use chat to ask 
questions outside of 
Q&A



Norms of Collaboration

•PAUSING

•PAYING ATTENTION TO SELF AND OTHERS

•PRESUMING POSITIVE INTENTIONS

•PARAPHRASING

•PUTTING IDEAS ON THE TABLE

•POSING QUESTIONS

•PROVIDING DATA



Triple Track 



Inclusion Activity
Rebecca Mena 



How did spend your
Labor Day weekend?

Go to www.menti.com and use  the 
code 30 11 70 1



Agenda

• Welcome LD Central Leadership

• Zoom Norms

• Budget Updates 

• Attendance 

• Covid 19

• Device Distribution and Learning Device 
Readiness

• Reflections/Feedbacks

• Closing/ Questions & Evaluations 



School Fiscal Services Update

Jannette Low

Nora Castillo

Carlos Fernandez

Cherrise Fox

Todd Takashima

Sheri Butler – Student Body

Ana Licon - Procurement



Donation Procedure:

 School fill out and obtain school administrator signature on donation 
form.

 Email Fiscal Specialist completed/signed donation form and copy of 
check

 Fiscal Specialist will sign donation form and email back to school

 School send the completed(all required signatures) donation form 
with the original check to Cash Receipt Unit via School Mail: 

LAUSD Cash Receipts Unit

333 S. Beaudry Ave., 26th Floor

Attn: Areez Mae Dizon

 Checks that are 80 days old, please do not sent the check in.  Cash 
Receipt will reject the check.



Imprest Reconciliation Due Dates:

Elementary:  Submit to Fiscal Specialist

 Secondary: Submit to Coordinating Financial Manager

Prior 

Year 8/17/2020 For quarter ending in June 2020

Q1 10/16/2020 For quarter ending in September 2020

Q2 1/15/2021 For quarter ending in December 2020

Q3 4/16/2021 For quarter ending in March 2021

Delinquent Notification Letter will be mailed out 30 days after due date

Any account not reconciled for over 90 days, the Community of  School 

Administrator will be notified.



Hyperlink Control Sheets

Use Signature Form or COFE report for Balances

Do Not use Budget Availability Report 

Get most updated balances

Avoid negative balances

Avoid purchase funding errors



School Fiscal Website
https://achieve.lausd.net/Page/16763

Job Aides

Hyperlink Control Sheet

Manual Budget Adjustment Request (BAR)

Norm Day data Table

Estimated Rate Sheet

Position Simulator (Norm Allocation)

General Fund Manual

School Finance Open House Survey

https://achieve.lausd.net/Page/16763




Questions?



SAA Meeting

September 10, 2020 
Leilani Morales, Field Coordinator

Local District Central - Pupil Services and Attendance 



Objectives 

Inter-Office Correspondence -
Procedures for Distance/On-Line 
Learning Attendance Taking, 
Enrollment, Withdrawal, and 
Document Sharing

Review No Show Procedures 

Review Attendance Not 
Submitted Data 

Review Frequently Asked 
Questions – SB 98 and 
Attendance 



IOC- Procedures for Distance/On-Line Learning Attendance 

Taking, Enrollment, Withdrawal, and Document Sharing

• Interoffice Correspondence 

• Dated August 13, 2020 

Reviews

• Attachment A - Enrollment Updates and 

Procedures during Distance Learning

• Attachment B – Attendance accounting 

Procedures during Distance Learning 

• Attachments C – No Show Procedures 

and Withdrawals during Distance 

Learning 



IOC- Procedures for Distance/On-Line Learning Attendance Taking, 

Enrollment, Withdrawal, and Document Sharing - ATTACHMENT A

Enrollment Updates and Procedures during Distance Learning

✓ Immunization Requirements

✓ Enrollment Procedures

• New Forms

• Initial Enrollment Packet

✓ Pre-Enrollment Portal



IOC- Procedures for Distance/On-Line Learning Attendance Taking, 

Enrollment, Withdrawal, and Document Sharing - ATTACHMENT B

Attendance Accounting Procedures During Distance Learning

Defines:

✓ Distance Learning

✓ Daily Live Interaction Requirements

✓ Daily Participation Types

✓ Attendance Taking Requirements

✓ Distance Learning Attendance Codes

✓ Absence Verification

✓ Tools for Tracking 

Attendance/Participation



IOC- Procedures for Distance/On-Line Learning Attendance 
Taking, Enrollment, Withdrawal, and Document Sharing -
ATTACHMENT C

Details procedures for:

 Outreach to Students with Excessive

 Absences/Non-Participation

 Withdrawal of Students

 Use of Parent Assurance Letter

 No Show Procedures

 Before/After being marked as No Show

No Show Procedures and Withdrawals during Distance Learning



Student Health and Human 

Services

Distance/Online Learning  

No-Show Procedures for Fall of 2020

Los Angeles Unified School 

District



Objectives

 Understanding of distance learning procedures regarding no shows and 

whereabouts:

o Awareness of required documentation. 

o Awareness of due diligence  before disenrolling students.

o Awareness of MiSiS data entry.

 Understanding of steps and tools to identify no shows and  whereabouts 

unknown.

 Awareness of interventions to locate no shows and whereabouts unknown.

 Understanding of required district forms to withdraw a student. 



Flagging a No Show Student 

A No Show student shall only  be withdrawn upon receipt of validating 
documentation (i.e., records request, enrollment verification form) from 
the receiving school. 

 Beginning Monday, August 31, if due diligence efforts to locate 
the whereabouts of a student are unsuccessful, the school may 
mark the student as No Show or Whereabouts Unknown. 

 A student will not be processed in MiSiS as a No Show 
 marked present or has attendance not submitted
 has grades entered
 Special Education student receiving transportation.

 Schools shall continue to follow up on students on the No Show 
list by making daily outreach to locate all students identified.



Entering Valid Documentation into MiSiS
PAL forms initiates the request of all withdrawal types, but validation is need 
to process the withdrawal in MiSiS.

Withdrawal Type Validation Documentation Requirement Filing and Entering Receipt of Documentation 

Same School (L1) Not applicable Enrollment Verification Letter is entered into MiSiS> 
Withdrawal Screen> Comment Section and filed in 
cumulative record (L3, L4, L5)

Record Request is entered into 
MiSiS>Academic>Record Request (L3, L4, L5)

Class Schedule or official transcript (L3)

Copy of CA Private School Affidavit
Is entered into MiSiS> Withdrawal Screen> Comment 
Section and filed in cumulative record(L4)

Parent Assurance Letter (PALS) must be entered into 
MiSiS>Enrollment> Withdrawal History, filed in 
cumulative record and a copy kept in the 
attendance office in a binder (L5, L8) 

Other LAUSD School 
(L2)

• K-12 MiSiS Verification  (Positive attendance 
at a K-12 LAUSD school)

• Enrollment Verification Letter

California Public 
School (L3)

• Enrollment Verification Letter
• Class schedule or Official Transcripts
• Record Request from the new school 

California Private 
School (L4)

• Copy of CA Private School Affidavit
• Enrollment Verification Letter
• Records Request from the new school

School Outside 
California (L5)

• Parent Assurance Letter (PAL)
• Enrollment Verification Letter 
• Record Request from the new school 

Unknown or Other 
(L8) 

• Parent Assurance Letter (PAL) 



Parent Assurance Letter (PAL)  
• To be used to document withdrawal, transfer and 

other student movement.

• Verify the identity of the person filling out form. 
Request copy of identification. 

• Staff should document as much information as 
possible: 

o destination school name and address

o new home address

o new phone number

o emergency contact information

o if parent cannot provide address of new school 
and/or residence, have parent indicate city, state, 
and country.



Before Identifying a Student  as a No Show

Verify that all teachers have submitted 
attendance.

Attendance Not 
Submitted Report

Determine who did not participate in distance 
learning. 

Master Absence Report

Verify that all teachers have submitted accurate 
attendance. Ensure that discrepancies are fixed.

Teacher Discrepancy 
Report

Ensure correct distance learning reason codes are 
being used correctly.

Verify all students are 
marked absent with a reason 

code of Uncleared

Review contact log notes and follow-up with 
teacher to gather additional information.

Follow-Up with Teacher

Can we run reports of students not participating in 
distance learning? 

Whole Child Dashboard



School Shall Make Every Effort to Locate Students and Exercise Due Diligence

Designate staff to make phone calls.

Call all known contact numbers listed in MiSiS.

Email parent/guardian/caregiver, if a verified email address is listed in MiSiS.

Mail the Not Attending, Not Enrolled, No Show Letter.

Use Blackboard Connect.

Use Marquee or banner to post welcome back message.



Not Attending/Not Enrolled/ No Show Letter

 Use MiSiS Contact Logs to document when letter was 

mailed home.

 Follow-up by verifying enrollment and enter all 

interventions into MiSiS Contact Logs.

 Update MSiS Withdrawal Screen, if applicable. 

 File letter in cumulative record and separate 

confidential binder to be kept in attendance office.



Refusal To Attend Distance Learning

Student is to remain enrolled until valid documentation is 

provided, and the following efforts are to be 

implemented:

 Strategies to re-engage the student and family with 

the goal of the student participating in distance 

learning.

 If applicable, referral to school mental health, 

nursing, wellness center, appropriate alternative 

educational program, academic counselor,  

YouthSource, FamilySource, e.g.



Five Column Roster

Classroom rosters should be used to 

capture manual attendance for students. 

Can be used as a tool to document 

distance learning participation, such as 

phone calls, video communication, or e-

mail exchange. 



Job Aids 

Job Aid Purpose 
No Show Process • Provides steps to flag a No-Show student at the beginning of the school 

year individually or using mass updates.

• Covers no show student schedule summary report. Reports available 

assist with re-enrolling students previously identified as No Show. How to 

view the previous class schedule.

• Provides steps on how to update the withdrawal records for No Show 

students. 

https://achieve.lausd.net/Page/4596

https://achieve.lausd.net/Page/4596


Job Aids

https://achieve.lausd.net/Page/4596

Job Aid Purpose 
Attendance Not Submitted Report Provides a report of teacher(s) that have not submitted attendance based 

on date range selected.

Master Absence Report Provides  a report of student(s) absent.

Student Marked Absent (Uncleared) Every Period 

Except for One Period Where They Were Marked 

Present (including Tardy & Left Early, or ANS Report

Provides a list of students marked absent (uncleared) every period except 

for one period where they were marked present or ANS error. 

Five Column Report Provides classroom rosters to be used to capture manual attendance for 

students.  

https://achieve.lausd.net/Page/4596


Attendance 

Not Submitted

via FOCUS  

PROVIDES QUICK OVERVIEW 

AND TRACKING 

1. Filter to drill to 
school level data

2. Year to date summary 
of Attendance Not 
Submitted 

3. Filter to review 
a specific day’s 
ANS summary 

How to Access Report 
Focus.lausd.net 
Operations>Attendance>Attendance Submittal 



Attendance Not 

Submitted via 

MiSiS

• Real Time Tracking of 
Attendance Not Submitted 

• Ability to Generate Teacher 
Memo for ANS 

• Able to set parameters to view 
specific time periods of ANS 

Job Aid for ANS: https://achieve.lausd.net/Page/6104

Accessing the Report 

Misis.lausd.net – Log-In

Reports>Attendance>Attendance Not 

Submitted with Date Range 

1. Set parameter date 
parameters for ANS data

2. Export data to review which 
teachers have outstanding ANS

3. Scroll down past data to review 
and distribute Teacher ANS memo 



Frequently Asked Questions 

SB 98 and Attendance 



Question Answers 

Attendance policy states that teachers are to 
submit attendance by 3:00 p.m., but the policy 

also states that teachers have up to 4 days to 
update attendance. 

Attendance shall accurately be submitted no 
later than 3pm

Blackboard Connect calls will be made based 
on uncleared (UC) or no note (0) absences 
in MiSiS as of 3:00p.m

What documentation is required for 
parents/guardian to clear absences?

Examples of documentation include: 
• a parent note
• an entry by school staff regarding the reason 

in the contact log (i.e., parent informed staff 
member that student was absent due to an 
illness, etc.)

• a school absence form (i.e., half sheets 
created by schools) with the school staff 
member indicating they had contact with the 
parent regarding an absence

*NEW* Parents can now upload absence notes 
through a feature in the Parent Portal.



If a parent/guardian reports to a certificated staff member that their child is 

having connectivity issues and cannot connect online or turn in work, will 

the student be marked absent or present?  
What if the contact with parent was with a classified staff?

The student could be marked as present for contact made by certificated staff members based on the 
reason provided by parent. 

If contact was made by classified staff, schools should establish systems to ensure that daily live 
interaction is made by certificated staff. School staff should document information about the call in the 
MiSiS contact log.

Schools shall establish systems to communicate with teachers and office personnel regarding contacts 
with parents by certificated personnel. These systems should include the updating of attendance 
records as appropriate.



We understand that daily participation may include “contacts” between employees 

and pupils/parents, including email contacts. The challenge is that the content of that 

communication is not defined in a way that helps clarify for the teacher whether to 

mark that student present or absent.

 For example, if a student doesn’t show up to their Zoom, and doesn’t submit any assignments or assessments 

(or otherwise demonstrate participation in online learning), BUT the teacher receives an “email 

communication” from the parent, how might that teacher mark that student if the email says (see below 

examples):

 School site personnel can provide attendance credit for student absences due to connectivity if there is 

evidence of interaction. All other absences should be coded based on the Absence reason codes –

Elementary and Secondary Absence Reason Codes (Attachment O) of Reference Guide 6554.4.

 Examples but not limited to: 

 My child did not participate because they were ill. 

 Student would be marked absence excused code 1

 My child did not participate because the WiFi was out (no other information given) 

 Teacher response to email would make this as an interaction (Present), no response from teacher (absent)

 My child did not participate because they were helping their younger sibling with their studies.

 Student would be marked absent (Refer to Attachment B )

 My child did not participate because they are feeling overwhelmed and sad with distance learning.

 [Email does not include any information about a child’s participation, but mentions something else entirely….still 
technically “email communication”] Absent



Do students have up to 4 days to engage with class material and still be marked present for the day? 
Example: A student does not login for two days and logs in on the 3rd day and completes all the 
asynchronous work missed. He/she then messages the teachers and states I was experiencing a 
hardship of some sort (wifi/technology/electricity)  and therefore were not able to log in for the 
missed days. Does the teacher then go back and mark the student present for the days missed?

 The teacher should mark the student present for the day the student 

communicated with the teacher, (in this case, the 3rd day).

 Schools shall establish procedures for students and families to contact teachers 

when experiencing any hardships (wifi/technology/electricity) so they can 

receive attendance participation for that day.

 These procedures could include daily communication via email with 

certificated staff regarding outcomes of calls. 



Thank You 



COVID-19 
Maryhelen Torres, 

Lead Operations Coordinator



Local District Central Testing Sites
• Carver MS

• Contreras LC

• Foshay LC

• Franklin SH

• Marshall SH

• Roybal LC



Kirk Nascimento
Operations Coordinator

Device Inventory Management

1. Inventory Certification-at 100%-Yay!
2. IDM Responsibilities

• Update inventory in Remedy
• Communicate needs regarding devices 

and hotspots



Kirk Nascimento
Operations Coordinator

Hotspot Inventory Device Inventory



• Restitution Policy 
To report any damaged devices, repairs or lost 
or stolen devices, please refer to sections 6 and 
7 of the District’s Restitution Policy which is 
posted on the IT Asset Management website. 
The cost to replace various devices is:
1. $250 - Chromebook
2. $400 - WiFi iPad
3. $500 - LTE iPad 
4. $50 - MiFi Hotspot 



Technology Updates

• For questions, contact:
➢ Tom Castillo tom.castillo@lausd.net
➢ Jamie Campbell jamie.campbell@lausd.net
➢ Michelle Gorsuch michelle.gorsuch@lausd.net
➢ Kirk Nascimento  ksn9141@lausd.net

mailto:michelle.gorsuch@lausd.net
mailto:ksn9141@lausd.net


http://bit.ly/SAA9-10-20
Reflection and Feedback

*Link will be emailed & accessible in the chat
Please ensure you are logged in with SSO 

in Google Drive

http://bit.ly/SAA9-10-20



