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FILE NAME FILE NO. FILE CATEGORY DIVISION 
A    
AB-167 - California Foster Youth Education 3.64.3 Procedures and Forms Student Support Services 
AB-490 – Enrollment Procedures for  Foster Youth  3.64 Procedures and Forms Student Support Services 
Absences and Reporting Procedures (Staff) 1.4 Administrative Directives and Guidelines Educational Services 
Academic Preparation for State Mandated Testing  1.13 Administrative Directives and Guidelines Educational Services 
Adjustments in Student Academic Placement 
(Promotion/Acceleration/Retention) (Memo) 

3.25.1 Procedures and Forms Student Support Services 

Administrative  Safety Issue 1.8 Administrative Directives and Guidelines Educational Services 
Administrative Directory  2.16.1  Calendars, Schedules, and Directories Educational Services 
Administrative Site Guide to Police Services 1.42 Administrative Directives and Guidelines Police Department 
Advertising and Promotion -BP 1325 3.13.1 Procedures and Forms Educational Services 
Advertising Sponsorships Policy 1.38.0 Administrative Directives and Guidelines Community Relations 
Affidavit – Caregiver’s Authorization 3.44 Procedures and Forms Student Support Services 
Affidavit of Enrollment for Unaccompanied Youth  3.42.3 Procedures and Forms Student Support Services 
Affidavit of Parental Residence 3.42.40 Procedures and Forms Student Support Services 
Affidavit of Parental Residence (Spanish)  3.42.40_SP Procedures and Forms Student Support Services 
Age of Admission to K and First Grade (AR 5111) 3.19.1 Procedures and Forms Educational Services 
Age of Admission to K and First Grade (BP 5111) 3.19 Procedures and Forms Educational Services 
Agreement to Continue Pupil in Kindergarten 3.24 Procedures and Forms Student Support Services 
Agreement to Furnish Consultant Services 1.25.7 Administrative Directives and Guidelines Educational Services 
Alternative Credits Toward Graduation - AR 6146.11 3.28.2 Procedures and Forms  Student Support Services 
Alternative Credits Toward Graduation - BP 6146.11 3.28.7 Procedures and Forms  Student Support Services 
Anti-Bullying - BP 5145.40 3.82  Procedures and Forms Student Support Services 
Application for New Student Club 1.34.6 Administrative Directives and Guidelines Educational Services 
Approval Letter for Dissemination of Information by 
Outside Firms 

3.13.2 Procedures and Forms  Educational Services 

AR 1230 – School-Connected Organizations 3.15.3 Procedures and Forms Educational Services 
AR 1240 – Volunteer Assistance 3.35.3 Procedures and Forms Educational Services 
AR 1312.1 – Complaints Concerning District Employees 3.3.1 Procedures and Forms Educational Services 
AR 1312.3 – Uniform Complaint Procedures 3.3.8 Procedures and Forms Educational Services 
AR 1312.4 – Williams Uniform Complaint Procedures 3.3.18 Procedures and Forms Educational Services 
AR 3511 – Energy and Water Conservation 1.37.1 Administrative Directives and Guidelines Business Services 
AR 3515.9 – Use of Metal Detectors 3.29.5 Procedures and Forms Educational Services 
AR 3541 – Transportation Routes and Services 3.12.10 Procedures and Forms Transportation Dept 
AR 3600 – Consultants 3.67 Procedures and Forms Educational Services 
AR 3601 – Students – Programs 3.68 Procedures and Forms Educational Services 
AR 4158 – Employee Security (Notice to Teachers) 1.7.3 Administrative Directives and Guidelines Educational Services 
AR 5020 – Parent Rights and Responsibilities 1.30.1 Administrative Directives and Guidelines Educational Services 
AR 5111 - Age of Admission to K and First Grade  3.19.1 Procedures and Forms Educational Services 
AR 5111.1 – Students – District Residency 3.44.3 Procedures and Forms Student Support Services 
AR 5112.5 – Students – Open/Closed Campus 3.65.4 Procedures and Forms Educational Services 
AR 5116.1 – Intradistrict Open Enrollment 1.26 Administrative Directives and Guidelines Student Support Services 
AR 5117 – Inter-district Attendance 3.45.4 Procedures and Forms Educational Services 
AR 5117.1 – Inter-district Attendance Agreement 3.45.5 Procedures and Forms Educational Services 
AR 5123  – Promotion/Acceleration/Retention 3.21.5 Procedures and Forms Student Support Services 
AR 5125 – Student Records 1.17.5 Administrative Directives and Guidelines Educational Services 
AR 5141.4 – Child Abuse Reporting Procedures 3.31.2 Procedures and Forms Human Resources 
AR 5144 – Students – Discipline 3.74 Procedures and Forms Student Support Services 
AR 5144.1 - Definitions – Suspensions/Expulsions  1.32.1 Administrative Directives and Guidelines Student Support Services 
AR 5145.11 – Questioning and Apprehension (Child Abuse) 3.33.2 Procedures and Forms Human Resources 

ADMINISTRATORS’ INFORMATIONAL 
HANDBOOK - INDEX 
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FILE NAME FILE NO. FILE CATEGORY DIVISION 
AR 5145.12 – Students – Search and Seizure 3.29.14 Procedures and Forms Educational Services 
AR 6112 – School Day (Instructional Minutes) 2.0.11 Calendars, Schedules, and Directories Educational Services 
AR 6142.4 – Learning Through Community Service 1.33.2 Administrative Directives and Guidelines Educational Services 
AR 6145.5 – Student Organizations and Equal Access  1.34.2 Administrative Directives and Guidelines Educational Services 
AR 6146.11- Alternative Credits Toward Graduation 3.28.2 Procedures and Forms Student Support Services 
AR 6153 – School-Sponsored Trips 3.12.7.2 Procedures and Forms Educational Services 
AR 6155 –Challenging Courses by Examination 3.73.1 Procedures and Forms Educational Services 
AR 6163.4(a) - Student Use of Technology 1.40.1 Administrative Directives and Guidelines Educational Services 
ASB  (Associated Student Body) Procedures 1.43 Administrative Directives and Guidelines Business Services 
Assessment Calendar  2.4 Calendars, Schedules, and Directories Educational Services 
Attendance Calendar  2.14 Calendars, Schedules, and Directories Business Services 
B    
Bell Schedule – Work Request (Facilities Services) 3.49 Procedures and Forms Business Services 
Bell Schedule (9-12) 2.25.3 Calendars, Schedules, and Directories Educational Services 
Bell Schedule (K-8) 2.25 Calendars, Schedules, and Directories Educational Services 
Board Agenda Items (BAIs) BoardDocs Approval Tree 1.25.3 Administrative Directives and Guidelines Superintendent’s Office 
Board Agenda Items (BAIs) BoardDocs Training Packet  1.25.1  Administrative Directives and Guidelines Superintendent’s Office 
Board Agenda Items (BAIs) Schedule  2.18  Calendars, Schedules, and Directories Educational Services 
Board Agenda Items (BAIs) Tips for BoardDocs Approvers 1.25.2 Administrative Directives and Guidelines Superintendent’s Office 
BP 1230 – School-Connected Organizations 3.15.2 Procedures and Forms Educational Services 
BP 1240 – Volunteer Assistance 3.35 Procedures and Forms Educational Services 
BP 1312.3 – Uniform Complaint Procedures 3.3.14 Procedures and Forms Educational Services 
BP 1325 – Advertising and Promotion 3.13.1 Procedures and Forms Educational Services 
BP 1326- Advertising Sponsorships Policy 1.38.0 Administrative Directives and Guidelines Community Relations 
BP 3312- Contracts 1.14.1 Administrative Directives and Guidelines Educational Services 
BP 3350 – Travel Expenses 3.61.8 Procedures and Forms Business Services 
BP 3511 – Energy and Water Conservation 1.37 Administrative Directives and Guidelines Business Services 
BP 3515.9 – Use of Metal Detectors 3.29.3 Procedures and Forms Educational Services 
BP 4119.23/4219.23/4319.23 – Unauthorized Release of 
Confidential/Privileged Information 

1.17.1 Administrative Directives and Guidelines Educational Services 

BP 4158 – Employee Security (Notice to Teachers 1.7.2 Administrative Directives and Guidelines Educational Services 
BP 5020 – Parent Rights and Responsibilities 1.30 Administrative Directives and Guidelines Educational Services 
BP 5111 - Age of Admission to K and First Grade 3.19 Procedures and Forms Educational Services 
BP 5112.5 – Students – Open/Closed Campus 3.65 Procedures and Forms Educational Services 
BP 5116.1 – Intra-district Open Enrollment 1.26.1 Administrative Directives and Guidelines Student Support Services 
BP 5117 – Inter-district Attendance 3.45.3 Procedures and Forms Educational Services 
BP 5123 – Promotion/Acceleration/Retention 3.21.1 Procedures and Forms Student Support Services 
BP 5125 – Student Records 1.17.3 Administrative Directives and Guidelines Educational Services 
BP 5127 – Graduation Ceremonies and Activities 3.62.6 Procedures and Forms Educational Services 
BP 5131 – Students – Conduct 3.71 Procedures and Forms Student Support Services 
BP 5132 – Students – Dress and Grooming 3.58.2 Procedures and Forms Educational Services 
BP 5145.11 – Questioning and Apprehension (Child Abuse) 3.33 Procedures and Forms Human Resources 
BP 5145.12 – Students – Search and Seizure 3.29.10 Procedures and Forms Educational Services 
BP 51456.40 – Students – Anti-Bullying 3.82 Procedures and Forms Student Support Services 
BP 5146 – Married/Pregnant/Parenting Students 1.29 Administrative Directives and Guidelines Educational Services 
BP 6112 – School Day (Instructional Minutes) 2.0.12 Calendars, Schedules, and Directories Educational Services 
BP 6142.4 –Learning Through Community Service 1.33 Administrative Directives and Guidelines Educational Services 
BP 6145 –Extracurricular/Cocurricular Activities 1.31 Administrative Directives and Guidelines Educational Services 
BP 6145.5 – Student Organizations and Equal Access 1.34 Administrative Directives and Guidelines Educational Services 
BP 6146.1 – High School Graduation Requirements 3.62 Procedures and Forms Educational Services 
BP 6146.11 – Alternative Credits Toward Graduation 3.28.7 Procedures and Forms Student Support Services 
BP 6153 – School-Sponsored Trips 3.12.7 Procedures and Forms Educational Services 
BP 6155 – Instruction – Challenging Courses by 
Examination 

3.73 Procedures and Forms Educational Services 

BP 6161.1- Selection/Evaluation of Instructional Materials 1.15.1 Administrative Directives and Guidelines Educational Services 
BP 6163.4 - Student Use of Technology 1.40 Administrative Directives and Guidelines Educational Services 
BP 6173 – Education for Homeless Children 1.36 Administrative Directives and Guidelines Educational Services 
Bulletin Board Schedule (2019-2020) – Schools 2.17 Calendars, Schedules, and Directories Community Relations 
Bullying  (Report Form) 3.82.9 Procedures and Forms Student Support Services 
Bullying – Documentation Pathway and Timeline  3.82.5 Procedures and Forms Student Support Services 
Bus Stops and Routes  - AR 3541 3.12.10  Procedures and Forms Transportation Dept 
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FILE NAME FILE NO. FILE CATEGORY DIVISION 
C    
California Foster Youth Educ. Task Force – FAQs (AB 167) 3.64.3 Procedures and Forms Student Support Services 
California Standards for the Teaching Profession (CSTP) 1.39 Administrative Directives and Guidelines Educational Services 
California State Preschool Programs (CSPP) 3.17 Procedures and Forms Educational Services 
Career Technical Education (CTE) – 11 Elements of a High 
Quality CTE Program – Self Review Tool 

3.83.2 Procedures and Forms Educational Services 

Career Technical Education (CTE) – Self Review Tool 3.83.2 Procedures and Forms Educational Services 
Caregiver’s Authorization Affidavit  E 5111.11 3.44  Procedures and Forms Student Support Services 
Cash Disbursement Receipt  3.59.9 Procedures and Forms Business Services 
Cell Phones Policy – BP 5131 3.71 Procedures and Forms Business Services 
Certification and Authorization – Transportation of Students 
in Privately-Owned Vehicles 

3.12.12 Procedures and Forms Transportation Dept 

Challenging Courses by Examination - AR 6155 3.73.1 Procedures and Forms Educational Services 
Challenging Courses by Examination - BP 6155 3.73 Procedures and Forms Educational Services 
Change in Grade Reporting  3.57.5 Procedures and Forms Educational Services 
Child Abuse Report  3.31 Procedures and Forms  Human Resources 
Child Abuse Reporting Procedures – AR 5141.4 3.31.2 Procedures and Forms Human Resources 
Child Protective Services (CPS) – Working with Law 
Enforcement Officers 

3.30 Procedures and Forms  Human Resources 

Child Protective Services/Law Enforcement -  Student 
Interview/Removal Log 

3.32 Procedures and Forms Human Resources 

Commencement  (Graduation) Ceremonies General 
Guidelines 

1.23.0 Administrative Directives and Guidelines Educational Services 

Commencement (Graduation Schedule) 1.23.4.1 Administrative Directives and Guidelines Educational Services 
Commencement (Graduation) Ceremonies Conduct Code 1.23.3 Administrative Directives and Guidelines Educational Services 
Commencement (Graduation) Ceremonies Planning 
Committee Agenda 

1.23.5 Administrative Directives and Guidelines Educational Services 

Commencement (Graduation) Ceremonies Program 
Guidelines  

1.23.4 Administrative Directives and Guidelines Educational Services 

Community Service Volunteer Contract 1.33.3 Administrative Directives and Guidelines Educational Services 
Community Service Volunteer Timesheet 1.33.4 Administrative Directives and Guidelines Educational Services 
Complaint Form - E 1312.3 3.3.16 Procedures and Forms Educational Services 
Complaints Concerning District Employees - AR 1312.1 3.3.1 Procedures and Forms Educational Services 
Conduct - BP 5131 3.71 Procedures and Forms Student Support Services 
Conference Attendance Request (CAR) – Air Travel 
Worksheet 

3.61.4 Procedures and Forms Educational Services 

Conference Attendance Request (CAR) – Group Conference 
Coversheet 

3.61.2 Procedures and Forms Educational Services 

Conference Attendance Request (CAR) – Group Packet 3.61.7 Procedures and Forms Educational Services 
Conference Attendance Request (CAR) - Hotel Room 
Reservation Worksheet 

3.61.3 Procedures and Forms Educational Services 

Conference Attendance Request (CAR) – Individual Packet 3.61.6 Procedures and Forms Educational Services 
Conference Attendance Request (CAR) Conference 
Reimbursement Form 

3.61.5 Procedures and Forms Educational Services 

Conference Attendance Request (CAR) Form 3.61.1 Procedures and Forms Educational Services 
Conference Attendance Request (CAR) Training Packet/ 
Guidelines 

3.61 Procedures and Forms Educational Services 

Consultant Utilization Form - E 3600 3.67.2 Procedures and Forms Educational Services 
Consultants – AR 3600 3.67 Procedures and Forms Educational Services 
Contract Waiver (STA Contract Section 27) 1.18.1 Administrative Directives and Guidelines Human Resources 
Contract Waiver Process Step by Step (STA) 1.18.9 Administrative Directives and Guidelines Human Resources 
Contract Waiver Request Form/Demand to Bargaining 
Contract Change (STA) 

1.18.4 Administrative Directives and Guidelines Human Resources 

Contracts – BP 3312 1.14.1 Administrative Directives and Guidelines Educational Services 
Contracts (Authorized Signers) 1.14 Administrative Directives and Guidelines Educational Services 
CSEA – Notice of  Contracting Out 3.56  Procedures and Forms Human Resources 
D    
Definitions – Suspensions/Expulsions - AR 5144.1 1.32.1 Administrative Directives and Guidelines Student Support Services 
Department Chair Assignments 3.0.5.1 Procedures and Forms Educational Services 
Directors’ Portfolios/Assignments 2.35.1 Calendars, Schedules, and Directories Educational Services 
Discipline - AR 5144 3.74  Procedures and Forms Student Support Services 
Discipline – Elem. (K-8) Student Behavior Report Form 3.74.5 Procedures and Forms Student Support Services 
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FILE NAME FILE NO. FILE CATEGORY DIVISION 
Discipline – Student Referral Form (9-12) 3.74.4 Procedures and Forms Student Support Services 
Distribution of Community Service Organization (CSO) 
Information (Memo) 

3.13 Procedures and Forms Educational Services 

Donation Form 3.63.1 Procedures and Forms Business Services 
Donation Letter – Sample 3.63 Procedures and Forms Business Services 
Dress and Grooming BP 5132 3.58.2 Procedures and Forms Educational Services 
E    
E 1312.4 – Williams Uniform Complaint Form 3.3.23 Procedures and Forms Educational Services 
E 3600 – Consultants – Consultant Utilization Form 3.67.2 Procedures and Forms Educational Services 
E 3601 – Students – Program Utilization Form 3.68.2 Procedures and Forms Educational Services 
E 4040 – Employee Use of Technology 3.34 Procedures and Forms Educational Services 
E 5111.1 – Students – District Residence – Caregiver’s 
Authorization Affidavit 

3.44 Procedures and Forms Student Support Services 

E2 1312.3 – Complaint Form 3.3.16 Procedures and Forms Educational Services 
E-3541.1 – Transportation for School-Related Trips 3.12.11 Procedures and Forms Transportation Dept 
E-6163.4- Student Acceptable Use Policy (AUP) 1.40.2 Administrative Directives and Guidelines Educational Services 
Early Primary Program Proposal 3.20.1 Procedures and Forms  Educational Services 
Education for Homeless Children - BP 6173 1.36 Administrative Directives and Guidelines Educational Services 
Education Rights of Children and Youth in Homeless 
Situations (McKinney-Vento Homeless Assistance Act) 

3.42.2 Procedures and Forms Student Support Services 

Emergency Closure of Schools 1.11 Administrative Directives and Guidelines Educational Services 
Emergency Site Incident Report (Form) 1.20.1 Administrative Directives and Guidelines Educational Services 
Emergency Site Incident Report (Procedures) 1.20 Administrative Directives and Guidelines Educational Services 
Employee Account Agreement – E 4040  3.34 Procedures and Forms Educational Services 
Employee Security (Notice to Teachers) - AR 4158 1.7.3 Administrative Directives and Guidelines Educational Services 
Employee Security (Notice to Teachers) - BP 4158 1.7.2 Administrative Directives and Guidelines Educational Services 
Employee Use of Technology - E 4040 3.34  Procedures and Forms Educational Services 
Energy and Water Conservation  - AR 3511 1.37.1 Administrative Directives and Guidelines Business Services 
Energy and Water Conservation  - BP 3511 1.37 Administrative Directives and Guidelines Business Services 
Enrollment – Transfer Request (9th – 12th Grade) Form 3.45 Procedures and Forms Educational Services 
Enrollment Checklist 1.1.5 Administrative Directives and Guidelines Student Support Services 
Enrollment Guidelines (Letter) (English) 1.1.3 Administrative Directives and Guidelines Student Support Services 
Enrollment Guidelines (Letter) (Spanish) 1.1.3_SP Administrative Directives and Guidelines Student Support Services 
Enrollment Protocol 1.1.2 Administrative Directives and Guidelines Student Support Services 
Equipment or Structure Acquisitions Using Donations or 
Special Funds (Memo) 

3.37 Procedures and Forms Business Services 

Evaluation- 20-Day Evaluation Procedures 3.84.2 Procedures and Forms Human Resources 
Evaluation Procedures and Deadline Dates (STA) 3.84 Procedures and Forms Human Resources 
Expulsion Packet  3.11.25 Procedures and Forms Student Support Services 
Expulsion Packet Memo (Instructions) 3.11.41 Procedures and Forms Student Support Services 
Expulsion Proceedings Manual 3.11 Procedures and Forms Student Support Services 
Extended Day Kindergarten 3.20  Procedures and Forms Educational Services 
Extension of Suspension  Letter (Spanish) 3.10.1.1_SP Procedures and Forms Student Support Services 
Extension of Suspension Letter 3.10.1.1 Procedures and Forms Student Support Services 
Extracurricular and Co-curricular Activities - BP 6145 1.31 Administrative Directives and Guidelines Educational Services 
F    
Fax Numbers  2.16 Calendars, Schedules, and Directories Educational Services 
Feeder  Schools 2.15 Calendars, Schedules, and Directories Educational Services 
Field Trip - Transportation Authorization for Chartered Bus 
Services (Fillable Form) 

3.12.5.1 Procedures and Forms Transportation Dept. 

Field Trip Initial Approval Form 3.12.2 Procedures and Forms Educational Services 
Field Trip Lesson Plan 3.12.3.1 Procedures and Forms Educational Services 
Field Trip Permit & Medical Record Form 3.12.6  Procedures and Forms Educational Services 
Field Trip Planning Checklist and Final Approval Form 3.12.3 Procedures and Forms Educational Services 
Field Trip Procedures 3.12.1 Procedures and Forms Educational Services 
Field Trip Request – TransTraks – Website Guidelines 3.12.4 Procedures and Forms Transportation Dept. 
Field Trip Request for Bus/Charter Transportation  
Guidelines 

3.12.4.1 Procedures and Forms Transportation Dept. 

Field Trip Training Packet 3.12.0 Procedures and Forms Educational Services 
Fingerprinting Procedures 3.35.6 Procedures and Forms Educational Services 
G    
Gender Support Plan 3.92.2 Procedures and Forms Student Support Services 
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FILE NAME FILE NO. FILE CATEGORY DIVISION 
General Inquiry Form – Ombudsman 3.3 Procedures and Forms Superintendent’s Office 
General Inquiry Form – Ombudsman (Spanish) 3.3_SP Procedures and Forms Superintendent’s Office 
Grade Change Procedures 3.57 Procedures and Forms Educational Services 
Graduation Ceremonies and Activities - BP 5127 3.62.6 Procedures and Forms Educational Services 
Grant Development Protocol 3.60 Procedures and Forms Educational Services 
Grounds for Disciplinary Action 3.9.1 Procedures and Forms  Student Support Services 
Guest Account Agreement - E 4040 – Form 3.34.8 Procedures and Forms Educational Services 
Guidelines for Enrollment of Homeless/Unaccompanied 
Youth (McKinney-Vento Act) 

3.42.4 Procedures and Forms Student Support Services 

Guidelines for Providing Inf. To Staff, Parents and Students 
Regarding Incident or Crisis 

1.19 Administrative Directives and Guidelines Educational Services 

Guidelines on Academic Preparation for State Assessments 1.13.2 Administrative Directives and Guidelines Educational Services 
Guides/Checklist for Site-Based Decision Making Change 
Proposals 

3.1 Procedures and Forms Educational Services 

H    
High School Graduation Requirements - BP 6146.1 3.62 Procedures and Forms Educational Services 
High School Transcripts – Processing, Maintaining and 
Monitoring 

3.57 Procedures and Forms Educational Services 

I    
Implementation of Administrative Rule 4158 – Notice to 
Teachers 

1.7 Administrative Directives and Guidelines Educational Services 

Independent Study – Alternative School 3.4.13 Procedures and Forms Business Services 
Independent Study – Claiming Attendance (CASBO) 3.4.25 Procedures and Forms Business Services 
Independent Study – Elementary 3.4.1 Procedures and Forms Business Services 
Independent Study – High School 3.4.9 Procedures and Forms Business Services 
Independent Study - Memo 3.4 Procedures and Forms Business Services 
Independent Study – Middle School 3.4.5 Procedures and Forms Business Services 
Independent Study Attendance Accounting and Audit Trail 
(SYNERGY) 

3.4.26 Procedures and Forms Business Services 

Independent Study Guide – CA Ed. Code §19819 3.4.17 Procedures and Forms  Business Services 
Instructional Calendar (2018-2019) (2019-2020) (2020-
2021) 

2.8.1 Calendars, Schedules, and Directories Human Resources 

Instructional Minutes - CASBO – School Day 2.0.7 Calendars, Schedules, and Directories Educational Services 
Instructional Minutes – School Day – AR 6112 2.0.11 Calendars, Schedules, and Directories Educational Services 
Instructional Minutes – School Day – BP 6112 2.0.12 Calendars, Schedules, and Directories Educational Services 
Intent to Apply/Grant Review Cover Sheet 3.60.12 Procedures and Forms Educational Services 
Inter-district Attendance – AR 5117 3.45.4 Procedures and Forms Educational Services 
Inter-district Attendance – BP 5117 3.45.3 Procedures and Forms Educational Services 
Inter-district Attendance Agreement – AR 5117.1 3.45.5 Procedures and Forms Educational Services 
Intradistrict – Open Enrollment (AR 5116.1) 1.26  Administrative Directives and Guidelines Student Support Services 
Intradistrict – Open Enrollment (BP 5116.1) 1.26.1 Administrative Directives and Guidelines Student Support Services 
Invoice for Non-Employee Services 3.59.7 Procedures and Forms Business Services 
J     
K    
K-8 Intra-Zone Transfer Request 1.1.4.1 Administrative Directives and Guidelines Student Support Services 
K-8 Out-of-Zone& Hardship Exception Transfer Request 1.1.4 Administrative Directives and Guidelines Student Support Services 
Key (Master) Inventory (Facilities Services 3.47.2 Procedures and Forms Business Services 
Key Control Policy (Facilities Services) 3.47.1 Procedures and Forms Business Services 
Key Receipt (Facilities Services)  3.47.3 Procedures and Forms Business Services 
Kindergarten in California (CDE) 3.18  Procedures and Forms  Educational Services 
Kindergarten Procedures – From School To Bus Stop 1.6.1 Administrative Directives and Guidelines Educational Services 
L    
Learning Through Community Service – AR 6142.4 1.33.2 Administrative Directives and Guidelines Educational Services 
Learning Through Community Service – BP 6142.4 1.33 Administrative Directives and Guidelines Educational Services 
Leave Codes – All Units 1.41.0 Administrative Directives and Guidelines Human Resources 
Leave Codes – CA Schools Employee Association (CSEA) 1.41.1 Administrative Directives and Guidelines Human Resources 
Leave Codes – Management/Confidential 1.41.2 Administrative Directives and Guidelines Human Resources 
Leave Codes – OELU #3 Police Unit 1.41.3 Administrative Directives and Guidelines Human Resources 
Leave Codes – OELU #3 Transportation Unit 1.41.4 Administrative Directives and Guidelines Human Resources 
Leave Codes – Stockton Pupil Personnel Association (SPPA) 1.41.5 Administrative Directives and Guidelines Human Resources 
Leave Codes – Stockton Teachers Association (STA) 1.41.6 Administrative Directives and Guidelines Human Resources 
Leave Codes – Stockton Unified Supervisory Unit (SUSU) 1.41.7 Administrative Directives and Guidelines Human Resources 
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FILE NAME FILE NO. FILE CATEGORY DIVISION 
Leave Codes – United Stockton Administrators (USA) 1.41.8 Administrative Directives and Guidelines Human Resources 
Legal Custody Regarding Students 1.12 Administrative Directives and Guidelines Educational Services 
Legal Requirements and Your Rights in Regard to Student 
Records, Student Health, and Related Matters 

1.21.1 Administrative Directives and Guidelines Student Support Services 

Loan of Equipment to SUSD Employee 3.78 Procedures and Forms Educational Services 
M    
Married/Pregnant/Parenting Students – BP 5146 1.29 Administrative Directives and Guidelines Educational Services 
Material Placed on Main Office Counters Only 3.13.4 Procedures and Forms Educational Services 
Material Placed on Site Community Bulletin Board 3.13.3 Procedures and Forms Educational Services 
McKinney-Vento Act – Guidelines for Enrollment of 
Homeless/Unaccompanied Youth 

3.42.4 Procedures and Forms Student Support Services 

McKinney-Vento Homeless Assistance Act 3.42  Procedures and Forms Student Support Services 
McKinney-Vento Homeless Assistance Act – FAQs 3.42.2 Procedures and Forms Student Support Services 
Metal Detecting Log – Actual Report  3.29.1 Procedures and Forms  Educational Services 
Metal Detecting Log – Summary Report 3.29 Procedures and Forms  Educational Services 
Mid-Year Review – Partner Agency (STEP-UP After School 
Program) 

3.91 Procedures and Forms Educational Services 

Mobile Devices Policy – BP 5131 3.71 Procedures and Forms Student Support Services 
Monthly Expense Claim Form/Directions 3.59.8 Procedures and Forms Business Services 
N    
New Club (Student Association) Constitution 1.34.7 Administrative Directives and Guidelines Educational Services 
New Club Guidelines 1.34.5 Administrative Directives and Guidelines Educational Services 
Notice – Complaint Rights – E 1312.4 3.3.23 Procedures and Forms Educational Services 
Notice of Adjustment to Student Placement  3.25.6 Procedures and Forms Student Support Services 
Notice of Suspension   3.9  Procedures and Forms Student Support Services 
Notice of Suspension  (Spanish) 3.9_SP Procedures and Forms Student Support Services 
Notice of Suspension – Grounds for Disciplinary Action 3.9.1  Procedures and Forms Student Support Services 
Notice of Withdrawal of Consent – Processes 1.8.2 Administrative Directives and Guidelines Educational Services 
Notice of Withdrawal of Consent to Enter or Remain on 
School Grounds – Sample Letter & Penal Code §626.4 

1.8.1 Administrative Directives and Guidelines Educational Services 

Notice to Parent of Student Promotion/Retention Decision  3.23.1 Procedures and Forms Student Support Services 
Notice to Parent of Unsatisfactory Progress/Possible 
Retention 

3.23 Procedures and  Forms Student Support Services 

Notice to Parent of Unsatisfactory Progress/Possible 
Retention (Spanish) 

3.23_SP Procedures and  Forms Student Support Services 

O    

Ombudsman – General Inquiry Form 3.3  Procedures and Forms Superintendent’s Office 
Ombudsman – General Inquiry Form (Spanish) 3.3_SP Procedures and Forms Superintendent’s Office 
Open/Closed Campus  - AR 5112.5 3.65.4 Procedures and Forms Educational Services 
Open/Closed Campus  - BP 5112.5 3.65 Procedures and Forms Educational Services 
Operations Calendar (2018-2019) (2019-2020) (2020-2021) 2.8 Calendars, Schedules, and Directories Human Resources 
P    
Paperwork Flow for School Sites and Departments 1.3.5 Administrative Directives and Guidelines Educational Services 
Parent of the Month Nomination Form 3.59.14 Procedures and Forms Educational Services 
Parent Request for Junior Year Graduation 3.27.3 Procedures and Forms Educational Services 
Parent Request Form for  Mid-Year Graduation 3.27.2 Procedures and Forms Educational Services 
Parent Rights and Responsibilities - AR 5020 1.30.1 Administrative Directives and Guidelines Educational Services 
Parent Rights and Responsibilities - BP 5020 1.30 Administrative Directives and Guidelines Educational Services 
Parent Volunteer Procedures 3.35.6 Procedures and Forms Educational Services 
Partner Agency Mid-Year Review (STEP-UP After School 
Program) 

3.91 Procedures and Forms Educational Services 

Permit for Student Photographic/Videotape Approval 3.6 Procedures and Forms  Educational Services 
Personnel Authorization Steps and Process 3.0.1 Procedures and Forms Educational Services 
Personnel Authorizations (PA) Form 3.0 Procedures and Forms Educational Services 
Procedures for Supporting Transgender Students 3.92.1 Procedures and Forms Student Support Services 
Processing, Maintaining and Monitoring of High School 
Transcripts and Grade Change Procedures 

3.57  Procedures and Forms Educational Services 

Professional Courtesy – Protocol 1.10 Administrative Directives and Guidelines Educational Services 
Programs - AR 3601 3.68 Procedures and Forms Educational Services 
Programs – E 3601 3.68.2 Procedures and Forms Educational Services 
Promotion/Acceleration/Retention – AR 5123 3.21.5 Procedures and Forms  Student Support Services 
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FILE NAME FILE NO. FILE CATEGORY DIVISION 
Promotion/Acceleration/Retention – BP 5123 3.21.1 Procedures and Forms  Student Support Services 
Property/Materials Transfer Request (Facilities Services) 3.59.11 Procedures and Forms Business Services 
Pupil Retention Form – Grades K-8 3.22 Procedures and Forms Student Support Services 
Q    
Questioning and Apprehension (Child Abuse) - AR 5145.11 3.33.2 Procedures and Forms Human Resources 
Questioning and Apprehension (Child Abuse) - BP 5145.11 3.33 Procedures and Forms Human Resources 
R    
Recommendation for Expulsion Letter  3.10 Procedures and Forms Student Support Services 
Recommendation for Expulsion Letter (Spanish)  3.10_SP Procedures and Forms Student Support Services 
Recommendation for No Expulsion  3.11.40 Procedures and Forms Student Support Services 
Referral – The What If List for Families 2.36.1 Calendars, Schedules, and Directories Student Support Services 
Regulations for Student Discipline and Behavioral 
Interventions  - CDE Code Section 48900 

1.22 Administrative Directives and Guidelines Student Support Services 

Regulations for Student Discipline and Behavioral 
Interventions  – Grades TK-3 

1.22.1 Administrative Directives and Guidelines Student Support Services 

Regulations for Student Discipline and Behavioral 
Interventions  – Grades 7-8 

1.22.17 Administrative Directives and Guidelines Student Support Services 

Regulations for Student Discipline and Behavioral 
Interventions  – Grades 9-12 

1.22.25 Administrative Directives and Guidelines Student Support Services 

Regulations for Student Discipline and Behavioral 
Interventions  – Grades 4-6 

1.22.9 Administrative Directives and Guidelines Student Support Services 

Release of Student Directory Information 1.17 Administrative Directives and Guidelines Educational Services 
REMS - Guide 3.90.1 Procedures and Forms Police Department 
REMS – School Plan 3.90 Procedures and Forms Police Department 
Renting a Facility 3.59.12 Procedures and Forms Business Services 
Renting a Facility (Spanish) 3.59.12_SP Procedures and Forms Business Services 
Report of Bullying 3.82.9 Procedures and Forms Student Support Services 
Request for Approval of Equipment Purchase 3.37.1 Procedures and Forms Business Services 
Request for Invoice (Business Services) 3.59.15 Procedures and Forms Business Services 
Request for Legal Services 1.9 Administrative Directives and Guidelines Educational Services 
Request to Exceed 40 Credits in Any One High School 
Semester 

3.27.1 Procedures and Forms Educational Services 

Request to Exceed 40 Credits in Any One High School 
Semester (Memo) 

3.27 Procedures and Forms Educational Services 

Request to Exceed 50 Credits in Any One High School 
Semester 

3.27.1.1 Procedures and Forms Educational Services 

Residence Verification Flowchart 3.41 Procedures and Forms  Student Support Services 
Retention Lists Memo (to Principals) 3.21 Procedures and Forms Student Support Services 
Retention Notification  & Documentation Timeline 3.22.1 Procedures and Forms Student Support Services 
Return Dates for  Classified Employees (2019-2020) 2.6.1 Calendars, Schedules, and Directories Human Resources 
Right/Duty of School Officials to Exercise Control Over 
Students 

1.27 Administrative Directives and Guidelines Educational Services 

RTD Code of Conduct & Parent Letter 3.12.8.1 Procedures and Forms Community Relations 
S    
Saturday School Absence Reason Codes 3.5.1 Procedures and Forms Educational Services 
Saturday School Attendance Record 3.5.2 Procedures and Forms Educational Services 
Saturday School Procedures 3.5 Procedures and Forms Educational Services 
School Bus Suspensions 1.6 Administrative Directives and Guidelines Educational Services 
School Directory  2.35 Calendars, Schedules, and Directories Educational Services 
School Enrollment Procedures for Foster Youth (AB 490) 3.64 Procedures and Forms Student Support Services 
School Plan – REMS 3.90 Procedures and Forms Police Department 
School Uniform Information Sheet 3.58.1.1 Procedures and Forms Educational Services 
School Zones – (9-12) 1.1.1.2 Administrative Directives and Guidelines Student Support Services 
School Zones (K-8) 1.1.1 Administrative Directives and Guidelines Student Support Services 
School-Connected Organizations - AR 1230 3.15.3 Procedures and Forms Educational Services 
School-Connected Organizations - BP 1230 3.15.2 Procedures and Forms Educational Services 
School-Sponsored Trips - AR 6153 3.12.7.2 Procedures and Forms Educational Services 
School-Sponsored Trips - BP 6153 3.12.7 Procedures and Forms Educational Services 
Science Camp – Cabin Leaders – SJOE – Guidelines 3.14.1 Procedures and Forms  Educational Services 
Science Camp – High School Cabin Leader Criteria 3.14 Procedures and Forms Educational Services 
Search and Seizure - AR 5145.12 3.29.14 Procedures and Forms  Educational Services 
Search and Seizure - BP 5145.12 3.29.10 Procedures and Forms  Educational Services 
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Search and Seizure of Students and Their Personal Property:  
Use of Metal Detectors 

3.29.2 Procedures and Forms Educational Services 

Secondary School Checkout Form 3.76.1 Procedures and Forms Educational Services 
Secondary School Notification Slip – AR 4158 1.7.1 Administrative Directives and Guidelines Educational Services 
Security Request Form – Financial System (Sample) 3.40.6 Procedures and Forms Business Services 
Selection/Evaluation of Instructional Materials - BP 6161.1 1.15.1 Administrative Directives and Guidelines Educational Services 
Significant Incident Report 1.22.35.3 Administrative Directives and Guidelines Business Services 
Site Deposit Report 3.59.16 Procedures and Forms Business Services 
SPPA Reporting Dates (2019-2020) 2.6 Calendars, Schedules, and Directories Human Resources 
STA Contract Waiver Guidelines 1.18  Administrative Directives and Guidelines Human Resources 
STEP-UP After School Program - Partner Agency Mid-Year 
Review 

3.91 Procedures and Forms Educational Services 

Stipulated Expulsion Packet  3.11.45 Procedures and Forms Student Support Services 
Student Acceptable Use Policy – E 6163.4 1.40.2 Administrative Directives and Guidelines Educational Services 
Student Accident Report 1.20.2 Administrative Directives and Guidelines Educational Services 
Student- Conduct (BP 5131) 3.71 Procedures and Forms Student Support Services 
Student Conduct Code  1.24.1 Administrative Directives and Guidelines Student Support Services 
Student Discipline Response Rubric (Police Dept.) 1.22.35   Administrative Directives and Guidelines Business Services  
Student Organizations and Equal Access – AR 6145.5 1.34.2 Administrative Directives and Guidelines Educational Services 
Student Organizations and Equal Access - BP 6145.5 1.34 Administrative Directives and Guidelines Educational Services 
Student Petition - Challenging Courses by Examination 3.73.4 Procedures and Forms Educational Services 
Student Records - AR 5125 1.17.5 Administrative Directives and Guidelines Educational Services 
Student Records - BP 5125 1.17.3 Administrative Directives and Guidelines Educational Services 
Student Threat Inquiry (TH-INQ)  3.94.1 Procedures and Forms Student Support Services 
Student Use of Technology – AR 6163.4(a) 1.40.1 Administrative Directives and Guidelines Educational Services 
Student Use of Technology – BP 6163.4 1.40 Administrative Directives and Guidelines Educational Services 
Students – District Residency – AR 5111.1 3.44.3 Procedures and Forms Student Support Services 
Substitute Teacher Evaluation 3.80 Procedures and Forms Human Resources 
Summer School – Petition to Exceed 20 Credits (Memo) 3.28  Procedures and Forms Student Support Services 
Summer School Petition to Exceed 20 Credits  3.28.1 Procedures and Forms Student Support Services 
Supplemental Instructional Materials – No R-Rated 
Films/Videos 

1.15 Administrative Directives and Guidelines Educational Services 

Suspected Child Abuse Report 3.31  Procedures and Forms Human Resources 
Suspensions/Expulsions/Parent Contact Notices 3.7 Procedures and Forms Student Support Services 
SYNERGY Security Level Authorization – Ed Services 3.40.4 Procedures and Forms Business Services 
SYNERGY Security Level Authorization – Elem. Education 3.40.2 Procedures and Forms Business Services 
SYNERGY Security Level Authorization – Sec. Education 3.40 Procedures and Forms Business Services 
T    
TB Skin Assessment 3.35.6 Procedures and Forms Educational Services 
Teacher Report  3.81 Procedures and Forms Human Resources 
Teacher Request for Movie/Video Presentation 1.15.3 Administrative Directives and Guidelines Educational Services 
Teacher’s Right to Suspend 3.8 Procedures and Forms Educational Services 
TH-INQ – Student Threat Inquiry 3.94.1 Procedures and Forms Student Support Services 
Transfer of Pupil  3.76 Procedures and Forms Educational Services 
Transfer Request (9th – 12th Grade) Form 1.1.4.2 Administrative Directives and Guidelines Student Support Services 
Transgender Data Request Change Form 3.92.3 Procedures and Forms Student Support Services 
Transgender Students – Procedures 3.92.1 Procedures and Forms Student Support Services 
Transitional Kindergarten – Flyer (2017-2018) 3.19.6 Procedures and Forms Educational Services 
Transitional Kindergarten (CDE) 3.18 Procedures and Forms Educational Services 
Transitional Kindergarten (CDE) FAQs 3.19.2 Procedures and Forms Educational Services 
Transitional Kindergarten Protocol 3.19.4 Procedures and Forms Educational Services 
Transportation Authorization for Chartered Bus Services 3.12.5.1 Procedures and Forms Transportation Dept. 
Transportation for School-Related Trips - E 3541.1 3.12.11 Procedures and Forms Transportation Dept. 
Transportation of Students in Privately-Owned Vehicles – 
Certification and Authorization 

3.12.12  Procedures and Forms Transportation Dept. 

Transportation Routes and Services - AR 3541 3.12.10  Procedures and Forms Transportation Dept. 
Travel Expenses - BP 3350  3.61.8 Procedures and Forms Business Services 
U    
Unauthorized Release of  Confidential/Privileged 
Information  - BP 4119.23/4219.23/4319.23 

1.17.1 Administrative Directives and Guidelines Educational Services 

Uniform Complaint Procedures - AR1312.3 3.3.8 Procedures and Forms Educational Services 
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Uniform Complaint Procedures - BP 1312.3 3.3.14 Procedures and Forms Educational Services 
Uniform Guidelines 3.58 Procedures and Forms Educational Services 
USA Work Year Calendar (2019-2020) 2.6.2 Calendars, Schedules, and Directories Human Resources 
Use of Metal Detectors 3.29.2 Procedures and Forms Educational Services 
Use of Metal Detectors – AR 3515.9 3.29.5 Procedures and Forms Educational Services 
Use of Metal Detectors – BP 3515.9 3.29.3 Procedures and Forms\ Educational Services 
V    
Vital Statistics Record  3.75 Procedures and Forms Educational Services 
Volunteer Assistance - AR 1240 3.35.3 Procedures and Forms Educational Services 
Volunteer Assistance - BP 1240 3.35 Procedures and Forms Educational Services 
Volunteer Procedures 3.35.6 Procedures and Forms Educational Services 
Volunteer Vehicle Usage 3.12.9  Procedures and Forms  Business Services 
W    
W-9 – Request for Taxpayer Identification Number and 
Certification (to be used with Agreement to Furnish 
Consultant Services) 

1.25.7.1 Administrative Directives and Guidelines Educational Services 

Williams Uniform Complaint Form - E 1312.4 3.3.23  Procedures and Forms Educational Services 
Williams Uniform Complaint Procedures - AR 1312.4 3.3.18  Procedures and Forms Educational Services 
Working with Law Enforcement and CPS -  Memo 3.30 Procedures and Forms Human Resources 
X, Y, Z    

 


