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PURPOSE: The purpose of this Reference Guide is to provide information to assist school sites

in implementing the federal requirements of The No Child Left Behind Act as it
relates to teachers of core academic subjects in all schools,

MAJOR This Reference Guide replaces Human Resources REF-1408.5 of the same subject

CHANGES: issued on February 25, 2008, Aftachment C has been changed to reflect the new
location where the form should be submitted. NCLB legislation requires that
parents be notified when students in core academic subjects are taught for four or
more weeks by a teacher who is not in compliance with NCLB (Sec. 1119).
Additionally, parents may receive, upon request, the qualifications of their child’s
teacher(s). Also included is the annual principal certification form for completion
as required by law. These requirements apply to all teachers of core academic
subjects in both Title I and non-Title I schools.

The deadline to submit the Principal Certification Form is April 18, 2008,
INSTRUCTIONS: A, Parent Notification Procedures

Parents of students in core academic subjects who are taught by teachers who
are not compliant with the teacher quality requirements must be notified in
accord with NCLB requirements (Attachment A).

This notification also includes extended substitutes not deemed NCLB
compliant who have been assigned to core academic subjects for four or more
consecutive weeks. If you have questions about extended substitutes, contact
your school’s Human Resources personnel specialist.

All substitutes who are expected to be in a class for 20 or more days should be
entered into the Student Information System (SIS).

REF-1408.6
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For Elementary SIS:

Use Screen 16, Option 2. Enter the room number in field 0. Enter the
extended substitute’s employee number into field 1, replacing the previous
teacher’s employee number. If the previous teacher is on leave, place the
previous teacher’s employee number in field 21 and enter an “N” into field 22.
File the screen.

For Secondary SIS:

Ensure that FCO1 has the substitute’s information. Then, change the teacher
number in CLO1 to match the new number just entered in FCO1.

A school roster may be printed using the Student Information System at your
site. The roster will list the credential status of all teachers, the classes or
subjects to which each is assigned and their current status in meeting the
NCLB “highly qualified” requirement. Be advised that only those assigned to
core academic subjects are included in the federal statute. Core academic
subjects include English, Reading or Language Arts, Math, Science, Foreign
Language, Civics and Government, Economics, Arts, History and Geography.

This notification letter may be printed from the school’s Student Information
System. The procedures are as follows:

¢ Elementary Schools — Report Menu 14, Option 37, Parents Notification
o Secondary Schools — ID67
To ensure accurate reporting to parents, all schools should correct
invalid employee numbers in FCO1.

Parents Right to Know

NCLB requires that parents and/or guardians of students may make written
requests and receive information (Attachment B) regarding the qualifications
of their child’s teacher(s). Upon request the parent will be provided with the
teacher’s credential(s), degree(s), and major(s).

A parent letter may be printed from the school’s SIS that provides the teacher’s
qualifications. The procedures are as follows:

e [Elementary Schools — Report Menu 14, Option 35, Parents Right to
Know Letter

e Secondary Schools — ID64 prints the qualifications of all teachers of
the student which is provided to parents along with Attachment B.
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If you have any questions about a teacher’s qualifications, contact your
school’s Human Resources personnel specialist for clarification.

Emplovee Privacy

Confidentiality and privacy rights must be maintained in the collection,
retention, and dissemination of employee information. Personal information,
such as the employee number, social security number, age, home address and
telephone number or anything else of a personal nature, shall not, under any
circumstances, be shared with parents or any other unauthorized persons.
Additionally, care must be taken at all times to ensure that personal
information is collected and maintained in a secure manner.

Principal Certification Form for the 2007-2008 School Year

A certification form for the 2007-2008 school year has been included for your
approval and signature (Attachment C). A school roster may be printed from
the school’s Student Information System (SIS).

¢ Elementary Schools - Report Menu 14, Option 36 Teacher
Qualifications Roster
e Secondary Schools — FC0O7

The roster will list the credentials of all teachers and the classes or subjects to
which each is assigned. It will also indicate if each individual is in compliance
with NCLB. Only those assigned to core academic subjects are included in the
statute.

Be advised that teachers who obtained a credential or were enrolled in an intern
program before July 1, 2002 are considered “not new” to the profession and
may undergo the High Objective Uniform State Standard of Evaluation
(HOUSSE) process in order to become compliant with NCLB. For these
teachers, each Stull visitation in the core academic area being evaluated is
worth 20 points towards the total needed (100 points). Thus, it is helpful to
utilize this option in order to assist “not new” teachers in becoming compliant.

Upon reviewing the teacher roster, if a “No” (not in compliance) or “Pending”
appears after any teacher who is assigned to a core academic setting, then the
school is not yet in compliance with NCLB with respect to teachers. Principals
must check the two sets of boxes on the principal certification form. Please
sign the principal certification form and submit the original to the Specially
Funded Programs Branch by Friday, April 18, 2008. Retain a copy for your
school’s compliance file.
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RELATED
RESOURCES:

ASSISTANCE:
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A certification form for the 2007-2008 school year has been included for your
approval and signature (Attachment C). Additionally, the parents right to know
forms and the non “highly qualified” sample teacher notice letters are included.

For assistance or further information regarding the highly qualified teacher
definition or procedures contained therein, please contact Derek Ramage,
Coordinator, Certificated Credentials and Contract Services at (213) 241-4669 or at
derek.ramage@lausd.net, or Deborah Ignagni, Administrator, Certificated
Employment Operations Branch at (213) 241-6669 or at
deborah.ignagni@lausd.net.

For assistance with SIS, please call:

e Elementary SIS Support at (213) 241-4617
o Secondary SIS Support at (213) 241-4850.

Teachers or principals in need of further clarification regarding a teacher’s NCLB
status may contact the NCLB Unit, Human Resources at (213) 241-2062.

- The NCLB definitions of a highly qualified teacher and the HOUSSE process are

available at www.teachinla.com by clicking on the NCLB link. Test preparation
information may be accessed at this web site by clicking on the Subject Matter
Preparation link.
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ATTACHMENT A

Below is a sample letter, It may be printed from SIS for mailing to parents.

Dear Parent or Guardian;

Your child is attending a school that is expected to comply with the No Child Left Behind (NCLB)
Act. Under this law, teachers of core academic subjects are required to hold state certification and
demonstrate subject matter competency.

These requirements help to ensure that students receive the best education possible. Currently, the
District is working to determine if our teachers meet these requirements and, if necessary, is
assisting teachers to do so through additional support and training,

A teacher who is authorized to teach in California, but has not yet completed the process for
meeting NCLB requirements, has taught your child for four or more consecutive weeks. Your
child’s teacher may meet the requirements, yet may not have had the opportunity to demonstrate
that he/she meets them. You may contact the school in order to request the qualifications of your
child’s teacher.

The school is committed to ensuring that all students have the same opportunity to meet challenging
State academic standards.

Site Principal
[Name of School]

Teacher(s)
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ANEXO A

Esta es una carta muestra. Se puede imprimir de SIS para enviarla por correo a los padres de
familia.

Estimados padres de familia o tutores:

Su hijo(a) esté asistiendo a una escuela que se espera cumpla con la Ley “Ningun Nifio Se Quede
Atrds” (NCLB, por sus siglas en inglés). Bajo esta ley, a los maestros de las materias académicas
bésicas se les exige que mantengan su certificacién y demuestren tener competencia en la materia
que imparten.

Estos requisitos ayudan a garantizar que los estudiantes reciban la mejor educacion posible.
Actualmente, el Distrito esta trabajando para hacerlo a través de apoyo y capacitacién.

Un maestro que esta autorizado para ensefiar en California, pero que todavia no ha completado el
proceso para cumplir con los requisitos del NCLB, le ha ensefiado a su hijo(a) durante cuatro o mas
semanas consecutivas. El maestro de su hijo(a) puede reunir los requisitos, pero tal vez no ha
tenido la oportunidad de demostrar que los ha reunido. Por favor, comuniquese con la escuela para
solicitar las calificaciones del maestro de su hijo(a).

La escuela est4 comprometida para asegurar que todos los estudiantes tengan la misma oportunidad
para alcanzar las normas académicas estatales.

Director de la escuela
[Nombre de la Escuela]

Maestro(s)
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Zuwnghih Thnn Yuwd TUGwdwuwp.

Qhun bphjuwl Awwlumd E nwpng, npG pinmGmy £ Ny Up Gplifuw Gin 2uybnp k
UGw npnpnuip (NCLB): Cuwn wyu ophlph, ApdGwlwl wluwnbdhwlwl wnwplwbibph
mumghsliphg wwhwGsymd E wwhbk] GwAwGgp JYYugwlwlp b gmgunnphy unfiwg
wnwnyuwih hdwuwn:

Ugu wwfwGelhipp oglimd bl wwwhfndlipm, np wowlhlipmbGbipp uwrnwbwb pwywgnyG,
AGwpwynp  Ypempimb: Vhpjuwimdu, nu. oppwlp wojuwunmd £ npngky, el dlp
mumgpsGipp pwyjwpuwpmd &L wyn wwhwbGellipp, puy tphk whpwdtizwn E, whwp Lk
oq.lilip mumghsGEpph Yunwpbipne wil, nwgny jpugmghy wewlhgmpeimb W niungmd:

UgG mumghsp, nyd poguunpjwuwd b npwuwjwlnbpm Gwpdnplhwymd, pugg nbn oh
dbpswgptiy pp Ympup, pwwpwptipmn Awdwp NCLB-h  wwhwlslikpp, wkwp k&
umnpligh &up tphjuwghG snpu Ywed wybpp AwenprulyuG swpwpe: Qbtp hpbkfuwgh
mumghsp whwp L puywpuph wwAwleblipp b glin wnhe  sh mbhkghy gmig wwym, nnp
Gur puwpwpmd £ npwlp: Tmp Yuwpnm bp Juwy wywAwywik, npwpngh Ativ, npwliqh
wwhwlehp dbp Gphjuugh mumgsh npuwljuy npnudps

Twymmgp  Gpwouwynpmyd K, np pnpnp wpwilpnbipp mGEG Gyl Awnjwuwn
fGwpuwynpmpinin, puyjwpuplipn vwhwbigh wjunbdhwlwi swthw(ip2btipn:

Twpngh Fhpkilumn

[ wpngh U.GmGp }

Mumghs (Glp)
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ATTACHMENT A
Below is a sample letter. It may be printed from SIS for mailing to parents.
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Below is a sample letter. It may be printed from SIS for mailing to parents.
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3aech npyeeaeH 06pasen MUCbMA, KOTOPLIA MOXKHO pacnedarars ¢ SIS, urofbl orocnarn
PONMTETAM,

YBaKaeMble POAUTEIIH WJIM OIEeKYHBbI:

Bar pebeHOK yYHTCS B LIKOJIE, KOTOpas GOJIXHA B 0053aTeIbHOM TIOPS/IKE BHIMOJIHATh
NpefHcaHKs HOPMAaTHBHOI'O axTa .He octaBuM HU opHoro pefeHka 3a uepToil rpamMoTHocTH" (NoO
Child Left Behind). J{aHHBIH HOPMATHBHBIH A4KT ITPEyCMaTPHUBAET, YTO MPEMOAABATEIM OCHOBHBIX
aKajeMHYecKUX IPeAMeTOR AOJKHE 00/1alaTh JUIIOMOM LITATA, KOTOPBIM TIOATBEPXAAST HX
KBAJTM(DHKALYH IO,

Harsbie TpeboBAHUA MUMEIOT CBOSH 3ajadecil PefOCTABUTE BCEM YYALLMMCH OFMHAKORLIE
BO3MOXHOCTH IIOJIYYHTE Xopoiee obpasopanre. B HacTogiuee BpeMsa OGbeUHEHHDIN IIKOABHBIN
OoKpyr pafoTacT Haj TeM, YTOOB! YCTAHOBMTEL COOTBETCTBYET JIM IEACOCTAB HOBBIM Ipasuiam. B
CJIYUyasx, KOFAa 3T0 HeoOX0qMMO, YUHUTENIM TIOMOTAIOT MPONUTH JOMOJIHHUTEIbHEIN Kype o6yueHus
JJIS TIOBBILLICHEST KBAJIUPHUKAIIIH,

Bamero pefenka yuynT npemnofgasaresib, KOTOPOro YIIOJHOMOYMII 3aHMMATE 2TY JOJXHOCTh IITAT
Kanndgopuusa. K HacToAeMy BpeMeHM JAHHEIH YUUTE b IPO3AHHUMAJICI C BAITNM peOCHOM 0KoMo
4 Hepesib UM Gosiee. BO3MOXHO, YTO HpelofaBaATe b Balllero pedeHKa MOAYUMI HeOOXOAUMYIO
KBaJTM(DHKAIIMIO B COOTBETCTBHH C (DeAePabHBIMKM HOpMaTHBaMH. Ho He MCKJIIOUEHO, YTO KaKue-
TO 3HAHUS OH ellle He YCIes NMOJYYUTb UJIH MPUMEHWTh 3TH 3HAHUS Ha MpakTuke. Popurenn
Bripase o0paTUThCA B IIKOAY M 3aTpefoBaTh HHAOOPMAIIMIO 0 KBaTHMUKAIIMHE yUHTEA.

Hama mikona B3siza Ha cefsg 0693a1eb¢TBO 00€CHEUHTL BCEM [ETAM ONMHAKOBLIE BOIMOXHOCTH
NOJIYYUTE X0pollee o0pa30BaHNe M YUYMTHCS HA YpoBHe TpeOoBaHHUIT yueOHEIX CTaHJApPTOB.

MORIIHCH AMPEKTOpa
(11xoJIa)

[IPeNoAABATEN D

11202st_Translated by the LAUSD Translations Unit (Russian)
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ATTACHMENT A
Below is a sample letter. It may be printed from SIS for mailing to parents,

Thwa Phy-huynh hay Gidm-hg:

Con em cla quy vi dang hoc & mét trudng phai tusn thi theo Sdc Ludt Khong Tré Em Nao
Bj Thua Kém (NCLB). Theo luit rdy, cic gido vién day nhitng modn hgc chinh bj dodi hoi
phéi cé bing chimg nhén chia tiéu bang va chitng td di kha niing vé mén day.

Nhirng diéu kign doi hoi néy gitp bdo dam ring hoc sinh nhin dwge sy gido duc t8t nhi't cé
th€ c¢6 dugre. Hién tai, Khu Hoc Chdnh dang lam viéce d€ xdc dinh xem nhitng gido vién ciia
chiing t0i ¢4 dép ing céc diéu kién ddi hodi ndy va néu dén thidt, dang tro gitip cdc gido vién
lam viéc d6 qua sy hd trer vi hu'n luyén bd sung. '

Mot gido vién dwge phép day & California, nhieng chwa hoan ta't ti€n trinh d€ ddp Gng céc
diéw kién doi héi ciia NCLB, d3 day con cua quy vi trong bdn tufn lién tiép hoic 14u hon.
Gido vién cia con em quy vj ¢6 th€ ¢6 di khd ning ddp ng cdc diéu kién ddi hoi, nhung
chwa cé cor hdi d€ chirng td minh di dat cdc diéu kién ddi hoi &y. Quy vi ¢6 thé lién lac véi
nha treong d€ yéu ¢iu biét cdc phiim cha't cia gido vién day con minh.

Nhi tredng quy€t tim d& bio ddm rdng moi hoc sinh d6ng ¢6 ciing co hdi d& dat nhitng tidu
chuén hoc vAn gay go clia Ti€u Bang.

Site Principal
[Name of School]

Teacher(s)

11202bc_Translated by the LAUSD Translations Unit (Vietnamesc)
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Human Resources Division

ATTACHMENT B
Elementary

L.OS ANGELES UNIFIED SCHOOL DISTRICT
<SCHOOL NAME>
<SCHOOL ADDRESS>
<CITY, STATE, ZIP>

<DATE>
Dear Parent or Guardian of: <Student Name>

The No Child Left Behind Act (NCLB) provides parents or guardians of students the opportunity to
request information regarding the qualifications of their child’s teacher(s).

Recently, you requested information regarding the qualifications of your child’s teacher(s). Under
NCLB, a parent or guardian can receive information regarding a teacher’s credentials, degrees and
majors.

Listed below are the qualifications of your child’s teacher(s).

Teacher Status Degree Major Credential

For more information regarding NCLB provisions, please visit: www.ed.gov/nclb. Thank you for
your inquiry and your continued participation in your child’s education,

Site Principal or Designee Signature
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Human Resources Division

ATTACHMENT B
Secondary

LOS ANGELES UNIFIED SCHOOL DISTRICT
<SCHOOL NAME>
<SCHOOL ADDRESS>
<CITY, STATE, ZIP>

<DATE>

Dear Parent or Guardian of: <Student Name>

The No Child Left Behind Act (NCLB) provides parents or guardians of students the opportunity to
request information regarding the qualifications of their child’s teacher(s).

Recently, you requested information regarding the qualifications of your child’s teacher(s). Under
NCLB, a parent or guardian can receive information regarding a teacher’s credentials, degrees and
mMajors.

Listed below are the qualifications of your child’s teacher(s).

Teacher Period Class Status Degree  Major Credential

For more information regarding NCLB provisions, please visit: www.ed.gov/nclb. Thank you for
your inquiry and your continued participation in your child’s education.

Site Principal or Designee Signature



LOS ANGELES UNIFIED SCHOOL DISTRICT

Human Resources Division

ATTACHMENT C

No Child Left Behind Act of 2001, HR.1 (NCLB)
Principal Certification Form
2007-2008 School Year

School Local District Location Code

As required by the No Child Left Behind Act (NCLB} Section 1119, school site principals must
annually certify in writing as to whether their school’s teachers and paraprofessionals are in
compliance with NCLB requirements. Each school is required to maintain this form on file and
the information must be made available to any member of the general public upon request.
Check one box(es) below as applicable: '

1. [ 1 certify that during the 2007-08 school year, all teachers and paraprofessionals are in
compliance with NCLB. Therefore it was not necessary to distribute the four-week letter
since all teachers at the school are compliant with NCLB.

2. [ 1 certify that during the 2007-08 school year, teachers and paraprofessionals are working
toward full compliance with NCLB requirements, and

[T] 1 certify that during the 2007-08 school year, I have distributed the four-week letters
to parents of students taught by teachers of core academic subjects who are not highly
qualified.

OR

[ ] Icertify that during the 2007-08 school year, I have not distributed the four-week
letters to parents of students taught by teachers of core academic subjects who are not
highly qualified.

Principal Name Date

Principal Signature

All schools are to send original by Friday, April 18, 2008 to:
NCLB Unit - Certificated Credentials & Contract Services,
333 South Beaudry Avenue, 15™ Floor, Los Angeles, CA 90017



