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I. INTRODUCTION

Opportunity Transfers (O.T.s) are carefully planned transfers from one District school to
another.  There are two purposes for O.T.s:  1) to promote the positive social and/or
academic adjustment of a particular student and 2) to promote school safety for all
students.  Keeping in mind that each school is responsible for providing a safe campus for
its students, each school must develop a fair and effective school safety plan which
includes procedures for issuing O.T.s.  This bulletin is applicable to all regular and
alternative school programs, including opportunity and continuation schools and
alternative education work centers.   

It is the District's position that, to the extent possible, responsibility for student discipline
lies with the school in which the student is currently enrolled and each school should
assume ownership for all its students.  Therefore, except in crises or extreme situations,
O.T.s should not be the immediate disciplinary response to student misconduct.  In
general, O.T.s intended as disciplinary actions should be issued only after other, in-school
interventions (Attachment A) have proven unsuccessful.  

II. LEGAL AUTHORIZATION FOR OPPORTUNITY TRANSFERS

California Education Code sections 35160 and 35160.1 grant broad authority to school
districts to initiate and implement any program or activity to address the needs of the
school community.  While school districts are given the flexibility and discretion to create
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their own unique programs and practices, districts must act in a manner which is not in
conflict with any law.  This bulletin memorializes Board of Education policy and
establishes practices consistent with State and Federal laws regarding student discipline. 
School-site procedures, including those determined by local school governance councils,
regarding student conduct and discipline shall not conflict with the policies set forth
herein.

To remain consistent with the law and with District policy, administrators must make
every effort to utilize the Opportunity Transfer in a manner which is free from arbitrary,
capricious, or discriminatory action.  

III. REASONS FOR OPPORTUNITY TRANSFERS

A. Student Protection

1. Necessary for the protection or personal welfare of the transferred student.

2. Parent approval required; may be parent-initiated.

3. Not a disciplinary action.

B. Social Adjustment

1. Necessary when unique circumstances suggest that it is in the student’s best
interest to be in a different social environment.

2. Usually parent-initiated; may be initiated by principal but requires parent
approval.

3. Not a disciplinary action.

C. Progressive Discipline

Appropriate only when a Disciplinary Review Team (see Section IV. E.) has
reviewed the student’s social adjustment history, prior methods of intervention, and
previous disciplinary measures and determines that:

1. repeated attempts by school staff to resolve the student's misconduct have been
unsuccessful,

2. a change in school environment would be the most effective means to bring about
a change in the student’s behavior, and
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3. the misconduct involved does not constitute an offense for which expulsion is
mandatory.  (See Section D. below.)  

D. Single, Serious Act

1. There are various offenses for which a student may be recommended for
expulsion.  In some instances, a principal is required to recommend expulsion.  In
other instances, however, a principal may exercise discretion and implement other
disciplinary action, including the issuance of an O.T., rather than recommend
expulsion.  In doing so, the principal, in consultation with the school-site
Disciplinary Review Team and the Operations Administrator/designee, shall take
into account:

a. the seriousness of the act,

b. the particular circumstances surrounding the act,

c. the student's previous social adjustment record and, 

d. when applicable, the IEP or Section 504 plan.

Note:  There is no discretion in cases involving firearms, the sale of a
controlled substance(s), brandishing a knife at another person, or attempting to
commit a sexual assault or committing a sexual battery while on school
grounds or while at a school-sponsored activity off school grounds.  Expulsion
must be recommended for any of the above-referenced acts.  (See Bulletin Z-
24, Guidelines for Student Expulsion, 1999, Office of the Deputy
Superintendent, Operations and Support Services.) 

2. Students who deny having committed the single, serious act may be issued an
O.T. only after a thorough investigation determines a reasonable basis for
believing the student committed the act.  Special care must be given to explaining
the appeal process to the parent and student at the time of the O.T. conference. 
(See Section XI.)

IV. GENERAL OPPORTUNITY TRANSFER POLICY
.

Each school shall develop an O.T. process which ensures that the guidelines and
provisions of this bulletin are followed and that the school’s practices are in
compliance with District policy.  The process shall be consistent with the general school
discipline code and school safety plan.
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A. Principal’s Responsibilities

1. Principals of secondary schools are to designate one administrator to supervise
and coordinate the District's O.T. policy and procedures at their schools. 
Elementary principals, or administrative designees, are responsible for all O.T.
activity at their schools.

2. All O.T.s must have the signed authorization of the issuing school principal.  The
issuing school principal is responsible for ensuring that the terms of the transfer 
(e.g., length, conditions for return, etc.) are coordinated with the parent and with
the receiving school.

B. Administrative Accountability

It is the intent of the District to maximize student attendance and to require
administrative accountability.  This policy is consistent with the Superintendent’s
goals regarding improving student attendance and lowering drop-out rates.  Therefore,
schools issuing O.T.s may not checkout (“L”) a student without first verifying the
student’s official enrollment at the receiving school.  This means that the student has
been “E’d” into the receiving school’s Student Information System (SIS).  (See
Section VI, below, for the appropriate protocol for issuing O.T.s.)

C. Staff Development 

Each school shall provide extensive in-service training to appropriate staff and ensure
that all staff involved with student O.T.s are thoroughly familiar with the current O.T.
bulletin.  Assistance may be requested through the Student Discipline Proceedings
Unit.

D. Intervention

1. Each school shall develop comprehensive and broad-based intervention strategies. 
These strategies should include management techniques and behavioral plans that
relate to the classroom as well as to the general campus.  An O.T. for progressive
discipline should not be considered unless it can be clearly demonstrated that
these strategies have been fully utilized and have not been successful (Attachment
A).  Furthermore, O.T.s issued for disciplinary reasons are temporary intervention
methods which should be issued with the intent that the student will return to the
issuing school after a period of time.  Conditions of return and the length of time
for a transfer must be thoroughly discussed with the parent.

2. Each school that receives a student who has been transferred, shall develop a
student support system and shall employ comprehensive, school-site intervention
techniques (e.g., Attachment A) to ensure that the transferred student has the best
opportunity for making a successful adjustment. 
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A receiving school may not cancel a student’s O.T. without first employing
intervention techniques and providing the support described above except in a
crisis or in an extreme circumstance.

E. Disciplinary Review Team

The Disciplinary Review Team (DRT) is a committee developed at each school for
the purpose of reviewing, monitoring, and assisting staff with intervention plans and
strategies relating to students who are involved in the disciplinary process.  It is
recommended that the DRT be composed of individuals such as disciplinary deans,
the student’s teacher(s), parent(s), and other support staff.

Note:  Pupil record information is confidential and may not be released to anyone
other than authorized District administrators and staff without parental consent.

1. The DRT may operate in conjunction with, or as a sub-group within, a school’s
existing Student Success Team.

2. Prior to issuing an O.T., the DRT must determine that the appropriate
interventions, school resources, and options have been explored and that students
who need a 504 or special education assessment are assessed, as required by law. 
A student may not be issued a progressive disciplinary O.T. without having first
been reviewed by the DRT.

3. The school’s overall O.T. process should be periodically reviewed by the DRT
and approved by the local governance council, as appropriate.

F. Students Who Receive Special Education Services

The Opportunity Transfer of a student who receives special education services
constitutes a change in placement and requires parental consent.  Assuming parental
consent exists, an O.T. may be issued following a review by the DRT and a
determination by an IEP team (as described in Section VIII., below). 

G. Students Who Receive Section 504 Accommodations

Students who receive Section 504 accommodations may be issued O.T.s only if the
504 plan can be fully implemented at the receiving school.  If the 504 plan cannot be
fully implemented, the Section 504 committee (Student Success Team) at the sending
school must complete a reevaluation and manifestation determination prior to the
student being issued an O.T.  (See Attachment E for more detailed information.) 
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H. Scope and Frequency

1. O.T.s can be issued across clusters and to alternative schools (e.g., Opportunity
Schools, Continuation Schools, Alternative Education Work Centers).  

2. It is the intent of the District that alternative means of intervention be utilized
prior to initiating an O.T. for disciplinary purposes.  Disciplinary O.T.s should be
used only in exceptional situations.  Therefore, O.T.s  issued for disciplinary
reasons may not be issued more than once during the student’s matriculation
through elementary school, twice during middle school, and twice during the
student’s career in high school.  The number of O.T.s allowed at each educational
level does not “roll over” to the next level.  Thus, a student who has not received
an  O.T. during elementary and middle school levels can still only be subject to
two disciplinary O.T.’s during high school. 

3. The cancellation of an O.T. does not, itself, constitute a separate O.T.  If,
however, the student is transferred a second time, after his return to the school
which initiated the O.T., the second transfer does constitute a second O.T.   

4. An O.T. may be canceled only for those reasons for which an O.T. would be valid
under this bulletin.  The appropriate protocol for canceling an O.T. is the same as
that for issuing an O.T. (described in Section VI., below.) 

The following example illustrates the above-described policies.

Ex:  School A transfers student to school B;  
School B determines the O.T. is unsuccessful and returns student to
school A;
School A either allows the student to remain at school A, or transfers
student to school C.

In this scenario, school A’s transfer of the student to school B is the first
O.T.  

In determining whether to cancel the O.T., School B becomes the “sending
school” and may cancel the O.T. only after it has employed the various
intervention methods and protocols described in Section VI. (e.g., review
by Discipline Review Team, discussion of the Checklist with the parent.)  

Note: reasons such as truancy or poor or low academic achievement are
not valid reasons for issuing or canceling an O.T.  See Section I., below.

In this example, once School B returns the student to School A for a valid
reason(s), School A has the option of either allowing the student to remain
at School A, or transferring the student to School C.  If School A elects to
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allow the student to remain, there has been no second O.T.  If, on the other
hand, School A elects to transfer the student to School C, that transfer
constitutes a second O.T.  

School A may not effect a transfer to School C under the theory that the
O.T. has been “reissued.”  “Re-issuance” is not an acceptable reason for
an O.T.  The District recognizes only those reasons enumerated in Section
III., A.-D. as valid reasons for the issuance of an O.T.  These reasons are:
1)  Student Protection, 2) Social Adjustment, 3) Progressive Discipline,
and 4) Single, serious act.

I. Prohibited O.T.s

Opportunity Transfers may not be used to address problems of truancy, tardiness, or
other attendance-related issues.  O.T.s may not be used to preclude the provision
of special education or Section 504 services, or to replace the IEP or 504 review
process.  Nor may O.T.s be used as a remedy for low academic achievement, or for
being a victim of a fight, unless such a transfer is specifically requested by the
parent.

V. GUIDELINES FOR ISSUING OPPORTUNITY TRANSFERS

A. Although parental input should be solicited and considered, the selection of a
receiving school is at the discretion of the principals of both the issuing and receiving
schools.  

B. Every effort must be made by both the issuing and receiving schools to ensure
the O.T. is completed within three school days from the date the issuing school
initiates the transfer.

C. The administrator/designee issuing the O.T. is responsible for ensuring that the
transferred student actually enrolls at the receiving school.  The transferred student
will remain “enrolled” in the books of the issuing school until the student is enrolled
in the receiving school.  The services of  Pupil Services and Attendance (PSA)
counselors and/or other school personnel should be utilized if needed.

D. Whenever possible, the transfer of a student should be avoided during the last five
weeks of the school year.

E. If an O.T. is anticipated for the beginning of the next school year, the issuing school
should ensure that O.T. documentation is completed and classes are scheduled at the
receiving school prior to the first day of school.

F. The need for District-provided transportation will be determined at the time of the
O.T. conference.  Bus tickets can be requested from the Transportation Branch and
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are to be disbursed by the receiving school.  When transportation must be provided by
the District, the administrator/designee issuing the O.T. must, in conjunction with the
receiving school, arrange for transportation. 

G. The administrator/designee issuing the O.T. should consider the following prior to
issuing an O.T.:

Note:  Check school records immediately to determine if the student receives special
education services or has a 504 plan.  If the student receives special education
services, refer to Section VIII. below; if he or she has a 504 plan, see IX. below.

1. Are there transportation issues which need to be addressed  (e.g., distance, public
transportation, availability of bus routes, transportation for special education
students)?

2. Does the student have gang affiliations and will rival gang territory be an issue?

3. Does the receiving school offer courses/curriculum appropriate for the student?

4. What school calendars are involved; will credit requirements be met?

Note:  The considerations set forth above are not all-inclusive.  There may be
many other factors which should be considered, depending on the circumstances.

VI. STEPS FOR ISSUING OPPORTUNITY TRANSFERS

A. Sending School’s Responsibilities

The principal shall ensure that all staff involved with student discipline are familiar
with the following procedures:

1. The administrator/designee issuing an O.T. must use the O.T. Checklist
(Attachment A) whenever issuing a transfer for progressive discipline and must
discuss the Checklist with the parents prior to issuing the O.T.  A copy of the
completed O.T. Checklist, which should include intervention measures previously
attempted, must be provided to the parent prior to the progressive discipline O.T.

2. Parents must be provided an opportunity to comment on both the O.T. Checklist
and O.T. procedure. 

3. The administrator/designee issuing an O.T. shall inform parents of their right to
appeal, describe the appeal process, and discuss length of transfer and conditions
of return to the sending school.  Issues such as participation in school activities,
graduation, and other events must also be discussed.  This discussion should take
place at the O.T. conference.
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Note:  Unless the parents have agreed otherwise, students who have successfully
completed their term of transfer have the right to return to the sending school. 

This is the case even if the school is a “CAP” school. (See below, Section VII. A.
2. c.)

4. In all cases, every effort must be made to confer with the student's parent.  (For
students who receive special education services, an O.T. may not be issued
without a pre-disciplinary IEP and parental consent.  (See Section IV. F., above.) 
Students who receive Section 504 accommodations must have a 504 review prior
to the issuance of an O.T.  (See Section IV. G., above.)

a. Point out the specific reasons for the transfer, both orally and in writing, and
intervention measures previously attempted. (Attachment A)

b. Stipulate matriculation conditions (i.e., what options the student will have
upon matriculation to middle school or high school).  These conditions should
be included in the official O.T. letter to the parent.  (See Attachment B.)

5. After the sending school conducts the parent conference as described above, the
administrator issuing the O.T. shall arrange for a transfer to a specific school.  The
student remains enrolled in the current placement until he or she is enrolled at the
receiving school.  To effect a transfer of the student, the protocol described below,
should be followed:

a. The sending school conducts the parent conference to discuss the reasons for
transfer, to review the Checklist, and to explain the O.T. and school
placement.

b. Before the termination of the parent conference, the sending school shall
confer with the dean or other administrative designee of the receiving school
regarding the impending O.T. and E.C. 49079 information.  (See Section VI.
D.)

c. Before termination of the parent conference, with preliminary acceptance of
the student by the receiving school, the sending school shall set up an intake
appointment for the student and parent with the receiving school
administrator within 3 school days of the transfer conference.  

d. The sending school shall give a letter (Attachment B) verifying the
appointment date and time and the conditions for transfer to the parents for
delivery to the receiving school.  This letter should also include a copy of
check-out grades and the student’s health card for enrollment. 
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e. The sending school should retain a copy of the letter for its records.

f. The sending school shall inform the parent that it is his or her responsibility
to enroll the student at the receiving school, even if awaiting the outcome of
an appeal.

g. The student and parent meet with the receiving school administrator for intake
on appointed date and time, unless other arrangements have been made.

h. Immediately upon the school’s acceptance of the student, the parent shall
complete all enrollment information at the receiving school.

i. After the student is enrolled, the receiving school shall call the sending school
to confirm the intake conference and the student’s enrollment.

j. The receiving school shall then fax written confirmation of the student’s 
enrollment to the sending school. (See Attachment C.)

k. Upon receipt of written confirmation of student enrollment, the sending
school can “L” the student out of SIS, and the receiving school may then “E”
the student in the SIS.

Note: In the event the student does not enroll at the receiving school
within three (3) school days of the parent conference, the sending
school must follow up with the family to determine why
enrollment has not been completed and take steps to enforce the
O.T., or determine an alternate course of action.  Schools are
encouraged to use school-site personnel and support services such
as PSA counselors for assistance.

Once the student is enrolled in the receiving school as planned,
each school shall continue to follow the protocols described below.

l. The sending school shall forward the student's cum, PAR, complete grades
and health record and current class schedule to the receiving school to ensure
the student is properly programmed at the receiving school.

m. For students who receive special education services, the sending school shall
forward a copy of the student's current IEP to the receiving school. 

n. For students with Section 504 plans, the sending school shall forward a copy
of the student’s plan to the receiving school.

6. If, during the student’s term of transfer, the receiving school cancels the O.T., the
student must return to the sending school using the following protocols:
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a. Receiving school acts as “sending school” and follows protocols described
above in section VI. A. (5. a. through 5. k.)

b. Receiving school contacts the (original) sending school to coordinate the
transfer of the pupil records (identified above in Section VI. A. 5. l. through
5. n.).  All records must be forwarded immediately upon the student’s
enrollment. 

c. The school from which the original O.T. was issued is responsible for
following up if the student fails to enroll in school after the cancellation of the
O.T.

B. Receiving School’s Responsibilities

1. Upon the receiving school’s acceptance of a student who has been issued an O.T., 
the administrator/designee responsible for O.T.s at the receiving school shall, in
addition to observing the above-stated protocol, 

a. assure the parent and student that the student is welcome and will be given an
opportunity to succeed; 

b. review the terms and conditions of the O.T. with the parent and student;

c. immediately assign the student to appropriate classes;

d. initiate plans for periodic evaluation and compile and maintain anecdotal  
records, including brief descriptions of any intervention measures attempted;
and 

e. schedule reports to, and conferences with, the parents to inform them of the
student's progress and/or to seek solutions to any adjustment problems.

 2. If at the intake conference the receiving school decides to not enroll the student,
the receiving school shall immediately:

 a. notify the sending school in writing and

 b. refer the parent and student back to the sending school for reassignment .

C. Pupil Accounting Report (PAR) 

When issuing an O.T. in accordance with the above protocol, or when the term of an
O.T. has ended, the school in which the student is enrolled must complete any
required PAR information in accordance with the following procedures:
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1. If on the SIS, follow the directions for generating a computerized PAR.  

2. If not on the SIS, follow the directions on the back of the manual PAR and
distribute, as indicated.  (The manual PAR can be ordered on the Requisition for
Supplies.)

D. Mandatory Reporting

Each receiving school shall ensure that all teachers of students who engage in or are
reasonably suspected to have engaged in any act(s) described in E.C. 48900 et seq. 
(excepting subsection [h]) be so notified, as required by Education Code Section
49079.  

VII. TRAVELING PROGRAMS AND YEAR-ROUND SCHOOLS

A. Traveling Programs

Students in traveling programs (e.g., Magnet, PWT, or CAP) present a unique set of
circumstances.  O.T.s involving these students should adhere to the following
guidelines, after consultation with appropriate District staff (e.g., Office of Student
Integration Services, Operations Administrators, Cluster PSA counselors, and/or 
Transportation Branch personnel).

1. Permits with Transportation (PWT) and Magnet Schools

a. Students in these schools must be offered the opportunity to participate in
another voluntary integration program.  If the parent agrees in writing (see
Attachment D), the designated administrator, with the assistance of the Office
of Student Integration Services and Cluster PSA counselors, will attempt to
effect the placement.  Magnet students may not be given O.T.s to other
Magnet programs unless the sending school administrator has obtained
approval of the Student Integration Office.

b. If the parent requests in writing the return of the student to the school of
residence, the designated administrator shall notify that school's designated
administrator and issue the appropriate PAR.

2. Capacity Adjustment Program (CAP) and Satellite Zone (SAT) Assignments

 a. All student assignments in these programs are for the school year, and the
school of assignment is to be considered the home school for most purposes,
including the issuing and reporting of O.T. activity.
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b. The first choice of receiving school should be another school which receives
students from the same general area.  

c. The designated administrator at the issuing school must explain to the parents
that students may not return to the school of residence until the conditions of
the O.T. have been met.  Once the student has met the conditions of the O.T.,
he may return to the sending school, unless other arrangements are requested,  
and/or agreed to, by the parents.  (See above, Section VI. A. 3.)   

B. Year-Round Schools

1. O.T.s for students assigned to year-round schools should be, so far as practicable,
to schools with similar calendars, and students should be assigned to a track that
will ensure the opportunity for a full school year's attendance.

2. Any transfer from one school calendar to another calendar or track, must attempt
to ensure that the student receives the appropriate number of instructional days.

3. When it is necessary to assign a student to a school on a different calendar, this
must be noted in the written communication to the parent.

VIII. STUDENTS RECEIVING SPECIAL EDUCATION SERVICES

The procedures in Section VI. are applicable to students who receive special education
services.

In general, students who receive special education services are subject to the same
disciplinary actions as other students.  However, under Federal law, districts must provide
a student with disabilities with a placement which appropriately addresses that student’s
needs.  Any change in placement for a special education student can only occur following
an IEP.

A. Students eligible for special education services include any student who has been
assessed and has an IEP and any student about whom the District has prior knowledge
(or should  reasonably have had knowledge) is a student with a disability.

B. Students who receive special education services cannot be transferred for disciplinary
reasons unless the following determinations are made by an IEP team:

1. the behavior was not a manifestation of the student’s disability,

2. the student was appropriately placed,

3. the student understood his/her behavior and consequences,
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4. the student could control the behavior, and

5. behavioral intervention strategies previously identified in the student’s IEP were
provided.

C. In addition to the use of the specific behavior support plan identified in the student’s
IEP, prior to issuing an O.T. the school must also consider and employ all other
appropriate school-site intervention measures.  

D. The school administrator/designee should contact the appropriate Special Education
Services Unit to explore placement options. 

IX. SECTION 504 STUDENTS

In general, Section 504 students are subject to the same disciplinary actions as other
students.  However, under Federal law, districts must provide a student with disabilities
with a placement which appropriately addresses that student’s needs.  

A. Section 504 of the Rehabilitation Act of 1973 is a civil rights law which prohibits
discrimination against individuals with disabilities.  Section 504 requires that students
with disabilities be provided a free, appropriate public education.

B. The sending school must contact the receiving school to determine whether the
Section 504 plan can be fully implemented at the receiving school.  If not, the sending
school must arrange for the student to transfer to a school that can implement the 504
plan.

Note:  See Attachment E for a detailed description of the process for reevaluating a
Section 504 student.

X. STEPS FOR TERMINATING OPPORTUNITY TRANSFERS

Opportunity Transfers may be terminated for one of two reasons: 1) the student completes
the term of the O.T. successfully, or 2) the student fails to successfully complete the term
of the O.T.  The procedures set forth below are to be followed once the term of the O.T.
has ended.  For students who receive special education services, an IEP meeting must be
reconvened and parental consent must be obtained prior to the termination of the O.T. 
(Administrators and their designees are reminded of the limits on the number of O.T.s
which can be issued to a student and that the cancellation of an O.T. prior to its
designated termination date, resulting in the student’s transfer, is subject to the policy and
guidelines in this Bulletin.  See Section IV. H.)
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A.  Successful Experience

       1. When the conditions for return to the home school have been met, the designated
administrator of the receiving school shall review with the student and parent their
options, as previously outlined in the written agreement (Attachment B), and shall 

a. Advise the sending school’s administrator/designee of the student’s imminent
return.

b. Inform the parent of the name of the sending school administrator responsible
for the student’s enrollment.

c. Notify the student and parent of the student’s obligation to immediately return
to, and enroll in, the sending school. 

d. Complete the Opportunity Transfer Termination letter (Attachment F), mail it 
to the parent, and forward a copy to the sending school.  The receiving school  
should also retain a copy.

e. Prepare and distribute a PAR.

f. Forward all pupil records immediately upon the student’s enrollment.

2. If the parent requests, and the school agrees, that the student continue in the
current placement, the receiving school shall inform the sending school in writing
of that decision.  

3. If  a student is matriculating to middle school or high school at the end of the O.T.
term, he or she will matriculate to his or her home school unless the District and
the parent have agreed otherwise.

   
4. Upon the termination of a student who receives special education services, the

school to which the student is returned must conduct an IEP meeting to determine
if any changes in services and placement should be implemented. 

B. Unsuccessful Experience

1. As set forth in Sections IV. H. and I., O.T.s may not be issued or canceled as a
result of problems of truancy, tardiness, or other attendance-related issues.  Nor
may they be used as a remedy for low academic achievement, to circumvent the
provision of special education or Section 504 services, or for being a victim of a
fight (unless such transfer is requested by a parent).  Further, O.T.s cannot be
canceled for arbitrary or capricious reasons.  
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2. O.T.s can be canceled only for reasons which are valid for issuance of O.T.s under
this bulletin.  (See Sections III. A.- D.)

3. The same protocol utilized for issuing O.T.s (described above in Section VI.)
must be used when the student’s O.T. has been canceled. 

 XI. APPEAL PROCEDURES

A. When the parent does not agree with the proposed change of assignment, the school
administrator shall advise the parent of the appeal procedure (Attachment G).  Any
request for an appeal/review must take place within two school days of the school's
decision.

1. An appeal conference should be arranged as soon as possible following the
parent's request.

2. The student and parent must be advised of the student’s obligation to enroll in the
designated receiving school pending the outcome of the appeal.

3. All matters relating to the student, except the appeal, will be handled by the
receiving school.

 
4. At each phase of the appeal process, the appropriate administrator shall report the

appeal decision to the parent, in writing, within three school days of the appeal
conference. 

B. Opportunity Transfer appeals shall be heard as followed:

 1. First step - Sending school principal 

2. Second (final) step - Operations Administrator/designee or Cluster-designated
committee

C. For students who receive special education services, appeals must be submitted to a
committee which includes the Operations Administrator/designee and a designee
from the Division of Special Education. 

An appeal of an O.T. for a special education student must follow standard due process
procedures, as outlined in the Parent Guideline (the gray book) and must include the
involvement of an IEP team.

D. Students who receive Section 504 accommodations shall follow the appeal procedures
described above, in paragraphs A. and B. of this section. 
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XII. INTERSCHOLASTIC ATHLETIC ELIGIBILITY

Students who are given an O.T., or who have an O.T. terminated, may have their
interscholastic athletic eligibility suspended as follows:

A. A student who is transferred for disciplinary reasons is ineligible for athletic 
 competition at the receiving school for a period of one calendar year from the date of

transfer. The student can become eligible upon return to the sending school if the
O.T. is deemed successful by the receiving school.   

B. If the student was, or would have been, ineligible for other reasons, such as
academics, at the issuing or terminating school, these reasons would carry over to the
new school.

C. For students who are issued an O.T. for non-disciplinary reasons, the following
conditions apply:

1. For students who are issued an O.T. for protection, no limitation shall be placed
on athletic eligibility if the O.T. is the first transfer in the student’s high school 
career and IAC Rule 214 will apply.  If the student has previously transferred for
any non-disciplinary reason, a waiver must be requested from the Office of
Interscholastic Athletics in order to maintain varsity athletic eligibility.

2. For students who are issued an O.T. for any other non-disciplinary reason,
principals must show in writing, prior to the transfer, that athletic eligibility has
been approved and IAC Rule 214 will apply.  Note: Based on CIF rules, in the
event that either or both principals decline to approve athletic eligibility, the
student shall be ineligible for all sports for one calendar year from the date of the
transfer.  Individual cases will be reviewed upon appeal to the District.

D. Interscholastic athletic eligibility for all students on an O.T., following any initial
period of ineligibility, shall be based on the standards of the school of attendance.

E. For additional questions on athletic eligibility, contact the Director, Interscholastic
Athletics, at (213) 743-3640.

# # #



LOS ANGELES UNIFIED SCHOOL DISTRICT
Student Health and Human Services

BULLETIN NO. Z-58 ATTACHMENT A
April 20, 1999

CHECKLIST FOR OPPORTUNITY TRANSFER - - PROGRESSIVE DISCIPLINE
(Comprehensive Schools Only)

STUDENT __________________________________________ SCHOOL  _________________________
DOB:  _________________________ GRADE ___________ NO. OF PREVIOUS O.T.s ______________
PARENT: ___________________________ SPECIAL ED. PROGRAM/SERVICES _____________________

DATE OF CURRENT IEP: _______________________________

PARENT NOTICE

Parent: Please return this completed form within two days following the O.T. school conference.  

l. The School Check List was completed by the school and it was provided to me prior to the opportunity
transfer conference.  Yes _____   No _____

2. I agree with the transfer.  Yes ____    No ____ 

3. I have been given a copy of the appeal process.   Yes ____    No ____ 

Signature: ____________________________________________ Date ___________________________

DATES ACTIONS
(Attach additional documentation, as needed)

NAMES OF SCHOOL

OFFICIALS

OUTCOM ES

Student Success Team

504 Review Team (if applicable)

Behavior Intervention Plan (for special

education students)

Other

Evaluation of appropriate placement

teachers

class(es)

referral/identification for special

program:

(gifted, special ed. Impact, DPR, peer

counseling, S WAS , etc.)

Student conferences with

teacher(s)
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DATES ACTIONS
(Attach additional documentation, as needed)

NAMES OF SCHOOL

OFFICIALS

OUTCOM ES

grade counselor

dean/guidance advisor

student mediator 

coordinator

assistant principal

principal

school police

Analysis of school records

cumulative record card

grades, test results, etc.

attendance records

health card

anecdotal/discipline

suspensions

previous O .T.s

Referr als

Tutorial Program

Extended Counseling

Student Study Team/Guidance Com.

School M ental Health

PSA Counselor

School Nurse

School Psycho logist

Children’s  Services

Probation

Enrichment Activities (sports, after

school club s, etc.)

School Official who prepared this form  ____________________________________________________    ______________
Name Title       Date
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SUGGESTED OPPORTUNITY TRANSFER LETTER

In the interest of mutual understanding between the school and the parents, it is recommended that a letter
of this type be prepared by the issuing or terminating school.  Copies should be on file at both schools.

LOS ANGELES UNIFIED SCHOOL DISTRICT
SCHOOL LETTERHEAD

February 4, 1999

Mr. and Mrs. John Doe
450 North Grand Avenue
Los Angeles, CA  90012

RE: James Doe
DOB: April 1, 1986
SCHOOL: East High School

Dear Mr. and Mrs. Doe:

As agreed upon in our conference on Monday, February 3, 1999, your son, James Doe, grade
7, is being transferred from East Middle School to West Middle School.  The effective date of
the transfer is February 7, 1999.  We have arranged an appointment for you and James with
Mr. Harding, principal of West Middle School, for 9:30 a.m. on that date.

At our conference yesterday, as you know, we agreed to the following:  (Include references to such
items as criteria for return to sending school, transportation, program recommendations, graduation,
matriculation, diploma ordering, athletic eligibility, and other pertinent information.)

I hope that the transfer will prove to be of assistance to James.

Sincerely,

Nan Britton
Principal

c: W. G. Harding, Principal, West Middle School
Emily Dickenson, Operations Administrator
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NOTIFICATION TO SENDING SCHOOL OF O.T. ENROLLMENT

Student’s Name: __________________________________ School Issuing Transfer:______________________

Grade Level: _________ Track: _____  District ID # _____________ Date Transfer Issued ________________

(If applicable) LEP Level: _____________________   IWEN Program:  ________________________________

This notice will confirm the enrollment of the above-named student at ________________________________
Receiving School

School, on __________________________
    Date of Enrollment

Designated Administrator: _______________________________
         Print Name

_______________________________
         Signature

9 Please send additional information:   _________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
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FOR STUDENTS IN TRAVELING PROGRAMS ONLY

Permission for my son/daughter _________________________________________  _______________
Name   Birth Da te

Address ___________________________________________________________________________________
Street City      Zip Code

________________ to attend __________________________________________________________________
Phone School     Code Cluster

has been terminated effective _____________________________.   I understand that he or she may:
   Date

1. transfer to another integration program, 

2. be assigned to his or her school of residence or designated CAP/SAT receiving school, or 

3. be assigned to another school in our residence area.

I select # _________: ________________________________________________________________________
Name of School

Signature:  ______________________________________________________ __________________
   Parent or Guardian     Date

Received:  ______________________________________________________   __________________
   Designated School Administrator     Date

c:  School of Residence
 New School of Attendance
 Cluster
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SECTION 504 AND OPPORTUNITY TRANSFERS

(Re-evalua tion and D etermination o f Section 504  Students: Qu estions and A nswers)

Section 504 states that the placement of a student with disabilities cannot be changed as a result of disciplinary action unless the 504
committee first conducts a manifestation determination review to assess whether or not the student’s behavior was related to his or her
disability or to an inappropriate placement.

Consistent with the regulation, before implementing an Opportunity Transfer which may be construed as a significant change in the
placement of a student with disabilities, a school district must conduct a re-evaluation.  The purpose of this re-evaluation is to determine if
the misconduct in question is (1) caused by the student’s disabling condition or (2) if the student’s current educational placement is
appropriate (called a “manifestation determination”).

Who should conduct the re-evaluation and manifestation determination?

The re-evaluation and determination should be made by a group of persons knowledgeable about the student, such as the site administrator
or designee, general education teacher(s), parent/guardian, student (if appropriate), school nurse, or counselor, or any other individual
having knowledge of the child.

What information should be considered during the re-evaluation meeting?

Information may come from a variety of sources, including aptitude and achievement tests, parent input, teacher recommendations,
physical condition, social or cultu ral background, adaptive behavior, report cards, or information from the health card  or cumulative
record, as well as any outside information that may have been provided to the group.  The information obtained should be documented and
fully considered.

When addressing the student’s placement the team will ensure the following:

1. The placement decision is made by persons knowledgeable about the child;

2. The team fully understands the evaluation data;

3. The team is knowledgeable about the placement options;

4. The student identified as disabled under Section 504 will be provided a free and appropriate public education.

What information should the team address when making a manifestation determination?

1. Was the student’s Section 504 Plan and placement appropriate?

a. Was the Section 504 Plan fully implemented?

b. Was there a classroom plan to address the student’s behavior and was it consistent with the student’s Section 504 Plan?

2. Did the student’s disability impair the ability of the student to understand the impact and consequences of the behavior?

3. Did the student’s disability impair the ability of the student to control his or her behavior?

Once the re-evaluation and manifestation determination have been completed and it is determined that the misconduct was not caused by
the student’s disabling condition, the school may proceed in the same manner as it would with a  nondisabled student.

If the behavior is determined to be a manifestation of the student’s disability, the Section 504 team may want to address the
following:

1. Are any changes required in the accommodations provided for the student in the Section 504 plan, or does the plan need to be
updated?

2. Does a classroom plan need to be developed to address the student’s behavior(s)?

3. Could the student benefit from counseling, social skills training, anger management, or conflict resolution training provided at your
site by a school counselor, school mental health worker, or peer counselor?

4. Is the classroom setting for the student appropriate?  Would a classroom change, or a change in school sites, be beneficial to the
student?

5. Is this student a possible candidate for a special education referral?
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O.T. TERMINATION LETTER

In the interest of mutual understanding between the school and the parents, it is recommended that a
letter of this type be prepared by the terminating school.  Copies should be on file at both schools.

LOS ANGELES UNIFIED SCHOOL DISTRICT
SCHOOL LETTERHEAD

February 4, 1999

Mr. And Mrs. John Doe
450 North Grand Avenue
Los Angeles, CA   90012

RE: James Doe
DOB: April 1, 1986
SCHOOL: East High School

Dear Mr. And Mrs. Doe:

______________________________ has successfully completed his/her Opportunity Transfer assignment.
 (Name  of Student) .  

    
He/She may now  return to _______________________________________________________________.

(Name  of Issuing Sch ool)

Please call_____________________________________________________ at ______________________
(Issuing School Designated Administrator) (Phone)

for an appointment.  Be sure to take this letter and the enclosed PAR with you.

If you have any questions, please contact me at ____________________________.
(Phone)

Sincerely,

School P rincipal 

Attachment

c:  (Issuing School)
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O.T. APPEAL PROCESS

Suggested information letter to a parent who disagrees with the decision of the  designated
administrator to implement an O.T. for the student:

LOS ANGELES UNIFIED SCHOOL DISTRICT
SCHOOL LETTERHEAD

February 4, 1999

To the Parent or Guardian of _____________________________________:

District policy provides that a parent or  guardian who disagrees with the designated administrator's
decision to opportunity transfer the student to another school may request and be present at a review of
the recommendation by following the appeal process:

First Appeal ... ___________________, Principal of Issuing School

If necessary,
Second Appeal ... ___________________, Operations Administrator/designee 

Cluster ________________________
Hope Street, Los Angeles, CA  90015
Telephone:  (213) 555-0000

The request for a review of the opportunity transfer decision must take place within two school days of
that decision.

It is your responsibility to enroll your son or daughter in the assigned school pending the outcome of
the appeal.  All matters relating to the transferred student are the responsibility of the new school:

_______________________________________
Name of School

Sincerely,

Designated Administrator

c:   Operations Administrator

          


