
ADMINISTRATIVE CIRCULAR NO. 40 
Office of Instructional Support 

SAN DIEGO CITY SCHOOLS 

Date: October 10, 2003 

To: Elementary Principals, Teachers, and 
Counselors; Division and Department Heads 

Subject: SUPPORT FOR AT-RISK STUDENTS (LEARNING CONTRACT)  

Department and/or 
Persons Concerned: Principals, Vice Principals, Teachers, Counselors 

Due Date: Complete required actions according to timeline in Attachment 3.

Reference: Administrative Procedure 4755 

Action Requested: Develop and implement Elementary Learning Contracts, and ensure support 
for at-risk students, according to Administrative Procedure 4755. 

Attachments: 1.  Sample Learning Contracts K-6 (English and Spanish versions) 
a. How to Access Electronic Learning Contracts 
b. Directions for Completing the Learning Contract form 
c. Parent Information (English and Spanish versions) 

2.  Literacy Performance Expectations, Grades K-6 
3.  At-Risk/Placement and Promotion/Retention Timeline, Grades K-6 

Brief Explanation:

The purpose of this circular is to outline the process for 1) identifying students who are at risk 
of not meeting grade-level standards, and 2) developing a Learning Contract as part of the 
ongoing support system for these students. 

The Blueprint for Student Success provides a comprehensive set of prevention, intervention, and 
acceleration strategies to support all students to meet state grade-level standards.  Students at risk of 
not meeting standards in literacy and/or mathematics need to be identified early in the school year.
Parents/guardians must be contacted and interventions should begin as early as possible.  Teachers 
must complete a Learning Contract for each at-risk student by the end of the first parent conference 
window to document student academic progress and delineate interventions to support improvement 
in the student’s achievement.  Student progress should be monitored and reported to parents on an 
ongoing basis throughout the year.  A final report of progress must be given to parents/guardians in 
the spring, along with a decision regarding promotion/retention and placement for the following year.   

Administrative procedure 4755 covers the promotion/retention and intervention processes for all 
elementary students.  This procedure can be found on the district website at 
http://prod031.sandi.net/procedures/pdf/pp4755.pdf.
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How the Learning Contract Supports the At-Risk Student
The Learning Contract: 

Serves as an agreement among the teacher, parent/guardian, and student; 
Outlines the responsibilities of each stakeholder in the intervention process; 
Documents student academic performance1;
Delineates required interventions; and 
Makes the potential consequences clear to all stakeholders. 

Attachment 1 includes:  1) samples of the 2003-2004 Elementary Learning Contract (Grades K-6), 
one in English, one in Spanish. (Note:  This year the Learning Contract—in English and in Spanish—
is only available electronically via the Student Information System [SIS].); 2) directions for accessing 
the Learning Contract through the SIS; 3) directions for teachers to complete the Learning Contract; 
and 4) parent information. 

The Parent Letter (in English and Spanish) and the Teacher Directions are also available for printing 
from the Standards, Assessment, and Accountability Division (SAA) website at 
http://prod031.sandi.net/saa/LC/index.asp.  In addition, blackline masters for the Learning Contract and 
Parent Letter in the following languages—Cambodian, Vietnamese, Lao, and Somali—can be found at 
the SAA website.

Identification of At-Risk Students Needing Extra Support and a Learning Contract
At-risk students are those who are Below or Significantly Below grade-level performance 
expectations on the district-designated assessments (i.e., DRA, SDRT, ARI).

Attachment 2 provides the Literacy Performance Expectations for 2003-04.  Please note that the 
DRA expectations for Kindergarten, Grade 1 (cycle 1), and Grade 2 (cycle 1) have been revised.

Procedures for Preparing the Learning Contract and Providing Support
The steps below outline the general process and timeline for supporting at-risk students.   

Identify at-risk students in Grades 1-6 within the first ten weeks of enrollment.  (Kindergarten 
students are not identified at risk). 
Develop the Learning Contract during a teacher-student-parent/guardian conference within about 
four weeks following the end of the first grading period (or within four weeks of identification for 
newly enrolled students). 
Implement appropriate support and interventions at the school site. 
Communicate regularly with the parent/guardian about the student’s academic needs and progress. 
Initiate a Learning Contract for a student at any time during the school year if the student’s 
performance falls below grade-level expectations. 
Complete a Teacher Decision to Promote or Retain form at the end of the year for each at-risk 
student (forms will be available in the spring). 

1 At Title I Program Improvement schools required to provide supplemental instructional services under No Child 
Left Behind, the Learning Contract serves as additional documentation for students receiving such services.  The lowest 
performing students from low-income families have the highest priority for supplemental services. 
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Attachment 3 provides a more detailed timeline.  

Informing Parents and Engaging Their Support

It is crucial to inform and enlist parental support during every point in the at-risk student 
intervention process. 

The Parent and Community Involvement Department has tips on home-school communication and on 
supporting literacy and numeracy at home.  These ideas can be viewed on the district website at 
http://prod031.sandi.net/parent. Information found at this site includes: 

Newsletters (click on “Information for Newsletters”) with topics such as “5 Ways to Help 
with the School Year” and “Making the Most of Conferences” are available to download and 
print for school site distribution. 
“Tips For Parents,” “School Success Ideas for Parents” and the “What’s New?” sections offer 
strategies and suggestions to support students at home.  

Questions about the Elementary Learning Contract may be directed to the Planning and 
Accountability Department at (858) 496-4048 or via e-mail to Elizabeth Kramer 
(ekramer@mail.sandi.net).

Linda Dusharme  
Program Manager  
Planning and Accountability

APPROVED:  

Mary Hopper
Chief Academic Officer  

LD:SM
mv/ek

Attachments (3) 

Distribution: Lists A, D, and J
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Accessing Electronic Learning Contracts
(includes Secondary Placement Recommendation forms) 

How to Access Learning Contracts Electronically

1. Log on to the District's SISCS menu. 

2. Select "Reports". 

3. Select "Query". 

4. In the window that opens, select "Category," and a drop-down menu will appear with a list of available 
queries.  Select "Learning Contract," then press “Search.” 

5. A new window will open with the 
following list choices: 

* K-6 
* K-6 Spanish 
* 6-8     
* 6-8 Spanish  
* 9-12  
* 9-12 Spanish 
* Secondary Placement Recommendation 
* Secondary Placement Recommendation 

Spanish

6. After choosing the desired Learning Contract query, press the "Select" button, followed by “Execute.”  A new 
window will open with prompts for entering 1) the student’s ID, grade level or section number, and 2) the school 
number.  Learning Contracts may be printed by entering an individual student ID, a grade level or section. 

Additional Learning Contract Support Materials
Directions for teachers on completing the Learning Contract and an information letter for parents/guardians (in 
English and in Spanish) are available from the Standards, Assessment, and Accountability (SAA) Division 
website at http://prod031.sandi.net/saa/LC/index.asp.

Further Information
The district's IT department has published a reference booklet for those who would like further assistance with 
the query process using the Student Information System (SIS).  The online booklet can be accessed at: 
http://www-tss.sandi.net/isb/publications/index.html.  Once this site is accessed, you can locate the information 
by scrolling down to the "SISCS Query" paragraph, and clicking on "Using SISCS Query." 

We welcome your feedback and questions at 619-725-7185. 

7. After entering the data, press "OK". The next 
screen will show the selected student's 
customized Learning Contract, with his/her 
assessment data included.  Scores that are 
viewable are for the most recent test taken 
during the previous year.

8. To print the Learning Contract, go to the File 
menu in the toolbar and select “Print.” 
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Teacher Directions-EL   

A Learning Contract is developed for all students1 who are below or significantly below grade level in literacy and/or 
mathematics, based on district-designated assessments and performance cut-points.  English Learners (ELs), including those 
who are making timely progress in developing English language proficiency, are at risk of not meeting grade-level standards in 
English Literacy.  Therefore, a Learning Contract must be developed for all EL students to ensure they receive all appropriate 
additional supports.   

Beginning in 2003-04, the Learning Contract form will only be available electronically, via the Student Information System 
(SIS).  This will facilitate accessing and recording results, since student information and test scores are electronically uploaded 
into the form.  The teacher then completes the lower half of the form after it is printed.  The following are instructions for 
completing the Learning Contract form.

AASSSSEESSSSMMEENNTT RREESSUULLTTSS

Provide the following information as needed. 

Literacy Assessments
Developmental Reading Assessment (DRA, Gr. K-3) – Report the most recent DRA Level and the associated performance 
level (AA, B, SB). 

Evaluación del desarollo de la lectura (EDL, Biliteracy Programs only, Gr. K-3) – Report the most recent EDL Level and 
the associated performance level (AA, B, SB). 

Stanford Diagnostic Reading Test (SDRT, Gr. 4-6) – Report the grade-level equivalent difference for Total Reading and the 
associated performance level (AA, B, SB). 

CA Standards Test:  English Language Arts (CST, Gr. 2-6) – Report the Scale Score and the corresponding performance 
level (A, P, B, BB, FB). 

Analytical Reading Inventory (ARI, Gr. 4-6) – Report the student’s instructional reading level and associated performance 
level (AA, B, SB).   

California English Language Development Test (CELDT, Gr. K-6) – Report the Scale Score for the English Learner’s 
Overall Proficiency Level (OPL) and the associated proficiency level (B, EI, I, EA, A).  

Mathematics Assessments
CA Standards Test:  Mathematics (CST, Gr. 2-6) – Report the Scale Score and the performance level (A, P, B, BB, FB). 

District Mathematics Test (DMT, Gr. 5-6) – Report the student’s Raw Score, and the associated performance level from the 
performance matrix (score + math grade). 

Please Note:  It is not mandatory to identify at-risk students in mathematics; however, students may be identified as at risk by 
classroom performance and grades (D=Needs Improvement or F=Unsatisfactory).

Complete these sections manually on the printed form: 

Teacher Judgment
Additional comments are optional.  If needed, indicate other academic information (e.g., site assessments, teacher-developed 
tests, grades) that provides additional data about student performance. 

Academic Interventions and Supports
Interventions and supports vary by school.  Indicate the classroom and extended learning interventions and supports provided 
for this at-risk student.  The Supplemental Instruction box should be checked for students at Title I Program Improvement 
Schools (Years 2 and 3) who are receiving supplemental services as part of No Child Left Behind (NCLB). 

Stakeholder Signatures
The Learning Contract shall be signed by the student, teacher, and parent/guardian during a student-teacher-parent/guardian 
conference.

1 Excluding Special Education students in Special Day Classes 
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Attachment 1c

Information for the Parent or Guardian: 

Each school in the district is working with children, parents, and guardians to help students succeed academically and meet 
state grade-level standards.  These standards are what we expect students to know and be able to do at each grade.  San 
Diego City Schools is committed to providing all children with the instructional supports they need to be able to perform at 
grade level.

A Learning Contract is developed for each student who is at risk of not meeting state standards in reading and/or 
mathematics according to district and state assessments.   The Learning Contract recommends supports and interventions 
that the teacher and school will provide to help your student succeed and be promoted to the next grade.  A student who does 
not meet grade-level standards during this school year may have to repeat the current grade level.   

Family involvement plays a critical role in children’s success at school.  For students to improve their academic performance, 
it is essential that their schools and families work together to provide encouragement and support.  Learning Contracts are 
designed to help students, their families, and schools become effective partners so all students can achieve at higher levels. 
If you would like to learn more about how you can help your child succeed in school, please contact your child’s school.  We 
also invite you to visit the district’s Parent Involvement and Support website at http://prod031.sandi.net/parent/.

The Learning Contract includes the test results your child’s teacher used to evaluate his/her academic performance as well as 
academic interventions and supports your child may receive this year.  The assessment scores and levels are explained in 
the chart below.

E X P L A N A T I O N  O F  S C O R E S
Assessment What the Score Means… 
Developmental Reading Assessment (DRA) 
Evaluación del desarrollo de la lectura (EDL, English 
Learners in Biliteracy Programs) 

Indicates the level of book your student can read with the 
teacher’s guidance 

Analytical Reading Inventory (ARI) 

Stanford Diagnostic Reading Test (SDRT) 

Shows the difference between your student’s test score and 
grade level at the time of testing.  (Example:  -2.2 means your 
student was reading at a level about 2 years, 2 months below 
grade level; 1.5 means your student was reading at about 1 year, 
5 months above grade level.) 

CA Standards Test (CST):  English Language Arts, 
Mathematics 

Shows the Scale Score, which comes from the number of 
correct answers for the academic standards specified for your 
student’s grade level.   

CA English Language Development Test (CELDT, English 
Learners)

Indicates the Scale Score, which comes from the number of 
correct answers.  The CELDT scale ranges from 220-710 
(Grades K-1), and 265-692 (Grades 2-12).

District Mathematics Test (DMT) Shows the Raw Score, which is the number of correct answers. 

E X P L A N A T I O N  O F  L E V E L S
Assessment  What the Level Means… 

AA = At/Above Grade Level 
B = Below Grade Level DRA, EDL, ARI, SDRT, DMT  

SB = Significantly Below Grade Level 
A = Advanced 
P = Proficient 
B = Basic 
BB = Below Basic 

CST (State-Assigned Performance Level.  To meet the state 
standards, your student must reach the Proficient level or 
above.)

FB = Far Below 
B = Beginning 
EI = Early Intermediate 
I = Intermediate 
EA = Early Advanced 

CELDT (Overall English Proficiency Level) 

A = Advanced 
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Attachment 1c

Información a los Padres o Tutores: 

Todas las escuelas del distrito trabajan con los alumnos, padres y tutores para ayudar a los primeros a triunfar 
académicamente y a cumplir con los criterios establecidos para cada grado escolar. Estos son lo que esperamos los alumnos 
sepan y sean capaces de hacer en cada grado escolar.  San Diego City Schools se compromete a brindarles a todos los 
alumnos el apoyo didáctico necesario para desempeñarse de acuerdo a su grado escolar. 

A cada alumno que corre el riesgo de no cumplir con los criterios establecidos en lectura y/o matemáticas de acuerdo 
con las evaluaciones del distrito y del estado se le crea un Contrato de Aprendizaje.   En este contrato se recomiendan 
apoyos e intervenciones que el maestro y la escuela brindarán para ayudar al alumno a triunfar y a ser promovido al siguiente 
grado escolar.  Un alumno que no cumple con los criterios establecidos durante el año escolar podría tener que repetir el 
grado que actualmente cursa.   

La participación de la familia tiene una función crítica en el éxito estudiantil.  Para que los alumnos mejoren su desempeño 
académico, es esencial que sus escuelas y familias colaboren para brindarles aliento y apoyo.  Los Contratos de Aprendizaje 
están diseñados para ayudar a los alumnos, a sus familias y a las escuelas a hacerse socios eficientes con el fin de que todos 
los alumnos puedan desempeñarse a niveles más elevados.  Si usted desea saber más sobre la forma de ayudar a su hijo/hija a 
triunfar, llame a su escuela.  También los invitamos a visitar el sitio electrónico para la Participación y Apoyo a los Padres 
http://prod031.sandi.net/parent/.

El Contrato de Aprendizaje incluye los resultados de las pruebas que el maestro de su hijo o hija usó para evaluar su 
desempeño académico, así como las intervenciones y apoyo académico que el alumno podría recibir este año. Los 
resultados y niveles de las evaluaciones se explican en el diagrama de abajo.

E X P L I C A C I Ó N D E L O S R E S U L T A D O S
Evaluación Lo que significa el resultado… 
Developmental Reading Assessment (DRA) 
Evaluación del desarrollo de la lectura (EDL, Alumnos en 
Vías de Aprender Inglés en Programas de Bilectoescritura) 

Indica el nivel del libro que el alumno puede leer con la guía del 
maestro 

Inventario de lectura analítica (ARI) 

Prueba Stanford de diagnóstico de la lectura (SDRT) 

Muestra la diferencia entre el resultado de la prueba de su hijo y 
el grado que cursaba al tomar la prueba. (Ej.: -2.2 significa que 
el alumno lee a un nivel 2 años, 2 meses inferior al de su grado 
escolar; 1.5 el nivel de lectura de su hijo es alrededor de 1 año y 
5 meses superior al de su grado). 

Prueba de criterios de California (CST): Disciplinas 
lingüísticas, Matemáticas 

Muestra el resultado de la escala, que proviene del número 
correcto de respuestas en los criterios académicos especificados 
para el grado escolar del alumno. 

Prueba de desarrollo del idioma inglés de California 
(CELDT, Alumnos Vías de Aprender Inglés) 

Indica el resultado de la escala, que proviene del número 
correcto de respuestas.  La escala de CELDT va de 220 a 710 
(Grados K-1) y 265 a 692 (Grados 2-12). 

Prueba de matemáticas del distrito (DMT) Muestra el resultado bruto, que es el número de aciertos 

E X P L I C A C I Ó N  D E  L O S  N I V E L E S
Evaluación Lo que significa el nivel… 

AA = Justo/Superior a su grado escolar correspondiente 
B = Inferior a su grado escolar correspondiente DRA, EDL, ARI, SDRT, DMT  

SB = Considerablemente inferior a su grado escolar 
A = Avanzado 
P = de Dominio 
B = Básico 
BB = Inferior al Básico 

CST (Nivel de desempeño asignado por el estado. Para 
lograr los criterios del estado, el alumno debe llegar al nivel 
de Dominio o superior.) 

FB = Muy Inferior al Básico 
B = Principiante 
EI = Intermedio Principiante 
I = Intermedio 
EA = Avanzado Principiante 

CELDT (Nivel General de Desempeño en Inglés) 

A = Avanzado 
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LITERACY PERFORMANCE EXPECTATIONS FOR ALL STUDENTS 
GRADES K-6 

Developmental Reading Assessment (DRA) 
Evaluación del desarrollo de la lectura (EDL)

Grade Level Time of Year Grade-Level 
Expectation

Below 
Grade Level 

Significantly Below Grade Level 

K Cycle 1 
 Cycle 2 

Level   3 – A 

 Cycle 3 Level   8 – 4 

Teachers should discuss students’ progress in relation to grade-
level expectations during parent conferences.  Learning Contracts 

are not required and retention is strongly discouraged. 

1 Cycle 1 Level 10 – 8 Level   6 – 4  Level 3 or below 
 Cycle 2 Level 12 Level 10 – 8 Level 6 or below 
 Cycle 3 Level 16 Level 14 – 10  Level 8 or below 

2 Cycle 1 Level 20 – 18 Level 16 – 12 Level 10 or below 
 Cycle 2 Level 24 Level 20 – 14  Level 12 or below 
 Cycle 3 Level 28 Level 24 – 18 Level 16 or below 

3 Cycle 1 Level 30 Level 28 – 18 Level 16 or below 
 Cycle 2 Level 34 Level 30 – 24 Level 20 or below 
 Cycle 3 Level 38 Level 34 – 28 Level 24 or below 

4* Cycle 1 Level 38 Level 34 – 28 Level 24 or below 
 Cycle 2 Level 40 Level 38 – 30 Level 28 or below 

(ELs only) Cycle 3 Level 40 Level 38 – 30 Level 28 or below 

Stanford Diagnostic Reading Test (SDRT)
Grade 
Level 

Time of Year At/Above/Close To 
Grade Level 

Below 
Grade Level 

Significantly Below 
Grade Level 

4–5 
Any administration of test  

(Use grade level of student at 
time of test administration) 

1.0 year or less below 
grade level 

1.1–2.0 years below 
grade level 

2.1 years or more below 
grade level 

6
Any administration of test  

(Use grade level of student at 
time of administration) 

1.0 year or less below 
grade level 

1.1–3.0 years below 
grade level 

3.1 years or more below 
grade level 

Analytical Reading Inventory (ARI)
Grade 
Level 

Time of 
Year

Form Grade Level 
Expectation

At/Above/Close To 
Grade Level 

Below 
Grade Level 

Significantly Below 
Grade Level 

4* Pre-SDRT A Level 4 Level 3 and above Level 2 Level 1 or below 
Post-SDRT B Level 4 Level 4 and above Level 3 Level 2 or below 

SS C Level 4 Level 4 and above Level 3  Level 2 or below 
5 Pre-SDRT A Level 5 Level 4 and above Level 3 Level 2 or below 

Post-SDRT B Level 5 Level 5 and above Level 4 Level 3 or below 
SS C Level 5 Level 5 and above Level 4  Level 3 or below 

6 Pre-SDRT A Level 6 Level 5 and above Level 4 Level 3 or below 
Post-SDRT B Level 6 Level 6 and above Level 5 – 4 Level 3 or below 

SS C Level 6 Level 6 and above Level 5 – 4  Level 3 or below 

* Administration of DRA to English Learners at Grade 4 is required at the end of Cycle 3 only.  All other Grade 4 
students may be identified at-risk on DRA scores from the end of Grade 3 (see Cycle 3 expectations above); from 
an optional administration of DRA at Grade 4 (see expectations above); or from administration of the ARI. 
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Identification of At-Risk Students
Students are considered in need of additional support in literacy if they are not meeting grade-level expectations.  
Beginning at Grade 1, a Learning Contract must be developed and implemented for each student below and 
significantly below grade level to outline 1) supports and interventions, and 2) the roles and responsibilities of 
each stakeholder in the learning process. 

English Learners and Biliteracy Program Students
English Learners, including those who are making timely progress in developing English language proficiency, 
are at risk of not meeting grade-level standards in English literacy.  Students performing at expected levels (see 
Performance Expectations charts) are making timely progress in acquiring English and reading in English.  
However, for the purposes of ensuring appropriate support, they should be considered at risk of not meeting 
grade-level standards. 

The following guidelines should be used for determining at-risk status of students in the Biliteracy for Spanish 
Speakers Program:

1. Look at the student’s reading level in Spanish (EDL).  If the student is below or significantly below 
grade level based on the performance expectations above, the student is at risk of not meeting grade-
level standards in literacy. The student needs a Learning Contract and appropriate supports and 
interventions to improve Spanish reading skills as well as continue to improve English language 
proficiency. 

2. Look at the student’s reading level in English (DRA).  If the student is reading below or significantly 
below grade level based on the performance expectations above, the student is at risk of not meeting 
grade-level standards in English literacy (even if the student is at or above grade level in Spanish 
reading).  The student needs a Learning Contract and appropriate supports and interventions to improve 
English language proficiency and English reading skills. 

Retention Considerations
Grade 1 students who are significantly below grade level at the end of the year should be retained.  However, to 
be considered for retention, first-grade English Learners who are significantly below grade level in English 
reading must also be significantly below grade level in English Language development (SOLOM score of 15 or 
below).  Students may be retained at any grade level if they are significantly below grade level at the end of the 
year and have not participated in recommended supports and intervention programs. 
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LC-EL

Action Date Action Taken Responsible
Party

a. First four (4) weeks of  
 student enrollment 

Provide information to parent(s)/guardians(s) about 
district promotion/retention policy (e.g. Facts for Parents,
School Handbook). 

Principal

   
 Distribute/collect Home/School Compact  
   
b. No later than tenth week 
 of enrollment 
 (Grades 1-6) 

Formally identify students at risk based on assessment 
information and teacher judgment; ensure that students 
who were promoted last year “with interventions” are 
included in the identification process. 

Assigned
Classroom  
Teacher(s) 

   
 Title I/Program Improvement Schools (Years 2 & 3)

Identify students for Supplemental Instructional Services 
as part of No Child Left Behind (NCLB). 

Notify parent/guardian of student at-risk status. 

Initiate placement of student in appropriate interventions 
available at school site. 

Principal/
Teacher(s) 

Teacher(s) 

Teacher(s) 

   
c. No later than four (4) 
 weeks following the end 
 of the first grading period 
 within four (4) weeks of 
 identification 

Convene and conduct conference with parent/guardian to 
document student’s at-risk status; develop Learning 
Contract; and obtain signatures on contract by teacher, 
student and parent/guardian.  

Teacher(s) 

   
d. On-going Implement student intervention strategies outlined in 

Learning Contract. 

Assess student progress on an on-going basis. 

Communicate with parent/guardian concerning the 
student’s progress and document communications. 

Teacher(s) 

Teacher(s) 

Teacher(s) 

   
e. End of second grading 
 period 

Inform parent/guardian of student progress through 
distribution of report cards. 

Principal

 Conduct conferences with parent/guardian to discuss 
student progress. 

Teacher(s) 

   
f. April-May Inform parents of student reading performance based on 

Stanford Diagnostic Reading Test (SDRT) via centrally 
mailed letters (Grades 4-6). 

District

   



                                                    At Risk and Promotion/Retention Time Line  Attachment 3           
Grades K-6 

2003-04 Academic Year

Action Date Action Taken Responsible
Party

g. Within last six (6) 
 weeks of instruction  

Evaluate student’s academic performance based on 
designated performance measures and, if needed and 
appropriate, additional evidence of student academic 
achievement, participation in support and intervention 
opportunities, and readiness for the next grade level. 

Teacher(s) 

Consult with the principal and the student’s 
parent/guardian. 

Teacher(s) 

   
 Convene meeting with parent/guardian upon request to 

discuss student’s academic program for the coming year. 
Teacher(s) 

   
 Indicate decision on “Teacher Decision to Promote or  

Retain:  Grades K-6” form, sign form and submit to 
principal for signature; indicate decision on Elementary 
Progress Report Collection Form (report card scan 
sheet).*

Teacher(s) 

   
h. At least three (3) weeks 
 prior to end of school 

Sign “Teacher Decision to Promote or Retain” form.  
Notify parent/guardian of decision and the opportunity to 
convene a meeting to discuss student’s academic program 
in the coming year or appeal the decision. 

Principal

   
i. Prior to end of school 
 year 

Conduct appeal process if requested by parent/guardian. Principal 

   
j. End of school year All Grades:  Distribute remaining copies of Teacher 

Decision to Promote or Retain form.  Exit grade:  Send 
appropriate copy of Teacher Decision Promote or Retain 
form to receiving middle-level school.  File all original 
documents in the student’s cumulative folder. 

Principal

   
k. End of summer school Review student progress and assessment results.  Confirm 

or revise promotion/retention decision.  Inform 
parents/guardians of student performance and final 
promotion/retention decision.  All Grades:  Distribute 
remaining copies of Teacher Decision to Promote or 
Retain form.  Exit grade:  Send appropriate copy of 
Teacher Decision to Promote or Retain form to receiving 
middle-level school; file original document in the 
student’s cumulative folder.   

Principal

*At Grades 1-6, the classroom teacher makes the final decision regarding promotion or retention. 
At Kindergarten, the final decision regarding promotion or retention is made by the principal in consultation with 
the teacher and parent.  Kindergarten students cannot be retained without parental permission. 


