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SAN DIEGO UNIFIED SCHOOL DISTRICT 
 
Date: December 8, 2006 
 
To: All High School Principals; Assistant Superintendents 
 
Subject: AMENDMENTS TO ADMINISTRATIVE PROCEDURE 4770: 

GRADUATION FROM SENIOR HIGH SCHOOL 
 
Department and/or  
Persons Concerned: Principals, Vice Principals, Registrars, School Secretaries, and Clerks 
 
Due Date: Complete the Principal’s Certification of Graduates form within one week of 

each graduation event (e.g., June commencement, end of Summer School, 
October 1, and Mid-Year) 

 
Reference: Graduation from Senior High School, Administrative Procedure 4770  
 
Action Requested: Review revised procedure and implement new policies. 
 
Attachments: 1. Administrative Procedure 4770; Revised November 8, 2006 
 2. Principal’s Certification of Graduates 
 
Brief Explanation: 
 
Administrative Procedure 4770 addresses graduation from senior high school, including coursework 
requirements, GPA calculation, and commencement exercises.  This procedure has been revised with 
the assistance of school site and central office personnel over the past year.  Several notable 
amendments to the procedure are described below. 
 
Grade-Level Placement Based on Credits Earned 
For many years, Administrative Procedure 4770 has defined the rules for determining high school 
students’ grade levels based on credits earned toward graduation.  Until recently, it has been the 
responsibility of school personnel to determine grade level based on these rules and to ensure that 
grade level placements are correct.  However, the criteria have not always been consistently applied by 
all schools. 
 
This inconsistency frequently causes problems when the district 1) administers the California High 
School Exit Exam (CAHSEE) and Standardized Testing and Reporting (STAR) Program assessments 
based on student grade level, 2) tracks the progress students are making in their high school careers, 
and 3) conveys to students how far along they are in meeting high school graduation requirements.  
Due to these and other issues, the decision was made that students’ grade levels need to be more 
accurate.  High school principals and head counselors were informed last year that a centralized, 
automated process would update high school students' grade levels based on the number of credits 
they have earned. 
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In September 2006, to ensure consistent application of the criteria in Procedure 4770, the Research and 
Reporting Department recalibrated individual high school student grade levels to reflect actual 
numbers of credits earned.  With the help of the Information Technology (IT) Department, these 
corrected grade levels were loaded into Zangle.  This process will be completed at the beginning of 
each semester.  As a reminder, high school student grade level placements based on this application 
should not be “fixed” by schools. 
 
According to Administrative Procedure 4770: 
 

• Students with 9 or fewer credits will be considered 9th grade students; 
• Students with between 10 and 20 credits are 10th grade students; 
• Students with between 21 and 30 credits are 11th grade students; and, 
• Students with 31 or more credits are 12th grade students. 

 
There are several exceptions to the application of the above listed rules which have been accounted for 
in the automated grade level assignment process: 
 

1)  A student’s credit-based grade level may not exceed his/her expected grade level, derived from the 
academic year in which he/she entered Grade 9.  For example, a third-year student (who first 
entered 9th grade in the 2004–2005 school year and is in the Class of 2008) who has earned 32 
credits toward graduation after the first semester of the 2006–2007 school year will still be 
considered an 11th grade student for that school year. 

 

2)  Students for whom one or more semesters of academic history data are missing (e.g., students who 
recently entered the district and have not yet had official transcript data entered into their record) 
will be considered to be in the correct grade level determined by the student’s school. 

 

3)  Non-diploma-bound students’ grade levels will not be determined based upon credits earned but 
will be incremented by one grade level each year after they enter the 9th grade (until 12th grade). 

 

4)  Non-concurrently enrolled Adult Education students and students in the Joint Diploma Program 
will be considered to be in the 12th grade. 

 

5)  Charter schools will be excluded from the “automated” grade level calculation. 
 
It should also be noted that the Research and Reporting and IT Departments are working together to 
add a “Class of” designation to Zangle that is based on the year students entered 9th grade.  Additional 
information will be provided when the “Class of” designation is operational. 
 
Science Requirements 
Last fall, the Board of Education approved several changes to the district’s science requirements.  Six 
(6) semester credits of science are required.  Specific course requirements are as follows: 
 
1)   Two (2) credits of life science (biology or other University of California [UC]-approved laboratory 

science courses in the ‘d’ subject area),  
 

2)  Two (2) credits of physical science (physics, chemistry, or other UC-approved laboratory science 
courses in the ‘d’ subject area), 

 

3)  Two (2) additional credits of UC-approved science coursework in the ‘d’ (laboratory science) or 
‘g’ (elective) subject areas.   
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Summer Diplomas 
The following language regarding students who complete graduation requirements during or after 
summer school has been updated in Administrative Procedure 4770. 
 

While students may not participate in June commencement exercises at the individual high 
schools if they have (a) earned fewer than 44 credits in required coursework, (b) attained less 
than a 2.0 WGPA in Grades 9-12, (c) failed to present a senior exhibition that meets school-
site criteria, and/or (d) not passed the CAHSEE, they have until the end of summer school 
following their senior year to complete all requirements in order to receive a diploma with 
their graduating class (i.e., with the same “Class of” date).  These students may elect to 
participate in the district-level commencement ceremony held in August. 
 

Students who complete all graduation requirements by the end of summer school following 
their senior year (and receive confirmation by October 1 that they have passed both portions 
of the CAHSEE as of the July administration) may also receive diplomas with their 
graduating class (i.e., with the same “Class of” date).  This October 1 “graduation event” is 
available only as an accommodation for students who 1) completed all district graduation 
requirements by the end of summer school following their senior year and 2) participated in 
the July administration of the CAHSEE and received notification by October 1 that they have 
passed both portions of the exam.  These students may elect to participate in a district-level 
recognition event held in November. 
 
Students who did not complete all district graduation requirements after the end of summer 
school following their senior year and/or who have not passed both portions of the CAHSEE 
by the July administration will receive their diplomas with the next year’s graduating class. 

 
 

Principal’s Certification of Graduates 
Beginning in the 2006-07 academic year, a Principal’s Certification of Graduates form (Attachment 
2) must be completed within one week of each graduation event (e.g., June commencement, end of 
Summer School, October 1, and Mid-Year).  This certification form serves as an assurance that 1) all 
students receiving diplomas have completed all graduation requirements and 2) students who did not 
meet all graduation requirements but received a diploma were granted waivers.   
 

Per Administrative Procedure 4770, waivers to the district graduation requirements may be granted in 
specific cases with compelling circumstances.  Principals have the authority to grant waivers and will 
make the determination on a case-by-case basis.  (Note: The CAHSEE graduation requirement is state-
mandated and may not be waived by the principal.)  The names of all students granted waivers as well 
as student ID numbers, specific graduation requirement(s) waived, and rationale for the waiver must 
be listed on the Principal’s Certification of Graduates form.  The certification form must be signed by 
the principal and a copy must be provided to the Assistant Superintendent and the Standards, 
Assessment, and Accountability Division within one week of each graduation event.  
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For additional information about graduation requirements or Administrative Procedure 4770, please 
contact the Standards, Assessment, and Accountability Division at 619-725-7166. 
 
 Karen Volz Bachofer 
 Executive Director 
 Standards, Assessment, and Accountability Division 
 
 
APPROVED: 

 
Geno Flores 
Deputy Superintendent 
 

Attachments (2) 
 
Distribution:  Lists A, B, and F 


