
ADMINISTRATIVE CIRCULAR NO. 112 
 Office of the Deputy Superintendent 

 
SAN DIEGO UNIFIED SCHOOL DISTRICT 

 
Date: May 7, 2007 
 
To: Elementary School Principals; Area Superintendents; Division and 

Department Heads 
 
Subject: RETENTION/PROMOTION AND PLACEMENT DECISIONS 

FOR AT-RISK STUDENTS  
 
Department and/or  
Persons Concerned: Principals, Vice Principals, Teachers, and Counselors 
 
Due Date: Complete required documentation by the end of the academic year. 

  
 
References: District Procedure No. 4755, Retention/Promotion and 

Placement/Articulation, K-6 (Elementary) 
 
Administrative Circular No. 39, Support for At-Risk Students in  
Grades K-6 (Learning Contracts), October 13, 2006 
 

Action Requested: Review and implement retention/promotion procedures for at-risk students. 
  
Attachments: 1. Decision to Retain or Promote Forms 

a. Grades 1-4/5, English version 
b. Grades 1-4/5, Spanish version 
c. Grades 5/6, English version 
d. Grades 5/6, Spanish version 

 2. Decision to Retain or Promote Forms:  Teacher Directions 
a. Grades 1-4/5 
b. Grades 5/6 

3. Decision to Retain or Promote Forms:  Electronic Form Instructions  
4. Parent/Guardian Information 

a. English version 
 b. Spanish version 
5. Parent/Guardian Conference Request Form 
6. Agreement for Pupil to Continue in Kindergarten Forms 
 a. English version 
 b.  Spanish version 
7. Literacy Performance Expectations, Grades K-6 
8. Literacy Performance Expectations and Placement Guidelines, Grades 

6-7 
9. Mathematics Performance Expectations and Placement Guidelines, 

Grades 6-7 
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Brief Explanation:  
 
The primary purpose of this circular is to call your attention to the actions that must be taken at the 
end of the school year for students identified as at-risk of not meeting grade-level standards. 
 
This circular and attachments contain important information related to student retention/promotion and 
placement/articulation.  It is essential that site administrators, teachers, and counselors carefully review 
all of the attached materials to ensure that the retention/promotion and student placement processes 
outlined in Administrative Procedure No. 4755 are followed consistently throughout the district. Please 
discard all related materials from previous years. 
 
Description of Attachments 
 
1.  Decision to Retain or Promote Forms 
 
Attachments 1a through 1d are copies of the Decision to Retain or Promote forms for Spring 2007, in 
English and Spanish.  A form must be completed for each at-risk student (i.e., each student with a 
Learning Contract), even if the student is not being considered for retention.  Teacher instructions for 
completing the Decision to Retain or Promote forms are found in Attachments 2a-2b.   
 
All forms can be accessed and printed electronically at the school site via the Student Information 
System (SIS) Student Query.  (Information on how to access data via the SIS Student Query can be 
found at http://studata.sandi.net/research/siscs/index.asp.)  All current student demographic and 
assessment information is pre-printed on the document.  Directions for accessing the electronic forms 
are included in Attachment 3.  Additionally, blank forms can be downloaded and printed from the 
Standards, Assessment, and Accountability Division website at 
http://studata.sandi.net/saa/Placement/index.asp.  These are available in several languages: Spanish, 
Cambodian, Lao, Somali, and Vietnamese. 
 
• There are separate forms for Grades 1-4/5 and Grade 5/6 (exit grade). 
 
• For Grade 1 students who are candidates for retention, the retention/promotion/placement decision 

should be discussed with the parent/guardian during a conference.  There is an appeal process for 
parents/guardians who disagree with the teacher’s decision to retain or promote.  (See Administrative 
Procedure No. 4755 for a description of the appeal process.) 

 
• For students who attend summer school, a new Decision to Retain or Promote form must be 

completed at the end of the summer session. 
 
Attachments 4a and 4b are copies of the Parent/Guardian Information Letter in English and Spanish; 
Attachment 5 is a “Parent/Guardian Conference Request Form.”  Both of these documents should be 
distributed with each Decision to Retain or Promote form.  Attachment 6 is a copy of the Agreement for 
Pupil to Continue in Kindergarten form (in English and Spanish), for distribution as needed.* 
 
 

                                                
* Please note:  California law (Education Code 48011) requires parent/guardian approval for a Kindergarten student to be 
retained.  A signed Agreement for Pupil to Continue in Kindergarten form must be kept on file at the school site for any 
student retained in Kindergarten in order for the district to collect ADA (average daily attendance) for that child during the 
retention year (i.e., next school year). 
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2-3. Performance Expectations and Placement Guidelines: Literacy and Mathematics 
 
• Attachments 7, 8 (literacy), and 9 (mathematics) provide the performance expectations and retention 

criteria for each grade level.   
 
These attachments also include the course placement options for students articulating to middle school.  
These charts will assist exit grade teachers in completing the “Interventions and Supports” section of the 
Decision to Retain or Promote form. 
 
Elementary teachers and site administrators should respond to parent questions regarding student 
retention/promotion at the exit grade level.  Parent questions regarding student coursework at the middle 
school entry grade should be referred to the middle school. 
 
 Action Timeline  
 
The following timeline comes from Administrative Procedure No. 4755.  
 

Action 
Dates 

Responsible 
Party Actions to be Taken 

Within last 
6 weeks of 
instruction 

Teacher • 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, readiness for next grade level, etc. 

  • Consult with the principal and the student’s parent/guardian. 
  • Make retention/promotion decision (Grades 1-6). 
  

 
• Indicate decision on Decision to Retain or Promote form and submit to 

principal for signature. 
• Indicate decision on Elementary Progress Report Collection form 

(report card scan sheet). 
At least 3 
weeks prior 
to end of 
school year 

Principal • Make retention/promotion decision for Kindergarten students (retention 
requires parent/guardian approval).  Complete Agreement for Pupil to 
Continue in Kindergarten form and file in student’s cumulative folder. 

• Sign all Decision to Retain or Promote forms; notify parents/guardians 
of decision and the opportunity to request a meeting to discuss student’s 
academic program in the coming year and/or appeal the decision. 

Prior to 
end of 
school year 

Teacher 
 
Principal, 
Teacher 
 
Principal 

• Convene meeting with parent/guardian upon request to discuss 
student’s academic program for the coming year. 

• Conduct appeal process upon request by parent/guardian. 
− Make final retention/promotion decision following the proceedings. 
− Contact parent/guardian regarding disposition of the appeal; provide 

written notice shortly thereafter. 
End of 
school year 

Principal • File all original documents in the student’s cumulative folder. 
• Distribute copies as indicated to parent, teacher, principal, and, at exit 

grade only, the middle school. 
• Notify receiving middle-level school of students promoted with 

recommended interventions. 
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Action 
Dates 

Responsible 
Party Actions to be Taken 

End of 
summer 
school  

Teacher, 
Principal 
 

Principal 
 
Principal 

• Review student progress and assessment results.  Confirm or revise 
retention/promotion decision.   

• Mail copy of new Decision to Retain or Promote Form to 
parent/guardian. 

• File original document in student’s cumulative folder. 
 
Questions may be directed to the District Assessment Unit at 619-725-7172. 
 

Eileen Poole 
Program Manager 
District Assessment Unit 
 

APPROVED: 

 

Geno Flores 
Deputy Superintendent 
 
EP:am 
 
Attachments (15) 
 
Distribution:  Lists A and D 



Attachment 1a 

Decision to Retain/Promote, Grades 1-4/5  Revision 4.07 
Distribution:  Original to Student’s Cumulative File, Copies to Parent/Guardian, Teacher, Principal   

SAN DIEGO UNIFIED SCHOOL DISTRICT 
Spring 2007 Decision to Retain or Promote:  Grades 1-4/5 

 

Student Name:   ____________________________________________________________ ID No. ________________________ 

School: ____________________________________________________________ Grade: ________________________ 

Teacher: ____________________________________________________________ Year:        

Decision to Retain/Promote Made:       End-of-Year                  Summer School                  Following Parent Appeal Conference 

 
ASSESSMENT RESULTS 
Key to Levels:  AAC = Above/At/Close to Expectations; B = Below Expectations; FB = Far Below Expectations 

Literacy Assessments 
Assessment Score Level Date Assessment Score Level Date 

     Developmental Reading Assessment  
(DRA, Gr. K-3) 

Aa      
 

     Degrees of Reading Power  
  (DRP, Gr. 4-5)  

   

     Evaluación del desarrollo de la lectura        
 (EDL, Biliteracy Programs only, Gr. K-3) 

  
 

  Analytical Reading Inventory  
(ARI, Gr. 4-5) 

   

Student Oral Language Observation Matrix 
(SOLOM, English Learners, Gr. 1) 

     CA English Language Development   
Test (CELDT, English Learners, Gr. 1-5) 

 
 

  

Other:    Other:    

Comments: 

Mathematics Assessments 
Assessment Score Level Date Assessment Score Level Date 

      District Mathematics Test (DMT, Gr. 5)                            
TT Comments:   

 

RETENTION/PROMOTION DECISION 
Check One Proficiency Level Retention/Promotion Decision Interventions and Supports 
 Above/At/Close Promote to next grade None 
 Below or Far 

Below 
Promote to next grade with 
the following interventions: 

 Daily Guided Reading  
 Early Literacy Support (Gr. 1) 
 Supplemental Instruction (specify) 
 Interventions/Supports with an ELD focus and/or SDAIE 

methodology (English Learners) 
 Special Education Supports identified in IEP or 504 Plan for:   

_____ Literacy      _____ Mathematics  
 Other:  _______________________________________ 

 Far Below Retain in current grade with 
the following interventions: 

 Daily Guided Reading  
 Targeted Support Program 
 Supplemental Instruction (specify) 
 Interventions/Supports with an ELD focus and/or SDAIE 

methodology (English Learners) 
 Special Education Supports identified in IEP or 504 Plan for:   

_____ Literacy       _____ Mathematics  
 Other:  _______________________________________ 

 

SIGNATURES 
Teacher Date 
Principal Date 
Parent/Guardian Date 

 

Parent Conference was held on (date): ______________________   Parent Appeal Conference was held on (date): ______________________ 

IEP Team Meeting Date (Special Education Students only): _________________________________________________________ 
 

 After repeated attempts, the school was unable to communicate directly with parent/guardian. 
Note: Retention at Kindergarten requires the completion of the form “Agreement for Pupil to Continue in Kindergarten.” See Procedure No. 4755. 



Attachment 1b 

Decision to Retain/Promote, Grades 1-4/5  Revision 4.07 
Distribution:  Original to Student’s Cumulative File, Copies to Parent/Guardian, Teacher, Principal   

DISTRITO ESCOLAR UNIFICADO DE SAN DIEGO 
Decisión del Maestro de Retener o Promover al Alumno, Primavera 2007: Grados 1-4/5 

 

Nombre del/a Alumno/a:  ____________________________________________________ No. Credencial ____________________ 

Escuela: ____________________________________________________________ Grado: ________________________ 

Maestro: ____________________________________________________________ Año:        

Decisión de Retener/Promover Tomada:    Fin del Año        Escuela de Verano           Entrevista de Apelación con los Padres 

 
RESULTADOS DE LA EVALUACIÓN 
Clave de los Niveles:  AAC = Superior/Justo/Cercano a las Expectativas; B = Inferior a las Expectativas; FB = Muy Inferior a las Expectativas 

Evaluaciones de Lectoescritura 
Evaluación Result. Nivel Fecha Evaluación Result. Nivel Fecha 

     Evaluación del Desarrollo de la Lectura         
(D  (DRA, Gr. K-3º) 
      
 

Aa      
 

    Grados de Poder en Lectura 
 (DRP, Gr. 4-5)  

   

     Evaluación del Desarrollo de la Lectura    
     (EDL, Sólo Programa de Bilectoescritura, Gr. K-3) 

  
 

  Inventario Analítico de Lectura 
 (ARI, Gr. 4-5) 

   

Matriz de Observación del Lenguaje Oral del 
Alumno (SOLOM, En Vías de Apr. Inglés, Gr.1) 

   Prueba de Desarrollo de la Lengua Inglesa de CA 
(CELDT, Alumnos que Aprenden Inglés Gr. K-5) 

 
 

  

Otro:    Otro:    

Comentarios: 
Evaluaciones de Matemáticas 

Evaluación Result. Nivel Fecha Evaluación Result. Nivel Fecha 
      Matemáticas del Distrito (DMT, Grado 5º)                            
TT  Comentarios:   

 

  DECISIÓN DEL MAESTRO DE RETENER/PROMOVER AL ALUMNO/A 

Marque una 
Nivel de Dominio Decisión de 

Retener/Promover 
Intervenciones y Ayuda 

 Superior/Justo/Cercano Promover al siguiente grado Ninguna 
 Inferior o Muy Inferior Promover al siguiente grado 

con las siguientes 
intervenciones: 

 Lectura Guiada Diaria 
 Ayuda Temprana en Lectoescritura (Gr. 1) 
 Instrucción Complementaria (especificar) 
 Intervenciones/Ayuda con énfasis en ELD y/o Metodología 

SDAIE (Alumnos en Vías de Aprender Inglés) 
 Ayuda en Educación Especial Identificada en IEP o Plan 504 en:   

_____ Lectoescritura      _____ Matemáticas  
 Otro:  _______________________________________ 

 Muy Inferior Retener en el grado actual con 
las siguientes intervenciones: 

 Lectura Guiada Diaria 
 Programa Auxiliar Dirigido 
 Instrucción Complementaria (especificar) 
 Intervenciones/Ayuda con énfasis en ELD y/o metodología 

SDAIE (Alumnos en Vías de Aprender Inglés) 
 Ayuda en Educación Especial Identificada en IEP o Plan 504 en:   

_____ Lectoescritura      _____ Matemáticas 
 Otro:  _______________________________________ 

FIRMAS 
 Maestro/a Fecha 
 Director/a Fecha 
 Padre/Madre/Tutor Fecha 

 

Entrevista con Padres realizada el (fecha): __________________ Entrevista de Apelación con los Padres (Fecha): _________________ 

  Fecha de la Junta del Equipo del IEP (Sólo para alumnos de  Educación Especial): ___________________________________________ 
 

 Después de varios intentos, no le fue posible a la escuela comunicarse directamente con el padre/madre//tutor. 
Nota: Para retención en el Kinder se tiene que llenar la forma  “Acuerdo para que el Alumno Continúe en el Kinder”, Véase Procedimiento No. 4755. 

 



Attachment 1c 

Decision to Retain/Promote, Grades 5/6 (Exiting Elementary)  Revision 4.07 
Distribution:  Original to Student’s Cumulative File, Copies to Parent/Guardian, Teacher, Principal   

SAN DIEGO UNIFIED SCHOOL DISTRICT 
Spring 2007 Decision to Retain or Promote:  Grades 5/6 (Exiting Elementary) 

 
Student Name:   ____________________________________________________________ ID No. ________________________ 

School: ____________________________________________________________ Grade: ________________________ 

Teacher: ____________________________________________________________ Year:        

Decision to Retain/Promote Made:     End-of-Year                   Summer School                   Following Parent Appeal Conference 

 
ASSESSMENT RESULTS 
Key to Levels:  AAC = Above/At/Close to Expectations; B = Below Expectations; FB = Far Below Expectations 

Literacy Assessments 
Assessment Score Level Date  Assessment Score Level   Date 

Degrees of Reading Power  
(DRP, Gr. 5-6) 

Aa      
 

    CA English Language Development   
Test (CELDT, English Learners, Gr. 5-6) 

   

Analytical Reading Inventory  
(ARI, Gr. 5-6) 

  
 

  Other:    

Comments: 
 

Mathematics Assessments 
 Assessment Score L Level Date                       Assessment Score Level         Date     

District Mathematics Test  
(DMT, Gr. 5-6) 

                      Other:     

Comments:  
 

 

 
RETENTION/PROMOTION DECISION 

Check One Proficiency Level Retention/Promotion Decision Interventions and Supports 
 Above/At/Close Promote to next grade None 
 Below or Far 

Below 
Promote to next grade with 
the following interventions: 

 Literacy Block:  ___ 6th    ___ 7th  
 Mathematics Exploration 6th   
 Literacy Advancement Academy 7th 
 Mathematics Advancement Academy: :  ___ 6th    ___ 7th 
 Pre-Algebra Exploration 7th  
 Supplemental Instruction (specify) 
 Interventions/Supports with a focus on ELD and/or SDAIE 

methodology (English Learners) 
 Special Education Supports identified in IEP or 504 Plan for:   

_____ Literacy      _____ Mathematics 
 Other  __________________________________________ 

 Far Below Retain in current grade with 
the following interventions: 

 Supplemental Instruction (specify) 
 Interventions/Supports with a focus on ELD and/or SDAIE 

methodology (English Learners) 
 Special Education Supports identified in IEP or 504 Plan for:   

_____ Literacy      _____ Mathematics 
 Other  __________________________________________ 

 
SIGNATURES 

Teacher Date 
Principal Date 
Parent/Guardian Date 

 
Parent Conference was held on (date): ___________________       Parent Appeal Conference was held on (date): _________________ 

IEP Team Meeting Date (Special Education Students only): ___________________________________________ 
 

 After repeated attempts, the school was unable to communicate directly with parent/guardian. 



Attachment 1d 

Decision to Retain/Promote, Grades 5/6 (Exiting Elementary)  Revision 4.07 
Distribution:  Original to Student’s Cumulative File, Copies to Parent/Guardian, Teacher, Principal   

DISTRITO ESCOLAR UNIFICADO DE SAN DIEGO  
Decisión del Maestro de Retener o Promover al Alumno, Primavera 2007: Grados 5/6 (Egreso de la Primaria) 

 
Nombre del/a Alumno/a:  ____________________________________________________ No. Credencial ____________________ 

Escuela: ____________________________________________________________ Grado: ________________________ 

Maestro: ____________________________________________________________ Año:        

Decisión de Retener/Promover Tomada:    Fin del Año        Escuela de Verano           Entrevista de Apelación con los Padres 

RESULTADOS DE LA EVALUACIÓN 
Clave de los Niveles:  AAC = Superior/Justo/Cercano a las Expectativas; B = Inferior a las Expectativas; FB = Muy Inferior a las Expectativas 

Evaluaciones de Lectoescritura 
Evaluación Result. Nivel Fecha Evaluación Result. Nivel  Fecha 

Grados de Poder en Lectura  
(DRP, Gr. 5-6) 

Aa      
 

    Prueba Desarrollo de la Lengua Inglesa de CA 
(CELDT, En Vías de Aprender Inglés, Gr. 5-6) 

   

Inventario Analítico de la Lectura 
(ARI, Gr. 5-6) 

  
 

  Otro:    

Comentarios: 

Evaluaciones de Matemáticas 
Evaluación Result. Nivel Fecha Evaluación Result. Nivel Fecha 

      Prueba Matemáticas del Distrito  
(DMT, Gr. 5-6) 

                           

TT Comentarios:  
 

 
DECISIÓN DEL MAESTRO DE RETENER/PROMOVER AL ALUMNO/A 

Indique una 
Nivel de Dominio Decisión de 

Retener/Promover 
Intervenciones y Ayuda 

 Superior/Justo/Cercano Promover al siguiente grado Ninguno 
 Inferior o Muy Inferior Promover al siguiente grado 

con las siguientes 
intervenciones: 

 Bloque de Lectoescritura:  ___ 6º    ___ 7º  
 Exploración en Matemáticas 6º 
 Academia de Aprovechamiento en Lectoescritura 7º 
 Academia de Aprovechamiento en Matemáticas ___6º  ___7º 
 Exploración de Pre-álgebra 
 Instrucción Complementaria (especificar) 
 Intervenciones/Ayuda con énfasis en ELD y/o Metodología 

SDAIE (Alumnos en Vías de Aprender Inglés) 
 Ayuda en Educación Especial Identificada en IEP o Plan 

504 en:   _____ Lectoescritura      _____ Matemáticas  
 Otro:  _______________________________________ 

 Muy Inferior Retener en el grado actual 
con las siguientes 
intervenciones 

 Instrucción Complementaria (especificar) 
 Intervenciones/Ayuda con énfasis en ELD y/o Metodología 

SDAIE (Alumnos en Vías de Aprender Inglés) 
 Ayuda en Educación Especial Identificada en IEP o Plan 

504 en:   _____ Lectoescritura      _____ Matemáticas 
 Otro:  _______________________________________ 

 

FIRMAS 
Maestro/a Fecha 
Director/a Fecha 
Padre/Madre/Tutor Fecha 

 
Entrevista con Padres realizada el (fecha): __________________    Entrevista de Apelación con Padres (fecha): ________________ 

Fecha de la Junta del Equipo del IEP (Sólo para alumnos de Educación Especial): __________________________________________ 
 
 Después de varios intentos, no le fue posible a la escuela comunicarse directamente con el padre/madre/tutor. 
 



 Attachment 2a  
Decision to Retain or Promote Form:  Teacher Directions 

Grades 1–4/5 

DRP:  Teacher Directions, EL 1-4/5           v. 4.07 

Fill in all the student and school information in the gray box at the top of the form, including when the form was 
completed.  The following are instructions for completing the “Assessment Results” and “Retention/Promotion 
Decision” sections. 
 

AASSESSMENTSSESSMENT   RR ESULTSESULTS   
 
Literacy Assessments 
Developmental Reading Assessment (DRA, Gr. K-3) – Report the DRA Level for the third reporting period (Cycle 3) 
and the associated performance level (AAC, B, FB). 
  
Evaluación del desarollo de la lectura (EDL, Biliteracy Programs only, Gr. K-3) – Report the EDL Level for the third 
reporting period (Cycle 3), and the associated performance level (AAC, B, FB). 
 
Student Oral Language Observation Matrix (SOLOM, Gr. 1) – Report the student’s total score (0-25) next to the 
shaded box.  Scores will not be available electronically; they must be hand-entered.  The SOLOM is administered to 
any Grade 1 EL who scored Far Below on the Cycle 3 DRA. 
 
Degrees of Reading Power (DRP, Gr. 4-5) – Report the DRP level and associated performance level (AAC, B, FB).  
 
Analytical Reading Inventory (ARI, Gr. 4-5) – Report the student’s instructional reading level and associated 
performance level (AAC, B, FB).  The ARI must be administered during the last month of the school year to students in 
the categories indicated below.  These include Fluent English students and English Learners enrolled in the district three 
or more years. 

 Students in Grades 4-5 whose parent(s)/guardian(s) waived them out of taking the DRP. 
 Students in Grade 5 who are close to meeting grade level expectations, because there is a placement option at 

Grade 6 based on this score.   
 
Additionally, the ARI may be administered to any student in Grades 4 and 5 for whom the teacher believes the DRP 
score is not an accurate measure of the student’s reading level. This may include students:   

 for whom there appears to have been an administration or scoring problem with the DRP; or 
 who have made substantial progress since administration of the DRP. 

 
California English Language Development Test (CELDT, Gr. 1-5) – Report the Scale Score from the 2006 CELDT 
for the English Learner’s overall proficiency level (OPL) and the associated proficiency level (B, EI, I, EA, A).  
 
Mathematics Assessments 
District Mathematics Test (DMT, Gr. 5) – Report the student’s Raw Score and the associated performance level from 
the performance matrix (score + math grade). 
 

RR ETENTIONETENTION/P/P ROMOTIONROMOTION   DDECISIONECISION 
 
Based on assessment results and retention/promotion performance expectations, determine whether the student is 
Above/At/Close To, Below, or Far Below Expectations.  Complete the “Retention/Promotion Decision” section: 
 

 If the student’s assessment results indicate the student is Above/At/Close To Expectations, check the appropriate 
line. 

 If the student’s assessment results indicate the student is Below or Far Below Expectations, but will be 
promoted to the next grade, check the appropriate line and select the recommended interventions and supports.  
(Note:  If “Supplemental Instruction” is selected, please specify which type of support is to be provided, e.g., 
After-School Tutoring, Summer School, Extended School Year, Extended Day Reading or Mathematics, etc.) 

 If the student’s assessment results indicate the student is Far Below Expectations and will be retained in the 
current grade, check the correct line and select the recommended interventions and supports.  (Note:  If 
“Supplemental Instruction” is selected, please specify which type of support is to be provided, e.g., After-School 
Tutoring, Summer School, Extended School Year, Extended Day Reading or Mathematics, etc.) 

 
Sign the form and submit to the principal for signature and appropriate distribution. 



 Attachment 2b 
Decision to Retain or Promote Form:  Teacher Directions 

Grades 5/6 (Exiting) 

DRP:  Teacher Directions, Gr. 5/6              v. 4.07 

Fill in all the student and school information in the gray box at the top of the form, including when the 
form was completed.  The following are instructions for completing the “Assessment Results” and 
“Retention/Promotion Decision” sections. 
 

AASSESSMENTSSESSMENT   RR ESULTSESULTS   
 
Literacy Assessments 
 
Degrees of Reading Power (DRP, Gr. 5-6) – Report the DRP level and associated performance level (AAC, B, FB). 
 
Analytical Reading Inventory (ARI, Gr. 5-6) – Report the student’s instructional reading level and associated 
performance level (AAC, B, FB).  The ARI must be administered during the last month of the school year to 
students in the categories indicated below.  These include Fluent English students and English Learners enrolled in 
the district three or more years. 

 Students in Grades 5-6 whose parent(s)/guardian(s) waived them out of taking the DRP. 
 Students in Grades 5-6 who are close to meeting grade level expectations because there is a placement 

option at Grades 6-7 based on this score. 
 
Additionally, the ARI may be administered to any student in Grades 5-6 for whom the teacher believes the DRP 
score is not an accurate measure of the student’s reading level. This may include students:   

 for whom there appears to have been an administration or scoring problem with the DRP; or 
 who have made substantial progress since administration of the DRP. 

 
California English Language Development Test (CELDT, Gr. 5-6) – Report the Scale Score from the 2006 CELDT 
for the English Learner’s overall proficiency level (OPL) and the associated proficiency level (B, EI, I, EA, A). 
 
Mathematics Assessments 
 
District Mathematics Test (DMT, Gr. 5) – Report the student’s Raw Score and the associated performance level 
from the performance matrix (score + math grade).  Note: The performance level must be manually calculated using 
the Mathematics Performance Expectations (see Attachment 3). 
 
Pre-Algebra Readiness Test (MDTP, Gr. 6) – Report the student’s Raw Score and the associated performance level 
from the performance matrix (score + math grade). 
 

RR ETENTIONETENTION/P/P ROMOTIONROMOTION   DDECISIONECISION 
 
Based on assessment results and retention/promotion performance expectations, determine whether the student is 
Above/At/Close To, Below, or Far Below Expectations.  Complete the “Retention/Promotion Decision” section: 
 

 If the student’s assessment results indicate the student is Above/At/Close to Expectations, check the 
appropriate line. 

 If the student’s assessment results indicate the student is Below or Far Below Expectations, but will be 
promoted to the next grade, check the appropriate line and select the recommended interventions and 
supports.  (Note:  If “Supplemental Instruction” is selected, please specify which type of support is to be 
provided, e.g., After-School Tutoring, Summer School, Extended School Year, Extended Day Reading or 
Mathematics, etc.). 

 If the student’s assessment results indicate the student is Far Below Expectations and will be retained in the 
current grade, check the correct line and select the recommended interventions and supports.  (Note:  If 
“Supplemental Instruction” is selected, please specify which type of support is to be provided, e.g., After-
School Tutoring, Summer School, Extended School Year, Extended Day Reading or Mathematics, etc.). 

 
Sign the form and submit to the principal for signature and appropriate distribution. 



 Attachment 3 

Standards, Assessment, and Accountability  v. 4.07 

Decision to Retain or Promote:  Electronic Form 
 
Here are the instructions to access Decision to Retain or Promote forms electronically: 
 
1. Log on to the District's SISCS menu. 
 
2. Select "Reports." 
 
3. Select "Query." 
 
4. Select "Category." In the drop-down menu, you will find a list of available queries.  Select 
"Retention/Promotion/Placement," then press “Search.” 
 
5. All the options available for 
Retention/Promotion/Placement forms will 
appear in the main text box.  You may now 
choose from the following documents: 
 
• 1-4/5 
• 1-4/5 Spanish 
• 5/6 (exiting) 
• 5/6 (exiting) Spanish    
• 6-7  
• 6-7 Spanish 
• 8 
• 8 Spanish 
• Information for the Parent/Guardian   

(also available in Spanish) 
 

 

6. Choose the desired Retention/Promotion/Placement query, either by double-clicking on it, or by highlighting 
the selected query, then pressing the “Select” button.  A new screen will appear; press “Execute.”   
 
7. A new window will now open, with prompts for entering the Student ID, grade level, or section number.  
After entering the data, press "OK."  The next screen will show the selected student's customized Learning 
Contract, with all his/her assessment data included.  Scores that are viewable are for the most recent 
test taken.  Due to the lag time between spring testing windows and uploading scores into the 
district database, all scores may not be available electronically.  Scores that are unavailable 
electronically must be entered manually in the appropriate boxes.  
 
8. To print the Learning Contract, go to the File menu in the toolbar and select “Print.” 
 
Additional Placement Guidelines Support Materials 
Directions for teachers to complete the Decision to Retain or Promote form, and information for 
parents/guardians (in English and in Spanish) are available from the Standards, Assessment, and 
Accountability (SAA) Division website at http://studata.sandi.net/saa/Placement/index.asp. 

Further Information 
Guidelines for accessing and using the Student Information System Client/Server (SISC/S) can be found at 
http://studata.sandi.net/research/siscs/index.asp.  
 



 Attachment 4a 
 

Parent Information, Elementary             v. 4.07 

SAN DIEGO UNIFIED SCHOOL DISTRICT 
Office of the Deputy Superintendent 

 
Information for the Parent or Guardian 

 
Each school in the district is working with students, parents, and guardians to help students succeed academically at 
grade level and above.  Earlier this year, your child was identified as at risk of not meeting grade-level standards.  At 
that time, the teacher developed a Learning Contract that included recommended academic support programs to help 
your student succeed.  The Learning Contract also outlined the possible consequences if your student did not meet 
promotion criteria at the end of the school year—including retention in his/her current grade. 
 
At the end of this year, your child’s teacher re-evaluated his/her academic performance and assessment results to 
determine whether your student has met required promotion criteria.  The Decision to Retain or Promote form (on the 
reverse side) reports the teacher’s decision about whether your child is: 
 
• Above/At/Close to Expectations and will be promoted to the next grade; 
• Below or Far Below Expectations but will be promoted with additional supports in the next grade; 
• Far Below Expectations and will be retained in the current grade. 
 
Included on this document are the testing results your child’s teacher used to make this decision, as well as academic 
interventions and supports your child may receive next year.  The assessment scores and levels are explained in the 
chart below. 
 
Great care has been taken in making the retention/promotion decision; however, if you disagree with the decision, you 
may submit an appeal to the principal.  A conference will be scheduled for you and your child to meet with the 
principal and teacher to review the recommendation for retention.  Following this conference, the teacher will make 
the final decision to retain or promote your child, and you will receive written notice shortly thereafter.   
 
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, Eng Learners) 

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

Analytical Reading Inventory (ARI) Shows the difference between your student’s reading level and 
grade level expectations at the time of testing.   

Degrees of Reading Power (DRP)  Shows the relation between the score and the grade level 
expectations at the time of testing. 

Student Oral Language Observation Matrix (SOLOM, 
English Learners) 

Rates five key aspects of English oral language proficiency, 
with a total score ranging from 0-25. 

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. 
Algebra Readiness Test (MDTP) Shows the Raw Score, which is the number of correct answers, 

and the performance level. 
 
E X P L A N A T I O N  O F  L E V E L S  

Assessment  What the Level Means… 
AAC = Above/At/Close to Expectations 
B = Below Expectations 

DRA, EDL, ARI, DRP, DMT, MDTP, SOLOM 
  

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

CELDT (Overall English Proficiency Level) 

A = Advanced 
 



 Attachment 4b 
 

Parent Information, Elementary—Spanish              v. 4.07 

SAN DIEGO UNIFIED SCHOOL DISTRICT 
Oficina del Superintendente Adjunto 

 
Información al Padre, Madre o Tutor 

 
Cada escuela del distrito está trabajando con los estudiantes, padres y tutores para ayudar a los alumnos a tener éxito 
académico justo y superior a su nivel escolar.  Anteriormente en el año, su hijo/hija fue identificado como alumno a 
riesgo de no cumplir con los criterios establecidos para su grado escolar.  En esa ocasión, el maestro/a elaboró un 
Contrato de Aprendizaje que incluía programas recomendados de apoyo académico para ayudar al alumno a triunfar.  
El Contrato de Aprendizaje también describía las posibles consecuencias si el alumno no cumplía con los criterios 
estipulados para ser promovido al final del año escolar—incluyendo una retención en su grado actual. 
 
Al fin de este año, el maestro/a de su hijo/hija evaluó su desempeño académico y los resultados de sus evaluaciones 
para determinar si el alumno había cumplido con los criterios de la promoción.  El Formulario de Decisión para 
Retener o Promover a un alumno (véase al reverso) informa de la decisión del maestro sobre si el desempeño de su 
hijo/hija es: 
 
• Superior/Justo/Cercano a las Expectativas y se le promoverá al siguiente grado; 
• Inferior o Muy Inferior a las Expectativas pero se le promoverá con apoyo adicional en el siguiente grado; 
• Muy Inferior a las Expectativas y se retendrá en el grado actual. 
 

Incluido en este documento están los resultados de pruebas que usó el maestro para tomar esta decisión, así como las 
intervenciones y el apoyo académico que podría recibir su hijo/hija el año próximo.  Los resultados de evaluaciones y 
niveles se explican en el diagrama de abajo. 
 

Se ha tomado con gran cuidado la decisión de retener/promover al alumno; pero, si usted no está de acuerdo con esta 
decisión, puede presentar una apelación al director.  Se programará una entrevista para que usted y su hijo/hija se 
reúnan con el director y el maestro para revisar la recomendación de retenerlo.  Después de esta entrevista, el maestro 
tomará la decisión final de retener o promover al niño y usted recibirá aviso por escrito a la brevedad posible. 
 

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 significan los resultados… 
Developmental Reading Assessment (DRA) 
Evaluación del desarrollo de la lectura (ED L, En Vías de Aprender Inglés) 

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

Inventario analítico de lectura (ARI) Muestra la diferencia entre el nivel de lectura del alumno y las 
expectativas de su grado escolar en el momento de la prueba.   

Grados de poder en lectura (DRP)  Muestra la relación entre el resultado y las expectativas de su 
grado escolar en el momento de la prueba. 

Matriz de observación del lenguaje oral del alumno/a 
(SOLOM, Alumnos en Vías de Aprender Inglés) 

Categoriza cinco aspectos clave de dominio del lenguaje oral 
en inglés  con un resultado total que va de 0 a 25. 

Prueba de desarrollo de la lengua inglesa de CA (CELDT, 
Alumnos en Vías de Aprender Inglés) 

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

Prueba de matemáticas del distrito (DMT) Muestra el resultado bruto, que es el número de respuestas correctas. 
Prueba de preparación para el álgebra (MDTP) Muestra el nivel bruto, que es el número de respuestas 

correctas, y el nivel de desempeño. 
 
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… 
AAC = Superior/Justo/Cercano a las Expectativas 
B = Inferior a las Expectativas 

DRA, EDL, ARI, DRP, DMT, MDTP, SOLOM 
  

FB = Muy Inferior a las Expectativas 
B = Principiantes 
EI = Comienza el Nivel Intermedio 
I = Intermedio 
EA = Comienza el Nivel Avanzado 

CELDT (Nivel General de Dominio en Inglés) 

A = Avanzado 
 



 Attachment 5 

  v. 4.07 

     SAN DIEGO UNIFIED SCHOOL DISTRICT 
       Office of the Deputy Superintendent 

 
 
 

Parent/Guardian Conference Request Form 
Grades 1 - 8  

 
 
 

Student Name ____________________________________  Grade ____________ 
 
 
School Name  ____________________________________ 
 
Please Print Clearly 
 

  I request a conference to review and discuss the evidence either for the 
retention of my student at the current grade level or for the placement 
recommendations for next year. 

 
  I wish to appeal the decision to retain/promote my student. 
 

 
Parent/Guardian Name 
_____________________________________________________ 
 
Parent/Guardian Signature 
__________________________________________________ 
 
Telephone ____________________________          Date _________________________ 
 
Teacher Name(s) ________________________________________________________ 
 
 
 
 
 
 
 
 
 



  Attachment 6a 

Pupil Accounting K Letter  v. 4.07 

SAN DIEGO UNIFIED SCHOOL DISTRICT 
 

AGREEMENT FOR PUPIL TO CONTINUE IN KINDERGARTEN 
Reflects amendments to Education Code Sections 46300 and 48011, effective January 1, 1992 

 
 
School:  ________________________________________________________________________ 
 
Name of Pupil:  ________________________________________________________________ 
 
Kindergarten Attendance Anniversary Date:  _______________________________________ 
 
Signature of School Official Approving For District:  _________________________________ 
 
Date of Official’s Signature:  ______________________ 
 
 
Information for parent or guardian: 
 
California law provides that after a child has been lawfully admitted to a kindergarten and has attended 
for a year, the child shall be promoted to the first grade unless the school district and the child's 
parent/guardian agree to having the child continue to attend kindergarten for not longer than one 
additional year.  This rule applies whether a child begins kindergarten at the beginning of a school year 
or at some later date, so that a child who begins kindergarten in January, for example, shall be 
promoted the following January unless there is formal agreement to having him or her continue.  
Because kindergarten-age children often do not develop at steady or predictable rates, the California 
Department of Education recommends that approval for a child to continue not be given until near the 
anniversary of a child's admittance to kindergarten. 
 
I agree to having my child (named above) continue in kindergarten until _____________________ 
(may not be more than one year beyond anniversary.) 
 
 
Signature of Parent/Guardian:  _____________________________      Date:  _________________ 
 
Printed/Typed name of Parent/Guardian:  ______________________________________________ 
 
Address:  _______________________________________________________________________ 
 
     _______________________________________________________________________ 
 
Telephone Number:  ____________________________ 
  
 


