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The purpose of this Reference Guide is to: 1) inform secondary principals that the district
is mailing a letter to the parents/guardians of juniors and seniors of their right to withhold
or “opt out” of the release of student directory information, and 2) upon receipt of the
parent/guardian’s written “opt-out” request, the school must enter the “opt-out” into SIS
no later than October 29, 2004.

The parent/guardian “opt-out” must be entered into SIS no later than October 29, 2004.

I. BACKGROUND

Under Federal and State law, school districts may identify and disseminate student
directory information to certain authorized individuals, organizations, and/or
officials, which include: approved California post-secondary education institutions
(including for-profit accredited institutions), the United States Armed Forces
Recruiting Agencies, elected federal, state, and county officials (e.g., health
department) and the PTA. Pursuant to California Education Code section 49073, the
Los Angeles Unified School District has identified name, address, telephone, date of
birth, dates of attendance, and previous school(s) as directory information that may
be released. Parents of students 17 years or younger and adult students 18 years or
older may request the school principal limit the release of directory information or
not release the directory information at all.

Further, on February 11, 2003, the Board of Education adopted a policy regarding
the release of directory information to comply with the No Child Left Behind Act of
2001, section 9528, which permits the distribution of the names, addresses, and
telephone numbers of students who are 17 or older to the United States Armed
Forces Recruiting Agencies and colleges and universities upon request, unless the
parent/guardian has requested that the directory information not be released to the
military.

Both the Family Educational Rights and Privacy Act and the No Child Left Behind
Act mandate that parents/guardians be offered an option annually to withhold
directory information from distribution. This is accomplished when schools notify
the parents/guardians at the beginning of each school year of their rights regarding
directory information, in the form of the Parent-Student Handbook or similar
document.
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II.

Reference Guide REF-1227

However, the new Board policy requires that the Superintendent of Schools send a
letter to the parents/guardians of students 17 or older notifying them of their right to
withhold or “opt-out” of the release of student directory information. The
parents/guardians of students who are 17 or older may receive a copy of the Parent-
Teacher Handbook from the school and will also receive a letter from the
Superintendent of Schools regarding their rights to withhold directory information.

This memorandum outlines the procedures the district and the schools must follow to
comply with federal and state laws and current Board policy.

PROCEDURES TO COMPLY WITH FEDERAL/STATE LAW AND BOARD
POLICY

A. District Responsibility Regarding Information to Colleges Universities and the

Military

On September 7, 2004, the School Information Branch will send a letter directly
to the parents/guardians notifying them of their rights to withhold their 17 or 18
year-olds’ directory information. A copy of the letter is attached along with
translations in Armenian, Chinese, Korean, Russian, Spanish, and Vietnamese.
You may give copies of the letter to parents/guardians upon enrollment.

. Parent/Guardian Responsibility

Parents/guardians are instructed to return the “opt-out” letter directly to the
school no later than October 22, 2004.

School Responsibility

The school administrator is responsible for ensuring that all parents/guardians
are notified of their rights to withhold directory information and keeping the
school SIS records accurate and current regarding the release of directory
information. Distribution of the Parent-Student Handbook and the
Superintendent’s September 7, 2004 letter are the appropriate means of
notification.

1. Schools must distribute the Parent-Student Handbook or similar document to
all students at the beginning of each school year and upon the enrollment of
new students.

2. Schools must place the parent/guardian’s request to withhold their student’s
directory information in the student’s cumulative folder and enter the
information in the school’s SIS system.

a. If the parent marks “I do not wish to have any directory information
released”, enter “N” for “No directory information may be released” in
field 217 in IDO1.
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b. If the parent indicates that all information may be released to all

authorized agencies, enter “Y” for “Yes release directory information” in
field 217 in IDO1.

c. If the parent indicates certain directory information may be released, use
ID62 to place an “X” in all applicable boxes to indicate the restriction on
the release of directory information according to parental instructions.
To access ID62, press the <F9> key while in field 217. If information is
entered in ID62, Field 217 will show “See 1D62.”

3. Parent/Guardian written opt-out requests must be entered into SIS no later
than October 29, 2004. On November 1, this information will be collected
electronically through the school’s SIS to create the student lists to be
released to the approved California post-secondary educational institutions
(including for-profit accredited institutions), the United States Armed Forces
Recruiting Agencies, and elected federal, state, and county officials, etc.

Military recruiters who are requesting student directory information should be referred to
the School Information Branch at (213) 241-2450. Student lists will be provided to the
recruiters for a fee once an affidavit is signed indicating the planned use of the student

lists.

RELATED None

RESOURCES:

ASSISTANCE: For assistance or further information, please call the School Information Branch, at (213)
241-2450.
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REFERENCE GUIDE REF-1227 ATTACHMENT A
August 30, 2004

Sample Letter

Dear Parent/Guardian of High School Junior or Senior:

Under the federal and state law, school districts are required to distribute lists of high school juniors and
seniors (i.e., 17 years and older) with their names, addresses and telephone numbers to California colleges
and universities, United States Armed Forces Recruiting Agencies, and other authorized agencies, as
requested. However, the Family Educational Rights and Privacy Act and the No Child Left Behind Act
mandate that parents be offered an option to withhold the release of this information each year. If you wish to
withhold the release of your child’s name, address and telephone number, you must complete the form below
and return it to the school. The request to withhold the student information is applicable only to the current
school year.

Please return the tear-off to the school by Friday, October 22, 2004, only if you do not want the name,
address, and telephone number released. Unless this form is returned, your child’s information will be
released as indicated.

Sincerely,

Roy Rom uperintendent of Schools

REQUEST TO WITHHOLD DIRECTORY INFORMATION FORM

TO: DATE:
School Name
Student Name: Date of Birth: Grade:
(please print)
Address: City: Zip Code:
Telephone Number: Record Room:
1. | do not wish to have any directory information of the student named above released to any individual or

organization. (If you check here, DO NOT complete Numbers 2 and 3 below.)
OR

2. | do not wish to release the name, address and telephone number of the student named above to the agency or
agencies | check below.

United States Armed Forces Colleges, Universities or
(Military) Recruiting Agencies Other Institutions of Higher Education

3. | also request to withhold or release the directory information according to the boxes | check below:

May Release | May Not Release R(!:\I/I:ayse g;}égjsoet
1. Name
PTA 2. Address
Health 3. Telephone
Department 4. Date of Birth
Elected 5. Dates of Attendance
Officials 6. Previous School(s)

Signature of Parent/Guardian (if student is under 18) Signature of Student (if student is 18 or older)
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Sample Letter in Spanish

Estimados padres y tutores de los alumnos curzando los grados 11°y 12°:

Bajo la ley federal y estatal, se requiere que los distritos escolares distribuyan a las universidades e instituciones
universitarias de California, a entidades de reclutamiento para las fuerzas armada y a otras dependencias
autorizadas que lo requieran, listas de estudiantes curzando los grados 11°y 12°, si son solicitadas. Sin embargo, el
Acto de Derechos Educativos y de Privacidad de la Familia 'y el Acto de nombre Que Ningtn Nifio se Quede Atras
ordenan dar a los padres cada afio la opcion de rehusar la divulgacion de esta informacion. Si ustedes desean que
la escuela se abstenga de divulgar tal informacion, deben llenar el siguiente formulario y devolverlo a la escuela cada
afio. La peticiéon de ustedes para no divulgar los nombres, domicilios y teléfono de sus hijos es valida solo para el
presente ano escolar.

Regresen a la escuela la parte recortable, antes del Viernes 22 de octubre de 2004, unicamente si no desean que se
divulgue dicha informacion. A menos que se devuelva este formulario, la informacién de su hijo(a) se
divulgara, segun se indica arriba.

Atentamente

Roy Romer, gfiperintendente de escuelas

PETICION PARA RETENER INFORMACION EN EL DIRECTORIO

PARA: FECHA:
Nombre de la escuela
Nombre y apellido del (de la) estudiante: Fecha de nacimiento: Grado:
(Use letra de molde)
Domicilio: Ciudad: Cédigo Postal:
Numero de teléfono: Salén donde se pasa lista:
1. No deseo que a ningun individuo u organizacion se le proporcione informacién alguna proveniente

del directorio acerca del estudiante antes mencionado. (Si usted marco este espacio en blanco con
una (X) o con una (\) no complete los niimeros que siguen a continuacion.)

(o)

2. No deseo que se divulgue a la entidad o a las entidades que indico a continuacion con una (X) o con una (\) el
nombre y apellido, al igual que, el domicilio y nimero de teléfono del (de la) estudiante antes mencionado(a).

Entidades de reclutamiento para las Fuerzas Universidades y demas instituciones de
Armadas (militares) de Los Estados Unidos educacion superior

3. Solicito, ademas, que se divulgue la informacion en el directorio conforme a las siguientes indicaciones:

Si divulgar | No divulgar Si divulgar No divulgar
1. Nombre

PTA 2. Domicilio

Departamento de 3. Teléfono

Salubridad 4. Fecha de nacimiento

Funcionarios 5. Fechas de asistencia

publicos elegidos 6. Escuela(s) anteriore(s)

Firma de padre o guardian Firma del (de la) estudiante

(Si el estudiante es menor de 18 afos) (Si el estudiante ya cumplié los 18 afios)
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Sample Letter (Armenian)
Pwpdpwgmit Twpngh bYpeubp b Ugwpewut Fwuwputh Zwpgbih O Gnn/ 0 Gwdwlyug -

Cuw whvwlwl b Gwhwbeh ophGph, mu. pppwlGhphg wwhwleymd b wwp pupdpugnyl pupngfliph wwpewlu
nuwuwpwlih  wpwhbpwthpp (op. 17 wwpbwl Jud  pwpdp) wimGGhpp, FuughGhpp U Fhnwjunup  AudwpGhipp
Luyhdnpbugh  prphelhphG b fAuduwguwpnuGChpht, nugiwlul SwnugmpmGEhphi b wy) (pugnpwd gnpdwljug mpym G-
Ghph, hph wwhiwGsjh: UwluyG, COmwChph Mumdbulpun hpuymGptipp & Duefuwynp Bipnp & (1 UTh bpkhoa
DQwilnp B UGwe Bipsp wpupuunpmd £, np 8Gnn Ghph€ wnwswplyh GuupGepmepymt, swwy wgu whnbymemmip unibb
wwph: Bph gwllutmd Lp, np nupngp sww wu whnblmpmbp, ubppmd EGp  pugll] gudmd wpwhwlsjws
whnbymembp U ybhpunwpdGh; nwpng: TwfwGep” wwhflpm  Audwp  wijwl, Fuugkh b Ahnwjunup  Audwpmh
whnbympimbp, Awpuydnp § dhugl pGewghly noumd Gl wwpnod:

Gnmimd E Jbpunupd bl gwdh dwup dbp npwpngp dhisb (h nlpnbidphp 22, 2004y.
nmp shp gullpuGmid, np wpdh wowlipwGlph wimGGhpp, AwugbGlipp b Ainwpoup fudwpGhpp: Thesh np sybipunup=
4yh wiu &lp, dbp bphjuunh whnkympimGp whwp L dGw GeaGp, hGswbu Gojwd b
UGYkn Snph
Roy Rome
_____________________________________________ LR ] e e R e RS e S S S S e e s TR TP STV ST PN
MLEV 2™ 28010k SEALUL. S ULy 2640
npwr (L AR LA T
Twpngh UGm G
Uzuttmnh UGmG TGaRWGE P wiput hunpuit
(bnmmd b wnwwgph)
Zwugh Lwmup @Oruwn. LunfwpwGhy
Zhnwfunuh Lwdwp Updwlwgpmppub UkGpul
1. bu skt guifeand v ybpp Goyud nphE o wpwhlpoeh why bnieniG npkl uh qnpduguimippa el ug tue-

Ui s (Dph Gobp wuwbkn, AOUSUHR Ghpplp ey 2 &k 3 Ghwhpp):
qur

2. bu hd guliputnd wug yhpp Goywd npll uf wawlBpmh winiGp, futght & AEnwfunup fuchwpn spll vh g nndue g niepue
fund lpnquiuBpumipud, np ku GphE) &Y gue dnid:

Uhwigiuy ‘vwhwGqGhph pGfwd Mdhph Lnbpbhp, duniwpuupuGibp ud wy)
(Mg duwlput) 2heydnpugpdwt Snpdwdpuuy mpmi Fuwpap. Uppmput dunwawmnpimtGhn

3. Bu Gmytwhu wpafwiemy b w wpufiln Guod whn kimgeym G g fucdwdugfi Ghpplth uyymGuelithpp.

Lupnn B oung Lupnn b opunuy Lupnn £ g Lwpnn B s

1. BGma

PTA 2. Zwmugh

Umnnn pwompu fiwlpul 8. Zhinwjunu

Pau witium g 1. DGGmwG i

[ ] wd 5. Jwdwpvwl Fyulput

Tzt pu G p 6. ‘vwulYht Thwypng

Tl b otundumuph Dermugpmpin (bph wpwbhpop 18 unupe sl Bguwllpnh Vumpugprgnl (hph wpwlbipap 18 wwp. b uad unjhih)

5253 Translated by the LAUSD, Translations Unit (Armenian)
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Sample Letter (Chinese)

RENEP+—ERN+"ERBENRES :

RIBBERANMENER - WEBMR - A2 ERBOARE > REMEEENKERSEBRESR
BEA —FRA - —FRBLE (17 BAULE ) NS - FUAEERT - PEEDRE - BR
RI®R XEXSEARENZERT  RRAUBEDEAEEL BN - WRIRFRE SRR
FTEIES - EUFESERE - IMVABR TERBURDBR - REBFFBEBRLEHS » £1HF0
BERDH  RETBEEABN -

_AEMARREEN R - EUFBERFENERT - ERARE 2004 £ 10522 H » 2T LN
ZOBR - EIRFRGARZEE - HEREGTER -

B

BEE oy Romer ZZ&

BRTER E ﬁiﬁﬂﬁﬁ
= B
PRE\
Bart (EIRER) ¢ &H: R
(L - b B -
T CHRE

L ﬁ?ﬁ%ﬁ%@fﬂ@iﬁﬂ&@@ﬁﬁﬁﬁ&@/@x{ FRHE - (WELULE » ADERXT2 F73)

2. BTGEEE FBLNNS - U RBERTARIED IS
| BETEEONs | BR ABIHHSSHERR ]

3. BOBREITBL TIELHEREBATSEEREN -

=8 e
50 TEH L gi

Z A 3. 8%

Jry—— 4, £H

e 5. HREE

EHE R 6. EMRRBE

ZERIGEEARDS (DRBLEHE BBLT) BLFD (NRBLEFEHH 188D
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OSEW 11848 1284 S2Q/2 ST
Aty 2 (state)B 0l AAHBGH, DEPE VIAZELIOL ZSUE, SSUS, 012 oY I J|=23 1
Q] 2IJE D120 8 20 DS 11&8ED 1289 0|8, T4, M3 HEHE M0
SLICH J2U 2 32 HM3s |1 U8 F2, J/E Us 2 ¥ MM g5 way 260 e
EFI2EHH 2 F2 HS8 EFE & Y= HHAS HSELC. XES 08, F4, H3HE HE28
]X %8 %4?- St AEAE ZHot0 00 HMSoHOFELICH My 28 H2 H28 E86l=

A2 e HEE UL

|18, =& HSRSO YIS X S 2202, 2004E 108 228, SRYNX SHEHS = F5H0
S0 HEH FEANL 2 EAE HESHA °i° 4%, &) cgstilz EEE A3 AL

ATTACHMENT E

3 28 QFA
TO: =
ElmblE=
MO S: d4ugg &
(CITE MAAIR)
Fa Al REHS
HEMS =
1 & sde =452 HE FEX HE JHA0IL: /20 HAIBEE= HE | fsL
(2 ol M3ste 22, SIE 2810 3¢S ZHAEX OIYAIR)
L2
2. 471 BUo 0|8, F4, HEHPSE =200 H3ols OS 220 26X ODHYAIL.
0l & #. 32 ZZ08, SeHE
(THE 2 I JIEF DEWK Il

3. St HIE OIZ F4AF FHE M2 = 28H FAAL.

ERE ) 25 AT ®8 25

KE

PTA(S 58 3}
2. Fa
3. ®ae

ERE
4, MUBY

dzd 5. &9

224 6. ® 81

SRD/ESIH AMZB (B0 1841 D12 H2) M M (EM0l 184 Ol4E EHR)

#5253/sk - Translated by the LAUSD Translations Unit (Korean) (ref#4113)
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Sample Letter (Russian)

Yeaxaemuie POAMTEIOL M OTEKYHBl YYALIMXCA CPeJHMX LIKOJ (Ha‘laJ'EbHIbIX M CTapUIMX KJ'[aCCOB)Z

B coorBeTcTBUM C (heepasIbHBIMM 3aKOHAMH, 4 TAKXE 3AKOHAMHM LUTATA LIKOJbHBIE OKPYTH OOA3aHBI HAMPABUTD
CTIMCEM YYALMXCA MJTAMINMX M CTAPLIMX EJIACCOB cpefHell Kol (B BospacTe 17 sieT u cTapiue) B EOAMETEM U
yHuBepcuTeTH 1TaTa Kanudgopuua, poeHxomarel CIIA m gpyrue yupexpaeHua. JlaHHaa mHopMalua BEIIOYAST
uMa U HAMITHIO LIEGJIBHHEA, afpec H HoMep Tenedpona. HopMaTueHBIe AKETEI 0 HEBMEINATEIILCTREE B JIHUHYIO
KM3HB, & TakXe »He ocTaBuM HI oHOro peGeHEA 32 4epTofl MPAMOTHOCTH™ MpPeyCMATPHBAIOT, YTO POJHUTEIIH
BIIpaBe BO3PA3HTb MPOTHB MEpPefaui JAHHBIX O LIKONBHHEe B KakMe-smbo yupexkgenua. Bosm Bbl Bospaxaere
MPOTHE HATIPABJICHHA 3T0H MHpopMALHH (MMA M PAMUIIHA IIEOJIBHUEA, 47pec U HoMep TesledoHA), MOXAITYHCTA,
SAMOJTHHUTE MPHJIOE ¢HHYIO 34ech (POPMY M BepHHTe B ¢f LIEONY. JlaHHoe 3aABNIeHHe NeHCTBUTENIBHO B TeUeHUE
OJJHOrO LIEOJBHOTO DOJA.

CriemyeT 3aM0JIHUTE M BEPHYTHL B LUEOJY OTPHIBHYIO YACTh JOEYMEHTA He Nos3fAHee MATHHIE 22 okTaGpa 2004r.
TOJILEO B CJIYYAe, KOTJA BBl BO3PAXAeTe NPOTUB BRIZAYM JAHHEIX INEOJIBHUEA, BEJIIOUAd ajpec M HOMep TesepoHa,
B riporHBHOM €)1y 4ae JaHHbIe LUKOIbHHKA NepefayT B BHILIEY I0MAHYTHIe ¥ UPesk JeHH .

C ypaxeHmeM

Poit Pomgfy sasemyiouprii OGbe IHeHHBIM LIKOJIBHBIM OKPYIOM

JOIHMA OTpbiBd (tear-off)

IPOCbbA HE IEPEJABATD JAHHBIE O HIKOJ/IbHHKE

BHMMAHIMIO ILIEKOJIBL: YHCTO!

HMA 1 PAMHIHE YISHHKA JATA POXKICHU: KJIacC:
(nevarummy Oyvkpamu)

AIpeC TOPO: MOYTOBHH MHIEKC:

TesaedoH: KOMHATA yaéra yaamguxess Record Room:

L A eospaware npoTue nepegari UAMOPMAUL 0 WKOTLHUKE KAKoMY-TUE0 YACTHOMY AUYY, d Takwe & Kaxue-

mubo opeanusayuu. (Ecnu egtt ROMETUTN STOT RYHET, He CAEGYET OTMEHATs nyHeTsi 2 i 3).

2. A eospascar nporue seigavu wHbOpMARHY 0 WKOTbHIKS (UMA U PAMUTUA WKOTE HIKA, dgpec W HoMep Tenegbona)
@ OpedHUzANuLU, KOTOpEie 4 OTMETUT HUMNE.

soeHKoMare CIITA KOJUTE/ KM, YHUBEPCHTETH M JIPyTHe
BY3HI

3. Hraxwe SO03PAWAI0 RPOTUE BblFaddu uﬁgbopmaguu QO WKOALHUKE COENACHD OTMeUeHHBIM HUMNE RYHETAM

MOXeT HOJ'IY‘IHTD HE OOJIXKCH MOXEST HOJ'IY‘IHTD HE OUNXEH
AAAHHBE HOH}"I&TD AAHHBIS AAHHBIE HOJ’IY‘I&I‘D HAAHHBIS
POGHTEABCKHH KOMHTET 1 mma u dampnua
(PTA) 2. anpec
3, Homep Tenedoua
OTHEN 3paBOCKpPAHEHHT 1 gara powmenia
BEIfOpHEE ODM IMAAEHEL 2, TOpeE OQyNeHHE B LIKGAe
i B, LLIKOJIBL, EOTOPLIE
A YUALLHHCA TOGE LLAS
TOIIHMCh PO Te el (yaeHuK/ia maamue 18) HOJITHCE YUSHUKA 1B (yeeHMK/LA crapiie 18)

5233/ at_Translated by the LAUSD Translations Unit
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Sample Letter (Vietnamese)

Thua Quy Phu Huynh/Gidm Hé cia Hoe Sinh Hai Nim Cudi Bjc Trung Hoc:

Theo lujt lign bang vi tiéu bang, cic hoc khu phiicung ¢ip danh sich hoe sinh hai nim cuéi bic trung hoc (vd.
tit 17 i ted 1&n) vai tén, dia c¢hi va s8 dién thoai clia ho cho cdc trudng cao ding vi daihoe California, Cic Co
Quan Tuyén M6 Quin Lyc Hoa Ky, v cic oo quan duge phép khic. Tuy nhién, Sic lugt Gac Quyén Riéng T va
Gido Duc Gia Dink va Pao Ludt Khiing Tré Em Nao Bf Thua Kém bit budc ring phaicho cic phy huynh duge quyén
chon lya giit kin khéng cho ti€t 1§ théng tin niy méinim. Néu quy vi mudn khéng tiét 1 tén, dia chi vi s& dién
thoai cia con minh, quy vi phai dién mau don dudidiy va g trd cho wudng. Yéu cau gitf kin théng tin vé tén,
dia chiva 36 dign thoai chi o6 thé ip dyng cho nién hoc hién tai ma thdi.

Xin chi giti rd lai phan cdtrai péu quy vi khting mudn t8n dia ehi, va st dign thoai duc tiét 16, tr8 nhat |3 Thir S&u_ngay
22 thang Wubi 2004, N&w méu ndy khdng duge gilii lai, thang tin v& can clia quy vi sé duge tigt 1o nhu @3 ghi.

Tréan trong,
Roy Rom
. == Gal 10
MAU YEU CAU GIU KIN THONG TIN DANH BA
G0 DEN: NGAY:
T&n Truting

T&n Hoe Sinh: Ngay Sinh; Liip:

{xin vigl &)

Bia Chi: Thanh ph: Ki higu Zip:

S8 Dign Thoai: Phong Gilr HA S
1, Toi khong mudn bat of thong tin ndo cia hoe sink o6 n ghi trén bi tiét 1§ cho bat oif cd nhdn hodc 16 chife nio.

(Név quy vi dénh ddu mue ndy, BUNG dién cdc phén s 2 va & dudi déy.)

HAY
. Toi khong mudn &t 15 tn, dia chi va s6 dién thoai cda hoe sink ¢6 tén & trén cho cod guan hode cde od guan ma 9] dénh
ddv dudi day.

o

Quan Lue Hoa Ky Cée Truing Cao Ding, Dai Hoe hodc
Gée Co Quan Tuyén Mo (Quan Su) ¢é¢ Hoc Vign Cao C#p Khag
3T ciing yéu cdv oif kin hodc L6t 16 thopg tin dank ba theo nhilng 6 ma toi dinh ddv dudi day:
06 Thé Tigt L |Khéng Duoe Tist Lo Co Thé Tigt Lo Khong Buge Tigt Lo
PTA 1. Tén
Phbng 2. Bia Chi
: 3. Bin Thoai
ghT’@ Ve 4. Ngay Sinh
nibigh 5, Gac Ngay Dy Hot
Dan Cir & Tninn DA Cia
Chit Ky ¢lia Phu Huynh/Gisdm HE (néu hog sinh dudi 18 tui) Chit Ky ¢lia Hoe Sinh {néu hoc sinh 18 tudi 1rd [&n)

5253 be _ Translated by the LAUSD Translations Unit (Vietnamese)



