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PURPOSE: 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. 

 

MAJOR 
CHANGES: 
 

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

INSTRUCTIONS: 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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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.    

 

II. 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.   

 

B. Parent/Guardian Responsibility 

 

Parents/guardians are instructed to return the “opt-out” letter directly to the 

school no later than October 22, 2004. 

 

C. 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 ID01. 
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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 ID01. 

 

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 ID62.” 

 

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 
RESOURCES: 

None 

ASSISTANCE: For assistance or further information, please call the School Information Branch, at (213) 

241-2450. 
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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 Romer, Superintendent of Schools 
- - - - - - -  - - - - - - - - - - - - - - - - - - - - - - - - - Tear-off - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
    

REQUEST TO WITHHOLD DIRECTORY INFORMATION FORM 
 
TO:    DATE:   
 School Name 

Student Name: 
(please print) 

Date of Birth: Grade: 

Address: 
 

City: Zip Code: 

Telephone Number: 
 

Record Room: 

 
1.   I 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. I do not wish to release the name, address and telephone number of the student named above to the agency or 

agencies I check below. 

 
   United States Armed Forces   
 (Military) Recruiting Agencies 

 
   Colleges, Universities or 
   Other Institutions of Higher Education 

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

 May Release May Not Release  
May 

Release 
May Not 
Release 

1. Name   
PTA   

2. Address   

3. Telephone    Health 
Department 

  
4. Date of Birth   

5. Dates of Attendance   Elected  
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 11º y 12º: 
 
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 11º y 12º, si son solicitadas.  Sin embargo, el 
Acto de Derechos Educativos y de Privacidad de la Familia y el Acto de nombre Que Ningún Niño se Quede Atras 
ordenan dar a los padres cada año la opción de rehusar la divulgación de esta información.  Si ustedes desean que 
la escuela se abstenga de divulgar tal información, deben llenar el siguiente formulario y devolverlo a la escuela cada 
año.  La petición de ustedes para no divulgar los nombres, domicilios y teléfono de sus hijos es válida solo para el 
presente año escolar. 
  
Regresen a la escuela la parte recortable, antes del Viernes 22 de octubre de 2004, únicamente si no desean que se 
divulgue dicha informacion.  A menos que se devuelva este formulario, la información de su hijo(a) se 
divulgará, según se indica arriba. 
 
Atentamente, 
 
 
Roy Romer, superintendente de escuelas 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -Corte esta porción - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -   

 

PETICIÓN PARA RETENER INFORMACIÓN EN EL DIRECTORIO 
 

 
PARA:    FECHA:   
 Nombre de la escuela 

Nombre y apellido del (de la) estudiante: 
(Use letra de molde) 

Fecha de nacimiento: Grado: 

Domicilio: 
 

Ciudad: Código Postal: 

Número de teléfono: 
 

Salón donde se pasa lista: 

 

1.   No deseo que a ningún  individuo u organización se le proporcione información alguna proveniente 
del directorio acerca del estudiante antes mencionado.  (Si usted marcó este espacio en blanco con 
una (X) o con una (√) no complete los números que siguen a continuación.) 

 

O 
 

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

 

 
   Entidades de reclutamiento para las Fuerzas
   Armadas (militares) de Los Estados Unidos 

 
   Universidades y demás instituciones de    
                   educacion superior 

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

 Sí divulgar No divulgar  Sí divulgar No divulgar 

1. Nombre   
PTA   

2. Domicilio   

3. Teléfono   Departamento de 
Salubridad 

  
4. Fecha de nacimiento   

5. Fechas de asistencia   Funcionarios 
públicos elegidos 

  

 

6. Escuela(s) anteriore(s)   

 
    
Firma de padre o guardian                                                                Firma del (de la) estudiante  
(Si el estudiante es menor de 18 años)                                                          (Si el estudiante ya cumplió los 18 años) 
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Sample Letter (Armenian) 
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Sample Letter (Chinese) 
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Sample Letter (Korean) 
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Sample Letter (Russian) 
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Sample Letter (Vietnamese) 

 

 


