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                                         LOS ANGELES UNIFIED SCHOOL DISTRICT          ATTACHMENT C 
 

Opportunity Transfer (O.T.) Checklist 
 
Name of Student: ______________________________          DOB: ___/___/______          Grade: _____ 
 

   First O.T.             Second O.T.  (Previous O.T.: ________________)    
 

Note: The O.T. process does not apply to students with an IEP. To consider a change of placement for student with an 

Individualized Education Program (IEP), follow the IEP process and guidelines.  
 

SENDING SCHOOL 

1.  Conduct a Disciplinary Review Team (DRT) and/or Student Success Team (SST) meeting to review the student’s 

behavior history and determine that the appropriate interventions, resources, and options have been explored.  

2.  Check if the student is under Section 504 for nondiscrimination protection.    yes    no 

3.  If yes, conduct a Manifestation Determination Meeting.  Date:__________ Result:__________ 

4.  Revise 504 Plan if a positive link is found and consider alternative means to address misconduct. 

5.  Secure a Receiving school_______________ Contact Person_______________ Phone #_____________ 

6.  Conduct a Pre- O.T. Conference with the parent and the student to review records and to discuss terms and 

             conditions of the transfer and return to Sending school. 

7.  Provide the O.T. Appeal Form with instructions.   

8.  Ensure that the student remains enrolled and maintains regular attendance at the school during the appeal period, 

when applicable.  

9.  Generate and provide to the parent the signed Pupil Opportunity Transfer (O.T.) Notice with an effective date. 

10.  Send pertinent student information including Social Adjustment Report and SST/DRT meeting documentation to 

             the receiving school. 

11.  Upon receiving verification of enrollment from the receiving school, withdraw the student using the proper O.T.  

      codes, as dual enrollment is not permitted. (Leave Code= L2, Reason Code=18). Do not exit the student until 

 obtaining verification of the student’s enrollment at the receiving school.  

12.  If not enrolled, contact the family or utilize school personnel including PSA Counselor to ensure student’s 

      immediate enrollment. 
 

RECEIVING SCHOOL 

1.  Conduct the intake conference with the parent and student to review the terms and conditions of transfer, and 

      discuss plans for student’s success at receiving school. 

2.  Review and sign the O.T. contract with student and parent and provide a copy to the parent. 

3.  Provide parent and student with a tour of the school, list of school and community resources and, if needed, 

      transportation options. 

4.  Ensure that all necessary documents were sent by Sending school. 

5.  Review the student’s academic, attendance, and discipline records periodically and provide supports to facilitate 

            success of the O.T.  Although attendance and grades may be part of the original contract, truancy and low 

            academic achievement shall not be the sole reasons for cancelling an OT.   

6.  Report the student’s progress during the O.T. period to the school official of the sending school and initiate the 

            student’s re-enrollment back to the Sending school. 

7.  To cancel a student’s unsuccessful O.T. during the term, obtain approval from ESC AOO or designee, conduct 

 the O.T. Cancellation Conference with the parent and student, and provide the O.T. Exit/Cancellation Notice.  

8.  At the end of O.T. term, conduct an O.T. Exit Conference with the parent and the student and provide the O.T. 

            Exit/Cancellation Notice detailing the reasons for the successful or unsuccessful outcome.  


