Mt. Diablo USD

Administrative Regulation
Independent Study

AR 6158
Instruction

I;

Purposes of Program

The Governing Board recognizes the value of supervised mdependent study for students in
situations where their special interests, abilities, or 1nd1v1dual needs are n rmg accommodated
in the traditional instructional program. These students ‘must have the willin
successfully complete the educational requlrements of 1ndependcnt study.

il

students who:

1. Have an understanding of and commitment to independent'smdy

2. Exhibit the ability and the willingness t Work‘mdependently with limited supervision by the

certificated teacher.

3. Have learning styles that can be met through 1ndependeny;{study

4. Are exceptional or gifted and {'eed in-depth opportumtles which may include concurrent
enrollment in post seccmdary educanonal programs, or participation in acting, athletics and/or
sports. 4 «, "

8. Have received suspended expulsion (or stay of expulsion), rather than full expulsion from the
Board, and have'been offered independent study with a classroom option (i.e., enrollment at a
traditional or alternat hool, opportunity class, or continuation school).

at home because of illness in the family.

10. Have parents/ guardians who wish to assist in the Home Independent Study for their children.
11. Arrived in the district mid-semester.

12. Are employed and need to help the family.

13. Are in drug or alcohol rehabilitation programs.

14. Are pregnant or have children.



To engage in independent study, a student with special needs who has an Individualized
Education Plan (IEP) may do so only to the extent his or her IEP specifies independent study as
the instructional model.

Selection or Intake Process
A student who has met the criteria for participation may:
1. Complete a full program of courses.

2. Take a full program of courses and continue or take a lab class (i.e.

and, chemistry) at the
comprehensive school. %

3. Complete an extra or special course outside the regular school/da

4. Enroll for a limited period of time if the student is to be out _vf school
consecutive school days. /

The selection or intake process should be accomp»lligh, hrougﬁ tandardized d
application. The student should: b

his is a new student, the student
and initially enrolling into

1. Complete an Application for Intake at the school office
may request independent study when meétin g with district off
the district.

2. Meet with school personnel to determme lf the Sfuden meets the iteria for participation of

independent study.

3. Complete all components. of 1  independent "'stu‘dy agreement with the supervising teacher.

ess corhp etes the student's intake process. Depending on the availability
student should be able to’ start the independent study option

Finishing the above
of a certificated teacher,
immediately.

rvice coordinator or school administrator will make every effort
d arent/ guardlan/careglver on the most appropriate option.

1. Is not meeting the oﬁllgatlons of the 1ndependent study agreement.
2. Is no longer meeting the criteria for participation.

3. Is inappropriately placed.

Instruction

1. All independent study students including adults must be enrolled in a district school.



2. No course required for high school graduation shall be offered exclusively through
independent study.

3. For K-12 Average Daily Attendance (ADA) purposes, independent study teacher-ADA ratio
must not exceed the baseline ratio for other instructional programs in the district.

Note: Adult education is not restricted by a teacher-to-ADA ratio cap.
4. Class size reduction funding is not available for any student enrolled in independent study.

5. Special education students (individuals with exceptional needs as deﬁned in Education Code
56026) must have an IEP that allows independent study.

6. No funds or other thlngs of value may be prov1ded to 1ndepe/ : dy students that are not

8. Students engaged in independent study must be residents’
county.

12, Stud T a et
enrolled hool si ir 18th birthday, may contact Adult Education regarding participation
Adult Education program.

n the written independent study agreement and subsidiary
contracts shall be con nl: ‘with the Board's policies and administrative regulations for
curriculum and instruction

14. The curriculum shall be standards-based and substantially equivalent in quality and quantity
to classroom instruction.

15. Independent study may be an appropriate option for a student who is expected to be absent
from school for five or more consecutive school days.

Independent Study Agreement



A written independent study agreement must be executed for each participating student and must
be maintained on file. The independent study agreement requires a learning plan that represents
not less than the equivalent of a minimum school day for the student's grade level for every
school day covered by the agreement.

The independent study agreement shall include, but not be limited to:
1. General data:
a. Name of student
b. Address

c. Grade level

d. School name/program placement
e. Birth date

2. Subject(s) and course value/units/credits (other ures for él@g;entary).

3. Objectives included for student's work.

5. Resources including materials and personnel mad
6. Method(s) of evaluation \

7. Manner of reporting (
8. Time of meetings
9. Location/place of/the'

b. Parent/Guardian/Caregiver

Caregiver Affidavit m b"’evon file (Not necessary if adult or Emancipated Minor. Emancipated
Minors include: married, active military or court directed.)

c. Supervising certificated teacher
d. Other teachers who have direct responsibility for providing assistance.

Note: Independent Study agreement for attendance becomes effective only when all signatures
on the independent study agreement have been signed and dated.



14. Subsidiary Contracts. If used such as Assignment and Work Records and/or High School
Course Contracts, they should be made a part of the independent study agreement by specific
reference(s).

15. A statement that identifies the number of missed assignments that will lead to an evaluation

of whether the student should continue in independent study or return to the classroom for his or
her best interest. A written record of the outcome of any such evaluation must be retained in the
student's permanent record file or folder.

Note: At a minimum, permanent means for the full duration of the studeht’s enrollment in school.
It does not mean the audit file for independent study agreements. /

16. A statement of the maximum length of time, by grade level, and””
elapse between the date the assignment is made and the date the studer
assigned work. ,

ust complete the

17. A statement that independent study is a contmuously voluntary, educatlonal'falternatlve and
that a classroom option is always available. /

18. A statement that when circumstances justify a long,e['t" ime, t.he Supermtendent/demgnee may
extend the maximum length of an assignment to a period’ not to exceed a period of time pursuant
to a written request.

19. A statement that instruction may be prowded fora Educatlonu,Code 48915 (expulsion) or
Education Code 48917(suspension) student through mdependent study, only if the student is
offered the alternative of classroom instruction. i

20. A statement that 1ndependent study for antlclpated absences is approprlate only when a

21. A statement allowiﬁg one or more classes to be added to the mdependent study agreement
during the semester as needed ‘

2. Specific subject assignments and activities

3. Specific subject resources including materials and personnel
4. Method(s) of evaluation
5. Signatures of student, teacher, and other persons assisting

6. Dates when subsidiary contracts begin and end



Student Assignment/Work Records

The Student Assignment or Work Records supplements the independent study agreement. It
contains detailed components of the independent study agreement that include:

1. Course of study/subject(s)
2. Objectives of the assignments

3. Method of study (activities that the student does to complete the ob_;ecuves)

4. Resource materials (texts, workbooks, videos, computer activiti

. projects, etc.) and
personnel who may be assisting the student to meet the objectives -

5. Methods of evaluation for attendance and academic credit

6. Date assignment made and date assignment due

7. Grades and/or academic credits earned after the a551gnment 1s completed
8. Attendance credits " '
9. Signature of certificated teacher or initials

10. Signature of participating student and parent/guardlan (recommended only)

Student Responsibilities and Rights i,
The student's legal rlghts and respon51b111tles must be 1dermﬁed and mcluded in the mdependent

documents (e.g., Adrmmstratwe Regulatlons Student Handbook, and Parent Information
Packet). Procedures must be establlshed that ensures a student's due process rights.

. Complete all school 1ntake ‘processes

. Notify scho;(v')iiej‘,;a advance for' all planned missed school appointments

. Complete and subm f't__work assignments by the due date
. Deal with 1ncomplete assignments, as the teacher requires

. Contact the teacher or school when assistance is needed

= N T I

. Ask for a classroom option whenever a student feels that independent study is not appropriate

There are no excused absences in independent study. Students are in violation of the independent
study agreement and are subject to dismissal if they are late or absent from scheduled
appointments or do not submit assigned work by the due dates.



Parent Responsibilities and Rights
The parent/guardian/caregiver must agree to:
1. Read and understands the conditions listed on the independent study agreement

2. Abide by the terms of the independent study agreement including a commitment to, and the
support and guidance of, the student in independent study

3. Voluntarily sign the independent study agreement ‘
4. Notify the school in advance when the student will be away from sghf)‘él .

5. Ensure student completes all assignments by the due date

6. Ensure the student keeps all appointments

7. Furnish transportation to school when needed

8. Act as a support system for the student in the discipv, ne of ébmpleting work independently

9. Understand they have the right to review the program of mstructlon and revo
independent study agreement at any time it

Supervising Teacher

e. Asses’s," ] student wark for attendance credit.

f. Select and'f’ Ve representatlve samples of the student’s completed and evaluated
assignments.

g. Maintain and keep current any required records and files.

h. Determine and assign grades or other approved measures of the student's achievement
when appropriate.

i. Keep parents/guardians informed of the student's progress when appropriate.
J- Counsel and coach for the student's success.

k. Work on district educational and curriculum committees.
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1. Continue to grow professionally through a staff development plan.

m. Personally judge the time value of assigned work or work products completed and
submitted by the students.

Administration of Independent Study

School districts or county offices of education are not obliged to permit a student to engage in
independent study if school officials given responsibility for the demsmn‘determme that
independent study is not an appropriate alternative for the student

When a district approves a Board policy to offer independent study, he Superintendent shall
assign a designee to administer the program. and ensure qualrty: and legal comphance The
Superintendent or designee will: i i

1. Ensure that independent study occurs in accordance W1th state law and dlsm' tpolicies and
regulations.

2. Approve the participation of students requestlng 1ndependent‘;smdy

3. Facilitate and monitor all paperwork, procedures and agreements for 1ndependent

study.

4. Establish and maintain in a systema’uc matmer all records req

red by;state law and
regulations. 0

5. Approve all academic credits and attendanc'e eame thro ;gdependent study.

6. Authorize the selection of all staff members who are assigjned to supervise independent study.

independent” tudy strategy tha;t meets establlshed standards for the districtis educational

programs.

13. Monitor enrollment 1namdependent study to stay within prescribed limits without
compromising the educational quality of independent study

The teacher/administrator shall incorporate into program procedures the appropriate use of
strategies with the aim of increasing student achievement as well as reducing and preventing
failures. They include:

1. A letter of concern to the student and parent/guardian if appropriate

2. A specially scheduled appointment



3. A special meeting with the teacher and/or counselor

4. A meeting with the administrator, including the parent/guardian/caregiver
5. Placing the student on a student discipline contract

6. Referring the student to Student Success Team (SST)

7. Increasing the amount of time the student meets with a teacher or in an equivalent supervised
situation

8. Terminating the independent study agreement and recommendatlon for the student's return to
a regular classroom option or other appropriate alternatives

Work Samples

Representative samples of original work of the student, evaluated by a certificated teacher must
be on file. One sample of student work is required for each course taken each ler.
Representative samples are defined as examples for' eaeh class representmg studenl work product
where ADA was reported for attendance. i

The work samples should include the ide‘nﬁ:ﬁcation of the:

Required

7. Notation of the assessment evaluation for attendance credit (i.e., number of days or hours)

Attendance

Attendance procedures for independent study must meet the following attendance requirements:

Required Time
Kindergarten 200 minutes per day
Grades 1-3 280 minutes per day



Grades 4-8 300 minutes per day

Grades 9-12 360 minutes per day
Continuation/Opportunity 15 hours per week
Adult 15 hours per week

Independent study attendance credit is based on the completed work product of the student. ADA
is based on the independent study teacher's judgment of the time value’ of'each work product.
Work assignments must be equivalent to the full school day a551gnments that would have been
required of the student if the student were in the classroom opttp - I the work is completed by
the due date, attendance credit may be claimed providing the student's ‘completed work is
equivalent to the minimum day for the specified grade level For K-12, at’(zndance is recorded in
days. Independent study attendance must:

1. Be on a separate state approved attendance reglster

2. Be approved by the State Department of Education lfa chool/program is usmg n altematlve
and/or computerized attendance accounting system.

3. Match teacher records with attendance reported

4. Be recorded in whole days for apportlonment of at least the app ble minimum day for K-12
with maximum ADA of five days per week' (maxnnum ADA for Continuation/Opportunity
Programs and Adult Education is 15 hours per, week for fivc days of attendance).

5. Student work may not be-aceepted after the due/date for attendance credit. Student's work may
be accepted for academlc credit aﬁer the due date.

Records

ds for all students using independent study and shall
cement and school in which each of the students is enrolled.
_v,ard promotion to the next grade or towards graduation.

The followi g records must be avallable for an audit. Records shall include, but not be limited to:

1. A copy ot‘ the district Board pollcy and administrative regulations and procedures pertaining to
independent study

2. A file for each student contalnmg a:
a. Independent study agreement and any subsidiary contracts.
b. Student assignment or work record.

c. Representative samples of completed work by the student and evaluated by a
certificated teacher. One sample is required for each course taken in a quarter.

d. Record of attendance, credits, grades, and other evaluations of independent study
assignments.
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e. Student transcript for high school students (transcript should list the "school of record"
and not a program's name or "independent study").

3. A daily or hourly attendance register, as appropriate to the program in which the students or
adult education students are enrolled, separate from classroom attendance records, and
maintained on a current basis as time values of student or adult education work products are
personally judged by the certificated teacher, and reviewed by the supervising teacher if they are
two different persons.

4. A list of all students, by grade level program or school, who have icipated or are currently
participating in independent study, showing "credits attempted" and "awarded to" each student
and a record of the student's attendance.

5. If using a system of accounting other that the state approved tegiste computerized attendance
accountmg) a letter of approval by California Department of Education muSt be on file.

other instructional programs in the district. Adult e
ADA ratio.

7. A written record of the findings of any, evaluat1on conducted after the student has missed the
number of assignments specified in Board p d as a mandatory interim student
record which shall be maintained for three
Code 51747)

Note: All records (except the student transcrlpts WhICh are kept permanently) are to be kept for
three years and made available for auditing. '

Short-Term Independent"-

All the same rules a.nd regulattons apply 'to’short-»term independent study as they do for a longer
nt study is approprlate when a students absent from school for five or

provided fdr
Procedures for Short

y absence less than ﬁve days

-Term Independent Study

Prior to the Independent Study

The "MDUSD Application and Master Agreement for Independent Study" must be used in all
cases. All information requested on the form is required and must be provided. Otherwise, the
independent study contract will be invalid. It is important the following procedures be followed:

1. Independent study is available to special education students only when specified in their IEP.

2. The contract must be requested and signed by the student, parent or guardian, and responsible
certificated individual prior to the student leaving on the independent study. If students are too
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young to write their own name, they may make their mark and the parent or guardian can sign
the student's name next to the mark. A contract cannot be developed after the fact.

3. The contract must have a beginning date, an ending date, and a due date. The due date should
be no longer that one day following the anticipated return of the student to school. (Work that is
not completed and submitted by the due date will earn no apportionment credit).

4. Holidays are not counted when computing the length of the contract.

5. A contract cannot be longer than a semester. If the requested time period is longer than a
semester, a new contract can be written at the end of the first contract.

6. The responsible certificated individual, usually the classroom, teacher will make an
independent study work assignment that will be equivalent to, the amoum of work that will be
completed in the classroom during the period of the independent study. Thi , work will be done
by the student during the time of independent study, not.afterthe student retums This
assignment must be clearly written on the contract. A/¢ontract does not have to _mclude all of the
student's subjects Some subjects can be excluded, Enough work needs to be assigned.
constitutes a minimum day. / / vV

7. It is acceptable to have one certificated individual responslble for evaluating the work
assigned in the contract. -

8. If a student is on independent study throi "”___the last day of schb’o‘l be sure that the work is
received early enoug,h on the last day for evaluatiof In ‘independent study contracts
should be due prior to the last day of school to assure, ufﬁclent tlme for evaluation.

9. Academic credit earned durmg an independent study a551gmnent is separate from the
apportionment credit and is not affeeted by these rules.

During the Independent Study

Students on anﬂmdependent stud_"‘w contract 'should be recorded as absent. Code the absence as

After the Indeii)"zndent Study .

The work requifediion an indei&endent study contract must be turned in no later than one day after
the student returns to school. When the student turns in his/her assigned work, a certificated
individual will make two €valuations of the work.

1. The quality of the work is assessed. This will serve as the basis for the academic credit.

2. The quantity of the work is assessed. This evaluation should be in terms of whole days of
work represented in the completed work. It is possible for a student to receive partial ADA credit
for work completed. For example, if a student's contract is for a period of 10 days, however, it
was determined through the teacher (s) evaluation that only five days worth of work was
completed, the contract can be credited with five days. If the days credited is less than 5 days, no
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credit can be given because of the five-day minimum. Send an adjustment sheet coding the
adjusted days to "A" or "U."

3. Independent study assigned work not completed and submitted by the due date earns no
apportionment. Credit cannot be given if the work is not received on time. For this reason, if a
parent/guardian of an independent study student determines that, due to unforeseen events other
than illness, he/she will be unable to return to school by the due date, the school can be called
prior to the return date to request an extension of the due date. Written documentation of that
telephone call and the new due date must be clearly noted on the original,contract. No additional
apportionment credit can be claimed for the additional days, unless an additional assignment is
made and documented by the teacher.

4. If the student is unable to return to school on the due date because of illness, a parent/guardian
or another responsible individual should bring the completed work to school, No extension of an
independent study due date can be made solely on the basis ofillness.

5. If the assigned work is not turned in, the initial report of the student's attendan”"" ;must remain
"A" Or "U " / i, 4
6. As part of the evaluation process, the responsible certi e’d"s’person must also éelect a

representative sample, preferably a graded sample, of actual student work and attach it to the
school's copy of the completed contract. " /

be submitted to the Attendance Ofﬁce This wxll change the reported non-ADA days to
"present." .

8. Only certificate pergonnel may gn the contract 1nd1cat1ng approval of work completed.
Clerical staff may not sigr ministrator and initial the signature.

j ontract should be distributed and filed as indicated on the

9. Copies of the 1ndependew :fstud
form. i '

Regulatmn MT. DIABLO UNIFIED SCHOOL DISTRICT
Approved: May 10 2005 Concord California
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