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❖ To understand the importance of maintaining accurate information in 

MiSiS for potential English Learners

❖ Provide a coherent understanding for entering student information in 

MiSiS

❖ Learn about processes and tools used to manage and maintain student 

data

Objectives
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2021-22 Audit Findings

● Free or Reduced Price Meal (FRPM)

and English Learner (EL) eligibility of

1,935 students from 83 schools

● 1,935 students tested, 1,086 students

were selected for verification of their

Free and Reduced Price Meal (FRPM)

eligibility as “181 - Free” or “182 -

Reduced”

● 268 students were selected for

verification of their English Learner “EL”

● 581 students were selected for

verification of either FRPM or EL

eligibility in accordance with the audit

guide.

(2) students from the District’s 
schools, and two (2) students from 

the District’s Dependent Charter 

Schools were reported as English 
Learner eligible but were 

unsupported. 

Students missing an annual ELP 

assessment

Sample Findings

The cause of the error in determining the students’ EL eligibility stems 
from the parent/guardian providing erroneous information at 
enrollment that resulted in a temporary misidentification of the 
students in the district’s student information system. 



❑ Provide training/reminders/updates to Local District EL staff on 

proper enrollment procedures

❑ In collaboration with Local District EL staff, provide Local District 

training to EL Designees and Senior Admin. Assistants/Office staff 

on enrollment procedures to ensure out-of-District student CUM 
records/documents are collected and reviewed on a timely 

basis

Corrective Action



Enrollment
• Enrollment Form

• Obtaining Student Records

• Home Language Survey 

Amendment
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Implications

★ Parents/guardians do not receive required 
notificat ion in a t imely manner

★ Missing or incorrect data into MiSiS results 
in:
• unnecessary test ing 

• students not tested
• incorrect student 

placement/services
• delay in assigning district and/or 

SSIDs

• inaccurate report ing to CALPADS
• Impacts funding

★ Assessments are not completed during the 
required t imeline



Enrollment Form
Parents/guardians complete an enrollment 

form for ETK – 12 new or returning students.



Enrollment Form

In person
Online

enroll.lausd.net

https://enroll.lausd.net/


Student Enrollment Form

Demographic Information

• Section C: Home Language Survey

• Section D: Student Educational Information 



Demographic & Enrollment Information

Critical data for district ID and accountability

> Student Name > Grade
> Birth Date > Entry Code and Date

> Gender > Section Enroll/End Dates
> Birth Country (State/City) > Withdrawal Code
> Ethnicity & Race > Withdrawal Reason 

> Student Address > Withdrawal Date
> Parent/Guardian Information

E and L Dates must match in-class attendance 

> E date is the first day of in-class attendance.

> L date is the last day of in-class attendance.

>  Monitor no-shows.

> Resolve overlapping enrollments.



Enrollment Form

California Education Code (EC), Section 52164.1 (a) contains 

legal requirements which direct schools to determine the 

language(s) spoken in the home of each student.  The HLS 
consists of the following four questions: 

• What language did the student learn when he or she first 
began to talk? 

• What language does this student most frequently use at 

home? 
• What language do you use most frequently to speak to this 

student? 
• Which language is most often used by the adults at home? 

Parents/guardians are to receive an explanation regarding the 
purpose of the HLS.  

Section C:  Home Language Survey



Data Entry

If the responses from the HLS were entered incorrectly (i.e., clerical error) in MiSiS:

• Fax the Enrollment Form to State Reporting Services Branch (SRSB) 213-241-8969

• Include your contact information and the student’s District ID on the FAX cover letter



Spanish and English

Spanish and English

Spanish and English

Spanish

Rule:  Select and 

enter the non-

English language.



Student’s Primary Language

SPANISH

SPANISH

SPANISH

SPANISH

.

This question is not on the 
HLS.  It’s determined by 
the responses to 
questions 1-3 on the HLS. 

SPANISH



Guided Practice



Scenario 1

● Which language(s) is entered into MiSiS?

● What is the is the Student’s Primary Language based on questions 1-3?

Arabic

Arabic and English
English
Arabic

X

ARABIC
ARABIC
ENGLISH
ARABIC

ARABIC



Scenario 2

● Which language(s) is entered into MiSiS?

● What is the is the Student’s Primary Language based on questions 1-3?

ASL

American Sign Language

American Sign Language and English
American Sign Language
American Sign Language

ASL
ASL
ASL
ASL

Rule:  ASL auto 

populates to 

English Only.



Section D: Student Educational Information 

• This section helps the school staff determine if the 
student previously attended another school prior to 
enrollment in LA Unified and what Entry Code will be 
used.

• Office staff should prompt the parent/guardian to 
complete this section for new and previously enrolled 
students when left blank. This information will help staff 
determine what school or district will need to contacted 
to obtain student records. 

Enrollment Form

ENTRY CODES 

• E   PreK/TE
• E1 Same school 

• E2 Other LAUSD school

• E3 Public school outside District

• E4 Non-Public school within the state 

• E5 Public school outside CA
• E7 First school



Obtaining 
Student Records

What might that look like are your school?



Intra-District Transfers

Intra-district (within district) transfers, a student who changes schools within 

the district (LA Unified), have historical data in MiSiS but it is still necessary to obtain 

student records from the prev ious school.  Ensure to request the CUM.

In instances where student data gaps exist MiSiS, the following student records 

should be requested from the previous school and faxed them to SRSB 
immediately upon receipt: 

• EL and/or RFEP:  Initial & Annual CELDT/ELPAC

• IFEP: Initial CELDT/ELPAC

• RFEP:  Notification of Reclassification



Inter-District Transfers
Inter-district (out of district) transfers, or students transferring from another district 

within California will require a request for records.  

Inter-district students may have a prev iously established enrollment with LA 

Unified.  Look for enrollment gaps in the MiSiS Enrollment screen. If there is gap in 
enrollment, it is possible that the student might have attended a school outside 

of LA Unified.

The following student records are to be requested from the prev ious school(s) 

and following faxed to SRSB immediately upon receipt. 

• EL and/or RFEP:  Initial & Annual CELDT/ELPAC

• IFEP: Initial CELDT/ELPAC

• RFEP:  Notification of Reclassification



1. Request a copy of the student’s 
CUM 

2. Immediately request:

a. HLS
b. Initial English proficiency results

c. Most recent Summative ELPAC 
results (if unavailable in MiSiS) 

3. Make two follow-up calls if data is 

not received
a. Log attempts

4. Request to speak to supervisor
5. Request support from SRSB

a. Include the log of attempts

Best Practices for Obtaining Students’ Records



Data Management Tool

Certify
03



Certify Data Tool

• The school principal identifies the 
Data Designee that will be the 
recipient of select data errors in the 
Principal’s Portal. 
○ Enrollment and Demographics 
○ Scheduling 
○ Attendance 
○ English Learner Master Plan 
○ Discipline 

• The Data Designee will receive a 
Certify Score Card via email twice a 
week.

• Job Aids are available for each error.

• Addressing these alerts immediately 
will support accurate data 
maintenance and reporting.

Source: REF-6885.4, Certify Data Tool Policy and Procedures 



Certify Target Areas for SAAs

• ATT 010-0040 - The E-Date Should 

Reflect the First Day of In-Seat 
Attendance

• EL 060-0190 - LEP students with no first 

US enrollment date

• SELA GERR0001 Required field missing -

Primary_Language_Code (CC14011)

• CCE 100-0010 - Concurrent Enrollment 
Anomalies(CCE) Report

Target: Students enrolled on Census Day.



Certify

Certify Tool:

You may access your current scorecard 

and up to date information regarding 
Certify on the webpage:

https://datatool.lausd.net

Certify Helpdesk

213-241-2081
Press 1 for Certify Help Desk support

https://datatool.lausd.net/




Assistance
Local District EL Program Staff @ Local District (for EL Designee support)
Erika Argueta, erika.argueta@lausd.net
Alana Cortes, alana.cortes@lausd.net

Multilingual and Multicultural Education Department (for EL Programs)
Phone: (213) 241-5582

MiSiS Help Desk (for technical support)
Phone: (213) 241-5200

State Reporting Services Branch (for student testing support)
Phone: (213) 241-2450

Student Information Support Branch (for Certify questions)
Phone: (213) 241-2081

Student Testing Branch (for questions related to enrollment data and 
reporting)

Phone: (213) 241-4104

mailto:erika.argueta@lausd.net
mailto:alana.cortes@lausd.net
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