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Application Preparation

· Thoroughly read the Application to Establish a New Continuation High School package. 
· The application forms can be completed in Microsoft Word and printed. 

· Obtain a copy of the Governing Board Resolution establishing the new continuation high school. (See pp. 4 and 23.)
· Obtain the forms necessary to request approval of a Work Experience Education (WEE) Plan (if an approved plan is not in place, see p. 5) and a County-District-School (CDS) code. (See p. 6.)
· Respond to all items on pp. 4 through 7 providing all requested information. 

· Complete pp. 3 and 10–22.

Application Assembly

In order to facilitate the review process, staple the completed Application to Establish a New Continuation High School in the upper left hand corner. Pages are to be single-sided with each page clearly identified, in the following order:

A. Application to Establish a New Continuation High School Cover Sheet

B1. District Superintendent Letter
B2. Governing Board Resolution
B3. Narrative
B4. Philosophy
B5. Goals
B6. Objectives
B7. District Admission Regulations
B8. High School Graduation Requirements
B9. Calendar and Daily Class Schedule
B10. School Plan—Students
B11. School Plan—Working Students
B12. Work Experience Education Plan—Include Statement or Cover Letter
B13. Attendance Accounting Form—Include Cover Letter
B14. County-District-School Code—Include Cover Letter
B15. Facility Certification—Include Statement or Letter

C. New Continuation High School Information

D. Staffing Configuration

Application Submission

Submit one copy of the completed application to:

Jacie Ragland, Education Programs Consultant
Educational Options, Student Support, and American Indian Education Office

California Department of Education 

1430 N Street, Suite 6408
Sacramento, CA 95814-5901
Application Review and Approval
Applications to establish new continuation high schools will be reviewed upon receipt. The Reviewer’s Checklist is included for your information. (See p. 24.) 

Please verify that all required information and documents are included in the submitted Application to Establish a New Continuation High School. If they are not, you will be contacted to supply the necessary information/documents. Please note, this will delay the approval process. 

If the submitted Application to Establish a New Continuation High School package is complete, and approval is granted, an approval letter will be mailed to the address indicated on the Application Cover Sheet. 

A.  Application to Establish a New Continuation High School Cover Sheet

	Complete this section by clicking on the blank line and entering the requested information. 



	Contact Information

	Today’s Date:
	

	County:
	

	District:
	     

	District Address:
	     

	City/State/Zip:
	     

	Contact’s Name:
	     

	Telephone Number:
	     

	E-mail Address:
	     


	

	Proposed Site Information

	School Name:
	     

	School Address:
	     

	City/State/Zip:
	     

	Anticipated Average Daily Attendance:
	     

	Anticipated First Date of Operation:
	     

	

	

	Existing Continuation High Schools in District

	
	Names of Existing Continuation High School(s)
	
	
	County-District-School Codes

	1.
	
	
	1.
	     

	2.
	     
	
	2.
	     

	3.
	     
	
	3.
	     

	4.
	     
	
	4.
	     

	5.
	     
	
	5.
	     

	6.
	     
	
	6.
	     

	Note: Attach an additional sheet, if needed.


B.  Criteria for Establishing a New Continuation High School
Each item listed below is a required program element for establishing a new continuation high school. Respond to items B3–B8, B10–B12, and B15 using the forms provided beginning on p.10. When appropriate, the item must include a statement that the district will comply with the indicated legal citations. Also, submit each of the documents required for items B1, B2, B9, and B13–B15 on separate pages with the letter, item number, and title clearly indicated at the top of each page (e.g., B1. District Superintendent Letter). The Application to Establish a New Continuation High School will be incomplete and processing will be delayed if any of the required items are missing. 

B1. District Superintendent Letter: A cover letter from the District Superintendent requesting approval to establish a new continuation high school. The cover letter must cite California Education Code (EC) sections 48430–48438, and California Code of Regulations, Title 5 (5 CCR), sections 11000–11006, the statutes authorizing the establishment of a new continuation high school. See p. 8 for sample cover letter.
B2. Governing Board Resolution: A copy of the Governing Board Resolution duly executed during a public board meeting. See p. 23 for a sample resolution.
B3. Narrative: A brief narrative describing the need for a new continuation high school. The narrative should provide specific data on enrollment growth and describe the facility proposed for housing the new continuation high school.

B4. Philosophy: A statement of the philosophy guiding the continuation education program.

B5. Goals: Include the following statement at the conclusion of this item. The goals of the continuation education program, adhere to and reflect the legislative intent of EC sections 48430–48438, and 5 CCR, sections 11000–11006. 
B6. Objectives: The school‑level objectives derived from the goals stated in Item B5 that will be used for the annual evaluation of the continuation education program. 
B7. District Admission Regulations: The district adheres to regulations that deal with student admission, voluntary and involuntary transfers, exemptions, expulsions, and referral committee procedures (EC sections 48413, 48432.3, and 48432.5). Provide a statement indicating that the district will comply with the indicated legal citations. 
B8. High School Graduation Requirements: Include the following statement at the conclusion of this item. The district adheres to policies regarding continuation high school graduation requirements, including the courses and the number of credits required to graduate. Also, include the requirements for traditional high school graduation (EC Section 51228 and 5 CCR Section 11004[e]). 
B9. Calendar and Daily Class Schedule: Provide a copy of the school calendar and daily class schedule. To receive approval, a continuation high school must operate at least a three‑hour morning session and a three‑hour afternoon session. 
B10. School Plan—Students: Provide a statement for each of the four areas. The school plan for: (a) guidance, (b) placement, (c) follow‑up, and (d) a systematic review of each student’s progress (EC Section 48431 and 5 CCR Section 11001). 
B11. School Plan—Working Students: Provide a statement indicating that the district will comply with the indicated legal citations. Students are required          to attend class four hours per week (EC sections 48433, 48435, and 48436 and 5 CCR sections 11002 and 11003). 
B12. Work Experience Education (WEE) Plan: The district policy regarding continuation education and work experience (EC sections 48433, 48435, and 48436 and 5 CCR sections 11002 and 11003). 
· If the school provides work experience education, the district must have a California Department of Education (CDE)-approved WEE Plan. 
· If the district has a CDE-approved WEE Plan, submit a statement that includes the approval date. 
· If the district does not have a CDE-approved WEE Plan, information about WEE is available on the CDE WEE Web page at http://www.cde.ca.gov/ci/ct/we/. For more information regarding WEE or to request that an application be e-mailed to you, please contact Erle Hall, Education Programs Assistant, Career Technical Education Leadership and Instructional Support Office by e-mail at ehall@cde.ca.gov. Submit a completed application and proposed plan with a cover letter requesting approval to:

Erle Hall, Education Programs Assistant
Career Technical Education Leadership and Instructional Support Office
California Department of Education

1430 N Street, Suite 4202
Sacramento, CA 95814-5901

· Include the approved plan statement or a copy of the cover letter requesting approval of the proposed plan with the Application to Establish a New Continuation High School.

B13. Attendance Accounting Form: Identify a form to be used for period and monthly attendance accounting. Submit the proposed form with a cover letter requesting CDE approval to: 
Wendi McCaskill, Education Fiscal Services Consultant

School Fiscal Services Division

California Department of Education

1430 N Street, Suite 3800

Sacramento, CA 95814-5901
Include a copy of the cover letter with the Application to Establish a New Continuation High School. 

For information and questions about the attendance accounting form, please contact Wendi McCaskill, Education Fiscal Services Consultant, School Fiscal Services Division, by phone at 916-323-1333 or by e-mail at wmccaskill@cde.ca.gov.

B14. County-District-School (CDS) Code: Each new continuation high school must be named and issued a CDS code. The Application for a CDS Code form, (CDS-01), is available within the Application and Instructions for Obtaining a CDS Code packet on the CDE Schools & Districts Web page at http://www.cde.ca.gov/ds/si/ds/. 
Submit the completed form and a cover letter requesting a CDS code to:  

CDS Administrator
Education Data Management Division
California Department of Education

1430 N Street, Suite 6308

Sacramento, CA 95814-5901
Include a copy of the cover letter in the Application to Establish a New Continuation High School.
For information and questions about requesting a CDS code, please contact the CDS Administrator by phone at 916-327-4014.
B15. Facility Certification: Educational facilities for continuation high school sites must meet all the standards required by the Field Act and related regulations for school site selections (EC Section 17280 et. sec.; California Code of Regulations, Title 24). 
· If the facility for the proposed new continuation high school has been certified by the CDE’s School Facilities Planning Division, submit evidence of the certification. 
· If the facility has not been certified, submit a letter requesting certification to: 

Fred Yeager, Assistant Division Director
School Facilities and Transportation Services Division

California Department of Education

1430 N Street, Suite 1201

Sacramento, CA 95814-5901
Include evidence of certification or a copy of the letter requesting certification in the Application to Establish a New Continuation High School. 
For information and questions about school facilities, please contact 
Fred Yeager, Assistant Division Director, School Facilities and Transportation Services Division, by phone at 916-327-7148 or by e-mail at fyeager@cde.ca.gov. 

Sample District Superintendent Letter

September 24, 2015
Jacie Ragland, Education Programs Consultant

California Department of Education

1430 N Street, Suite 6408

Sacramento, CA 95814-5901

Dear Ms. Ragland:

Subject: Application to Establish a New Continuation High School

The Achieve Unified School District (AUSD) has identified the need to establish a new continuation high school. The AUSD is experiencing rapid social change and is finding an increasing number of students at Excellence High School who are not earning the required number of credits on an annual basis. Consequently, these students are no longer on track to graduate.

There is currently one continuation high school in the AUSD, Alternative High School. However, Alternative High School does not have the capacity to meet the demand for alternative programming for those students in need of a continuation high school setting. 

The target population for the new alternative program will be students who are behind in credits for graduation. The school will accept both voluntary and involuntary transfer students from Excellence High School.
California Education Code sections 48430–48438 and California Code of Regulations, Title 5, sections 11000–11006 require the establishment and maintenance of continuation education classes in each high school and unified school district. 
 The AUSD has continued to ensure all regulations are followed at Alternative High School, and will ensure that all regulations will be followed at the new continuation high school.

As the District Superintendent, I hereby request approval to establish a new continuation high school in the AUSD. 
 The new continuation high school will provide additional program space for continuation students deemed necessary by the district.

Sincerely, 
Dr. Ray Brown, Superintendent

Achieve Unified School District

B3. Narrative

(See page 4 for instructions.)
	     


B4. Philosophy

(See page 4 for instructions.)
	


B5. Goals
The goals of the continuation education program, adhere to and reflect the legislative intent of EC sections 48430–48438, and 5 CCR, sections 11000–11006.
(See page 4 for instructions.)
	     


B6. Objectives

(See page 4 for instructions.)
	     


B7. District Admission Regulations
The district adheres to regulations that deal with student admission, voluntary and involuntary transfers, exemptions, expulsions, and referral committee procedures (EC sections 48413, 48432.3, and 48432.5).
(See page 4 for instructions.)
	     


B8. High School Graduation Requirements
The district adheres to policies regarding continuation high school graduation requirements, including the courses and the number of credits required to graduate, including requirements for traditional high school graduation (EC Section 51228 and 5 CCR Section 11004[e]).
(See page 5 for instructions.)

	     


B10. School Plan—Students

The school plan adheres to providing guidance, placement, follow-up, and systematic review of each student’s progress (EC Section 48431 and 5 CCR Section 11001).
(See page 5 for instructions.)

	Guidance: 

     


	Placement: 

     


	Follow-up: 

     


	A Systematic Review of Each Student’s Progress: 

     


B11. School Plan—Working Students

The school plan adheres to working students who are required to attend class four hours per week (EC sections 48433, 48435, and 48436 and 5 CCR sections 11002 and 11003). 

(See page 5 for instructions.)
	     


B12. Work Experience Education Plan

The district plan adheres to policies regarding continuation education and work experience (EC sections 48433, 48435, and 48436 and 5 CCR sections 11002 and 11003). 

(See page 5 for instructions.)
	     


B15. Facility Certification

(See page 7 for instructions.)
	     


C. New Continuation High School Information 
Complete this section by clicking on the check box or by clicking on the blank line and entering the requested information.

	Administration

	The continuation high school will be administered by: 

	 FORMCHECKBOX 
  1. An on-site teaching principal.

	 FORMCHECKBOX 
  2. A non-teaching administrator, as a:

	           FORMCHECKBOX 
  a. Full-time assignment.

	           FORMCHECKBOX 
  b. Part-time assignment (if part-time,       percent of a full-time position).


	Facility

	The continuation high school will be housed in: 

	 FORMCHECKBOX 
  1. A district-owned facility.

	 FORMCHECKBOX 
  2. Space rented/leased from:       .

	          Note: EC Section 17825 should be reviewed if facilities are leased.

	 FORMCHECKBOX 
  3. Other:      .


	Attendance/Instruction

	1. Anticipated average daily attendance (ADA) for first year:      

	2. Anticipated certificated staff:      

	3. The school will operate for       clock hours per day.

	4. Students will attend from       to       periods per day.


	Graduation Requirements

	1. Number of units required for continuation high schools students:      

	2. Number of units required for traditional high school students:      


	Supplementary Services and Programs

	The students in this continuation high school will have access to the following programs: 

	 FORMCHECKBOX 
  1. Regional Occupational Programs (ROP)/Regional Occupational Centers (ROC)

	 FORMCHECKBOX 
  2. CDE–approved WEE Plan

	 FORMCHECKBOX 
  3. Independent Study

	 FORMCHECKBOX 
  4. Adult Education

	 FORMCHECKBOX 
  5. Physical Education Options (EC sections 51220 and 51241)

	 FORMCHECKBOX 
  6. Vocational Education (other than ROP or WEE) taught:

	           FORMCHECKBOX 
  a. On the continuation high school campus

	           FORMCHECKBOX 
  b. At a traditional school or on an adult school campus

	           FORMCHECKBOX 
  c. At a community college

	 FORMCHECKBOX 
  7. Laboratory science and a-g* classes taught:

	           FORMCHECKBOX 
  a. On the continuation high school campus

	           FORMCHECKBOX 
  b. At a traditional high school or on an adult school campus

	           FORMCHECKBOX 
  c. At a community college

	*Note: You can find information about a-g courses on the University of California A-G Guide Web page at http://www.ucop.edu/agguide/. 


D. Staffing Configuration 
	Complete this section by identifying the total number of certified full-time equivalent (FTE) staff positions to be provided at the new continuation high school in each of the following categories. Record full and partial FTEs (e.g., 1.0, 1.2, 7.5, 4.0, etc.) on the line provided. Click on the blank line and enter the information.

	Position


	Full-Time Equivalent


	

	
	
	

	District-Level Staff
	
	

	Director of Continuation Education
	
	

	(5 CCR Section 11000)
	     
	

	Curriculum Lead
	     
	

	
	
	

	School-Level Staff
	
	

	Principal of Continuation High School
	
	

	(5 CCR Section 11004[c])
	     
	

	Assistant Principal, if applicable
	     
	

	Counselor
	
	

	(5 CCR Section 11001)
	     
	

	Coordinators
	     
	

	Work Experience Coordinator
	     
	

	Teachers
	     
	

	Others
	     
	

	TOTAL
	     
	

	Note: Only the actual amount of time assigned to the continuation program or school is allowed for FTE computation. Staff time served in non-continuation assignments (e.g., independent study or adult education) should not be included in the FTE.


Sample Resolution Authorizing the Establishment of a 
Continuation High School
RESOLUTION NO._________

	WHEREAS:
	California Education Code sections 48430–48432 require the establishment and maintenance of continuation education classes in each high school and unified school district; and


	WHEREAS:
	California Education Code sections 42243.7 and 42244 and the California Code of Regulations, Title 5, Section 11004, permit the adjustment of revenue limits to districts receiving approval for a continuation education high school from the “continuation high school” foundation program table; and


	WHEREAS:
	In the judgment of the district superintendent and of the governing board, a high school established as a “continuation high school” will best serve the needs of the students who attend continuation classes and the needs of the district as a whole;


NOW THEREFORE, LET IT BE RESOLVED:

That the establishment of a continuation high school be designated, defined, and regulated by California Education Code sections 48430–48432, 42243.7, and 42244; and by the California Code of Regulations, Title 5, Section 11004; should be and is hereby authorized in and by the _____________________________________ School District, subject to the approval of the California Department of Education.

Adopted at a regular meeting of the Board of Education of the ____________________
School District held on __________________________.

[image: image2.jpg]



 District Superintendent (Signature)

       Board of Education Member (Signature)

Reviewer’s Checklist

	District Name:      

	Proposed New School Name:      

	


	Item Description
	Received
	Acceptable
	Comments

	
	Yes
	No
	Yes
	No
	

	A. Application to Establish a New Continuation High School Cover Sheet
	
	
	
	
	

	B. Criteria for Establishing a New Continuation High School
	
	
	
	
	

	B1. District Superintendent Letter
	
	
	
	
	

	B2. Governing Board Resolution
	
	
	
	
	

	B3. Narrative
	
	
	
	
	

	B4. Philosophy
	
	
	
	
	

	B5. Goals
	
	
	
	
	

	B6. Objectives
	
	
	
	
	

	B7. District Admission Regulations
	
	
	
	
	

	B8. High School Graduation Requirements
	
	
	
	
	

	B9. Calendar and Daily Class Schedule
	
	
	
	
	

	B10. School Plan—Students
	
	
	
	
	

	B11. School Plan—Working Students
	
	
	
	
	

	B12. Work Experience Education Plan—Statement or Cover Letter
	
	
	
	
	

	B13. Attendance Accounting Form—Cover Letter
	
	
	
	
	

	B14. County-District-School Code—Cover Letter
	
	
	
	
	

	B15. Facility Certification—Statement or Letter
	
	
	
	
	

	C. New Continuation High School Information
	
	
	
	
	

	D. Staffing Configuration
	
	
	
	
	


	Additional Reviewer Comments:      



� The introductory paragraph should include a brief statement as to why a new continuation high school is needed in the district.


� This sentence must be included in its entirety.


� The closing paragraph must include a sentence noting that the superintendent is requesting approval to establish a new continuation high school.
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