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Check Outs 
 

1. Once it has been determined that the student is to be withdrawn, complete Attachment Q: 

Authorization to Withdraw Student Form is completed by the office staff and signed by the 

administrator (Refer to MiSiS job aid Withdraw a Student).  

 

2. Request information from parent as to where the student is moving. 

Provide parent with Attachment R (REF-6554.4): Parent Assurance Letter.  Once the parent 

completes the Parent Assurance Letter and the checkout process is completed, file the original Parent 

Assurance Letter inside the secondary cumulative record and keep a copy for your office file, 

continue the checkout process by completing the following steps in MiSiS: 

 

 

3. Step 3 – Begin the withdrawal process by entering the checkout data on MiSiS: 1) initiate a 

student search, 2) click on the action button, 3) select Withdraw History on the drop-down menu, 4) 

collapse the search results window by clicking on the arrow displayed in the middle of the screen, 5) 

click the add new record button.  All fields except the comments field require entry.  Each field 

listed below must be completed to begin the withdrawal process: 

 

a) Withdrawal Date – Enter the last day (L-date) the student attended class. 

b) Withdrawal Type – Select the L code type from the drop-down list in MiSiS. 

c) Withdrawal Reason – The values in this parameter will update based on the 

withdrawal reason (L-code) selected. 

d) Future School – Enter a school name, or type Unknown 

e) Future Residence – Enter the new address or type Unknown. 

f) Comments (optional) – Type additional comments as needed. 

 

Once the required fields have been completed, click the drop button to withdraw the student.   

Once the withdrawal record has been created, the Student Transfer Form (PAR) can be  

generated. 

  

4. Step 4 – Begin the process of generating a Student Transfer Form: 

a) Go to reports in MiSiS 

b) Locate and click on Enrollment 

c) Click on Student Transfer Form 

d) Complete the Parameters 

1) Educational Service Center 

2) Enrollment Status 

3) School 

4) Student Name 

5) As of Date 

6) Comments 

7) Include Current Courses 

 

Once all the parameters have been completed, click on View Report and the Student Transfer  

Form will display.  Click on the Export drop down menu to select PDF (open with Adobe  

Reader), click on ok and print. 
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5. Keep a copy of the Pupil Accounting Report for your office file and provide the original to the 

parent, along with a copy of the student’s California School Immunization Record. (Please keep a 3-

ring binder in a confidential location in the Main Office). Keep the copies of the Pupil Accounting 

Report (PAR) for present and last school year.   

 

6. Step 5 – Office staff completes the Entrance and Withdrawal Slip (AKA: the pink slip).  Distribute a 

copy of the Entrance and Withdrawal Slip to the student’s teacher along with the cumulative record.  

Make sure to file a copy of the emergency Card in the cum and make sure the cum contains the 

completed and updated California School Record prior to giving it to the teacher for closing (REF-

6554.4 dated August 16, 2019). Keep the original Entrance and withdrawal Slip in the Main Office 

and retain it for three years.  

 

7. Step 6 – Office Staff completes the Daily Registration and Release Record (AKA: In and Out Book, 

Enter and Leave Book).  Make sure to complete the name of the student, leaving date, L symbol 

column, grade and room for students who checkout.  Retain it for three years.  

 

Additional Resources 
 

Additional information and forms are available in the Attendance Manual: Policy and Procedures for 

Elementary, Secondary and Option Schools – dated March 2013, Version 3.0 

 

REF-6554.4 – 2019-2020 Opening Day Procedures: Supplemental Guide and Updates Erika Torres, Executive 

Director, Student Health and Human Services dated August 16, 2019 

 

MiSiS Resources and Job Aids - http://achieve.lausd.net/Page/8061 
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SAMPLE OF PARENT ASSURANCE LETTER   
File original in cum and a copy in the main office.  Retain the office copy for four years 

 

REF-6554.4 – 2019-2020 Opening Day Procedures: Supplemental Guide and Updates – August 16, 2019 
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 REF-6554.4 – 2019-2020 Opening Day Procedures: Supplemental Guide and Updates – August 16, 2019 

SAMPLE OF AUTHORIZATION TO WITHDRAW STUDENTS FROM ENROLLMENT FORM   
It may be filed with a copy of parent assurance letter and retained for three years.  
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ELEMENTARY SCHOOL WITHDRAWAL SYMBOL - CONTINUED 
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SAMPLE OF A PUPIL ACCOUNTING REPORT (PAR) – PAGE 1 OF 2 
Retention period present and last school year. 
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SAMPLE OF A PUPIL ACCOUNTING REPORT (PAR) – PAGE 2 OF 2 
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CHECK OUT LIST – RESOURCE SAMPLE  
Wonderful Elementary School 

 

 

Name: _________________________Rm # ________ District ID# ________________________ 

Print & File copy of PAR:  _______________    L Code: _____________ 

Classification: _____________________                L Date:  _____________ 

Class Roster:  ___________________                Moved to: ______________ 

IN/OUT BOOK: __________________ 

Pink Sip:  _____________________ 

Pulled cum:  ______________________ 

Cum sent to teacher for closing:  ______________________________ 

Double check for Report Card in cum:  ___________________________ 

Received from teacher on:  _________________________________ 

Pulled Health Card:  ________________________ 

Pulled Registration Card:  _______________________ 

Pulled Emergency Card _________________________ 

***************************************************************************** 

SENDING CUM 

Add Health Card to Cum _______________________ 

Add Emergency Card to Cum ___________________ 

Attached Request to Cum _____________________ 

Record in Reg Card where cum was sent and when __________________ 

File Reg Card in Inactive file _________________________ 

 Cum Sent to:  ________________________________   Date:  __________________________ 
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SAMPLE OF A NOTICE OF ENTRANCE OR WITHDRAWAL (AKA: PINK SLIP) 
Retention Period Three Years 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Ms. Honey Wonderful Elem 
   Pitt, Christopher 1 20 

08/29/19 

N/A 
X 

X 

X 

 Sunland Primary Ctr.  
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SAMPLE OF A DAILY REGISTRATION AND RELEASE RECORD  
(Aka: In/Out Book, Enter and Leave Book) – Retention Period Three Years 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It is suggested that entries on this form be checked to registers at the end of the school month.   

Place a check in the room column if the dates are correct on the register for an item 
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SAMPLE OF CALIFORNIA SCHOOL IMMUNIZATION RECORD FOR ELEMENTARY LEVEL 

 

It must be filed in each cumulative record for every student.  We must provide a copy to the parent 

when students check out of the school.   

 

 

 

 

 

 

17.13 
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SAMPLE OF NEW CALIFORNIA IMMUNIZATION RECORD 

Revised 1/10/20 
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