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Agenda

● Overview of UTK Pre-Enrollment Process
○ UTK Pre-Enrollment Google Form
○ School Site Responsibilities

● IT - PowerSchool Data
● Home Language Survey
● Contact Information
● Questions

○ Contact your NSEO Enrollment Support Staff 

We are here to support sites and families through the  process. NSEO Enrollment Support Staff 
are assigned by cluster to assist sites with any questions. 

Together,  we will have a successful enrollment process for UTK.  You will do great!



Pre-Enrollment Priority Window
February 1, 2023 - February 28, 2023

Eligible Birthdate Range
September 2, 2018 - September 1, 2019

Students must be 4 years old 
by September 1, 2023



Google Account
Parents/guardians need a Google account to complete the form.  They may use a 
different email address to submit a form.

What if parent/guardian doesn’t have a Google account?

● NSEO and school site staff may assist parents/guardians with creating a Google 
account.
○ Create an area to assist parents with the Google form, i.e., have computer 

access. 
○ Have staff available to support with translation if needed. Contact 

Translations Unit for support. 

● NSEO and school site staff may complete the form and submit documents for the 
parent/guardian.



How to access the UTK Pre-Enrollment Google Form

Each site will have its own UTK Pre-Enrollment Google Form. It will be available 
beginning February 1, 2023 on the Universal Transitional Kindergarten webpage. 

● Parents/guardians will use SchoolFinder to access the Google Form. A link will also 
be available on the UTK webpage.

● Parents will need to enter both the student’s date of birth and the home 
address. 

● The address will provide the student’s resident school and a link to that school’s 
Google Form.

● Parents can then complete the UTK Pre-Enrollment Google Form and submit. 



 UTK School Finder
● Parents/guardians will access School Finder at 

https://www.sandiegounified.org/schools/school_finder 
● Parents must enter the student’s DOB. If the student is too young or too old, it will display 

an error message and will not let parent proceed. 
● If DOB meets the age requirements, the resident school will populate along with the Google 

Form.



UTK School Finder Result

● Under Notes, the UTK Pre-Enrollment Google Form link for the resident school 
will display (see image below).  Click on the link.

● Proceed to complete the UTK Pre-Enrollment Google Form and submit. 



Pre-Enrollment Google Form
Barnard Google Form 



UTK Pre-Enrollment Priority Period 
February 1, 2023 to February 28, 2023

● School staff may assist parents/guardians in completing the UTK Pre-Enrollment 
Google Form.

● Parents/guardians must complete the UTK Pre-Enrollment Google Form, and attach a 
Birth Certificate, Proof of Residence, and IEP or 504 Plan (if applicable).  

● A Google account is required to complete the UTK Pre-Enrollment Google Form. If a 
staff member completes the form for parents/guardians, they do not need to create 
an account but must be logged-in to the SDUSD Google Workspace account.



UTK Spreadsheet
● On April 3, 2023, site enrollment clerks will be provided access to their site’s 

individual UTK spreadsheet. Sites will then contact families on the verified list to 
complete enrollment.  

● Access to the  UTK spreadsheet will be provided to the Principal, Enrollment Clerk 
and ESA. 

● Once the student is enrolled, complete the Disposition and Date columns.
● If a parent declines enrollment, make sure to update the Disposition/Date columns 

then notify your NSEO Enrollment Support Staff via email.
● NSEO will remove the student data from your seated list onto the Dropped and 

Declined tab. A new name will be provided from the Overflow List.
● Parents will continue to complete the Google Forms. Even if your site is at capacity. 

Families can be directed to NSEO for follow up on placement options. 
● NSEO will continuously track open and available seats. Students will be prioritized 

for placement every 2 weeks. 



Dedicated Magnets - Barnard, Longfellow, Muir, 
Mountain View

● A Google form will not be completed by parents. 
● Seats will be filled via Choice.
● Spreadsheet will be maintained for tracking purposes by NSEO.
● Update your Choice dispositions. NSEO Support Staff will update the Google 

Spreadsheet.   



Placement, Disposition, Date, Comments



Important Reminder
● Do not rename the SPREADSHEETS or TABS. Doing so will create 

errors in the UTK Tracker.

● Bookmark or star your spreadsheet for easy and convenient access.
 

● Do not create a separate spreadsheet. This is unnecessary step and 
creates double the work for enrollment staff. 

● NSEO will be ranking and continuously updating spreadsheets so 
schools may complete the enrollment packet.



UTK Pre-Enrollment File Responses

● On April 3, 2023, site enrollment clerks are given View Only access to their 
site’s “UTK Pre-Enrollment File Responses.” 

● Birth certificates, proof of residence, IEP, 504 Plan.

● No action is required on your part.  

● Documents will be readily available to view when accessed from the Google 
Spreadsheet.  



File Responses



Site UTK Spreadsheet
Barnard Spreadsheet 



Course Section in PowerSchool



What grade to enroll students in?

Grade 0 
September 2, 2018 - April 2, 2019 

Grade -1 (PK4)
April 3, 2019 - September 1, 2019 



April 3, 2019 - September 1, 2019 Birthdates

Students born in this birth date range will remain coded in
Grade -1 for the entire school year 2023-2024.

The need to change grade levels (from -1 to 0)  during the year is 
not necessary. 



Stored Search & Reports

A stored search to assist in identifying students 

meeting the date of birth range for school year 

2023-2024.

● (DOB - 9/2/2018 through 9/1/2019)

The sqlReports will continue to be available to 

assist in identifying all UTK students at a school or 

district level. 

● UTK Students



Program and Tags
UTK Special Program 

The UTK  program will automatically populate 

when:

● DOB eligibility

● Student is in grade level 0 or -1

● UTK course enrollment

● Enrollment is at specific UTK hosting school

UTK Alert  

An alert for students in UTK will be displayed when 

the following criteria are met:

● DOB eligibility

● UTK course enrollment

● UTK Special Program

● Enrollment is at specific UTK hosting school



When to Enter Home Language Survey Data

Birthdate Range

● September  2, 2018 – April 2, 2019
Upon registration.

● April 3, 2019 – September 1, 2019
Students will retain their “-1” coding until they are enrolled in Kindergarten in Fall 2024.

Home Language Survey will not be completed until the following school year (2024-2025). 

A HLS should be provided at Kindergarten. It is a legal document and is completed as part of the 

enrollment packet/process. 



Questions on Home Language Survey (HLS)

Kathleen Ramirez kflynn1@sandi.net

Nevada Allen nallen@sandi.net

Resources

Enrollment Clerk Training - Office of Language Acquisition

Home Language Survey - Parent Presentation ENGLISH

Encuesta del Idioma del Hogar - Presentación para Padres SPANISH



NSEO Enrollment Support Staff

Maria Alarcon Vivian Blanco Karla Chavez
Hoover Cluster Morse and Lincoln Clusters San Diego High Cluster
619-260-2430 619-260-2428 619-260-2422
malarcon@sandi.net vblanco@sandi.net kchavez@sandi.net

Alma Diaz Carlos Garcia Maribel Hartsfield
Crawford and Henry Clusters La Jolla and University City Clusters Clairemont and Madison Clusters
619-260-2420 619-260-2413 619-260-2414

adiaz1@sandi.net cgarcia6@sandi.net mhartsfield@sandi.net

Angela Mathews Erika Oortgiese Miriam Ceron Pelaez
Mira Mesa and Scripps Ranch Clusters Mission Bay and Point Loma Clusters Canyon Hills and Kearny Clusters
619-260-2418 619-260-2433 619-260-2432
amathews1@sandi.net eoortgiese@sandi.net mrodriguez6@sandi.net

Naomi Velez-Mack
Dedicated Magnets
619-260-2436
nvelezmack@sandi.net



Questions?


