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DISCLAIMER PREFACE

This handbook is designed to provide you with answers to many of the questions that employees typically ask. It is also designed to explain rules, regulations, rights, privileges, and benefits that apply to you. Your salary and other conditions of employment are governed by collective bargaining agreements. California State laws, federal laws, and the rules of the Board of Education and the Personnel Commission also govern many conditions relating to your work. Ask your supervisor if a union represents you and, if so, which union represents you. If a union represents you, some of the information contained herein may not apply to you because the subjects are covered in a collective bargaining agreement. It is recommended that you consult with a representative of the appropriate classified employee union rather than rely solely on this publication. If a union does not represent you, all the information contained herein applies to you.  Please note that everything in this handbook is subordinate to your bargaining unit agreement.

____________________________

A

ABSENCE (Return to General Information List)
See Attendance 

ACCEPTABLE USE POLICY FOR THE INTERNET (Return to General Information List)
The District has adopted an Acceptable Use Policy (AUP) and established guidelines for District

employees and students. Additional information can be obtained by calling the Office of the Chief Information Officer at (213) 241-4906.

ACCIDENTS (Return to General Information List)
Each teacher is responsible for the prevention of accidents, removal of safety hazards, and development of good safety habits and attitudes. 

· All accidents causing injury to students or teachers should be reported to the Health Office and an accident report filled out by the teacher-in-charge.  

· Teacher related accidents are reported to the School Administrative Assistant. 

· If the injury is slight, the student may be escorted to the nurse. 

· If the injury is severe and there is doubt as to the extent: 

· The nurse should be notified at once to come to the student. 

· In case the nurse is not on the premises, notify an Administrator and the Main Office. 

ACCIDENTS AND SAFETY

All injuries to students, employees, or guests that occur on District property must be reported to the proper authority no matter how trivial they seem. Be alert to safety hazards, the presence of strangers, and other unusual or suspicious situations and immediately report to the proper authority any incidents in which you witness an accident or are yourself injured.

INJURY/ACCIDENT INVESTIGATION REPORT

A form is required for all accidents involving an injury to students, employees or 

visitors.  This report must be completed within 24 hours of an accident occurrence; 

the original sent to the Office of Risk Managements & Insurance Services and a copy 

to the Office Environmental Health and Safety. 

INCIDENT REPORT

In the event of an accident, allegation, or other incident that requires reporting, 

please see Incident Report Form.  NOT SCANNED

ACCOMMODATIONS FOR THE DISABLED (Return to General Information List)
Disabled employees are encouraged to discuss with their supervisor any accommodations that would enable them to better perform the duties of their job. Accommodations for disabled employees may include facilities, equipment, assignments, job restructuring, and personal assistants. Special requests that cannot be informally accommodated at the work location should be submitted to the Office of Risk Management and Insurance Services at (213) 241-6864. Requests for special accommodations needed to compete in examinations must be made to the Human Resources Specialist in charge of the examination at the Personnel Selection Branch, (213) 353-4211, or to the designated Employment Services Manager.  For more information, please see Disabled Employees.

ADMINISTRATION


LINK TO WEBSITE SHOWING ADMINISTRATION

AFTER SCHOOL PROGRAMS


LINK TO INDIVIDUAL PROGRAMS AVAILABLE AT GARFIELD; INDIVIDUAL PROGRAMS SHOULD WRITE THEIR OWN PROGRAM

AGENDA 


ALCOHOL (Return to General Information List)
See Zero Tolerance Policy
ALTERNATIVE SCHOOL (Return to General Information List)

See Educational Opportunity Schools

APPROPRIATE RELATIONSHIPS WITH STUDENTS (Return to General Information List)
See Relationships
ACCELERATED READER (AR) (Return to General Information List)
The Accelerate Reader (AR) program is supplemental. Its purpose is to raise independent reading levels.  Objective data shows that when the student reads at a guided reading pace, the independent reading levels rise approximately two years for every one year.  The program also allows the teachers to track the required 'two million independent reading word count' as dictated by the state standard.  Accelerated Reader tests and the AR program are available in the library and room 709.  For more information on the Accelerated Reader Program, please see http://www.renlearn.com/ar
ASBESTOS MANAGEMENT PLAN (Return to General Information List)
Each school site in the District has an Asbestos Management Plan (“AHERA Report”) which identifies where asbestos containing building materials are located at the school and the conditions of those areas. The AHERA report is updated every three months, and is available for review upon request.

ASSEMBLY PROCEDURES (Return to General Information List)
CONDUCT 

A.  Teachers are expected to attend assemblies with their class.  Such attendance will aid in general supervision, as well as providing the teacher with knowledge of the assembly. 

B. Teachers should help instruct the members of the class before they leave for the assembly regarding courtesies to be shown. 

C. Teachers must accompany class to the assembly area.  Students will not be allowed to enter assembly area unless supervised by the teacher. 

ATTENDANCE  (Return to General Information List)
· DAILY READMITTANCE (Return to General Information List)
All students returning to school from an absence must report to the Attendance Office. To readmit students, staff will verify truancy with parent / guardian.  Truancies in individual classes are discipline problems and will be handled by the deans of discipline.  “No note” does not constitute truancy; it merely constitutes an unverified absence. A “0” (zero) is entered.  “No notes” must be cleared within two days. Student is sent to class with yellow copy of PRC. 

· PERMIT TO RE-ENTER CLASS (PRC) (Return to General Information List)
Students who have missed school require a PRC form to return to class.  Students should bring a note explaining the reason for their absence to the Attendance Office, who will generate a PRC form.  The students should present their teachers with the PRC form so that they can ensure the accuracy of their roster.  The teacher should sign their initials on the PRC form next to their subject’s period and return the PRC form to the student.

· EXTENDED ABSENCE  (Return to General Information List)
All extended absences will be investigated.  The Phone Master will be used daily to contact the parent/guardian regarding absence from any period. Parent/Guardian will be notified when a student is classified as a truant.  The Parent/Guardian must verify truancy. 

· CLASSROOM ATTENDANCE PROCEDURES  (Return to General Information List)
Every teacher shall maintain attendance on ISIS.  Teachers may wish to keep a personal copy of students’ attendance in written form.  See ISIS.  See also Computerized Attendance Procedures.

· ROLLBOOK ATTENDANCE SYMBOLS  (Return to General Information List)
Symbol
Meaning

/
No Show

E
Entered and appeared in class this date

-
Student Absent

+
Student readmitted; unverified absence (No Note)

A1
Absence verified #1 Apportionment (Illness, doctor/dentist appointment, funeral immediate family member, quarantine, jury duty, immunization exclusion)

A2
Absence verified #2 Non-apportionment (Personal, weather, non-illness)

A3
Absence verified #3 Truancy (Absent without Parent consent)

A4
Absence verified #4 (Suspension/Home)

A5
Absence verified #5 (Religious observance, Court Appearance or Employment Conference)

AA
Absence caused by school activity

TU
Tardy Unexcused

TE
Tardy Excused

L
Left (withdrew from) this class this date

· COMPUTERIZED ATTENDANCE PROCEDURES  (Return to General Information List)
· Do not allow any student to return to class from an absence without a permit-to-reenter class (PRC) form issued by the Attendance Office.  Accept no excuses. When the student presents a PRC, mark on the teacher’s Rollbook roster the reason for the absence. 

· If a student loses PRC form, send them to the Attendance Office for a duplicate. 

· If a student arrives tardy to class and the Attendance Scan Sheet is still in class; change the absent mark to tardy.

· If there is a discrepancy found in a student’s attendance record, teachers maybe asked to complete a Change in Attendance Report Form.  See Change Attendance Report.  See ISIS.  LINK CHANGE ATTENDANCE FORM TO HERE.

· SCHOOL ACTIVITY OR FIELDTRIP ABSENCE  (Return to General Information List)
See Fieldtrip Checklist LINK FIELDTRIP CHECKLIST TO DOCUMENT

Whenever a school activity or field trip is scheduled, teachers are to be notified in advance of absence by the student and sponsor of the activity. If this is after school hours or to leave campus, the sponsor shall obtain Parent Consent. Completed Parent Consent forms should be in the sponsor’s possession and used as medical authorization in the event of an emergency. Classroom teachers should place an ‘A’ as the attendance mark, in the appropriate column, for each student presenting advance notification of absence. 

· EMERGENCY CARDS  (Return to General Information List)
All emergency cards are on file in the Attendance Office. It is the responsibility of parents and students to return them completed and to keep them up-to-date.

· EMPLOYEES’ ABSENCES (Return to General Information List)
It is extremely important that you notify your supervisor as soon as possible of any anticipated absences so that, if necessary, alternate arrangements can be made. Should you need to miss work due to illness, family illness or a new child, please see the Absence form.

Teachers who find it necessary to be absent due to illness or for personal reasons should call (877) 528-7378, the Sub finder Info, as soon as possible between 12 noon of the day before the expected absence and 6:00 A.M. of the day of the expected absence.  This notification is an automatic request that a substitute be sent to the school.  In addition, teachers must call (323) 268-9361 between7:00 and 7:30 A.M. to notify the school of their absence and the time the substitute was requested. If absent one or more days because of illness or injury, a Certification of Illness or Injury, Form 60.82B, must be signed by the teacher before illness pay may be received. If absence is more than five consecutive working days due to illness or injury, Form (60.82B) must also be signed by a physician.  Teachers should notify the school if they know they will be tardy so that class coverage can be arranged until they arrive. 

· ATTENDANCE INCENTIVE PLAN  (Return to General Information List)
The District’s Attendance Incentive Plan is intended to reward regular attendance. Furthermore, unused illness days may be used to gain additional service credit for retirement. Ask your supervisor or consult your Collective Bargaining Agreement for details regarding the Attendance Incentive Plan.

LINK TO UTLA CONTRACT SECTION ON AIP.

ATTENDANCE OFFICE (Return to General Information List)
The goals of the Attendance Office are: 

To provide an accounting of the whereabouts for each student at all times when she/he is under school jurisdiction. 

To provide student enrollment data, which is critical to the assignment of personnel on norm days. 

To provide accurate student attendance data that is the basis for apportionment of state funds to the District. 

To improve student attendance. 

____________________________

B

BACK TO SCHOOL NIGHT (Return to General Information List)
The purpose of Back-to-School Night is for teachers to discuss the instructional program and expectations, progress reports, student responsibilities, homework, and marking practices.  

BARGAINING UNITS AND EXCLUSIVE REPRESENTATION (Return to General Information List)
Teachers: UTLA

United Teachers Los Angeles

3303 Wilshire Boulevard, 10th Floor, Los Angeles, CA 90010

(213) 487-5560

UTLA Website
Certificated Administrators: AALA

Associated Administrators of Los Angeles

1910 Sunset Boulevard, Suite 510, Los Angeles, CA 90026

(213) 484-2226

AALA website
BELL SCHEDULE (Return to General Information List)

LINK TO CURRENT BELL SCHEDULE PDF

BOARD OF EDUCATION (Return to General Information List)
The Board of Education is composed of seven elected officials who serve as the governing body for the District. They establish the broad operating policies under which the District functions, drawing on the counsel and advice of the District’s chief administrator, the Superintendent of Schools. Administration of the District’s operation is delegated by the Board of Education to the Superintendent of Schools. The Superintendent is assisted in this task by a staff of District educational, business, and financial administrators; managers; supervisors; professionals; and others in a variety of occupations.  Toll Free Board Members’ Number  1-877-77-BOARD (26273).

LINK TO LAUSD.NET, SCHOOL BOARD NUMBERS

BUDGETS (Return to General Information List)
For specially Funded Programs, like Title I, SI or ESL, see Coordinators.

Build Up LA (Return to General Information List)
NO INFORMATION PERTINENT TO GARFIELD.

BULLETIN AND P.A. ANNOUNCEMENTS (Return to General Information List)
Forms for bulletin notices may be obtained from the Main Office.  LINK TO PDF FILE OF BULLETIN NOTICES.

· To assist every student in keeping current on the activities and opportunities at Garfield High School, teachers are requested to read the student section of the bulletin during Homeroom.  Teachers are also requested to post school bulletins for student reference. 

· Forms for P.A. announcements may be obtained in the Main Office.

BULLYING (Return to General Information List)
The Los Angeles Unified School District is committed to providing a safe working and learning environment; will not tolerate bullying or any behavior that infringes on the safety or well-being of students, employees, or any other persons within the Districts’ jurisdiction; and will not tolerate retaliation in any form when bullying has been reported.  District policy continues to require all schools and all personnel, to promote among students and staff mutual respect, tolerance, and acceptance.  

BUY-BACK DAYS (Return to General Information List)
The Staff Development Reform Program was established to enhance professional 

development opportunities for K-12 school-based classroom and non-classroom 

certificated personnel who work at schools.  ____________________________

C

CAFETERIA (Return to General Information List)
LAUSD provides breakfast and lunch for its students and staff. Applications for free and reduced price meals for students are available in the cafeteria. Students eligible for reduced price meals receive breakfast at no charge and lunch for $0.40. For additional information, please log on to www.café-la.org
Meal
Elementary School Price
Secondary School Price

Breakfast
$0.60
$1.00

Lunch

$1.50

CAFETERIA POLICIES/PROCEDURES (Return to General Information List)
Students are encouraged to do the following

1. Have parents fill out a Meal Application. 

2. Use their breakfast or lunch ticket each day.  

3. For an additional meal, pay full price.  

4. Students are encouraged to take (with intent to consume) whatever they would like.

5. Students are not take food past the yellow lines painted around the mall area.  

FREE LUNCH PROGRAM (Return to General Information List)
Not all students at Garfield High School receive lunch tickets.  Qualification for free or reduced meals is determined based on the monthly income and number of individuals in the household.

LUNCH/NUTRITION TICKETS (Return to General Information List)
Several times during the school year, Lunch Ticket booklets are distributed to teachers for dispersal to their students.  When a teacher receives a Lunch Ticket booklet for a student, the teacher should give the student the booklet and have the student sign his or her full name on the class list distributed with the booklets.  Return the signed class list and any undistributed booklets to the cafeteria manager.

STUDENTS WITHOUT TICKETS (Return to General Information List)
If on the Free Lunch Program, students may see the cafeteria manager or clerk to receive an emergency meal ticket.  If the student does not receive the Free Lunch Program, they should talk with the cafeteria manager or clerk.  Arrangements can often be made for these students.

Encourage students to eat their meals each day.  Nutrition is vital to a student’s well-being, concentration and performance.  See Nutrition content of school meals on Nutritional Analysis.  Our annual budget for cafeteria food and staff is determined based on the number of meals required by students and staff.

CALIFORNIA STANDARDS TEST (CST) (Return to General Information List)
To see a copy of Released Test Questions, please see CST Questions
For Current Results, please see CST Results
CHANGE OF ADDRESS (Return to General Information List)
The Main Office is to be notified in writing immediately of any change of address or phone number.  Promptly report any change of address or telephone number by completing a name and address card (Form 8021) with the current information and submitting it to Barbara Villagrana in the Main Office.  See Change of Address  LINK TO CHANGE OF ADDRESS PDF.

CHANGE IN ATTENDANCE REPORT FORM (Return to General Information List)

See Change Attendance Report LINK TO CHANGE OF ATTENDANCE REPORT FORM.

CHEATING (Return to General Information List)
Cheating is any form of claiming credit for work or achievement that is not really one’s own.  It is the most serious academic offense a student can commit.  Cases of cheating will be dealt with in the following manner: 

1. In any case where a student has cheated on a test or assignment, the student will be given a grade of zero for that material.  The student’s grade in work habits and/or cooperation would be lowered by at least one level.  A comment on the incident will be made on the next report card. 

2. In any case involving cheating, the teacher will submit a report of the incident along with any supporting information to be placed in the student’s portfolio. 

3. If any subsequent case of cheating is filed on a student, a parent conference will be required.  The dean, as appropriate, may take other actions. 

CHECK IN/CHECK OUT (Return to General Information List)
CHILD ABUSE REPORTING POLICY 

 HYPERLINK  \l "return"
(Return to General Information List) 

In accordance with Section 11166 of the California Penal Code, all certificated employees, employees of child care centers, instructional aides, teacher’s aides, teacher’s assistants, and classified employees who have been trained in the duties imposed by this law are considered to be mandated reporters. Any one of these specified employees who knows or reasonably suspects that a child has been a victim of a child abuse incident must do the following:

1. Report the incident to a child protective agency (i.e., Department of Children and Family Services), the Police (not School Police), or Sheriff’s Department, County Probation Department, or a County Welfare Department immediately by telephone.

2. Send a written report of the incident to the same agency within 36 hours. Although the Penal Code obligation to report applies to the aforementioned employees only, it is the policy of the Los Angeles Unified School District that all employees shall comply with the law’s reporting procedure whenever they have knowledge of or observe a child in the course of their employment whom they know or reasonably suspect to have been the victim of child abuse.

In order to facilitate the important and serious task of reporting suspected child abuse, you can access a list of steps necessary to complete a Child Abuse Report.  A Child Abuse Report can be accessed, see Child Abuse Checklist
In addition to the Checklist, you can see a copy of the Suspected Child Abuse Report.  However, a copy of this Report should be obtained from the nurse’s office (in the A building), as the Report contains a White Copy (for the Police or Sheriff), a Blue copy (for County Welfare or Probation), a Green copy for the District Attorney, and a Yellow Copy (for the Reporting Party).

CLASS COVERAGE (Return to General Information List)
The Main Office will send a Class Coverage Form to your classroom, should it be necessary to have a class covered.  The form requires your initials to indicate that you accept the assignment. The white portion is returned to the Main Office by a service student; and the yellow portion can be retained for your records.  In the event that you are unable to accept the coverage, please indicate this on the form.

REQUEST FOR CLASS COVERAGE

Should it be necessary for you to miss a period of class, a Request for Class Coverage form must be completed.  For a copy of this form, please see Request for Class Coverage form.  The form is to be placed in the request box on top of the bookcase in the Main Office at least TWO DAYS in advance.  In emergency situations, see Mr. Bernal personally.  On the day of coverage DO NOT leave your class unattended.  Wait for your substitute to arrive, and follow check out procedures in the Main Office.

CLASS PARTIES (Return to General Information List)
District rules prohibit class or club parties during class time.  Instruction is to take place from the first moment students set foot in our school, to the last minute before they leave.  Parties may be held after school with prior administrative approval.  Teachers will be held responsible for the supervision and cleaning of the area where the party is to take place.

CLASSROOMS (Return to General Information List)
Garfield High School is a year-round, three track school.  Triad use of classrooms has been designed, to accommodate teachers and students.


SECURITY 

· Classrooms and windows must be locked when not in use and at the end of the school day. 

· Money or valuables should not be left unsecured in teacher’s desk, cupboards, or closets. 

· Teachers’ purses should always be secured. 

CHANGE OF CLASSROOM MEETING PLACE 

When a class is taken from its regularly scheduled room, a notice must be posted on the outside door, which includes the new location. For improved communication, the Main Office must be notified in advance. 

CLASS DISMISSAL 

The bell is an indication to the teacher that it is time to dismiss the class. This should be done in an orderly fashion when it is determined that the room is in good condition.  Do not dismiss students before the bell rings or automatically upon the ringing of the bell. 

SEATING CHARTS

Seating charts are provided in the traditional roll book and on separate forms available from the Main Office; Easy Grade Pro allows for the making and printing of seating charts as well.  These should be kept up to date and available in case of absence. 

CARE OF ROOM, SCHOOL PROPERTY, AND HOUSEKEEPING 

Everything in a classroom is the property of the Board of Education. It is the teacher’s responsibility to know what is in the room and to properly care for it. Periodic inventories will be requested. Certain equipment may be used off campus at school functions with the proper form filled out and approved by the Principal. Students must realize they are responsible and liable for the care of school property.  The law provides that students or their parents must pay for the defacing of equipment, books, or other school materials. Due to limited custodial services teachers are asked to keep rooms as clean and neat as possible. 

UNATTENDED CLASSES OR STUDENTS 

Classes are not to be left unattended at any time. 

Students are not to be left in any room or facility unsupervised. 

Student teachers are not to be left in a classroom unsupervised by the training teacher. 

CLASS INTERRUPTIONS 

It is the policy at Garfield High School to keep all classroom interruptions to a minimum. 

‘At once’ on office summons slips will be circled only in case of a real emergency.  DO NOT DELAY SENDING THESE STUDENTS TO THE OFFICE. Only Administrative, Counseling, Dean, Health Office, and Library personnel are authorized to summons students.  Teachers who need to see students in other classes must work through administrators and counselors. 

COMMITTEES (Return to General Information List)
COMMON PLANNING TIME (Return to General Information List)
COMMUNICATIONS (Return to General Information List)
Telephones in schools and offices are to be used only for official business with the exception of a personal emergency in which conversations must be kept as brief as possible. Outgoing personal calls should be made on your personal cell phone or a public telephone during lunch and break periods so that they will not interfere with work. Personal business including the handling of personal mail, e-mail, and telephone calls should be completed outside of your working hours. Remember that your District e-mail account is reserved for District business purposes and use of e-mail or the District’s computer system has no guarantee of privacy

For more information, please see the online LAUSD Offices at http: 
//notebook.lausd.net/portal/page?_pageid=33,52213&_dad=ptl&_schema=PTL_EP


COMMUNITY RESOURCES (Return to General Information List)
COMPUTERIZED ATTENDANCE PROCEDURES (Return to General Information List)

See Attendance.

COMPULSATORY EDUCATION (Return to General Information List)
E.C. Section 48200 states that each person who is between the ages of six and eighteen 

years and not otherwise exempted…is subject to compulsory full-time education. Parents are required by law to send their children to school. Failure to comply with these requirements may lead to a referral to a School Attendance Review Team (SART), a School Attendance Review Board (SARB), the District or City Attorney’s Office, and/or the Juvenile Court. When necessary, legal action can be taken against the parent or the student, depending on who is responsible for failing to comply. Los Angeles City and Los Angeles County have loitering ordinances. They prohibit any person under the age of eighteen and subject to compulsory school 

attendance from loitering in or upon the public streets, highways, roads, alleys, parks, 

playgrounds, or other public grounds between the hours of 8:30 a.m. and 1:30 p.m. on days

when school is in session. Students who violate these ordinances may receive a citation, have to appear in court with their parent/guardian, and have a fine imposed by the court, and risk having their driver’s license held.

COMPUTER LAB (Return to General Information List)
COMPUTER LOGIN (Return to General Information List)
CONDUCT OF PUPILS (Return to General Information List)
Section 300 of Title 5 of the California Code of Regulations requires pupils to follow school regulations, obey all directions, be diligent in study and respectful to teachers and others in authority, and refrain from the use of profane and vulgar language.

C.E.C. Section 44807 states that every teacher in the public schools shall hold pupils to a strict account for their conduct on the way to and from school, on the playgrounds, or during recess. While California law prohibits the use of corporal punishment against students, a teacher, assistant principal, principal, or any other certificated employee of a school district shall not be subject to criminal prosecution or criminal penalties for the exercise, during the performance of his duties, of the same degree of physical control over a pupil that a parent would be legally privileged to exercise but which in no event shall exceed the amount of physical control reasonably necessary to maintain order, protect property, or protect the health and safety of pupils, or to maintain proper and appropriate conditions conducive to learning. 

CONTRACT (Return to General Information List)
See the UTLA contract online at 

http://notebook.lausd.net/portal/page?_pageid=33,208402&_dad=ptl&_schema=PTL_EP
COUNSELING STUDENT CONTRACT

DEAN STUDENT CONTRACT

COORDINATORS (Return to General Information List)

LIST COORDINATORS.  

COPY MACHINES (Return to General Information List)
Photocopies can be produced in the Title I Office, the textbook room, and in room 709. It is requested that paper jams, etc., be reported to the office staff (don’t just walk away).  Instructions for re-loading and changing paper sizes are available from the office staff. 

SCHOOL COPIER IN TITLE I OFFICE 

Instructions

OFFICE COPIER IN THE TEXTBOOK ROOM 


Instructions


OFFICE COPIER IN ROOM 709



Instructions

COPYRIGHT (Return to General Information List)
District policy states that teachers, administrators, librarians, media specialists, and other District personnel will take an active role in assuring compliance with the 1978 United States Copyright Law by observing the limits of fair use and by writing for permission to reproduce copyrighted material when necessary.  For more information on the District’s policy, please see http://notebook.lausd.net/pls/ptl/docs/PAGE/CA_LAUSD/FLDR_ORGANIZATIONS/FLDR_INFOTECH/BUL-714%20ADOBE%205.0.PDF
CORPORAL PUNISHMENT(Return to General Information List)
C.E.C. Section 44807 states that every teacher in the public schools shall hold pupils to a 

strict account for their conduct on the way to and from school, on the playgrounds, or during

recess. While California law prohibits the use of corporal punishment against students, a

teacher, assistant principal, principal, or any other certificated employee of a school district

shall not be subject to criminal prosecution or criminal penalties for the exercise, during the

performance of his duties, of the same degree of physical control over a pupil that a parent 

would be legally privileged to exercise but which in no event shall exceed the amount of 

physical control reasonably necessary to maintain order, protect property, or protect the 

health and safety of pupils, or to maintain proper and appropriate conditions conducive to 

learning. 

COUNSELING OFFICE (Return to General Information List)
The services offered by the Counseling Office are comprehensive in nature and far-reaching in scope. The Counselor is responsible for the student’s program, the pathway toward graduation, the meeting of all requirements, and is a vital link with parents and guardians.  Additionally, the Counselor tries to meet the student’s social and emotional needs (including attendance and discipline problems) and acts as the first liaison between staff, students and parents.   The Counselor also redirects referrals to providers of other services that can be of benefit to the student.  

COUNSELING: PHILOSOPHY AND SERVICES 

Counseling Services at Garfield High School provide information, support, and attention in a comprehensive program that inclusively focuses on these components by: 

1. Providing a caring and supportive atmosphere so students can be given opportunities to better understand themselves and how to deal better with their individual academic, personal, and social needs. 

2. Instituting orientation for Garfield High School students and their parents at all grade levels. 

3. Presenting students with options and educational pathways; then directing them toward appropriate courses, so they earn proper course credit leading toward graduation.

4. Coordinating community and school resources in order to provide students and their families’ services that ensure students the means to continue education in the least disruptive manner. 

5. Providing information and interpretation of local, district, and state mandated and optional testing programs and student individual scores. 

6. Maintaining a carefully monitored system that ensures complete, timely, and accurate records for students kept in strictest compliance with local and state guidelines stressing confidentiality and prompt transference upon request.   




REFERRAL TO COUNSELING OFFICE 

See Referral
TEACHERS’ ROLE WITHIN COUNSELING SERVICES 

Having more constant contact with the student than other personnel at school, we realize that the classroom teacher is not only a valuable source as a referent, but is of paramount importance as a counseling provider to our students.  A wealth of information for students is transmitted by teachers on a daily basis through: 

Curriculum 

Teachers should be familiar with a student’s mastery of curricular standards.  They should also be acquainted with graduation requirements. 

Professional Expert Advice 

Within their area of expertise and specialization, teachers serve as advisors to students.  Students do appreciate the interest and advice teachers give them and we hope that this interaction continues at a greater level. 

Counseling Forms 

There are many forms available from the Counseling Services Center upon request.  

Among them are: Special Reports to Parents (Unsatisfactory Progress, Complimentary Notice); Referral for Special Services form (special education referral form); 3-Part Referral Form, and many others.

CRISIS INTERVENTION TEAM (Return to General Information List)
Since 1984, when a school shooting occurred at 49th Street Elementary School, the District’s policy has been that every school shall have a crisis team.  In addition, there will be a District level crisis team under the administration of the Local District Operations Coordinator, so that if a principal finds that his or her resources with the local site team is overwhelmed by the situation, they can call the Local District Coordinator and the local team will come out and provide services.  The Crisis team at Garfield may change from year to year.  For details, see the main office.

____________________________
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DEAN’S OFFICE (Return to General Information List)
DEPARTMENTS (Return to General Information List)
DEPARTMENT BUDGET

DIRECTORY (Return to General Information List)
Inter-Office and LAUSD phone extensions for personnel can be found on our Office Directory.

DISABLED EMPLOYEES  (Return to General Information List)
DISCIPLINE POLICY (Return to General Information List)
The administration and faculty consider discipline at  Garfield High School to be an aspect of guidance and education of the will.  The purpose of discipline is to promote genuine personal development in the student; to increase respect for duly constituted authority; to promote the growth and self-discipline in a student’s behavior; and to promote a classroom situation conducive to learning. 

Every student has the right to learn in a safe, non-threatening environment.  Every person has the right to be respected and treated with respect.  Every student will assume the responsibility for his or her behavior. 

SUSPENSION POLICY 

District Policy and the Education Code permit student Suspension from school if it is determined that the student has: 

Threatened, attempted, or caused physical injury to another person.

Possessed, sold, or furnished any firearm, knife, explosive, or other dangerous object. 

Possessed, used, sold, furnished, or been under the influence of any controlled substance, alcoholic beverage, or intoxicant of any kind. 

Offered, furnished, or sold any substitute substance represented as a controlled substance or intoxicant of any kind. 

Committed or attempted to cause damage to school or private property. 

Steal or attempted to commit robbery or extortion. 

Possessed or used tobacco or any product containing tobacco or nicotine products, including clove cigarette. 

Committed an obscene act or engaged in habitual profanity or vulgarity. 

Unlawfully possessed, offered, furnished, or sold any drug paraphernalia. 

Disrupted school activities or willfully defied the valid authority of school personnel. 

Knowingly received stolen school or private property.

IMITATION FIREARMS (REPLICA GUNS) 

Students may not bring toy or imitation guns to school.  Some imitation guns are very similar in physical appearance to real guns, and could lead a reasonable person to believe that the imitation is a real firearm.   Violation of this policy could result in suspension or recommendation for expulsion. 

POSSESSION OF WEAPONS OR DANGEROUS OBJECTS 

Any student found in possession of a weapon will: 

Be arrested by school police. 

Be instructed to call the School Dean for an appointment upon release by LAPD. 

Have a parent / guardian conference upon return to school with the Assistant Principal in charge of discipline, and the Dean, at which time the Assistant Principal will recommend expulsion. 

Be suspended from school for five days pending report to LAUSD on expulsion recommendation. 

Any student found in possession of a dangerous object (or non-arrestable weapon) will: 

Immediately be suspended from school for a period of not more than 5 days. 

Be readmitted on contract at the parent/guardian conference if there is no prior discrepancy reason(s) to remove the student from school. 

Be Opportunity Transferred if the student violates the contract and/or is again found in possession of a dangerous object.

ISSUES OF DRUG USE / POSSESSION / SALES ON CAMPUS 

Any student found under the influence of controlled substances (including alcohol) will: 

Immediately be suspended from school for a period of not more than 5 days. 

Be readmitted on contract at a parent/guardian conference, assuming there is no history of disciplinary problems at school. 

Any student found in possession of controlled substances, but not in sufficient amounts to be charged with sales will be dealt with as above. Any student found in possession of controlled substances in sufficient amounts to be charged with sales will: 

Be arrested by school police.

Have parent call to schedule an expulsion review conference with the Assistant Principal in charge of discipline and the School Dean.

Be suspended from school at the expulsion review conference.

Be recommended for expulsion. 

STUDENT RETURN RIGHTS FOR OPPORTUNITY TRANSFERS

A student who has been Opportunity Transferred may petition the Dean to return to 

Garfield if (s)he: 

Has attended the new school at least one full semester.

Has received passing grades in all classes.

Has demonstrated good attendance.

Has a positive conduct record.

Still lives within the boundaries of Garfield High School. 

ADMINISTRATIVE MANDATES AND RESPONSIBILITIES 

School personnel responsible for student supervision and discipline are mandated to carry out the policies enumerated above.  These personnel specifically include Administrators, School Police, and Security Aides. 

It is further mandated that frequent tardy sweeps and daily, random weapon searches be conducted by the School Administration and/or Staff and be supervised by the Principal and/or Assistant Principal in charge of Discipline.  All policies are to be administered consistently and equally with all students regardless of race, ethnicity, language spoken, immigration status, gender, sexual orientation, handicap, religion, school enrollment or class enrollment. 

CLASSROOM TEACHER RESPONSIBILITIES 

Teachers are responsible for establishing a classroom atmosphere conducive to learning.  Classroom procedures and regulations should be clearly stated and understood by students.  Classroom rules should also be posted. In general, each teacher is expected to handle classroom behavior problems.  Careful and thorough planning will solve many behavior problems. The following (partial list) types of problems are initially the responsibility of the teacher. 

A. Gum Chewing 

B.  Forgetting school supplies 

C. Classroom disruptions 

D.  Failure to complete assignments 

E.  Excessive talking in class 

F.  Care and responsibility of textbooks and school supplies 

G. Social adjustment problems 

Teachers are reminded of the following types of action that may be taken prior to initiating a referral to the Dean’s Office:

A. Discuss the problem with the student 

B. Contact the student’s parent by phone or in writing 

C. Schedule a parent conference

D. Referral to Counselor 

E. Referral to any other campus resource including discipline. 

DETAINING STUDENTS 

DISCIPLINE AND REFERRAL PROCEDURES 

The primary responsibility for the maintenance of acceptable student conduct in all classes is with the classroom teacher.  Student counseling and parent contacts are most effective when performed by the teacher.  In those cases where the teacher feels the need for additional assistance or there is an overt act requiring immediate attention, counselors and the Deans can be of assistance. (See Referrals) 

PROHIBITED ITEMS

   Prohibition Against Drugs, Tobacco, & Alcohol

Alcohol, tobacco and nicotine products (such as cigarettes, chew, or other related products) are prohibited and students found in possession, or having used such products under school jurisdiction, will receive specified consequences ranging from detention to suspension to a recommendation for participation in deterrent programs to expulsion. Possession of drugs at school may also constitute a crime and will be reported to local law enforcement officials.  Any student found to have participated in the unlawful sale of drugs will be recommended for expulsion and may be subject to criminal prosecution.

   Electronic Devices

The use of cellular phones, pagers or electronic signaling devices by students on campus is prohibited during normal school hours, excluding the students’ lunchtime and nutrition breaks. If any such device is brought to school, it shall remain “off ” and stored in a locker, backpack, purse, pocket, or other place where it is not visible during school hours, and if such a device is observed by school staff, excluding during the student’s lunch and nutrition breaks, it may be confiscated until redeemed by a parent or guardian. The exception to this policy may be granted by the site administrator for purposes relating to the health needs of a student. The site administrator with the school site council could enforce a stricter policy.

   Prohibition Against Firearms, Weapons, and Other Dangerous Objects

Dangerous Objects: The District maintains a “Zero Tolerance Policy” for any type of dangerous object.  Therefore, school administrators will take immediate appropriate action against any student found in possession of a dangerous object. Dangerous objects include, but are not limited to, knives (including Swiss Army-style knives, exacto knives, utility knives), razor blades, martial arts combat equipment, clubs, brass knuckles, explosives, and any type of firearm or BB/Pellet gun (including replica guns). Any student who inadvertently brings an object onto campus that is prohibited should turn it in to a teacher or administrator immediately; doing so will avoid disciplinary consequences. Pursuant to the Federal Gun Free Schools Act, and in accordance with California law, any student found in possession of a firearm shall be recommended for expulsion. Storage of any of these items in areas such as, but not limited to, lockers, purses, backpacks, or automobiles is deemed to be “in possession.”

   “Drug Buy” Program

The LAUSD cooperates with the LAPD in its undercover program to reduce the sale of drugs on school campuses. Pursuant to this program, any student who participates in the sale of drugs on campus will be recommended for expulsion and in some circumstances, may be subject to criminal prosecution.

SUSPENSION AND EXPULSION

California Education Code section 48925 defines suspensions as “removal of a pupil from ongoing instruction for adjustment purposes.” A student may remain on suspension from one to five schooldays, depending on the infraction. C.E.C. section 48925 defines expulsion as “the removal of a pupil (1) from the immediate supervision and control, or (2) the general supervision, of school personnel….” A student may be “straight” expelled and therefore would not be allowed to attend an LAUSD school during the term of expulsion. Or, the enforcement of the expulsion may be suspended, in which case, the expelled student would generally be assigned to an LAUSD Educational Options school program during the expulsion term. A student may serve a term of expulsion for the balance of the semester in which the infraction occurs, plus one additional school semester, or one full calendar year, depending on the infraction.

JURISDICTION

A pupil may not be suspended or expelled for any of the acts enumerated unless that act is related to school activity or school attendance occurring within a school under the jurisdiction of the superintendent or principal or occurring within any other school district. A pupil may be suspended or expelled for acts that are enumerated in this section and related to school activity or attendance that occur at any time, including, but not limited to, any of the following:

While on school grounds.

While going to or coming from school.

During the lunch period, whether on or off the campus.

During, or while going to, or coming from, a school-sponsored event.

C.E.C. 48900.1 authorizes teachers to require parents or guardians of pupils suspended by a teacher for behavior described in C.E.C. Section 48900 (i) or (k) to attend a portion of the school day in his or her child’s or ward’s classroom. This attendance shall be limited to the class from which the pupil was suspended.

DRESS STANDARDS FOR EMPLOYEES (Return to General Information List)
An employee is deemed appropriately dressed when the clothing worn is neat and clean and is in

reasonable conformity with the mode of dress generally acceptable as representative of the occupation or profession within the community or required by the nature of the duties assigned where the employee renders services. Dress is inappropriate when it is unsafe, detracts from the learning situation or task being performed, would reasonably tend to cause disciplinary problems with students or other employees, or would reasonably tend to cause disrepute to the employee, the Los Angeles Unified School District, or the profession. (Board Rule 1906 - Adopted 6-14-76).

DRUG-FREE AND ALCOHOL-FREE WORKPLACE POLICY (Return to General Information List)
The federal government adopted various anti-drug regulations that require employers, including school districts, to take certain measures to ensure that the workplace is free from illicit drugs and alcohol. These regulations are included in the Drug-free Workplace Act, which took effect in 1989, and the Drug free Schools and Communities Act Amendments, which became effective in 1990. As required by these acts, the Los Angeles Unified School District hereby notifies its employees that:

1. The unlawful manufacture, sale, distribution, dispensing, possession, or use of illicit drugs and alcohol is prohibited in any and all District workplaces.

2. Violation of paragraph 1 by any employee will result in appropriate administrative or disciplinary action, including, but not limited to, written reprimand, suspension, termination, and/or the requirement for satisfactory participation in and completion of drug and alcohol abuse assistance or a rehabilitation program.

3. Employees are required to notify the Employee Relations Section, Human Resources Division at (213) 241-6131, of any criminal drug and alcohol statute conviction for a violation occurring in the workplace no later than five (5) days after such conviction.

4. Within thirty (30) days of receiving the notice required by paragraph 3, the District shall take appropriate administrative or disciplinary action, as specified in paragraph 2.

Implementing Zero-Tolerance policies for drug, alcohol and tobacco-free workplaces

under the Workplace Act of 1988 which became effective on March 18, 1989, the Drug-Free Schools and Communities Act of 1989, and the Title IV safe and Drug-Free Schools and Communities Act of 1989, and the Title IV Safe and Drug-Free Schools and Communities Act (SDFSCA) of 1994, the District must meet certain drug-free workplace requirements as a condition to receive federal funds or grants.  The provisions of Title IV SDFSCA also require the District, in part, to adopt and fully implement policies and programs that ensure safe schools which are drug-free; eliminate drug abuse on school sites and at school-sponsored activity locations; inform school discipline codes related to the use, possession, and sale of substances; and implement collaborative programs to prevent and/or reduce the onset of drug abuse through education and early intervention activities reaching the families of students.  In accordance with the provisions of these legislative mandates, the District hereby notifies its employees of its commitment to promote and maintain a workplace and school environment that is drug-and alcohol-free.  

____________________________
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EAST LOS ANGELES (Return to General Information List)

For more information regarding the community around Garfield High School, please consider the 


following websites:  http://www.eastlosangeles.net/eastla.html;


 http://www.pbs.org/americanfamily/eastla.html; http://www.colapublib.org/history/eastla/;


http://en.wikipedia.org/wiki/East_Los_Angeles,_California
EDUCATIONAL OPPORTUNITY SCHOOLS (Return to General Information List)
California State law authorizes all school districts to provide for alternative schools. An alternative school is a school that is operated in a manner designed to best assist the student in their educational needs in a different school setting. The Educational Options Office supports the multiple Option schools within the district focusing on serving the needs of each individual student. School programs range in grade levels from kindergarten to twelfth grade.

Alternative schools were designed for those students not successfully meeting the goals and programs of the traditional high school. Schools are comprehensive in nature, students earning same credits as in a traditional school to obtain a high school diploma. The multiple programs in alternative education programs provide for all students’ needs.

For additional information, contact Sunshine Sepulveda-Klus, Coordinator for Educational Options at (213) 241-4586, 333 So. Beaudry Ave, Los Angeles CA 90017.

EMAIL (Return to General Information List)
See Communications
EMERGENCY CARDS (Return to General Information List) 


All emergency cards are on file in the Attendance Office. It is the responsibility of parents and 

students to return them completed and to keep them up-to-date.


Teachers must also have emergency cards on file in the main office.  

EMERGENCY DRILLS (Return to General Information List)
It is imperative that staff and students realize the necessity of all emergency drills.  Some important suggestions are as follows; however, not in priority order: 

A. Teacher must accompany the class. 

B. Emergency Envelopes (with roster) must accompany the teacher. 

C. Turn off lights before leaving the room and lock all doors. 

D. Keep all entrances, gates, and driveways clear of any obstruction, specifically for emergency vehicles, news media, Fire Department, Police Department, Civil Defense Staff and others.  Classes reaching their assigned location early must provide clear access for other classes arriving late to the location. 

E. Keep students quiet for any instructions.

EARTHQUAKE DROP-HOLD PROCEDURE

Student response to earthquake DROP-HOLD PROCEDURES inside classroom: 

1. Upon command, drop down to knees with back to the windows.

2.  Get under / below equipment (desk, table, chair, etc.) 

3.  Grasp equipment (legs, etc.) with both hands and hold on tight. 

4.  Keep body under or below equipment. 

5.  Wait for further instructions. 

Student response to earthquake DROP-HOLD outside of school buildings: 

1. Get clear of all buildings, power lines, light poles, etc. 

2. Drop down to the ground and hold on to some object if possible. 

3. Stay in the clear and wait for further instructions. 

SIGNALS 

FIRE DRILLS – Bell for 10 seconds; pause for 5 seconds; Bell for 10 seconds- repeat.

EARTHQUAKE – Command of “DUCK” given by teacher or staff member

DROP/TAKE COVER – Alternating long and short bells; command of “DROP” given by teacher or staff member.

LOCK DOWN – One long continuous bell, intercom, word of mouth, or other system of warning developed by the school.

EQUIPMENT CHECK-OUT (Return to General Information List)
EMERGENCY LESSON (Return to General Information List)
Each teacher is to prepare an emergency lesson plan, which would be characterized by easy implementation and is independent of lesson taught on the prior day.  This plan would be used only when a teacher has not anticipated an absence or in case of an emergency where the teacher is unable to prepare substitute plans. This plan will be kept in each teacher’s substitute folder in the Assistant Principal’s Office and will be updated when used or each semester, as appropriate.

EMPLOYEE ASSISTANCE PROGRAM (EAP) (Return to General Information List)
The Employee Assistance Program (EAP) provides information, resources, and referrals in the areas of Counseling, Legal Assistance, Financial Services, and Mental Health/Substance Abuse. For information, call toll-free (866) 312-3077 to speak with an experienced professional who will consult with you, or log on to the program’s website at http://www.liveandworkwell.com using access code “LAUSD” and click on “Find Resources” on the main task bar to locate a network provider online.

EMPLOYEE ORGANIZATIONS (Return to General Information List)
Most employees are represented by exclusive bargaining representatives in matters related to wages, hours, and other terms and conditions of employment. The exclusive bargaining representatives for different collective bargaining units of employees are listed in Section XII.

“Confidential employees” are not represented in negotiations by an exclusive employee representative. A “confidential employee” is one who develops or presents management positions for collective bargaining, or whose duties normally require access to confidential information that is used to contribute significantly to the development of management position for collective bargaining. Confidential employees have the right to represent themselves individually or be represented by an employee organization composed entirely of confidential employees; however, such an organization may not formally negotiate with the school district.

A management employee is one who has significant responsibility for formulating District policies or administering District programs. Management employees may not be represented by an exclusive bargaining representative, but they may represent themselves individually or be represented unofficially by an employee organization.

ENGLISH DEPARTMENT (Return to General Information List)
ENGLISH LEARNERS (Return to General Information List)
ETHICS POLICY (Return to General Information List)
The LAUSD Board of Education adopted the revised LAUSD Code of Ethics in 2003. The Code of Ethics provides District employees, consultants, contractors, and lobbyists with a common set of expectations about ethical behavior and performance. You may download the Employee Code of Ethics from http://www.lausd.net/ethics. It is critical that all of the District’s employees strive for excellence in the public service that they provide. Consequently, as an employee of the District, you are expected to conduct yourself fairly, honestly, and with the highest integrity. This means treating students, coworkers, parents, and all of your other customers with respect and in a manner that is exactly the way that you want to be treated. This also means being respectful of the District’s resources and property. Recognizing that each of us plays a critical role in student success, striving for excellence is not only a responsibility that all District employees share, but a personal commitment.

EXPECTATIONS AND GUIDELINES (Return to General Information List)
Always be prompt both in reporting for work and in completing assigned tasks. If an emergency makes it necessary for you to be late to work or leave early from work, notify or ask your supervisor for permission as soon as possible.

Establish a good attendance record. Only be absent from work when it is absolutely necessary or when you are on a pre-planned vacation.

Courtesy and cooperation are two basic elements of success in your job and every job in the District. Be courteous and cooperative with the public, fellow workers, prospective employees, teachers, students, and parents who are all a part of the District you serve.

Maintain open lines of communication. If any instructions given by your supervisor are not clear, ask for further explanation to make certain that you understand exactly what is expected of you.  See Attendance.

EXTENDED LEARNING ACADEMY (ELA) (Return to General Information List)

____________________________
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FAMILY AND MEDICAL LEAVE ACT/CALIFORNIA FAMILY RIGHTS ACT AND PREGNANCY DISABILITY LEAVE POLICY, PROCEDURES, AND GUIDELINES(Return to General Information List)
The Federal Family and Medical Leave Act (“FMLA”) and State of California Family Rights Act (“CFRA”) provide eligible employees with a maximum of twelve weeks of protected leave per year when the employee or a covered family member experiences a “serious health condition,” or when an employee requires time to bond with a child after the child’s birth or placement through adoption or foster care. The employee requesting leave must have been employed with the District for at least 12 months (the months need not be consecutive) and have served at least 130 workdays (or 1250 hours, whichever is less) immediately preceding the effective date of each separate leave. Even if an employee is not eligible for CFRA leave, if disabled by pregnancy, childbirth, or related medical condition, this employee is entitled to take a pregnancy disability leave for the time that the employee is disabled. If the employee is CFRA-eligible, the employee has certain rights to take both a pregnancy disability leave and a CFRA leave for reason of bonding with a new child. Where the need for the leave is foreseeable, an employee must provide the District at least 30 days advance notice before FMLA/CFRA leave is to begin. If 30 days notice is not possible, notice must be given as soon as practicable. Notice must be provided to the employee’s immediate supervisor or Department head. The definition of “serious health condition” is defined in the implementing regulations; it is the definition used by LAUSD. If leave is requested because of a “serious health condition” of the employee or the employee’s spouse, child or parent, the District will require a written medical certificate issued by the employee’s (or by the family member’s) health care provider, setting forth certain medical information.

If the District has reason to believe that an employee’s absence is for a protected leave under the

FMLA and/or CFRA, it may request that the employee apply for such a leave by completing a leave application and supplying appropriate medical certification. If the employee declines to apply for leave, the District will nevertheless designate the leave as protected so long as the employee has provided sufficient information to indicate that the reason for the leave is, in fact, FMLA and/or CFRA qualifying.  After receiving a request for leave under the FMLA or CFRA, the District will provide notice to the employee as to whether the leave has been granted, along with other terms and conditions of leave, in accordance with the laws. Upon the expiration of FMLA or CFRA leave, the District must restore an employee to the employee’s former or “equivalent position,” as that term is narrowly defined, with equivalent benefits, pay and other

terms and conditions of employment. However, employees have no greater right to their positions than if they had been continuously employed. Retaliation for taking protected leave under the FMLA and/or CFRA is strictly prohibited. For more information, refer to Personnel Commission Rule 819. The information above is a summary of rights and obligations under the FMLA and CFRA. Employees are urged to review the applicable District rules and collective bargaining agreement provisions, if any, for a more comprehensive discussion.

FIELD TRIPS: PROCEDURE CHECKLIST (Return to General Information List)
WRITE GARFIELD PROCEDURES FOR CALENDARING AND OBTAINING APPROVAL.

File a request for Approval of Field Trip or Excursion for Students, (Form 34-EH-57).  Request forms must be submitted in duplicate. Refer to the timetable at the end of this section when submitting request.

File an Application for Curricular Trip (Form 78.20) when requesting a district school bus.  Do not separate copies. 

File an Authorization for Payment of Reimbursable Trips, (Form 78.20R) when an authorization for payment is to be funded by an outside source or is to be paid by Student Body Funds and is reimbursable to the District. 

FINGERPRINT POLICY (Return to General Information List)
All employees of the LAUSD are fingerprinted and the prints are transmitted to the California

Department of Justice and the Federal Bureau of Investigation for a criminal conviction records check.  No employee can perform any of the duties of his/her position until this processing has been completed and it is determined that there is no criminal conviction that would prohibit the employee from working with students and staff.

FOSTER YOUTH (Return to General Information List)
Effective January 1, 2004, Assembly Bill 490 imposes new duties and rights related to the education of youth in foster care (children supervised by either probation or DCFS and placed in licensed foster homes, group homes, or with relative caretakers). The new law provides for increased school placement stability and improved school transfer procedures. When it is determined to be in the best interest of the child, foster children have a right to remain in their school of origin for the duration of the academic year, even if their residence changes out of the area served by the school of origin. (C.E.C. 48853.5). In addition, all students living in out-of-home placements, who present the school with a DCFS or Probation Department “Notification to School of Child’s Placement Status,” form (DCFS #1399), shall be immediately enrolled in school. (C.E.C. 48853.5). AB 490 mandates that educators, school personnel, social workers, probation officers, caregivers, advocates, and juvenile court officers all work together to serve the educational needs of children in foster care. Parents, guardians, foster care givers, social workers and/or probation officers should notify school districts as soon as they become aware that it has been determined that it is in the child’s best interest to transfer to a new school, so that the school district can ensure a timely transfer of the student’s school records. For further information regarding school-related foster care concerns, contact Norma Sturgis, Program Coordinator Foster Care Unit at (213) 241-3848.

FREE EXPRESSION: POLITICAL CONDUCT, RALLIES, 

ASSEMBLIES, DEMONSTRATIONS AND WALK-OUTS (Return to General Information List)
Students have a right to freedom of speech and may participate in political or free speech activities while on school campus. Students may distribute literature reflective of their views and opinions. Students may assemble on campus during non-instructional time to discuss their views and opinions and may participate in peaceful demonstrations on campus during non-instructional periods. Students may exercise these rights as long as their speech, expression, or conduct is not obscene, lewd, libelous, slanderous, does not incite students to destroy property or inflict injury upon any person, or cause a substantial disruption to school.

California law permits school site administrators to establish reasonable parameters for those students who wish to exercise their free speech rights on campus or during the school day. School site administrators may impose restrictions on the times, place, and manner of those speech or activity in order to maintain a safe and peaceful campus for all students and District employees. Students, who fail to follow the directive of school site administrators or District policy concerning demonstrations, assemblies, sit-ins, or walk-outs, may be disciplined.

Students who voluntarily leave the school campus or the classroom during a demonstration will be directed to return to the campus or classroom. A student’s refusal to adhere to this directive may result in disciplinary action against the student. If the student demonstration or walk-out causes a disruption to the general public, then local law enforcement may respond to the situation.

While Los Angeles Unified School District recognizes and respects a student’s freedom of speech rights, District employees shall not promote, endorse, or participate in any student demonstration, distribution of materials, assembly, sit-in, or walk-out. For further information concerning this issue, please contact your child’s school administrator.

FREE LUNCH PROGRAM (Return to General Information List)

See Cafeteria.  See also http://www.fns.usda.gov/cnd/lunch

____________________________
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GIFTED PROGRAM (Return to General Information List)
GRADES (Return to General Information List)
GRIEVANCES (Return to General Information List)
Employees may believe that their employment rights have been denied or violated and wish to formally complain or “grieve” the issue. The means of adjudicating grievances for represented employees are covered in the Collective Bargaining Agreements. For employees not covered by a collective bargaining agreement, Personnel Commission Rule 893 applies. Employees whose classifications are covered by a bargaining unit should contact the appropriate employee organization for information. For more information, please see UTLA Website
GUNS (Return to General Information List)
See Zero Tolerance Policy
____________________________
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HALL PASSES (Return to General Information List)
All students are expected to have an authorized Hall Pass signed, and dated whenever they leave a classroom.  Destination and time of departure should be clearly indicated. All students found wandering on campus without an authorized Hall Pass shall be escorted to their classroom.  New Hall Passes can be obtained from the Attendance Office.

HATE-MOTIVATED CRIMES OR HATE CRIMES (Return to General Information List)
The Los Angeles Unified School District recognizes that hate-motivated incidents/hate crimes jeopardize the safety and well being of all students and staff and are injurious to those victimized by such behavior.  On August 15, 1994, the LAUSD’s Board of Education unanimously approved a resolution, which was carried in the form of a motion, that requires procedures and guideline for data collection and reporting of hate-motivated crimes to be fully implemented by the end of the 1994-1995 school year. 

HEALTH AND SAFETY POLICY (Return to General Information List)
The safety of students and staff is among the highest priorities for the Los Angeles Unified School District. Injuries and illnesses create personal loss to employees, students, and their families, and reduce the District’s ability to provide quality education. It is the District’s position that all accidents are preventable. Site administrators have primary responsibility for providing a safe working and learning environment and are accountable for ensuring strict compliance with applicable health and safety requirements. All supervisory employees, from executives to first line supervisors, share responsibility for ensuring the safety of students and staff. All their employees are expected to work safely, adhere to safety requirements, and immediately report accidents and hazards to their supervisors.

HISTORY DEPARTMENT (Return to General Information List)
See Website
HOMEWORK POLICY (Return to General Information List)
Homework is a necessary part of each student’s educational program.  Homework is purposeful when it provides the student with time to complete or expand upon assignments begun in class; develops good work habits and a sense of opportunities for the student to engage in creative projects, self-directed activities, and research in the area of his or her developing interests.  Meaningful homework is related to class work and the objectives of the course, emphasizes quality rather than quantity, and is consistent with the grade level and maturity of the student.

The following guidelines are applicable to all grade levels:

A. Daily homework assignments are important resources for teacher in helping students learn.

B. Homework assignments should be reasonable in content, length, and resources required.  Books and other materials required for assignments should be provided.

C. Homework assignments should be purposeful and clear, based on an analysis of the needs of the class, and modified for students with special needs.  It is inappropriate to assign homework as a punishment.

D. Homework may be scheduled over an extended period of time, which may include weekends, as appropriate to course objectives and content.

E. Homework should be directly related to the content and objective being taught.  Students should not be given homework assignments they have not been taught how to do.  Homework should be assigned to reinforce and enrich student knowledge or extend abilities.

F. Homework assignments and due dates should be thoroughly explained by the teacher in advance and thoroughly understood by the student and parents.

G. When appropriately assigned and explained by the teacher, homework becomes the responsibility of the student to know, understand, complete, and return by the expected due date.

H. Completed homework assignments should be acknowledged and recorded by teachers and reviewed with students when appropriate.

I. Parents should be notified when students do not complete homework assignments or show signs of significant decline in effort or achievement.

J. Contrary to the time allocations listed below, the amount of homework in a college preparatory class should be the same for all students, no matter what their grade level.  In other words, a ninth grader taking Algebra 1A should have just as much homework as a twelfth grader.

DAILY ASSIGNED HOMEWORK


RETURN OF HOMEWORK

1. Homework Assignments, once completed, deserve recognition as an indication of the student’s progress through application to classroom activities.  Some teachers place an “OK” or their initials at the top of returned work to indicate they have read the material.  Periodically returned work might be added to the student’s homework folder for parental review.

2. Certain homework assignments may require only acknowledgement, such as mentioned, while other assignments may require correcting.

3. Simple correcting techniques, involving a minimum amount of teaching time, should be determined by the school staff.  These techniques may include self-checking by pupils, group checking, or teacher checking.

4. Homework may be checked during a specified time or during appropriate instruction.

5. The teacher should review all assignments periodically and inform parents when class members repeatedly fail to return or complete assignments.


MAKE-UP WORK POLICY

1. Students with excused absences shall be afforded the opportunity to complete with full credit all missed classroom work and tests or other appropriate equivalent assignments.

2. Students absent for justifiable personal reasons, upon written request of the parent or guardian and approved by the principal or designated representative, shall be afforded the opportunity to complete with full credit all missed classroom work and tests or other appropriate equivalent assignments.

3. Students who are truant, suspended, or absent without verified justifiable personal reasons need not be afforded the opportunity to complete classroom work and tests issued.  However, in the interest of helping these students, such opportunities may be provided (c.f. section 48205, California Education Code).

HOURS OF OPERATION (Return to General Information List)
· According to Article IX, Section 3.3 of the Collective Bargaining Agreement, teachers are expected to be present at school ten minutes before the first period and ten minutes after the last period of the day.  Students expect classrooms to be opened by the ringing of the first bell.  

· It is necessary for teachers to keep Tuesday afternoon available for Faculty, Department, and Staff Development Meetings. 

· Teachers are to remain on the school grounds during the regular teaching day.  Teachers who need to leave campus for any reason must receive permission from the principal or designee, and sign out in the Main Office. 

· Classroom teachers may leave the school grounds during their regular duty-free lunch period.  In the Main Office there is a folder where teachers are to sign out and in. 

· Policy dictates that if there is a medical or dental appointment during the school day, an hour will be charged to illness time for each hour absent, including the conference period.  Please see the Main Office for needed coverage. 

______

______________________

I

IDENTIFICATION (ID) CARDS (Return to General Information List)
Students must have a Garfield High School Identification Card in their possession at all times. 

Student I.D. Cards will be required for all student activities on or off-campus throughout the school year.

ILLNESS LEAVE (Return to General Information List)
See Article XII of the UTLA contract:  http://notebook.lausd.net/pls/ptl/docs/PAGE/CA_LAUSD/LAUSDNET/OFFICES/STAFF_RELATIONS/UNION_CONTRACTS/UNION_CONTRACTS_UTLA/ART%20XII.PDF
STAY AT WORK/EARLY RETURN TO WORK PROGRAM

LAUSD has a mandatory Stay at Work/Early Return to Work Program. This program is designed to provide modified or transitional work assignments for employees who are recovering from injuries or illnesses. It enables an employee, based on competent medical opinion, to work within his/her medical restrictions until able to return to his/her usual and customary occupation. All such transitional assignments will be coordinated through the Office of Risk Management and Insurance Services, Disability Management Section at (213) 241-3135.

IMPREST FUNDS – 4170 (Return to General Information List)
The Imprest Fund is a revolving cash fund available to schools for the direct purchase of items.  The following procedures have been established for the utilization of the Imprest fund. 

1. The Department Chairperson contacts the Principal to request approval for the use of the Imprest fund and to obtain a Request for Purchase Order or Check form. 

2. The Department Chairperson completes the P.O. Items may then be purchased. 

3. Before ordering equipment on Imprest funds, it is required that prior approval be obtained from an Administrator.  See Imprest Fund Form
INCIDENT REPORT (Return to General Information List)
INDUSTRIAL ILLNESS LEAVE (WORKERS’ COMPENSATION) (Return to General Information List)
If you are a regular employee and are injured on the job, you will typically receive your regular salary payment while you are absent from work due to injury. You must, however, complete the Employee Report of Injury (DWC Form 1), which you should obtain from your supervisor. Deductions will be made from your illness leave balance until your industrial accident or illness is approved by the District’s Workers’ Compensation Claims Administrator. In most cases, pay will be limited to 60 working days for one accident. Limited-term and employees who meet certain requirements may also be eligible for industrial accident leave. Employees not cleared by their physicians to return to their full duties may be assigned to modified or alternative work on a temporary basis. See the “Stay at Work/Early Return to Work” section above. Please call (213) 241-3138 for further information regarding workers’ compensation issues. Refer to Personnel Commission Rule 804 or your Collective Bargaining Agreement for more complete information on Industrial Accident or Industrial Illness Leave.

INFORMATION PROTECTION POLICY (Return to General Information List)
It is the policy of LAUSD to protect sensitive information. Every employee of the school district must ensure the proper protection of information, either in paper or electronic form. An employees is not to take sensitive records home nor leave them lying unprotected in the open, such as on a desk, where they can be accessed. An employee is not to convert sensitive information into an electronic format and send it unprotected through email or over the internet. Whenever requests for access to information are made, employees should check with the data owner (specified individuals who collect or use the information on behalf of the District). It is best to err on the side of protecting information. For specific guidance on how to respond to requests for information, whether from within or outside LAUSD, you should refer to the Information Protection Policy posted on www.lausd.k12.ca.us, Inside LAUSD.

INJURY AND ILLNESS PREVENTION PROGRAM (Return to General Information List)
The California Code of Regulations (CCR), Title 8, Section 3203, require employers to maintain a safe and healthful workplace for employees. These regulations are enforced by the California Occupational Safety and Health Administration (Cal/OSHA). The regulations require a written Injury and Illness Prevention Program (IIPP) be maintained in every school, which specifies responsibilities and procedures to protect occupants and reduce losses from injuries and illnesses.

It is the position of the LAUSD that all accidents are preventable. At a minimum, Accident Prevention requires that District facilities be maintained and operated in strict compliance with health and safety regulations. All employees, from senior managers to first line supervisors, share responsibility for providing a safe working environment.  Parents may learn more about the IIPP form the Principal or a member of the Safety Committee. A copy of the IIPP should be available for review in the school’s Main Office.

INJURY/ACCIDENT INVESTIGATION REPORT

A form is required for all accidents involving an injury to students, employees or visitors.  

This report must be completed within 24 hours of an accident occurrence; the original sent to the Office of Risk Managements & Insurance Services and a copy to the Office Environmental Health and Safety.  See Injury/Accident Investigation Report.

INTERSESSION (Return to General Information List)
INTERNET ACCESS (Return to General Information List)
The Los Angeles Unified School District provides access to the Internet and email through the District’s computer network (LAUSDnet). The District’s website is located at www.lausd.net. Access to the Internet from LAUSDnet and the use of a District email accounts are privileges, not rights. Access to LAUSDnet is free to actively enrolled students with a Student Identification Number and to active LAUSD employees with an Employee Number. The purpose of providing access to the Internet is for regular instructional or business activity, or to compile data necessary for educational research.  Students may obtain accounts on LAUSDnet only through a teacher or administrative sponsor at the school at which they are enrolled. Student users, who access the Internet from any District facility or from a remote location connecting with any District facility, must have a Student Signature and Parental Release Form on file at the school. No user of LAUSDnet should have an expectation of privacy. The Internet is a public network, and email or other communications on it are not private. LAUSDnet system operators have access to all user account directories and data, e-mail, web pages, and any other files stored on system servers. It is the user’s responsibility not to initiate access to material that inconsistent with the goals, objectives, policies, and educational mission of the District as well as adherence to any city, state and federal laws. 

ISIS(Return to General Information List)
See ISIS Website

____________________________

J

JURY DUTY LEAVE (Return to General Information List)
Employees are obligated to perform jury service at the request of local courts. If you receive

a questionnaire or summons for jury duty, discuss it with your supervisor to determine what

arrangements can be made to avoid excessive work disruptions. Full-pay is allowed while on jury

service if you are a regular employee. You must repay the District an amount equal to the

compensation you received as a juror, exclusive of mileage, for any dates that you received pay as an employee. For more information, refer to Personnel Commission Rule 782 (http://www.lausd.k12.ca.us/lausd/offices/personnel/class/rules_laws/RULE782.htm).

____________________________

K

KEYS (Return to General Information List)
SCHOOL KEY POLICY 

School keys are the property of the Los Angeles Unified School district and are loaned to staff members for their use during school assignments.  At the beginning of each Track, keys will be issued to each regularly assigned employee. The distribution of master keys is limited to the Plant Manager and Administrators.  It is illegal for school keys to be duplicated under any circumstances (State Penal Code, Section 469). At the close of each Track or when an employee will no longer be assigned to the school, keys previously issued shall be returned (Board Rule 3007). 

RESPONSIBILITY 

Keys will be issued to staff members at the start of each Track. 

Staff members are totally responsible for the security of their keys. 

Students are not allowed to use staff member’s keys. 

Keys are not to be left in desk drawers or in the open. 

In case of loss of keys, staff members are to immediately notify the Principal and / or the Main Office. 

Staff members will be issued door keys corresponding to room and office assignments. 

Check the issued keys. 

All staff is reminded of the importance of maximum security for school keys at all times.  The security of school and personal materials depends on the care of each staff member gives to the safeguarding of his or her keys. 

____________________________

L

LANGUAGE APPRAISAL TEAM (LAT) ((Return to General Information List)
The LAT monitors English Learners progress.  

ASSESSING STUDENT ACHIEVEMENT

REFERRING STUDENTS TO THE LANGUAGE APPRAISAL TEAM

LAUSD OFFICES (Return to General Information List)
For more information, please see the online LAUSD Offices at 

http://notebook.lausd.net/portal/page?_pageid=33,52213&_dad=ptl&_schema=PTL_EP
LIBRARY (Return to General Information List)
The Garfield High School Library has  collection of books that supports the content areas and the Accelerate Reader program.  Periodicals available include newspapers such as the Los Angeles Times, La Opinion, and a large variety of assorted magazines.

LIBRARY HOURS

LIBRARY PASSES 

During class time, a student coming to the library is required to have a pass.  

ID CARDS


A student must have a current ID card in order to check out a book.  Please remind the student of this before s/he leaves. 

LIBRARY ORIENTATION

LIBRARY FINES

ACCELERATED READER PROGRAM

CLASS VISITS

You may schedule your classes to come to the library for research.  Come by and discuss your assignment with the librarian and sign up. 

RESOURCES FOR TEACHERS

A number of curriculum-related videos and a few DVDs are available.  Place your request for these items at least one day before you need them.  A collection of audiocassettes is available.  Ask for a list.  A collection of professional books is available.

LOCAL DISTRICT OFFICES (Return to General Information List))


See http://www.lausd.k12.ca.us/district_directory/

LOGIN (Return to General Information List)
LOST AND FOUND (Return to General Information List)
LUNCH (Return to General Information List)
See Cafeteria 

____________________________

M

MAILBOXES (Return to General Information List)
Mailboxes, with the teacher’s name below the mailbox, are provided in the Main Office. 

It is suggested that teachers check their mailbox several times during the day for intra-school communications. 

Students should not be requested to remove materials from any teacher’s mailbox.

MAIN OFFICE (Return to General Information List)
MAINTENANCE, CLEANING AND REPAIRS (Return to General Information List)
In case the custodian service in your room is unsatisfactory, maintenance is necessary, or repairs are necessary, a note should be written to the Plant Manager specifying the particular problem. 

MARKING PROCEDURES (Return to General Information List)
MATH DEPARTMENT (Return to General Information List)
MEDIA (Return to General Information List)
Occasionally, members of the news media may visit schools to cover activities such as sport competitions, school assemblies, special programs and general newsworthy events. The law provides that when members of the news media are lawfully on campus, they may interview, photograph and/or film students. However, the law also provides that a student may decline to speak to the media and may refuse to be interviewed, filmed or photographed.  When visits from the news media are prearranged, schools must make every effort to notify parents in advance and to provide parents with the opportunity to authorize or to withhold permission for media access to their children.

MEDICAL INFORMATION (Return to General Information List)
PHYSICAL EXAMINATIONS

Students enrolling for the first time in LAUSD secondary schools are encouraged to provide the school with a report of a recent physical examination. Forms for this purpose may be obtained from the school nurse.

Physical examinations required for Special Education programs may be done by licensed school physicians or regular private physicians. If parents/guardians do not wish to have their child examined at school, they must file an annual written statement to that effect with the school’s administrators.

MISCELLANEOUS HEALTH INFORMATION

An excuse (less than 10 weeks) from a physical education class may be granted to a student who is unable to participate in regular or modified curriculum for a temporary period of time due to illness or injury. A parent’s written request for an excuse will be accepted for up to 5 days; thereafter, a written request is needed from the student’s health care provider.  A current District Emergency Information card must be on file at the school so that parents can be notified promptly in case of accident or illness involving their child.

ACQUIRED IMMUNE DEFICIENCY SYNDROM (AIDS) EDUCATION

Schools are required to instruct students in grades 7 to 12 in AIDS prevention at least once in middle school and once in high school unless the parent or guardian requests that the pupil not attend such instruction. AIDS education may be covered in health, home economics, science, and social science courses. The teacher of each course must notify parents or guardians that students will receive such instruction in his or her class (C.E.C. 51550 et seq.).

HEALTH INSURANCE

LAUSD does not provide student insurance for medical and hospital services needed for injuries to students while involved in school-related accidents. Children’s Health Access and Medi-Cal Program (CHAMP) provides information and assists parents to access health and insurance for their children ages 0-18. Parents can call an LAUSD toll-free HELPLINE at (866) 742-2273 for assistance with enrollment, utilization and retention issues of health insurance. Schools can schedule outreach events for staff or parents by contacting the CHAMP office.  You may also contact LAUSD Health and Human Services, Cost Recovery/Medi-Cal Reimbursement Unit, 333 S. Beaudry Avenue, 18th Floor, Los Angeles, CA 90017

HOSPITAL, VISION CARE, AND DENTAL CARE PLANS

All regular classified employees employed half-time or more in one classification and all other classified employees who worked 800 hours or more in classified assignments during the preceding school year are eligible to enroll in a medical-hospital plan, a vision care plan, and a dental care plan. Currently, premiums are fully paid by the District as long as the employee is in paid status during each pay period.  Health Plan literature and enrollment applications are distributed to each new and returning regular employee via the Health Insurance Section. Enrollment is not automatic. If you have not received enrollment material or you need information regarding the benefit plans, call the Health Insurance Section at (213) 241-4262.  An “open enrollment” period is held annually in November for employees who wish to make changes to their plans. For more information see the Employee Benefits Page at http://www.lausd.k12.ca.us/lausd/offices/benefits.

MEETINGS (Return to General Information List)
Staff development sessions are planned each school year. 

These sessions will normally be held on shortened or minimum days. There will be prior announcement of staff development sessions. 

Department meetings will be held on Tuesday afternoons.  All members of the department are expected to attend. 

Faculty meetings will be on Tuesdays. 

MILITARY LEAVE (Return to General Information List)
If you enter military service or if you are a reservist called to active duty, you will receive pay for the first 30 calendar days of your military leave, provided you have completed one year of regular employment before your leave begins. Beyond 30 calendar days, you may be entitled to the difference in pay between the amount of your military pay and allowances and the amount you would have received in District salary for a period not to exceed 180 calendar days.

While you are on leave, subject to certain limitations, illness and vacation privileges as well as seniority credit continue to accrue. Your right to compete in promotional examinations continues while you are on leave. Upon completion of your military leave, you have the right to return to your former classification if there is a vacancy in the classification or if you have more seniority than the least senior employee in your classification.

Refer to Personnel Commission Rule 820 or your Collective Bargaining Agreement for more complete information on Military Leave and return privileges.

MISSION STATEMENT FOR LAUSD (Return to General Information List)
“The teachers, administrators, and staff of the Los Angeles Unified School District believe in the equal worth and dignity of all students and are committed to educate all students to their maximum potential.” 

____________________________

N

NON-DISCRIMINATION STATEMENT (Return to General Information List)
The Los Angeles Unified School District is committed to providing a working and learning 

environment that is free from discrimination and harassment based on an individual’s sex, sexual orientation, gender, ethnic group identification, race, ancestry, national origin, religion, color or mental or physical disability or any other basis protected by federal, state, local law, ordinance or regulation. Harassment under Title IX (sex), Title VI (race, color, or national origin), and Section 504 and Title II of ADA (mental or physical disability) is a form of unlawful discrimination that will not be tolerated by the District. Harassment is intimidation or abusive behavior toward a student/employee that creates a hostile environment, and that can result in disciplinary action against the offending student or employee. Harassing conduct can take many forms, including verbal acts and name-calling, graphic and written statements, or conduct that is physically threatening or humiliating. This nondiscrimination policy covers admission or access to, or treatment or employment in, District programs and activities, including vocational education. The lack of English language skills will not be a barrier to admission or participation in the District’s programs or activities.  Additional information prohibiting other forms of unlawful discrimination, inappropriate behavior, and/or hate crimes may be found in other District policies available in all schools and offices. It is the intent of the District that all such policies be read consistently to provide the highest level of protection from unlawful discrimination in the provision of educational services and opportunities. The District prohibits retaliation against anyone who files a complaint or who participates in a complaint investigation. Any inquiries regarding this nondiscrimination policy or the filing of discrimination/harassment complaints may be directed to: Deanne Neiman, Director, Educational Equity Compliance Office, Los Angeles Unified School District, 333 South Beaudry Avenue, Los Angeles, CA 90017, (213) 241-7682.

NURSE’S OFFICE (Return to General Information List)
Referrals pertaining to health and nutrition are to be made to the School Nurse, in the A building, but must have a pass that includes the student’s name, the date, and the time. The school nurse will evaluate the situation and determine whether the student needs to rest or be sent home, in which case, the parents will be contacted for permission to release students. If a student is suspected of being under the influence of a controlled substance, send a responsible student to the Dean.  The Dean, Administrator, or School Police will escort the student from your room to the Health Office. For more information, please see: http://burbankms.lausd.k12.ca.us/information/administration/nurseoffice/index.html
HEALTH OFFICE 

CHILD ABUSE

Follow the District wide bulletin for Child Abuse found in this document or in the Nurse’s Office.  The school nurse is available to assist students for medical / dental referrals, pregnancy problems, drug / alcohol referrals, child abuse / neglect, sex education, sexually transmitted diseases, and crisis intervention.  Services are confidential unless there are life- threatening implications.  

READMISSIONS 

Students returning after a prolonged illness or with casts, crutches, or braces must bring a doctor’s note and be readmitted by the School Nurse. 

MEDICATION 

The school nurse does not administer aspirin or Tylenol to students or staff.  Students requiring special medication must have a form signed by the parent and the doctor. 

IMMUNIZATIONS 

California law requires that all students enrolled in school present evidence of immunizations and Mantoux Test  (T.B.).  No student will be admitted without immunizations.  Those who fail to complete the series will be notified by U.S. mail.  If there is no response, exclusion will follow. 

STUDENTS WITH EXCEPTIONAL NEEDS

A confidential card will be circulated to teachers concerning students who have special health problems. Students suspected of having medical problems, such as hearing or vision defects, should be referred to the school nurse.

NUTRITION (Return to General Information List)
See Cafeteria

____________________________

O

OFFICE DIRECTORY (Return to General Information List)
OFFICE OF THE INSPECTOR GENERAL (Return to General Information List)

The Office of the Inspector General operates a telephone hotline to provide employees with a means to express concerns or complaints about fraud, waste, and abuse. You may call the Hotline at (213) 241-7778 or toll free at (866) LAUSD-OIG (528-7364); or send an e-mail to Inspectorgen@lausd.k12.ca.us; or access the website at http://www.laoig.org  to provide information regarding suspected fraud. All calls are kept confidential and you may remain anonymous.

OFF-TRACK STUDENT VISITORS (Return to General Information List)

  See Visitor Policy

OPEN HOUSE (Return to General Information List)
OPPORTUNITY TRANSFERS (Return to General Information List)
Opportunity transfers may be voluntary or involuntary. Voluntary transfers are often initiated at the parent’s request or must, at least, have parent approval. Involuntary transfers are used as a means of discipline.  There are two primary purposes for which disciplinary/involuntary Opportunity Transfers may be issued:

To promote the positive social adjustment of a particular student

To promote school safety for all students.

It is the District’s philosophy that, to the extent possible, student discipline should be imposed at the school of attendance and that each school should assume responsibility for all its students. Therefore, except for acts for which the principal might otherwise choose to recommend expulsion, an opportunity transfer in lieu of different disciplinary action should be issued only after other, progressive, in-school interventions have proven unsuccessful.

Every student is expected to attend school on a daily basis, unless there is valid justification for his/her absence.

____________________________

P

PA ANNOUNCEMENT FORM (Return to General Information List)
To make an announcement via the PA system, fill out a PA Announcement Form and submit the form to the secretary’s mailbox before 4 pm of the day before the announcement.

PARENT INVOLVEMENT POLICY (Return to General Information List)
The Los Angeles Unified School District recognizes that, when schools and parents form strong partnerships, our children’s potential for educational success improves significantly. Teachers and school administrators become more aware of parent and community expectations and may implement their suggestions regarding programs and operations. Parents learn the scope of the school’s instructional program and set high expectations for their children. As a result, schools can better focus on student growth and success. Schools have the responsibility to involve parents in this partnership. Therefore, the LAUSD supports a variety of parent-involvement programs that require schools to involve parents at all grade levels in a broad range of roles. These programs are coordinated through the Local District and the Parent Community Services Branch, (213) 217-5272 or (866) 669-7272.

PARENT NOTIFICIATION (Return to General Information List)
PARENTAL RIGHTS (Return to General Information List)
E. C. Section 51101 provides that parents/guardians of pupils enrolled in public schools have the right to work together in a mutually supportive and respectful partnership with schools to help their children succeed. Parents/guardians have the right to:

· Observe the classroom(s) in which their child is enrolled or will be enrolled.

· Meet with their child’s teacher(s) and the principal.

· Volunteer, under the supervision of District employees, their time and resources for the improvement of school facilities and programs.

· Be notified if their child is absent from school without permission.

· Receive the results of their child’s performance on standardized and statewide tests and information on the performance of the school.

· Request a particular school for their child and to receive a response (the District does not have to grant the request).

· Have a school environment for their child that is safe and supportive of learning.

· Examine the curriculum materials of the class(es) in which their child is enrolled.

· Be informed of their child’s progress in school and of the appropriate school personnel whom they should contact if problems arise with their child.

· Have access to the school records of their child and to question anything that they feel is inaccurate, misleading or is a violation of the student’s privacy rights and to receive a response from the school.

· Receive information concerning the academic performance standards, proficiencies, or skills their child is expected to accomplish.

· Be informed in advance about school rules, attendance policies, dress codes, and procedures for visiting the school.

· Receive information about any psychological testing the school does involving their child and to deny permission to give the test.

· Participate as a member of a parent advisory committee, school site council, or site-based management leadership team, in accordance with any rules and regulations governing membership in these groups.

PARKING (Return to General Information List)
All automobiles must be registered with the Main Office.  Parking is available under the 100 and 200 buildings, south of the 200 building, south and east of the football field, east of the auditorium, east of the covered eating pavilion.  Take care when parking on the local streets to avoid parking at prohibited times.

PAYROLL (Return to General Information List)
PASSES (Return to General Information List)
ATTENDANCE OFFICE PASS

Students can receive a PRC from the Attendance Office with an Attendance Office Pass.

HALL PASS

Students leaving class during instructional time must have a completed Hall Pass with them.  Hall Passes may be obtained from the Attendance Office.

PAYROLL CALENDAR (Return to General Information List)

See http://www.teachinla.com/salalloc/ and click on the link for the most recent payroll calendar.

PERMIT TO RE-ENTER CLASS (PRC) (Return to General Information List)

See Attendance.


PERMITS AND STUDENT TRANSFERS (Return to General Information List)
The District recognizes that the needs of individual students and families must be addressed. Consideration of desegregation goals, available space, and cost factors are necessarily involved in all aspects of the permit policy. Each school principal and the designated administrator in each local District will provide information concerning permits to students, parents, and the community. Any person requesting a permit application will be given one; no person is to be refused the application or denied information regarding the appeal process. The Permits and Student Transfers Office of Pupil Services and Attendance has administrative responsibility for interdistrict permit activity and appeals on denials of permits in the District. Parents should address all questions and requests to this office at (213) 745-1960.

INTERDISTRICT PERMITS AND TRANSFERS

Interdistrict permits/transfers authorize the transfer of students between LAUSD and other school districts.  Interdistrict permits/transfers may be issued throughout the year and must be renewed annually, except for employment-related transfers that do not require annual renewal. Permits/transfers are not issued if:

the proposed receiving district will not approve the permit

there has been falsification of eligibility information

their issuance would negatively impact the District’s desegregation goals

Acceptable criteria for the issuance of interdistrict permits/transfers are:

childcare

continuing enrollment

health

opportunity

overcrowded school

District employee program

Prospective residence change

Safety

special education

senior status

specified permit area (Culver City and Beverly Hills)

parent employment-related transfers

participation in the multicultural student transfer program of the Beverly Hills Unified School District.

INTRADISTRICT PERMITS AND TRANSFERS

Applications for intradistrict permits may be obtained at the local school. The transfer of a student from one school to another for the purpose of improving achievement, attendance or adjustment may be addressed as an opportunity transfer rather than as a permit. Transfers may be issued based on one or more of the following reasons:

the desired LAUSD school is designated as overcrowded

open enrollment transfer

sibling

continuing enrollment

childcare

caregiver’s authorization affidavit (residence)

prospective residence change

medical

Integration and other specialized programs.

PERSONAL NECESSITY LEAVE (Return to General Information List)
There may be times when it is necessary to be absent from work for reasons other than those covered by other leave provisions. If you are a regular employee, you may use a specified number of days a year (charged against your illness leave account) for only the reasons specified in Personnel Commission Rule 807 or your Collective Bargaining Agreement. If it is necessary for you to request this kind of absence, you must notify your supervisor at the earliest possible opportunity. The personal necessity leave, however, will not be granted during a vacation or

other leave of absence, nor will it be granted during a strike, demonstration, or work stoppage. You will be required to sign and file a statement explaining the nature of the necessity before it can be approved.

PERSONAL PROPERTY (Return to General Information List)
It is your responsibility to ensure that your handbag, wallet, and other personal property are kept in a safe place. If personal property is stolen from school premises, the District may be able to reimburse you. Damage or theft of tools and other equipment brought to work by employees for use in schools and offices may be covered if prior written approval and valuation is obtained from the school or office administrator. If your apparel is damaged while you are in the line of duty, or if your car is damaged while it is parked on or adjacent to school property or when you are driving it on District business, the District may be able to pay the costs of repair. Check with your time reporter for further information.

STUDENT PERSONAL PROPERTY

When you take a student’s personal property because it is distracting, annoying, unsafe, prohibited, etc., and you plan to retain that item beyond the end of the class period or to send it to the dean’s office for further action, please follow this procedure:

1. Label or tag the item with the student’s name and grade.

2. If you plan to return it, put it in a safe place until the time for its return.  An unlocked desk or cabinet is usually not considered a safe place.

3. If you plan to send it to the dean, do so personally or by a reliable student.  Advise the student where he/she may pick up his/her property.

4. If the item is of considerable value (your judgment) it is recommended you personally take it to the dean.  Do not just leave it on his desk.  He/she may not return to that desk for quite a while.

Every day some items collected are lost before they can be returned, generating unnecessary hardship and hard feelings.  Your cooperation is gratefully appreciated.

PEST MANAGEMENT PROGRAM (Return to General Information List)
In March 1999, the Board of Education approved a revised Integrated Pest Management (IPM) policy with a goal of eventually phasing out the use of pesticides and herbicides as technology permits. It is the goal of the District to provide for the safest and lowest-risk approach to manage pest problems, while protecting people, the environment, and property. The IPM Policy detailed below focuses on long-term prevention and will give nonchemical methods first consideration when selecting appropriate pest management techniques. Emphasis under the program is placed on the use of mechanical (e.g., glue traps) and exclusionary (e.g., installation of door sweeps and screens, caulking holes and crevices) pest management techniques prior to using pesticides or herbicides where possible.  A 15-member Pest Management Team, which includes a public health official, a medical practitioner, two parents, and other members of the public, as well as District staff, is charged with implementation of the policy, including the approval of low-risk pesticides and herbicides. Pesticide and herbicide products in use must be approved by the IPM team following a careful review of contents, precautions, and low-risk methods of use.  Pesticides and herbicides may be applied only by the District’s licensed Pest Management Technicians. No pesticide/herbicide use by school-based staff, contractors, students, or parents is permitted.

For more information, please see Pests.

PHYSICAL EDUCATION DEPARTMENT (Return to General Information List)
PLAGIARISM (Return to General Information List)

See CHEATING.

POLITICAL ACTIVITY (Return to General Information List)
No employee of the District may engage in political activities on District property or during working hours.

PRC (Return to General Information List)

See Attendance.

PRIVACY AND RECORDS: FEDERAL LAWS (Return to General Information List)
The privacy of school records is protected by federal and state laws, which cover nearly every type of pupil record maintained by local schools or school district central offices. Such records might include information about attendance, health, grades, behavior, athletic ability, or activities in class. The law prohibits the release of pupil records information without written consent of the parent, or student (18 years or older). Records or information maintained by any school official exclusively for personal reference or use are not considered pupil records and are not subject to Federal and State privacy laws. Unless otherwise prohibited by law, any natural parent, adopted parent, or legal guardian may have access to and review the pupil records of their child. Also, students who are 16 years and older (or have completed the 10th grade) have the right to access and review their records. School employees and district officials who have a legitimate educational interest have a right to access pupil record information without the consent of the parent or student. Other individuals or agencies may be authorized to access, review and /or obtain pupil records by court order or by statute.

DIRECTORY INFORMATION

Directory information is routine information maintained by school districts about students. It is not considered pupil record information and does not require the same level of confidential treatment as pupil record information.  Under the law, a school district may identify certain categories of information as directory information and may provide directory information to certain individuals, officials and organizations identified by the district as those who have a legitimate need to know. (See inside back cover) Parents and/or adult students have the right to limit or deny the release of any portion of directory information. Additionally, parents and/or adult students may deny the release of directory information to any designated recipient.  Any and all of the following items of directory information relating to a pupil may be released to a designated recipient upon request unless a written request is on file to withhold its release.

Name

Address

Telephone

Date of birth

Dates of attendance

Previous school(s) attended

LOCATION OF PUPIL RECORDS

Most pupil records are maintained at the school site location. Some student records such as discipline, special education or psychology records may be maintained in local district or central district offices.  Records maintained by an elementary school are generally kept in the main office with the principal as custodian of records while at the secondary level such information is usually maintained as indicated below:

Pupil records pertaining to student health are maintained in the Health Office with the school nurse as immediate custodian.

Pupil records pertaining to student progress, counseling, or guidance assistance are maintained in the Counseling Office, with the Assistant Principal, Student Counseling Services, as immediate custodian.

Pupil records pertaining to attendance are maintained in the Attendance Office, with the Assistant Principal, Student Support Services, as immediate custodian.

Pupil records pertaining to athletic activities are maintained in the Physical Education Office with the Department Chairman as immediate custodian.

Education records pertaining to classroom activities are maintained in each classroom with each teacher as immediate custodian.

CHALLENGES TO PUPIL RECORD INFORMATION

The inspection or review of any or all pupil records will be during regular school hours and will be arranged at a time mutually convenient to the parent (or student, when applicable) and the school official. A District certificated employee must be present to assist and act as custodian of the file. When a pupil record of one student includes information concerning other students, the parent or adult student who wishes to inspect and review such material may see only such part as relates to the child of that parent or to the particular adult student. If the parent or adult student requests a copy of the whole or any part of a pupil record, the copy will be provided. The school or the local district office may charge a copy fee of .25 cents for the first page and .10 cents for each additional page requested. For all pupil records (other than grades), California Education Code section 49070 provides that a parent (or former student) may challenge the content of such pupil records by filing a written request to remove or correct any recorded information that is:

1) Inaccurate

2) An unsubstantiated personal conclusion or inference

3) A conclusion or inference outside of the observer’s area of competence

4) Not based on the personal observation of a named person with the time and place of the observation noted

5) Misleading

6) In violation of the privacy or other rights of the student

For more information please see LAUSD’s privacy policy at www.lausd.k12.ca.us.

PROPERTY REGISTRATION (Return to General Information List)

See Property Registration
PROFICIENCY STANDARDS (Return to General Information List)

See Proficiency Standards
PUPIL-FREE DAY (Return to General Information List)

Affected employees should note that the two mandated pupil-free/teacher preparation workdays are 


part of their regular assignment year

PUPIL DISCIPLINE (Return to General Information List)

See Discipline
____________________________

R

RECORDS (Return to General Information List)
REFERRALS (Return to General Information List)
The Counseling and Dean’s Offices work together as a team in providing services for our students, their parents, and our staff.  A referral system that we hope will ensure prompt and immediate action and follow-up for each referral is as follows: 

TEACHER ROLE IN THE REFERRAL SYSTEM 

RELATIONSHIPS WITH STUDENTS (Return to General Information List)
We are committed to ensuring that employee-student relationships are positive, professional and non-exploitative.  We will not tolerate improper employee-student relationships.  To avoid even the appearance of impropriety, teachers should avoid being alone with students in closed rooms.

RESTITUTION OF MONIES (Return to General Information List)
C.E.C. 48904 provides that the parent or guardian of a minor is liable to a school district or private school for all property loaned to and not returned or willfully damaged by the minor. It also authorizes local school districts to adopt a policy whereby the marks, diploma, or transcripts of these students would be withheld until the pupil or the parent/guardian pays for the damages or returns the property.

It is the policy of the Los Angeles Unified School District to seek restitution, including but not limited to, when a student willfully cuts, defaces, causes the loss, non-return or otherwise injures any property, real or personal, belonging to the school district or a school employee. The parent/guardian of the student is liable for such damages, not exceeding $5000.

Upon receiving notification, the parent(s) or guardian(s) may pay the outstanding obligation, or the student may complete a voluntary work assignment determined by the school. Upon satisfactory completion of the school voluntary work assignment, the marks, diploma, or transcripts shall be released and/or the debt discharged.

RETIREMENT BENEFITS (Return to General Information List)
ROLLBOOK (Return to General Information List)
Teachers at Garfield High School are given the option of choosing a computerized roll book or the traditional, teacher-entered roll book.  Additionally, the items listed below should be given careful consideration in filling out the roll book: 

All data on summary pages must be recorded in blue or black ink, typewritten, or computer-generated. 

Temporary rosters must be attached or included with the roll book that is submitted at the end of the semester. 

The top section of each period must be completed (traditional). 

Students entering are indicated with an ‘E’, and the date is entered in the Date Entered column. 

Students check out are indicated with an ‘L’, and the date is entered in the Date Left column. Destination of student is recorded on same line as student’s name.

The date for each daily column in the attendance section is recorded. 

A line is marked down columns for school holidays. 

Absences and tardies are recorded up-to-date. 

All marks are to be identified with dates and activities; i.e. test, homework, quiz, etc. 

An explanation (key, legend) of the final marking system must be included. 

Procedures and policies regarding the roll book are outlined in the forward of the roll book.

A minimum of at least one grade or evaluation for each five hours of instruction will be entered in the roll book for each student.

See also Attendance, Rollbook Attendance Symbols
ROOM ASSIGNMENTS (Return to General Information List)
____________________________

S

SAFE SCHOOL PLAN (Return to General Information List)
California public schools are required to comply with California Education Code (CEC), Section 212, dealing with the preparation of “Safe School Plans”. These plans address violence prevention, emergency preparedness, traffic safety and crisis intervention. The District has issued Reference Guide No. REF-729, Safe School Plan, Volume 1- Prevention Programs and Bulleting No. BUL-451, Safe School Plan, Volume 2 – School Emergency Plans as guidance in the preparation of “Safe School Plans.” Parents may learn more about the Safe School Plan from the Principal or a member of the School Safety Planning Committee, which is responsible for annually reviewing and updating the Safe School Plan. A copy of the Safe School Plan should be available in the Main Office.

SAFETY HAZARDS (Return to General Information List)

A form must be completed when a hazardous or dangerous situation has been noted by an 


employee.  It is the responsibility of the Site Administrator to ensure that follow-up and/or 


corrective measures are taken.  

SAFETY INSPECTION (Return to General Information List)
Each year, the District’s Office of Environmental Health & Safety (OEHS) conducts a school wide health and safety inspection to ascertain if any unsafe conditions exist in our classrooms, offices and storage rooms.  

SCIENCE DEPARTMENT (Return to General Information List)
SEARCHES OF STUDENT PROPERTY (Return to General Information List)
The 4th Amendment of the United States Constitution protects individuals from unlawful searches. However, the law allows school officials to conduct searches of students under certain limited circumstances.

SEARCHES BASED ON REASONABLE SUSPICION

If a student has engaged in conduct that causes an administrator to have reasonable suspicion that the student has committed, or is about to commit, a crime or has violated statutory laws or school rules, the administrator may conduct a search of that student. The administrator must:

Be able to articulate the reason for his or her suspicion and the facts and/or circumstances surrounding a specific incident.

Be able to reasonably connect the student to a specific incident, crime or rule or statute violation.

Have relied on recent, credible information from personal knowledge and/or other eyewitnesses.

Ensure that a search based on reasonable suspicion is not excessively intrusive in light of the student’s age and gender and the nature of the offense.

When conducting a student search based on reasonable suspicion, school officials must adhere to the following practices:

Conduct the search only if there are clear and specific reasons for suspicion and there are facts that connect the student to a specific incident of misconduct.

Jackets, purses, pockets, back packs, bags, and containers in the student’s possession may be searched to the extent reasonably necessary.

Under no conditions may a body or strip search be conducted.

Only school officials of the same sex as the student being searched may conduct the search.  Searches based on reasonable suspicion must be conducted in a private area where the search will not be visible to other students or staff (except for a school administrator or designee witness, also of the same sex).

RANDOM METAL DETECTOR SEARCHES

California courts and the California Attorney General’s Office have approved the use of random metal detector searches for weapons. Random use of metal detectors is appropriate only if:

The method of selection of students to be searched is genuinely random.

Students selected to participate in random metal detector searches are selected without regard to personally identifiable characteristics such as race, gender, surname, group affiliation, or past history of misconduct (i.e., selection is random).

The searches are minimally intrusive.

School officials provide parents and students with advanced and detailed notice of the random metal detector search procedures

If, as a result of a metal detector search, reasonable suspicion arises that a particular student may have a weapon, school officials may conduct a search of that student, in a private area, in accordance with the above guidelines for reasonable suspicion searches.

SALARY (Return to General Information List)
As an employee of the District, your identification for payroll purposes consists of your first and middle initials and your last name, followed by your employee number. It is necessary that your employee number always be included on all documents regarding payroll, assignments, or other personnel matters. The Employment Transaction Services Branch (Classified Personnel Assignments) of the Personnel Commission will issue you an identification card with your employee number when you are assigned to work.

CLASSIFIED SALARY RANGES AND STEP INCREASES

If you are a regular employee, you will usually be paid the amount on the beginning “step” of an established salary range, and will advance in salary steps until you reach the maximum rate for your range. Some classes, such as those in the building trades, are allocated to a flat rate. Limited-term employees are usually paid at the beginning step of the salary range of the classification to which they are assigned.  Typically, regular employees receive their first salary increase, from the beginning step to the second step (about 5-1/2 percent), effective at the beginning of the pay period after receiving pay for 130 working days. In most instances the increase appears in the eighth pay period salary payment. (A pay period consists of four weeks or 20 working days or 160 hours.) Subsequent salary increases to the next steps of the range occur annually, provided the employee has been on the current step for the full year and has received pay for 130 working days on that particular step for regularly assigned hours. (Regular employees temporarily serving in equal or higher-level classes also receive credit toward step advancement.)

PAY DAY

The pay period is a month long. There are 12 pay periods in a year. Ordinarily you will be paid every month on the 5th of the month unless the 5th falls on a weekend or a holiday, in which case you will be paid on the last work day before the 5th. Some employees in cafeteria, custodial, gardening, bus driving, and maintenance classes are paid every two weeks. If you are a new employee, your first salary payment may be delayed. If you are not paid on the first regular pay day, you will probably receive your salary payment a week later. Immediately notify your supervisor or time reporter if your salary payment is delayed.

You are strongly encouraged to have your salary payment automatically deposited to your bank or credit union account through the Automatic Payroll Deposit (APD) system. The deposit will be made even if you are on illness leave or vacation. Your payment stub or, if you do not choose APD, your salary payment, will be sent to your work location via school mail. Ask your supervisor for details regarding APD.

SALARY DEDUCTIONS

“Withholding” tax is required for salary payments. The amount withheld is determined by your taxable gross and the withholding information provided by you on your W-4 and DE-4 tax forms. Federal Medicare tax is also deducted.

Teachers are automatically enrolled as members of the California State Teachers’ Retirement System (CaISTRS).

Deductions are made every pay period with the percentage amount determined by your collective bargaining unit, as applicable.

Most regular employees are represented by unions. Consequently, monthly dues are automatically deducted from their paychecks.

Employees represented by Bargaining Units B, C, F, G (Local 99), D (CSEA), and S (Teamsters) are subject to State Disability Insurance (SDI).

You may authorize withholding of additional deductions for such purposes as tax sheltered annuities, optional life insurance, purchase of United States Savings Bonds, charitable donations, credit union payments, voluntary benefits, etc. The deductions will be itemized on your salary payment stub.

BILINGUAL SALARY DIFFERENTIALS

Some positions require that an employee be proficient in a language other than English. When it is determined that a job that ordinarily does not require bilingual skills requires an employee who fluently speaks a non-English language, the bilingual employee is paid a differential (a salary allowance in addition to the regular pay). If skill in writing and reading in addition to speaking a non-English language is required, a larger salary differential is paid. In order to qualify for jobs requiring bilingual skills and to receive the salary differential, an employee must pass a language fluency test administered by the Classified Personnel Selection Branch.

OTHER SALARY DIFFERENTIALS

The District provides salary differentials to employees assigned to positions that require the application of specialized skills in the performance of assigned duties and responsibilities. Refer to Personnel Commission Laws and Rules and your collective bargaining agreement for a comprehensive explanation of the differentials.

SCHOOL ACCOUNTABILITY REPORT CARD (Return to General Information List)
C.E.C. 35256 requires the district to annually issue a School Accountability Report Card for each school. A copy of a school’s Report Card is available upon request at the school site and also on the Internet at Garfield High School Report Card.

SCHOOL BULLETIN (Return to General Information List)
SCHOOL MAIL ((Return to General Information List)
School Mail is a service by which letters and documents can be sent to other LAUSD related agencies.  All staff may use school mail by placing items in the ‘School Mail’ bag inside the Main Office.  The mail is picked up each morning.  The item must indicate to whom it goes and who is sending it.  Students require teacher authorization to use the school mail system.  

SCHOOL MAP ((Return to General Information List)
SCHOOL RESIDENCE (Return to General Information List)
Each person between the ages of 6 and 18 years, not exempted, is subject to compulsory full-time education in which the residency of either the parent or legal guardian is located and each parent, guardian, or other person having control or charge of the pupil shall send the pupil to the public full time day school or continuation school or classes for the full time designated as the length of the school day in which the residence of either the parent or legal guardian is located. (EC 48200). In a case involving divorced, legally separated parents, or unmarried parents who lived together and are now separated, the student may attend the school in the residence area of either parent. Homeless children may attend the school of origin or enroll in any school in the attendance area in which the homeless student is actually living. Under certain conditions, transfers to schools other than the residence school may be authorized. Parents should address all questions and request to their local district Pupil Services and Attendance Counselor or Coordinator, or contact Permits and Student Transfer office of Pupil Services and Attendance (213) 745-1960. Parents, guardians, foster care, and caregiver adults are responsible to inform the school of any change of address, telephone number, or change of emergency information. Provided the school meets its responsibility regarding notification of residence information, a family’s failure to report, in writing, a change of address, within 30 calendar days shall be cause for forfeiture of the right to a Continuing Enrollment Permit.

However, students who are not living with their parents may attend school within the district under the following conditions:

· Students who are placed in a regularly established licensed children’s institution or a licensed foster home, or a family home under the Welfare and Institutions Code shall provide evidence to the school of the placement (see Foster Youth section below).

· A pupil for whom inter-district attendance has been approved.

· An emancipated pupil whose residence is located within the boundaries of that school district.

· A pupil who lives with a care giving adult unless the district determines that the pupil is not living in the caregiver’s home.

SCHOOL RULES (Return to General Information List)
SCHOOL SYSTEM ((Return to General Information List)
The Los Angeles Unified School District is composed of Elementary, Middle, Senior High and

Continuation Senior High Schools, as well as Multilevel, Magnet, Special Education Schools,

Opportunity Senior High Schools, Small Learning Communities, and Community Adult Schools. There are also Early Education Centers, Infant Centers, Magnet Centers, Opportunity Centers, A Newcomer Center, Primary Centers, Regional Occupational Centers, and Skills Centers.

The Los Angeles Unified School District is the second largest district in the United States in terms of enrollment. More than 1,000 schools and centers are now in operation, serving more than 900,000 students who are educated by a certificated staff of approximately 45,000 teachers, supervisors, administrators, and other specialists. The Los Angeles Unified School District reflects great ethnic and cultural diversity. There are approximately 86 languages represented by the student and employee populations. Geographically, the Los Angeles Unified School District is the second largest public school district in the United States. It covers more than 700 square miles and is larger than the City of Los Angeles itself. The District provides educational facilities for a number of other incorporated cities as well as some unincorporated areas of Los Angeles County. Approximately 40,000 classified employees serve in support services such as Information Technology, School Police, Accounting, Payroll, Facilities Services, Human Resources, Maintenance and Operations, Transportation, Food Services, Procurement Services, and Environmental Health and Safety, bringing the total number of employees to over 80,000.

The District is divided into eight Local Districts, each of which is headed by a Local District

Superintendent who reports directly to the Superintendent of Schools.  In addition to the numerous school locations and the Local District Offices, classified employees work at other sites located throughout the District including a large concentration of employees at 333 South Beaudry Avenue in Downtown Los Angeles. A complete list of District schools, offices, and staff, along with contact information is available on the Los Angeles Unified School District website at http://www.lausd.k12.ca.us.

SENIORITY, LAYOFF, AND REEMPLOYMENT RIGHTS (Return to General Information List)
Unrestricted regular employees accumulate seniority in the classes to which they are assigned.

Restricted employees who become unrestricted will be credited with seniority for the time their status was restricted. When layoffs must be made, employees (except “restricted employees”) are laid-off according to seniority in the class in which the layoff occurs, plus any seniority they may have accumulated in higher-level classes. An employee who has seniority in a lower class may “bump” (displace an employee with less seniority) to a position in this class, instead of being laid off. Laid-off employees are rehired in the reverse order from which they were laid off (most senior rehired first), before new employees are hired. For more information, refer to Personnel Commission Rule 740.

SEX EDUCATION COURSES (Return to General Information List)
Complying with the California Comprehensive Sexual Health and HIV/AIDS Prevention Education Act Schools are required:

1. To provide students with the knowledge and skills necessary to protect their sexual and reproductive health from unintended pregnancies and sexually transmitted diseases.

2. To encourage all students to develop healthy attitudes about adolescent growth and development, body image, gender roles, sexual orientation, dating, marriage, and family.

AUTHORIZED COMPREHENSIVE SEXUAL HEALTH EDUCATION

School districts may provide comprehensive sexual health education—which means education regarding human development and sexuality, including education on pregnancy, family planning, and sexually transmitted diseases— in Grades K – 12

SEXUAL HARASSMENT POLICY (Return to General Information List)
It is the policy of the Los Angeles Unified School District to maintain a working and learning environment that is free from sexual harassment. Sexual harassment, of or by employees or students, is a form of sex discrimination in that it constitutes differential treatment on the basis of sex. For that reason, it is a violation of state and federal laws and a violation of District policy.

The District considers sexual harassment to be a major offense that can result in disciplinary action to the offending employee or the suspension or expulsion of the offending student. Suspension or expulsion as a disciplinary consequence for sexual harassment shall not apply to students enrolled in kindergarten and grades one through three, inclusive.  Any student or employee of the District who believes that she or he has been a victim of sexual harassment shall bring the complaint to the attention of the proper authority (whether in an office or a school) so that appropriate action may be taken to resolve the complaint. The District prohibits retaliatory behavior against anyone who files a sexual harassment complaint or any participant in the complaint investigation process. Any such complainant is further advised that civil law remedies may also be available to them. Complaints will be promptly investigated in a way that respects the privacy of the parties concerned.  C.E.C. 212.5 defines sexual harassment as any unwelcome sexual advances: requests for sexual favors; and other verbal, visual, or physical conduct of a sexual nature made by someone from or in the work or educational setting, under any of the following conditions:

· Submission to the conduct is explicitly or implicitly made a term or a condition of an individual’s employment, academic status, or progress.

· Submission to, or rejection of, the conduct by the individual is used as the basis of employment or academic decisions affecting the individual.

· The conduct has the purpose or effect of having a negative impact upon the individual’s work or academic performance, or of creating an intimidating, hostile, or offensive work or education environment.

· Submission to, or rejection of, the conduct by the individual is used as the basis for any decision affecting the individual regarding benefits and services, honors, programs, or activities available at or through the education institution.

· Sexual harassment may include, but is not limited to unwelcome:

· Verbal conduct such as the use of suggestive, derogatory, or vulgar comments (including catcalls and whistling); sexual innuendoes or slurs or making unwanted sexual advances, invitations, or comments; repeatedly asking for dates; making threats; and/or spreading rumors about or rating others as to their sexual activity or performance.

· Visual conduct such as displays of sexually suggestive objects, pictures, posters, written material, cartoons, drawings or graffiti of a sexual nature and/or use of obscene gestures, leering, or staring.

· Physical conduct such as unwanted touching, pinching, kissing, patting or hugging; the blocking of normal movement; stalking; assault; and/or interference with work or study directed at an individual because of the individual’s gender.

· Threats and demands or pressure to submit to sexual requests in order to keep a job or academic standing or to avoid other loss and/or offers of benefits in return for sexual favors.

· Retaliation for opposing, reporting, threatening to report, or participating in an investigation or proceeding on a claim of sexual harassment.

For assistance with student concerns, contact Deanne Neiman, Director, Educational Equity Compliance and LAUSD Title IX Coordinator at (213) 241-7682. For assistance with employee concerns, contact the Equal Opportunity Section at (213) 241-7685.

SIGNING IN AND OUT (Return to General Information List)
SOCIAL STUDIES DEPARTMENT ((Return to General Information List)
STANDARDS ((Return to General Information List)
See LAUSD Standards
STUDENTS WITH DISABILITIES/MEDICAL CONDITIONS UNDER SECTION 504

(Return to General Information List)
Section 504 of the Rehabilitation Act of 1973 (Section 504) is a federal law that prohibits discrimination against individuals with disabilities in programs and activities that receive financial assistance from the U.S. Department of Education. Discrimination/ harassment in any form toward individuals on the basis of their disability is unacceptable and will not be tolerated.

STUDENTS WITH DISABILITIES AND SPECIAL EDUCATION

Children learn in a variety of ways, with most students learning effectively in a traditional school setting.  However, sometimes children with disabilities need services beyond accommodations and modifications to the general educational program. Children with disabilities may be eligible to receive special education services as determined by an Individual Education Program (IEP) team, which includes the student’s parent. Special education services are designed to meet the unique educational needs of students and are provided at no cost to parents. To the maximum extent appropriate, students with disabilities should be educated with their nondisabled peers in the general education environment.  Further information concerning special education programs and services is provided in the District’s publication,

A Parent’s Guide to Special Education Services (Including Procedural Rights and Safeguards) which is available at every District school and on the Division of Special Education website: http://dse-web.lausd.k12.ca.us.

Assistance related to special education issues is available from your school administrator, your Local District Special Education Coordinator or the Division of Special Education at (213) 241-6701.

SPECIAL EDUCATION: RIGHTS AND RESPONSIBILITIES

Section 504 requires that students with disabilities be provided a free, appropriate, public education. A Section 504 Plan may be developed for students with disabilities or medical conditions who do not need or require special education services but who may need accommodations, supplementary aids and/or services which can be provided through the general education program. Parents or guardians will be notified in writing of any District decisions, which concern the identification, evaluation, and/or educational placement of students and their right to appeal these decisions under Section 504. For further information and/or assistance in filing a complaint regarding Section 504 contact the Educational Equity Compliance Office at (213) 241-7682.  For more information on LAUSD Special Education Policies, please see: http://dse-web.lausd.k12.ca.us/ 

STAFF (Return to General Information List)
STAFF RESPONSIBILITIES

The school and staff’s responsibility is to provide:

1. A relevant school environment, which considers each student as an individual and gives every opportunity to the student for self-expression and growth toward emotional and intellectual maturity.

2. A school environment, which will enable each pupil to realize his/her maximum potential. 

3. Challenging classroom experiences, which are based upon, defined goals and objectives and for which effective teaching methods are utilized.

4. Challenging educational experiences, which will permit the student to utilize interests and abilities to their maximum.

5. A daily instruction experience by precept and example that will enable the student to develop a positive self-image.

6. A variety of learning resources and materials to meet the needs of pupil of a variety of interest and abilities.

7. A positive and safe educational climate designed to nurture student success.

8. An atmosphere in which inter-personal relationships between student and student, and adult and student are based upon mutual respect.

9. A learning environment that will result in a graduate who has command of basic skills, who has a positive self-image, and who is prepared to compete in an institution of higher learning or who has marketable skills.

Further, a student will learn best when the teacher maintains a positive attitude towards the student, and because the teacher is the mature person in the relationship, he or she can be flexible when the situation demands it.

ROOM ASSIGNMENTS

STUDENT STORE (Return to General Information List)
The Student Store will be open each day before school, nutrition, lunch, and until 3:30 P.M. 

Encourage students to make purchases (confections, school supplies, and clothing) at the Student Store as profits from sales support campus activities and organizations. 

STUDENT VISITORS (Off-track) (Return to General Information List)
STULL EVALUATION (Return to General Information List)
SUBSTITUTES (Return to General Information List)
ENTIRE DAY

Call the Sub-Finder at 1-877-578-7378 and be prepared with your personal employee number.  The Sub-Finder system can record messages, take a request for a particular substitute (if provided with the substitute’s employee number), or make arrangements to find a substitute for the teacher.  The teacher requesting a sub will have to go to training in order to have a sub.

PARTIAL DAY

Request class coverage by filling out the Request for Class Coverage Form.  The completed form should be given to a Main Office Assistant or to Mr. Bernal.  Mr. Bernal approves the form and arranges for class coverage.

SUPPLEMENTAL EDUCATIONAL SERVICES (SES) ((Return to General Information List)
Under the No Child Left Behind Act of 2001 BTB (Beyond the Bell) is responsible for administering Supplemental Educational Services for eligible students at schools designated as Program Improvement (PI) Schools for two years or more.  

SUPPLIES (Return to General Information List)
Department supplies must be ordered with prior approval through the Department Chairperson. 

SUSPENSION (Return to General Information List)
See Discipline

____________________________

T

TAX SHELTERED ANNUITIES (403b PLANS) (Return to General Information List)

As an eligible District employee, you may participate in a special tax-sheltered savings plan, known as a 403(b) or a Tax-Sheltered Annuity (TSA). 403(b) plans are managed by major insurance companies or regulated investment companies. To participate in a 403(b) savings plan, employees contribute a portion of their pay (through automatic payroll deductions) to an annuity or mutual fund on a pre-tax basis. The money earned through these accounts is not subject to taxes as long as the money remains in the plan. Additional information regarding is available on the District website at LAUSD Website
TECHNOLOGY (Return to General Information List)
ACCELERATED READER (AR)

EDUSOFT

EMAIL

ISIS

See Isis
LOGIN NAME

NETWORK

PRINTER

PROBLEMS

SCANNING

SCHOOL DATABASES

TECHNOLOGY MENTORS

WEBSITE

TELEPHONES (Return to General Information List)
See Communications
TEXTBOOKS (Return to General Information List)
SUGGESTED GUIDELINES FOR ISSUING TEXTBOOKS TO STUDENTS 

COLLECTION AND RETURN OF TEXTBOOKS IN THE CLASSROOM 

TITLE I OFFICE (Return to General Information List)
TITLE IX (Return to General Information List)
Federal law, Title IX, state law and District policy prohibit anyone at a school from discriminating against any student on the basis of sex, sexual orientation or gender.  Males and females must be treated the same in all areas, including:

athletics

the classes they can take

the way they are treated in the classroom

the kind of counseling they are given

the extracurricular activities in which they can participate

the honors, special awards, scholarships and graduation activities in which they can participate.

Pregnant and parenting students, regardless of their marital status, have the right to attend any District school and participate in any program or activity in an environment free from discrimination or harassment, the same as any other students. When pregnant or parenting students transfer to specialized alternative programs such as Pregnant Minor Schools or Cal-SAFE Programs, those transfers must be voluntary.  Classes and materials must be equal to those offered to other students, and/or students must be provided access to the classes to complete their course of study.  In addition, Title IX protects students from sexual harassment. This means that no student, teacher, administrator, or other employee can make unwelcome sexual advances, speak in a sexual manner to, or request sexual favors from students at school or at a school- sponsored event. If a parent or student believes that the student’s rights under Title IX have been violated, there is a process to resolve the grievance.  Students are encouraged where possible to try to resolve their complaints directly at the school site. Students do not have to be afraid of filing a complaint (see Uniform Complaint Procedures below) or trying to correct a situation. They have a right to take action. For further information contact District Title XI

Coordinator: Deanne Neiman, Director, Educational Equity Compliance, 333 S. Beaudry Ave, Los Angeles, CA 90017, (213) 241-7682.

TRANSFERS (Return to General Information List)
TRUANCY (Return to General Information List)
Any pupil subject to compulsory full-time education or to compulsory continuation education who is absent from school without valid excuse three full days in one school year or tardy or absent for more than any 30- minute period during the school day without a valid excuse on three occasions in one school year, or any combination thereof is a truant and shall be reported to the attendance supervisor or to the superintendent of the school district.  The pupil’s parent shall be notified of the initial classification as a truant pupil:

That the parent or guardian is obligated to compel the attendance of the pupil at school.

That the parents or guardians who fail to meet this obligation may be guilty of an infraction and prosecution.

That alternative educational programs are available in the district.

That the parent or guardian has the right to meet with appropriate school personnel to discuss solutions to the pupil’s truancy.

That the pupil may be subject to prosecution.

That the pupil may be subject to suspension, restriction or delay of the pupil’s driving privilege.

That it is recommended that the parent or guardian accompany the pupil to school and attend classes with the pupil for one day.

Any pupil is deemed a habitual truant who has been reported as a truant three or more times per school year after an appropriate district officer or employee has made a conscientious effort to hold at least one conference with the parent or guardian of the pupil and the pupil himself.

Any pupil, who is deemed a habitual truant or is irregular in attendance in school or is habitually insubordinate or disorderly during attendance at school, may be referred to a School Attendance Review Board for services.  The notice shall indicate that the pupil and parents or guardians of the pupil will be required to meet with the school attendance review board.  Any minor who is required to be reported as a truant may be required to attend makeup classes conducted on one day of a weekend.  In the event that any parent, guardian or other person continually and willfully fails to respond to directives of the school attendance review board or services provided, the attendance review board shall direct the school district to make and file in the proper court a criminal complaint against the parent, guardian, or other person charging the violation and shall see that the charge is prosecuted by the proper authority. The District is in partnership with the Los Angeles County Office of the District Attorney and the Los Angeles Office of the City Attorney to provide services to parents of truant students.

TUTORING ((Return to General Information List)

____________________________

U

UNEMPLOYMENT INSURANCE (Return to General Information List)
The District pays the cost of unemployment insurance. Should you become unemployed, you may apply for unemployment insurance at your local Unemployment Insurance Office of the State Employment Development Department. Eligibility to receive unemployment compensation is determined by the State of California, not by the District.

UNIFORM (Return to General Information List)
Schools may adopt dress codes that are reasonable related to the health and safety of students. School dress codes and uniform policies must be implemented in a manner consistent with the rights set forth in the First Amendment of the United States Constitution and Section 2 of Article 1 of the California Constitution. The California legislature has determined that “gang apparel” is hazardous to the health and safety of the school environment, and therefore, the wearing of such apparel may be restricted.

UNIFORMS

California Education Code section 35183 allows a governing board to adopt a dress code that authorizes schools to require pupils to wear a school uniform. The LAUSD has not adopted such a uniform policy.  Some schools, in conjunction with their school-site councils, have elected to adopt their own student uniform policies. Therefore, any uniform policy implemented by schools must be voluntary and must make provision for participation by economically disadvantaged students. Parents must be advised of their right to opt out of the school’s uniform policy. Students whose parents choose not to participate in a uniform program may not be disciplined, discriminated against, or otherwise denied rights and privileges available to other students.

DRESS CODES

All students shall be required to show proper attention to personal cleanliness, health, neatness, safety and suitability of clothing and appearance for school activities. In every case the dress and grooming of the student shall be clean and shall not:

Cause actual distraction from or disturbance in any school activity or actually interfere with the participation of a student in any school activity

Create a hazard to the safety of him/herself or others

Create a health hazard

Consistent with the above guidelines, hair, sideburns, mustaches, and beards may be work at any length or style, and clothing may be of any fashion, style, or design, as determined by the student and his parents.

UNION (Return to General Information List)
See LAUSD Contracts or, UTLA Homepage
UNITED TEACHERS LOS ANGELES (Return to General Information List)

See Union.

____________________________

V

VIDEO POLICIES (Return to General Information List)
VISITOR POLICY (Return to General Information List)
All campus visitors must have the consent and approval of the principal/designee. Permission to visit must be given at the time requested if at all possible or within a reasonable period of time following the request. Children who are not enrolled at the school are not to be on the campus unless prior approval of the principal has been obtained.

Visitors may not interfere, disrupt or cause substantial disorder in any classroom or school activity. Visitors are expected to:

Follow the established school policy in requesting a classroom visitation

Enter and leave the classroom as quietly as possible

Not converse with the students, teacher and/or instructional aides during the visitation

Do not interfere with any school activity

Keep the length and frequency of classroom visits reasonable

Follow the school’s established procedures for meeting with the teacher and/or principal after the visit, if needed.

A teacher may notify the main office if they expect a guest to visit at Garfield High School.  The teacher should write the name of the guest and complete the other requested information in the Guest Book located in the Main Office.  Upon the visitor’s arrival they should:

1. Sign in at the front desk.

2. Sign their name in the visitor’s folder in the main office.  The visitor’s folder requests the following information: first name, last name, date, time of arrival, and reason for visit.

3. Receive a visitor’s pass, issued by the main office clerk; who will either send a note or call the intended destination to alert them that they have a visitor waiting, and will wait to be advised.

4. Wait at the main office until the clerk has received a response from the intended destination.

5. Return the visitor’s permit to the point of origin before leaving the campus.   Sign out of the visitor’s folder at the main office and then the folder at the front desk when the visit is complete.

Student Visitors who are off-track should do the following:

1. First ask permission from the Principal.

2. Receive written parent permission to work at Garfield High School while off-track.

3. Follow steps 1-5 listed under the Visitor’s Policy

____________________________

W

WORKER’S COMPENSATION (Return to General Information List)
If you are injured while on the job in the performance of your duties, you are covered by Worker’s Compensation.  After first aid has been rendered-assuming that it is not a life or death type emergency- said accident should be reported to the school secretary in the Main Office in order that a Worker’s Compensation accident report may be filed and a referral to an authorized doctor or clinic made for you.  All industrial accidents whether requiring medical treatment or not should be reported to the Main Office immediately on the date of occurrence.

WORKPLACE VIOLENCE PREVENTION POLICY (Return to General Information List)
The Los Angeles Unified School District is committed to providing employees with a work environment that is safe, secure, and free of intimidation, threats, and violence. The District intends to maintain this commitment by responding with zero tolerance to acts of violence, by training employees to recognize and effectively respond to behavior, which may lead to violence, and by communicating to employees the expectations of responsible behavior in the workplace. With the participation and willingness of all staff to stay alert, be informed, and take appropriate action, a safe and positive working environment can be sustained.

____________________________

Y

YEAR-ROUND CALENDAR (Return to General Information List)
Garfield High School is a Concept 6 (Three Track) school.   

See http://www.lausd.k12.ca.us/district_calendars.html

YOUTH SERVICES (YS) (Return to General Information List)

____________________________

Z

ZERO TOLERANCE POLICY (Return to General Information List)
ALCOHOL, TOBACCO AND DRUGS

As stated in policy Bulletin Z-73 titled Preventive Measures and Mandatory Procedures for Students Who Violate Laws Regarding Drugs, Alcohol, and Tobacco: “The Los Angeles Unified School District does not tolerate the use, possession, or sale of drugs, alcohol, or tobacco by students on school campuses or at school-sponsored activities. School administrators must take immediate action to prevent, discourage, and eliminate the use or possession of drugs, alcohol, or tobacco on campus and at school activities.” In cooperation with School Police and community agencies in disciplining students in violation, school administrators may use prevention education, direct intervention, expulsion, or arrest on a case-by-case basis to keep the school drug, alcohol, tobacco, and violence-free.

GUN FREE SAFE SCHOOLS

The Federal Gun Free Safe Schools Act and California law prohibit the possession of firearms on school campuses. Pursuant to these laws, any student found in possession of a firearm will be subject to arrest and will be recommended for expulsion immediately. “Possession” includes, but is not limited to, storage in lockers, purses, backpacks, or automobiles.
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