ELASC HANDBOOK

EAST LOS ANGELEKILLS CENTER
3921 Selig Place Los Angeles, California 90032
(323) 2245970

2016 1 2017

Los Angeles Unified School District
Division of Adult and Career Education



2|Page



LAUSD 6 ELASCO HANDBOOK [RZARNEy NN

Contents
INTRODUGCTION .....oitiiitieteeteeete et ete ettt ettt e e te et e et et e et e e et e s te et eseesesteesenstesseneeseesens 7
STAFF .ottt ettt ettt ettt ettt ettt e ettt ettt e et et aeean 10
ADMINISTRATIVE STAEE ... .ottt tees ettt te s 10.
CLASSIFIED STAEE ..ottt et e et ae et neane 10
SUPPORT STAFRE ...ttt ettt ettt ettt ettt eae st se et te s teneesetenens 10
ELASC ORGANIZATIONAL CHART.......coviiitiietieeteeee ettt 11
POLICIES & PROCEDURES.........coctitiiiiiettsietmete ettt 13
GENERAL INFORMATION .......cotiuiiitiiteteee ettt ettt en et en et 15
ABSENCES AND SUBSTITUTES . .....ooiiiietieeeeteees ettt 15
ACCIDENT AND EMERGENCY REPORTING .....ceoiiiteiieeeteeeee et eveeeens e 16
ASSIGNED HOURS........oiitiiiieieieteeete ettt ettt tesaeaesae s ese e sese e 16.
ATTENDANCE REPORTING (ROSTERS)......ccoiiuiiieieeeeieteeeee ettt 17..

BOOK SALES AND OTHER AUTHORIZED STUDENT BODY SALES TO STUDENTS IN

CLASSROOMS OR ON CAMPUS.......ooiiiiiiittit e 17
BREAKS . e 17.
BUS PASSES. ..o 18
CATERING TRUCK. ... .o, 18
CHANGE OF ADDRESS/PHONE NO........uuttiiiiiiiiiiiiiiiiiieeeee e sisneeee e 18...
CHILD ABUSE FORMS ... e 18..
CHILDREN ON CAMPUS......cooeiiiititiitiiiiesseaee e sssasanrsesnnennes 18.
CONCURRENT STUDENTS. ... 19
COPY SERVICES ...ttt e e e e e e e e e e 19
COUNSELING SERVICES..... .o 19.
COURSE OUTLINES......co e 20..
CREDENTIALS ...ttt aaarane e 20
(O ] I N S PSPPI 20
DATA COLLECTION REQUIREMENTS........oiiiiiiiiiiiiiiiiiiiiiii s 20
EMAIL . 21



ELDER AND DEPENDENT ADULT ABUSE...........cooiiie 21.

EMERGENCY CARDS.......oiiiiiiiiiiiiiiiiiiii e 22...
EMERGENCY PROCEDURES..........oooiiiiiiiiiiieiiiiiieeeeeeeeeeeeeee ettt 22
EQUIPMENT CHECKOUT .....ciiiiiiiiiiiiiiiitiee ettt snnnnnnnes 22.
FACULTY/STAFF MEETINGS......oiiiiiiiiiieeee et 22
FIELD TRIPS.. ...ttt 22
FILMS AND VIDEQOS. ... ..ottt e e e eeeeeeeeeeneennnnnes 23...
GUEST SPEAKERS AND SPECIAL EVENTS.... .o 23.
HOUSEKEEPING. ......ooiiiiiiiiiiii ittt nnnne 23
JURY DUT Y ittt 23
[ A T 24...
LESSON PLANS ... 24
LETTERHEADL. ..ottt bbb nnanees 24
MAILBOXES. ... oot 24
NONDISCRIMINATION POLICY....cco ittt 24
OFFICE HOURS..... ..o 25
PARKING.....cettttitiiitii e 25.
PAYROLL ..ottt 25
PERSONAL PROPERTY. ...ttt 25
0 I L I I PP P PP PPPPPPPPPPPPPPPN 26
REGISTRATION. ...t n e e ee e 26
PROFESSIONAL ORGANIZATIONS ... 26.
REPAIRS . ... 26.
REQUESTS FOR DOCUMENTATION. ....ccoiiiiieeeeeeee e 26..
REQUESTS FOR ORDERS OF INSTRUCTIONAL MATERIAL and SURPPLIES......27.
RESPECTFUL TREATMENT OF ALL PERSONS......ccoo i 27
RETIREMENT SYSTEM.....oiiiiiiiiiiiiiiiiiiiiiiii s 27..
SAFE SCHOOLB GUN FREE........coiiiiiiiieeee e 27
SAFETY TESTS. ..ottt ettt asssans s et e ne e snnnnnnnn e 28
SECURITY AND SAFETY. ..o, 28.
SEXUAL HARASSMENT ..ottt 28..

4|Page



LAUSD 6 ELASCO HANDBOOK [RZARNEy NN

SIGNING IN & OUT.....coiiiiiiiiiiiiiiiiiieeeteei ettt 28..
SMALL CLASSES. ... ottt e et b nnnne 29
SIMOKINGL. .. a e e e e e e e e e e e e e e e e e e e e e e naaa e e e e e e e 29
EQUIPMENT ... 29
STUDENT HANDBOOK........cctiiiiiiiiiiiiitiirieiieiiiiiis s 29..
STUDENT PHOTO IDENTIFICATION CARDS......cooiiiiiiiiieee e 29
STUDENT COUNCIL. ...ttt s 29...
STUDENT ORIENTATION. ... 30.
STUDENT RECRUITMENT AND RETENTION........uuuiiie 30
TEACHER EVALUATIQON......coiiiiiiiiiiiiiiiettieiiieieieeee et 30.
TELEPHONE / CELL PHONE USAGE.........ciiiiieiiiieeeeiee e 30.
TEXTBOOKS ...ttt a st e e bbb nnnn e 30
VISITORS TO THE CLASSROOM......cuiiiiiii e 31
WEEKLY BULLETIN ....coiiiiii 31
ZERO TOLERANCE ... ..ottt 31
FOR THE BRANCH TEACHER ... e m e 32
CLASS SCHEDULING AND ATTENDANGCE. ... 32.
COLLECTION OF MONEY. .. .o 32.
FACILITIES. ..ottt s 32
REGISTRATION PROCEDURES.........ccoo e 32
EMERGENCY PROCEDURES & SAFETY.....ouiiiiiiiiii e 33
LOCK DOWNi FIRE DRILE EARTHQUAKE SHELTER IN PLACE............c....... 35...
FIRST AID TIPS LEGAL REFERENCES.........ccciiieee e 36..
EMPLOYEE REQUESTRRQORRECTION OF SAFETY HARZARD................ceee. 37
FORMS TO KNOW. ..ottt st ms e e e e e e e e e e e e e e n e e e e e e e 39
ABSENCE CERTIFICATION REQUESILLNESS..........ccccviiiiiiiieeeeiiiiieeeeeeeeen AL
ABSENCE CERTIFICATION REQUESNON-ILLNESS........coviiiiiiiiiiieeeeccceeee 42..
PREDESIGATION OF PHYSICIAN FORM.....ouuii s A3
REGISTRATION OF PERSONAL PROPERTY......cccvvviiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeveeee 44
INJURYACCIDENT INVESTIGATION REPORT FORM.......ccooiiiiiiiiiiiii 45...

5|Page



ACCIDENT INCIDENT REPORT FORM......ciiiiiiiii e 47..

CALENDAR OR OUTSIDE SPEAKER REQUEST FQRM...........cvvimmiviiiiiiiiiiiiiiiiiinns 49...
VIDEOFILM REQUEST FORM.....coutiiiiiiiiiiiiiiiieiiiiiii e 50
FIELD TRIP REQUEST FORM.......ooiiiiiiiiiiiiiiiiiiiiiiiieieeeeieeetee ettt 51
CONSENTA CURRICULAR FIELD TRIR .....ouiiiiiiiiiiiiieeeeeee e D2.
SPECIAL ACTIVITIES FORM......ooitiiiiiiiiiiiiiiiiiii e 53
ELASC REQUISITION FORM......ccotiiiiiiiiiiieeeeeeeiieeeee ettt eeeeeeeeeees o4
TRIMESTER SEMESTER OVERVIBWBLANK ...t 35
WEEKLY LESSON PLAN.......coiii e 29..
CALENDARS . ... 61
CALENDAR AT A GLANCE. .....otittiiitiiitiiieeeesieeebe e 63
GOOD THINGS TO KNOW.... .ottt 65
REFUND POLICY. ...t 68
DISTRICT BULLETINS . ... 69...
SPECIAL ACTIVITIES GUIDELINES.........co e 70
CLASS OPENING HINTS. ... 71.
HOW DO YOUR STUDENTS SEE YOUZ2.......oiiiiiiiiiiiiiiiiiiiirssn e 12..
WHAT DO | WISH TO ACCOMPLISH?Z. ... 73..
BASICS FOR GOOD TEACHING........eeiiiiiieeiie e 74
GENERAL RULES . ... ittt nnnnnnes 76

6|Page



INTRODUCTION

777777



8|Page



LAUSD 6 ELASCO HANDBOOK [RrEy Noau

Los Angeles Unified School District

Michelle King, Superintendent of Schools

Division of Adult and Career Education

Joseph Stark Executive Director
Dora Pimentel-Baxter, Administrator

Board Member i1 District 2
Monica Garcia

9|Page



STAFF

ADMINISTRATIVE STAFF

ANndrea ROAMNQUEZ..........coviviiiiiiiiiiiieeeeeeeeeeeeeeeeteteeveee e eeeeeeaeeees Rrincipal
Gity Family.......cooooieiiiiiiiceeeeee e, Assistant Principal, Counseling
JOSE RICO.....uviiiiiiiieeii i Assistant Principal, Operations
Elizabeth Lozano...........ccccccvviiiiniinneee, School Administrative Assistant

CLASSIFIED STAFF

RUEN AlGICON. ..ot e e e e e Office Technician
Mamie COSLEIIO. ..., Office Technician
Eren DelosS ReYES.........ciiiiiiiiiecie e Office Technician

AAAAAAAAAAAAAAAAA

Bernadette Cruz Domingoéééééééeéeeéeééeéceeeceod

RUDY Marek...........ouiiiiiiiiiiieineeee e Office Technician
Jagueline Martinezéééé&e&e&dédédmneidné é e é é
Veronica Perez.........ccccccvvevveiiieeeeeeeeee e Office Technician

ANITA TOIES...uiiiiiiiiiee et e e er e e Qffice Technicien

TeITY OMEQA ...uuuiii e SIS Coordinator

TeITY OMEQaA ...uuuiii it SIS Coordinator

Jocelyn Blanca..........ccccveeviiiiiiiiiiieeeeeee Accounting Technician Il

Michael Zamora............oeeveveieieiieeeeeeieeeeeeeeeeeeeeeeeeeeee Financial Manager

SUPPORT STAFF

AlMa AIVareZ.......cccoe e Perkins Advisor
1T oL a1 1= g =T=To (o] o 1 ESL Advisor
IrMA CUBVAS......ueiiiiiiiee ittt e e ASE Advisor
Jenisha Hasselberger...........cccoooeiiiiiieviinnnnnnnnn. TAA/VET Teacher Advisor
Katherine ManCusoO............ccccoeeviiiiiieiieeeeeeeeee AWD Teacher Advisor
Vanessa Sanchez..................ccccceeeeeeeeeeeieeee e 1€acher Counselor
Laura SNArpe..........ouuuvvviiiieiiieeieeeeeieeieeeieeeeeeereareraneeeeennrannnnnes WIA Advisor
Mariam Staitman ............eeeeeeiieeeiiieceeee e Para Los Niios Advisor
I TSR I = o T Tech. Coordinator
ANthony PedroSa.........coooeevviiiiiiiiiieeieeeeeeee e Plant Manager
Albert Alejandre ..........ccccceveeeiiiiiiiieeee e Assistant Plant Manager

10|Page



LAUSD 6 ELASCO HANDBOOK [RrEy Noau

ELASCORGANIZATIONAL CHART

LTOC9T0C AS

sasndwe) |y
|

g N
DuesT SoUElSI] JIUSPEDY 'SaNss|
SIUEAWOD "SNPaULS [0OYIS "SIelEInp3
Bled ‘SUCNEIOME||OD |00U2S UBIH ‘suoneneas
IN¥S 'SISSEID JWUSPEIY UM SIS
SYISIES "s|PDUNOD Apog JUSpnis Juswdolaasa
LEIS ‘SAIUSIEIOUIS ‘UOHENDEID ‘WElbold
WBPMS JUSLINJUOD ‘SIUEPING JBSIED "DMIY
//.EEmEﬁ. Jwepedy ‘uoisiuadng _m.._o_...u_.Eﬂ._t

|
Anuey Aug
$321AH3S ONIMISNNOD

171Nav 40 TVdIDONIHd INV1SISSY
|

ﬁ

sasndwed |V

)

=

SUOQEDOT YIUElg “Sucnenesy

1IN1S “uns(ng AYssp ‘sweibold 31D VI
<153 ‘ueld [00UaS BES ‘Sanss| SauBldwWoD

‘fundeg ‘suonen|eAl NS ‘Oulssw

100U 0] Y2Eg ‘SIUANIY [BINUND/SINQUSSSY
‘BINPSLPS |00UIS "HOODUEH YELS ‘fA18lES

jooyassaInpalold fHouabisws ‘spued asn

fr,EmEno_m__.md yels ‘uoisiuadng [EUDRNSU] /

~

o021y asof
SNOILLVHIdO 40
IVdIDNIYd LNV LISISSY

—

g ™

spoday
jeansnels ‘sabueyD SSe|D SS330.g
‘UDIELLLIOIU| SSEIDAUSPNIS Man Indu)
‘syodsy vonelwsse|D ‘soydelbowsq
SSE|D UORELWLIOM] JUspns
nm,m.._ﬂ.ﬁm-ugm E..ﬁuﬁ_nmw_ ‘Ranng lled
frm:on_mm VOV 'SEISOH SIUERpUSHY. /

ebaug Aus )
rw_E..qz_Dw_OOU HIAINdWOD SIS

Buljl4 xe) ‘saunypusdxs ‘Apog Wspnis
Spuny 1ssudw) ‘spodsy [eueuld
[BLISIU SIUNOI2Y WAL *DULSpIO S|

‘spoday jueq ‘sisyion Apog Juspms

|

BIOWIEZ [SELDIN
YIDYNYIN TVIDONYNIL

L

zenbupoy ealpuy
AYJIDONINd

=

-

SUSIEIULS A JUSPNS ‘SPI0JSY Sa/ojdws

‘sejelyED 153 dn-yoegusiyseD ‘sIsisoy
‘@auepuany ‘Bumndu] SIS ‘sI1S1SOY Jaydeal

‘sluBwWwuissy safo/dw 3 ‘souBusiUIER
SIWO “ISIS0Y JBYIES L SINWSANS

‘SBIALYY JSIUnoD ‘S1g/iolied ‘sfisy ‘soloud

] ‘spuoday fousbiaws “souspucdsauoD
‘{suonedc Iy} uolsiuadng [BU310

~

/

ouezo ylsgezi|g3

ANV LSISSY JAILVHLISININGY TOOHDS

HAINTD STIINS STTIONY SOT LSVA

NOILVONdT d334dV.0 ANV LTV 40 NOISIATT — LOTILSIAd TOOHDS AITJNA STTIDONY 50T

1l1|Page



12|Page



LAUSD 6 ELASCO HANDBOOK [RZARNEy NN

POLICIES &
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GENERAL INFORMATION

ABSENCES AND SUBSTITUTES

If you are unable to report to work, please notify
East L.A. Skills Center at (323) 224 -5970 as soon
as possible. You nay leave a message on the a-
swering machine the night before, or call after
7:00 a.m. on the day of the absence.

Every absence must be called in on a daily basis. When calling, be prepared to state:

1 The reason for the absence

i The anticipated length of absence

1 Instructions for the substitute, including where the lesson plan is located

T Any preference for a substitute. The office I
eligibility and assignment.

The day you return to your assignment, you must complete a Certification/Request for
lliness or Non-lliness form and submit to the main office immediately.

An absence will be reported as unpaid unless a signed benefit form is submitted by the
day payroll is certified for that reporting period.

If you anticipate an absence, you must speak to an administrator in advance of taking
the leave.

Any staff member absent the day prior to and after a holiday may need a Certificate of
lliness or Injury signed by a physician to be paid for an illness.

If an illness exceeds five consecutive working days, aCertificate of lllness or Injury

signed by a physician is required by Board Rule. Anyone with an illness absence that -

ceeds 20 consecutive working days requires a formal leave, and shall submit eRequest

to Retur n Authorization si gned by the employeeds physician

Substitute teachers are obtained by office staff at ELA Skills Center. All substitutes must
have a current valid California Teaching Credential covering the subject to be taught,an
LAUSD employee number, and be processed as a sub in the Division of Adult and Career
Education.
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It is the teacherods responsibility to provide
that a generic | esson pl anndzlengedepériodically t he t ea

ACCIDENT AND EMERGENCY REPORTING

All accidents, no matter how minor, must be reported. In case of serious accident or ill-
ness, the teacher should notify an administrator immediately. For serious problems call
the paramedics (911). Do not call a private doctor or hospital. The student is responsible
for any charges involved. It is unadvisable for a teacher to offer to transport a student in
his/her car. Reporting an accident protects the instructor, the student, and the District.

An accident report must be submitted to the adult school office for all injuries, whether
sustained by an employee or a student. Report forms may be obtained in the office. In-
formation required will include:

1 Name, age, and address of the injured
Description of the accident and injury

1
1 Treatment given
I Names and statements of witnesses.

Please initiate the report the day of the accident, but no later than 24 hours after the
accident.

ASSIGNED HOURS

Adult education teachers are paid at an hourly rate and are

%<§ /% expected to hold class for the entire time assigned. To

comply with state law and district policy, classes must meet

P = for the full time scheduled. Do not change the time or day

@ § of the class or dismiss classes early without getting prior au-

.@ il b thorization from an administrator. Adhere to the scheduled
break time.

Teachers are required to be in their classroom ten minutes prior to the beginning of
their assignment.

Classes must be supervised by a credentialed teacher at all times. Students are never to
be left unsupervised.
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ATTENDANCE REPORTING (ROSTERS)

Teachers are responsible for recording hourly attend-
ance during each class session. Rosters-attendance
need to be completed accurately and submitted
promptly at the conclusion of the last class meeting
each week. When turning in rosters, wait until a teach-
er advisor or school personnel has checked over the
roster and it has been signed off as received.

When completing the roster, be sure to follow these
guidelines:
9 Use black pen to sign your name, but bubble in attendance with a # 2 pencil.
1 Neatly print the names of registered students whose names do not appear on the roster
at the end of the printed | ist. Il nclude the st
1 Attach a copy of the registration slip of each student added.
1 Do not skip lines.

The SIS office must scan all rosters and compile statistics for the District under a ded-
line. Even one roster not submitted on time delays the required reports. Your coopera-
tion and accuracy is appreciated. Besure to ask questions if unsure of procedures.

BOOK SALES AND OTHER AUTHORIZED STUDENT BODY SALES TO
STUDENTS IN CLASSROOMS OR ON CAMPUS

Please be advised that book sales to students are specifically regulated by Board Policy
and Student Body regulations.

Books sold to students in the classroom or on campus must be cleared through the
Principal. No instructor, or other personnel, may sell their own books, reproduced ma-
terials, etc. to students in the classroom or on campus. Only authorized student body
materials from East Los Angeles Service Area may be sold in District funded classrooms
and campuses. (Board Rule 1251)

BREAKS

At the Skills Center and Eastsde Learning Center there is a 15minute mid-morning
break between Period 1 and Period 2 classs. Teachers are expected to begin instruction
when the bell signals the conclusion of break. Please encourage students to return to
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class promptly after the break.

BUS PASSES

To qualify for a bus pass, a student must be enrolled for a min-
imum of 12 hour s of instruction per week and have attended
class for a minimum of two consecutive weeks . Students may
pick up an application in any of the main offices.

CATERING TRUCK

A catering truck will be on campus for the convenience of students and staff during the
break at the ELA Skills Center and Eastside Learning Center campuses.

CHANGE OF ADDRESS/PHONE NO.

In the event that an employee moves or changes his/her phone number, s/he needs to
inform the School Administrative Assistant (SAA) as soon as pradtal. A Change of A d-
dress Form and/or new Emergency Card needs to be submitted and may be obtained
at any of the main offices.

CHILD ABUSE FORMS

State law requires that an employee who knows or reasonably suspects that a child has

been the victim of a child abuse incident must report the incident to a child protective
agency. Al | school empl oyees are mandated r erfg
reporting procedures. To report an incident, the employee must immediately call the
Police/Sheriff Departme nt or Department of Children and Family Services and send

a written report to the same agency within 36 hours. Anyone under the age of 18 is a

minor by law, and there must be a report if abuse is suspected. East L.A. Service Area
management personnel are available to assist teachers and staff with the reporting pro-

cess.

CHILDREN ON CAMPUS

The policy of the Division of Adult and Career Education is that children are not permit-
ted in classes or on campus during school hours except in parent education class. At
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no time are children allowed to: (1) accompany parents to class, (2) wait for parents in
cars or outside of classrooms, or (3) play on campus while their parents attend class.
Teachers and staff are to ask parents accompanied by children to leave caipus.

CONCURRENT STUDENTS

A concurrent student simultaneously attends classes in the day high school and adult
school, or is completing day high school diploma requirements with the approval of
both the day high school and adult school. Concurrent students may attend adult
school classes only after their normally scheduled high school classes or during summer
session.

No fees are charged to concurrent students nor are they required to purchase textbooks
for any class. Registration in classes or labs spnsored by the adult school must be ap-
proved by signature of the parent or guardian and a day school counselor. Five-week
Unsatisfactory Reports are mandatory for all concurrent students and minors whose
attendance and/or progress is unsatisfactory.

Concurrent students are designated as such on the registration form and must receive a
credit slip upon completion of course requirements. Credit slips must be turned in to
the adult school counseling office.

Concurrent students are minor students who must be supervised while on campus.

Please notify the Counseling Office immediately if your concurrent student is missing
from your class.

COPY SERVICES

Copiers are available at each main campus for teacher use
for instructional needs. Teachers are asked toobserve
copyright laws. (See district bulletin regarding copyright
laws for details.) Please be considerate of others who also ]
need to use the machines and limit your copying to a max-

imum of two sets of handouts at a time. Be mindful of the time limit du ring break and
lunch. Be prepared and make copies days before your leson.

COUNSELING SERVICES

Counseling and Guidance services are available to students Monday through Friday du-

19|Page



ing regular school hours. The Assistant Principal of Adult Counseling Serices (APACS)
and teacher advisors assist our students with their counseling needs. Counseling n-
cludes credit evaluation, placement assessment and testing, and educational, vocational,
and community referrals. Please refer your students to the Counseling Cfice for aca-
demic, ESL, or vocational counseling, and for any concerns, issues, or problems that you
observe or the student expresses.

COURSE OUTLINES

Course outlines provide clearly stated objectives which aid in identifying, gathering and
developing instructional and assessment materials. All teachers must have a copy of
their course outline at all times. Course outlines are available on the DACE website.

CREDENTIALS

All LAUSD teachers must be credentialed by the State of California, and the credenl
must be on file in the adult school office as well as Central Offices. It is the responsibility
of the teacher to ensure that it does not expire. Teachers should check their credentials
and note expiration dates, courses needed for renewal, etc. You canot work with an e x-
pired credential. All questions about credentialing should be cleared up far enough in

advance to ensure that assignments are not canceled immediately.

CREDITS

Many students are working to earn credits toward graduation from high scho ol. Credits
may be earned in vocational as well as academic classes and can be issued only by the
teacher. The counseling office will furnish procedures for determining credits and
properly recording them.

DATA COLLECTION REQUIREMENTS

In addition to stu dent attendance, teachers are responsible
for the collection and submission of certain data and doc u-
ments that are required by the school, the District, the State |
of California, and the federal g ment .
professional responsibility to comply with these require-

ments, assist the students as needed, and submit the records by the due date. Thesen-
clude, but are not limited to, TOPS Entry and Update Records, CASAS preand post-
testing, Perkins forms, ESL promotional testing results, vocabnal placement data, and
miscellaneous surveys. Please make every effort to integrate these into your plans for
your class, have them done accurately, and submit them in a timely fashion.
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E-MAIL

It is important that you check your email each day. This is another mailbox that will hold
important meeting notices and more. To learn how to activate your LAUSD e-mail ac-
count, see the section under 0Good Things to

ELDER AND DEPENDENT ADULT ABUSE

oDependent Adul td means shatepetweenthe agesofrl@and di ng i
64, who has physical or mental limitations which restrict his or her ability to carry out

normal activities or to protect his or her rights including, but not limited to, persons who

have physical or mental abilities that have diminished because of age. A care custodian

includes administrators and employees of an educational institution.

Elder abuse could affect anyone 65 years or older. Both elderly and dependent adult
abuse include the following:
1 Physical abuse
Sexual duse
Fiduciary abuse
Neglect
Intimidation
Any treatment that results in physical harm or mental suffering.

=A =4 =4 =4 =

If you know of or suspect abuse of any kind, a telephone report must be made to one or
more of the following agencies immediately and a written repo rt submitted within 36
hours.

Reports should be made to:

Department of Social Services, Nursing Home Ombudsman

Dependent Adult Protective Agencies

County Welfare Department

Police or Sheriff Departments

Reference: Section 15632 of the CaliforniaWelfare and Institutions Code.

21|Page



EMERGENCY CARDS

\ U
All staff members should have a current emergency infor- l }
mation card on file in the main office. Please request an [Sq |

Emergency Card if you have not filled one out or if you
change your address, phone number, energency contact
person, or other information.

EMERGENCY PROCEDURES

Procedures for emergency drills should be posted in each classroom. Please familiarize
yourself and your students with each of the following drills. earthquake , fire, drop/take
cover, shelter -in-place, and lockdown . Emergency drills are conducted twice a year at
the main campuses and branches. Classes held at other sites should follow the proe-
dures of the school or facility for emergency arills.

EQUIPMENT CHECKOUT

Elmos, CD players, werhead projectors, DVD players, laptop computers, LCD projectors,
headphones, and other AV equipment may be available in the main offices. Items may
be signed out for the class period or longer by special arrangement. Teachers are e-
sponsible for all equipment loaned to them. Notify the office of any loss or damage as
soon as it is detected. Be sure to sign in equipment upon its return to release your liabil-

ity.
FACULTY/STAFF MEETINGS

Generally, an opening school meeting is conducted each school year. Adlitional meet-
ings may be scheduled for special purposes. Every attempt is made to keep meetings to
a minimum. Important information is conveyed to staff through the Weekly Bulletin
and special memos. Please read and ask questions if the information seems noclear.
Faculty and staff are responsible for the information disseminated at meetings and pro-
vided in bulletins.

FIELD TRIPS

A request for an educational field trip should be submitted to an administrator at least

two weeks prior to the planned trip. Fo rms are available in the office, and one is also
included in this handbook wunder the section
their class at the designated location and should not offer transportation, as the School

Board does not provide insurance.
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FILMS AND VIDEOS

DVD6s and videos shown at school mu s t be rel
They need to meet established criteria for evaluation of instructional material and be

consistent with accepted standards of professional responsibility. The use of DVD®&s
videos which are not listed in the district-approved catalog must be cleared with the

principal or site administrator before use in the classroom. Teachers should request an

approval form from office staff and submit it for the administ r at or s si gnatur
days in advance of showing the DVD or video.

GUEST SPEAKERS AND SPECIAL EVENTS

Instructors who would like to have a guest speaker can obtain a Guest Speaker Request

Form from the Main Office. A copy is also provided in this handbook under the section

OFor msé. After the form has been completed,
Two-week notification and written approval from the principal are required for a guest

speaker. The school does not allow fees to be paid for guest speakers.

Special events must be cleared with an administrator prior to scheduling. A Special
Events Request Form is provided in this handbook.

HOUSEKEEPING

Some classrooms are shared by several teachers. If you share a classroom, be sure to
erase the board at the end of class, rearrange the furniture as it was when you arrived,
and make certain that the doors and windows are locked when you leave. Return any
borrowed chairs or tables. Normally, food and beverages are not permitted in the buil d-
ings.

JURY DUTY

When you receive a jury duty summons, please notify the SAA immediately. Jury duty
regulations are specifically spelled out in Bulletin No. 4223. The rules are detailed, and
you should pay close attention to them.
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KEYS

Please pick up yaur keys upon arrival and return them to the
key box when you leave. If you forget to leave your keys in
the office at the conclusion of your workday, office staff will
call you to ask you to make a special trip to return the keys.
Missing keys may necessifate the costly re-keying of several
rooms, so your cooperation and special attention is appreci-
ated. Do not ask students to pick up or return your keys to \\
the office. Unauthorized possession by any person of any ‘
duplicate school key is a misdemeanor.

LES®N PLANS

Evidence of long range and daily lesson planning should be available upon request.
Teachers should also write a daily agenda on the board for students to follow. A lesson
plan must be provided for substitute teachers during an absence from class. Substitute
lesson plans should be left in the orange folder provided to all instructors. It is required
that you prepare a course syllabus for students each term. Syllabi mustbe submitted to
the Principal.

LETTERHEAD

On occasion, it may be appropriate for instructors to write to an individual or firm on
school letterhead stationery. Such letters must have approval from the principal before
they are mailed.

MAILBOXES

Each teacher has a mailbox in one of the main offices.
Check your mailbox before and after going to class.
Branch teachers should check their mailboxes at least
twice a week . Important messages are often left in
your mailbox while you are in class. Please read all bulletins and memos as soon as you
receive them. Please remove material egularly and do not use your box for storage.
School mail should be used for school business only.

NONDISCRIMINATION POLICY

The District prohibits its employees and students from unlawful discrimination and/or
harassment. Examples of protected bases ofdiscrimination are: ethnicity (such as race,
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color, national origin, and ancestry); sex or perceived sex (including gender identity, se-
ual orientation, pregnancy, childbirth or related medical condition); religion (including
religious accommodation); disability (mental or physical disability, reasonable accam-
modation) or any other basis protected by federal, state or local law. If you feel you are
the victim of discrimination, contact a site administrator or the school complaint ma n-
ager. Please review theLAUSD Nondiscrimination Policy Statement

OFFICE HOURS

See the current Schedule of Classes for office hours at all campuses of East Los Angeles
Skills Center

PARKING

Students are permitted to park their cars on campus only in areas designated for park-

ing. Staff is required to display a school parking permit when parked on school grounds.

The Board of Education is not responsible for theft or damage to cars. School security

personnel patrol the parking areas of the school as often as time and number of security

personnel allow. Students are advised to remove all valuables and lock their cars before
goingtoclass.Donot par k i n s p aHamlisappeédd kwidt out a per mi t .
for violations are costly, especially for parking illegally in handicapped spaces. The d-

ministration cannot intervene once a ticket has been written.

PAYROLL

Paydays for certificated staff are on the 5™ day of the month . Paydays for classified
staff fall on the last day of each month . If you feel an error has been made, gease no-
tify the School Administrative Assistant. Please be prepared to supply the SAA with a
copy of the pay stub in question.

PERSONAL PROPERTY

All personal property brought for use in school must be listed on a Property Registr a-
tion Form . The form must be filed with school administration before the property can
be used. You can obtain the form from the school office. In the event property, including
your vehicle, is damaged while on authorized school business or on school property,
you should report th e incident immediately.
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PUBLICITY

Flyers to publicize your class must be checked and approved by the principal before dis-
tribution.

REGISTRATION

All new and prospective students entering the classroom must be registered or docu-
mented in the counseling office. New students must possess a pink and blue copy of
the registration form. If the student does not, send the student to the counseling office
to register properly. The teacher keeps the pink copy and files it in the classroom until
the end of the semester. The blue copy is retained by the student as a receipt and also
serves as a temporary Student ID before an official ID has been issued.

PROFESSIONAL ORGANIZATIONS

From time to time, information concerning professional organizations will be post ed or

mailed to teachers. Meetings and conferences are noted in the Weekly Bulletin. Teachers

are encouraged to join and participate in professional organizations that are dedicated

to the advancement of adult educapgrofessional subj ec
growth. Such organizations are California Council for Adult Education (CCAB and Cai-

fornia Association of Teachers of English to Speakers of Other LanguagesGQATESOI).

REPAIRS

Please report any classroom condition or equipment needing repair to the administrator
at your site.

REQUESTS FOR DOCUMENTATION

Students may request the following documentation by completing a request form at the
registration counter:

1 Deferred Action Request

1 SIS/Verification of Registration and Attendance

1 Copy of Lost or Misplaced Certificate of Completion
1 Transcripts
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Please allow2 weeks for the request to be processed. There is an approximate $20 fee
to provide this service.

REQUESTS FOR ORDERS OF INSTRUCTIONAL MATERIAL and SUPPLIES

Ordinary supplies and other material are
available from the main offices upon com-
pletion of a Supply Request Form.

If you need books, supplies, or equipment
that are not currently available, they can be
ordered if the teacher can justify the need
and the funds are available. Regiests must
be submitted on the school Request for
Requisition form, which is available at the
main offices. Turn in requests to the site administrator for approval by the principal. Pri-
or permission from the principal is required before any purchases can ke made by a
staff member wishing reimbursement.

RESPECTFUL TREATMENT OF ALL PERSONS

0The Los Angeles Unified School District reaf
both schools and offices should treat all persons equally and respectfully and refrain

from the willful or negligent use of slurs against any person on the basis of race, lan-

guage spoken, color, sex, religion, handicap, national origin, immigration status, age,

sexual orientation, or politicalOctdberllG, ef é6 ( Bo
1988)

RETIREMENT SYSTEM

Certificated employees are usually members of
(STRS). Deductions for this plan are made automatically during each pay period. For
further information, contact the STRS at (800) 228-5453, or visit their website at

calstrs.ca.qov

SAFE SCHOOL$ GUN FREE

The Federal Gun Free Safe Schools Act and California law prohibit the possession of &
arms and weapons of any type on school campuses. Pursuant to these laws, any student
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found in possession of a firearm or weapons will be subject to arrest and will be recom-
mended for expulsion immediately.

SAFETY TESTS

All CTE classes must have a signed and dated Safety test on file
for each student. Specialized courses may require additioral safe-
ty requirements and regulations. Instructors should prepare safe-
ty tests that reflect requirements for the specific subject areas as
identified in the course outlines and aligned with the industry
safety guidelines. Students cannot use tools, @erate equipment
or participate in hands-on activities without passing the test with
100% accuracy. Students must sign and date safety tests for each individual class or
specified activity prior to participation. Safety glasses must be worn at all times in all
industrial programs while working with tools or machinery. Teachers need to keep safe-
ty tests on file for three years.

SECURITY AND SAFETY

Security staff is on duty at ELA Skills Center andeastside Learning Center. Teachers are
asked to report any and all unusual incidents or concerns to the office. Our security and
parking staff is on campus to assist in providing a safe, orderly environment that is con-
ducive to learning.

SEXUAL HARASSMENT

It is district policy to maintain a working and learni ng environment that is free from se x-
ual harassment. If you have knowledge of conduct by other employees, students, or n-
dividuals that may be construed as sexual harassment or feel you are a victim of sexual
harassment, report such conduct to the site administrator. Please review the LAUSD
Sexual Harassment Policy .

SIGNING IN & OUT

Teachers on campus, including substitutes, will sign in on the designated cards when
they arrive and sign out when they leave (not simultaneously). In addition, teachers rec-
ord the number of students in attendance each day when they sign out. Branch teachers
sign in and out at the main office that is assigned to them. They should pick up their

mail and submit their rosters at the same office at the beginning and end of each week.

28|Page



LAUSD 6 ELASCO HANDBOOK [RrEy Noau

SMALL CLASSES

Teachers should encourage students to attend regularly and inform them of the mini-
mum attendance requirement. Calling students and mailing post cards is appropriate to
promote good attendance. Post cards are available in the main offices.

SMOKING

4

District policy forbids smoking on District property or an y-
where District classes are conducted.

EQUIPMENT

Each year it is necessary to account for equipment owned by LAUSD or the student

body. In June an inventory of all equipmentunderthe t eacher s®& supervi si ¢
submitted to the office. Some equipment may have to be returned to the office for

summer storage.

STUDENT HANDBOOK

Upon payment of student body fees, students receive a student handbook that contains
school policies and procedures. Please review the student handbook with your su-
dents. As an LAUSD employee, you are expected to help enforce school policies.
Should you need assistance, report any infractions to your respective administrator.

STUDENT PHOTO IDENTIFICATIONCARDS

%) gy \_\
Student photo ID cards are sold at each of the main campuses in the
bookstore.

STUDENT COUNCIL

Students are invited to participate in the Student Council at their campus. Please en-
courage your students to participate as a means of building their leadership and citizen-
ship skills.
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STUDENT ORIENTATION

It is essential to the learning process that students be informed of your expectations
along with proper classroom and campus behavior. Give each student a copy of your
class syllabus which should nclude:
1. Overview of course standards
Purpose/Objectives
Classroom Procedures
Attendance Requirements
Grading Policy
Assignments
Student Responsibilities
Clean-up Procedures
Any other specifics of your program

© ©® No ok wd

STUDENT RECRUITMENT AND RETENTION

Teacher reponsibilities include making an ongoing effort to retain students. Adult st u-
dents who do not return to class after three consecutive absences should be contacted
personally by telephone or mail. Postcards are available in the main office and can be
sent through school mail.

TEACHER EVALUATION

State | aw, commonly known as the O0STULL
formally evaluated on a periodic basis. Probationary teachers undergo this evaluation

annually and permanent teachers every two years. Such evaluation involves classroom
visitations by an administrator and identification of strengths, objectives, and profe s-

sional growth.

TELEPHONE CELL PHONE USAGE

Teachers may have reasonable access to school phones. District phones may be usefdr
conducting school business, including making calls to absent students. Please refrain
from using your cell phone to make or accept personal calls during class time or while
on the job. Students should be told to turn off their cell phones while in cl ass except in
emergency situations.

TEXTBOOKS

In academic classes, students are provided books and instructional material to be used
in class. These books may not be checked out to students. In Individualized Instruction
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Lab (1.I. Lab) classes, studentsiust complete all work on their contracts during class

Each ESL class uses a standard text that has been chosen by a schewide committee of
teachers. Students need to purchase textbooks for their personal use. Teachers may
not duplicate pages from the text or the workbook for students. Supplemental books
are available for check out at each main location.

Textbooks for computer classes are available for students to purchase in the campus
bookstore.

VISITORS TO THE CLASSROOM

Do not admitany visitors t o your c¢l assroom withowut a Vvi s/l
children are not allowed to accompany parents in class.

WEEKLY BULLETIN

A weekly bulletin containing current and important information is delivered by email to
your LAUSD email account at the keginning of each week. Teachers and staff are e-
sponsible for the information it contains and should carefully read the announcements
before commencing instruction. Some announcements are for the benefit and interest
of the students and should be read to t hem at a convenient time during class.

ZERO TOLERANCE

As stated in BulletinNo. Z273, o0The LAUSD does not tolerate
of drugs, alcohol, or tobacco by students on school campuses or at school sponsored
acti viti es |bésubjectad desdipbnarg actiom, Which may include expulsion.
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FOR THE BRANCH TEACHER

CLASS SCHEDULING AND ATTENDANCE

It is mandatory that each class meets the days and hours scheduled by the school a-
ministration. Any change in schedule must be approved by the principal or the desig-
nated administrator. If the class is held at an elementary school and it is a pupilfree day
for the elementary school, the teacher should notify the administrator and make ar-
rangements to work at one of the adult sch ool offices or sub at another location.

COLLECTION OF MONEY

Teachers should obtain a receipt book from the finan-
cial manager to provide students with a receipt when
collecting material fees, registration fees, and money for
books. Money collected by the teacher must be submit-
ted to the school financial manager on a regular basis.

FACILITIES

Branch location administrators in both public and private agencies sign an agreement to
provide a classroom that is conducive to learning. They also assure custodl services for
classroom and restrooms. The site administrator is directly responsible for the physical
condition of your class. Questions regarding keys, restrooms, parking, custodial needs,
etc. should be directed to the site administrator. Please inform your stie administrator
regarding these concerns.

REGISTRATION PROCEDURES

Branch teachers register their students in class. Teachers will be provided with sufficient
registration forms for their students. Please ask the office if you need registration forms
or rosters.
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EMERGENCY
PROCEDURES &
SAFETY
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LOCK DOWN I FIRE DRILLA EARTHQUAKER SHELTER IN PLACE
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