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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 may leave a message on the an-

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: 

¶ The reason for the absence 

¶ The anticipated length of absence 

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

¶ Any preference for a substitute.  The office is responsible for determining the substituteõs 

eligibility and assignment. 

 

The day you return to your assignment, you must complete a Certification/Request for 

Illness or Non-Illness 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 

Illness or Injury signed by a physician to be paid for an illness. 

 

If an illness exceeds five consecutive working days, a Certificate of Illness or Injury  

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

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

to Retur n Authorization  signed by the employeeõs physician prior to return to work. 

 

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 teacherõs responsibility to provide lesson plans for the substitute. It is suggested 

that a generic lesson plan be left in the teacherõs mailbox and changed periodically. 

 

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:  

¶ Name, age, and address of the injured 

¶ Description of the accident and injury  

¶ Treatment given 

¶ 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 

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

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

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/e-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: 

¶ Use black pen to sign your name, but bubble in attendance with a # 2 pencil.  

¶ Neatly print the names of registered students whose names do not appear on the roster 

at the end of the printed list. Include the studentõs birth date and ID number if known.  

¶ Attach a copy of the registration sl ip of each student added. 

¶ Do not skip lines. 

 

The SIS office must scan all rosters and compile statistics for the District under a dead-

line. Even one roster not submitted on time delays the required reports. Your coopera-

tion and accuracy is appreciated. Be sure 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 Eastside Learning Center there is a 15-minute mid -morning 

break between Period 1 and Period 2 classes. 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 practical. 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. All school employees are mandated reporters and must comply with the lawõs 

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 classes. 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 campus. 

 

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 sponsored 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 to observe 

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 lesson. 

 

COUNSELING SERVICES 

 

Counseling and Guidance services are available to students Monday through Friday dur-
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ing regular school hours. The Assistant Principal of Adult Counseling Services (APACS) 

and teacher advisors assist our students with their counseling needs. Counseling in-

cludes credit evaluation, placement assessment and testing, and educational, vocational, 

and community referrals. Please refer your students to the Counseling Office 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 credential 

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 cannot 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 government. It is the teacherõs 

professional responsibility to  comply with these require-

ments, assist the students as needed, and submit the records by the due date. These in-

clude, but are not limited to, TOPS Entry and Update Records, CASAS pre- and post-

testing, Perkins forms, ESL promotional testing results, vocational 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 òGood Things to Knowó. 

 

ELDER AND DEPENDENT ADULT ABUSE 

 

òDependent Adultó means any person residing in this state between the ages of 18 and 

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: 

¶ Physical abuse 

¶ Sexual abuse 

¶ Fiduciary abuse 

¶ Neglect 

¶ Intimidation  

¶ Any treatment that results in physical harm or mental suffering. 

 

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 California Welfare and Institutions Code. 
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EMERGENCY CARDS 

 

All staff members should have a current emergency infor-

mation card on file in the main office. Please request an 

Emergency Card  if you have not filled one out or if you 

change your address, phone number, emergency 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 proce-

dures of the school or facility for emergency drills.  

 

EQUIPMENT CHECKOUT 

 

Elmos, CD players, overhead 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 re-

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. Additional 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 unclear. 

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 under the section òFormsó.  Teachers are advised to meet 

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 

 

DVDõs and videos shown at school must be relevant to the curriculum being studied. 

They need to meet established criteria for evaluation of instructional material and be 

consistent with accepted standards of professional responsibility. The use of DVDõs and 

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 adminis tratorõs signature several 

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 

òFormsó.  After the form has been completed, it must be submitted to the principal. 

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 your 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 necessitate 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. 

 

LESSON 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 must be 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 regularly 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 of discrimination are: ethnicity (such as race, 
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color, national origin, and ancestry); sex or perceived sex (including gender identity, sex-

ual orientation, pregnancy, childbirth or related medical condition); religion (including 

religious accommodation); disability (mental or physical disability, reasonable accom-

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 the LAUSD 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 

going to class. Do not park in spaces marked òHandicapped ó without a permit. Tickets 

for violations are costly, especially for parking illegally in handicapped spaces. The ad-

ministration cannot intervene once a ticket has been written. 

 

PAYROLL 

 

Paydays for certificated staff are on the 5th  day of the month . Paydays for classified 

staff fall on the last day of each month .  If you feel an error has been made, please 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 education, subject areas, and the instructorõs professional 

growth. Such organizations are California Council for Adult Education (CCAE) and Cali-

fornia Association of Teachers of English to Speakers of Other Languages (CATESOL).  

 

 

 

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:  

¶ Deferred Action Request  

¶ SIS/Verification of Registration and Attendance  

¶ Copy of  Lost or Misplaced Certificate of Completion  

¶ Transcripts  
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Please allow 2 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. Requests 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 be made by a 

staff member wishing reimbursement. 

 

RESPECTFUL TREATMENT OF ALL PERSONS 

 

òThe Los Angeles Unified School District reaffirms its policy that students and adults in 

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 political beliefêó (Board of Education Resolution, October 10, 

1988) 

 

RETIREMENT SYSTEM  

 

Certificated employees are usually members of the State Teachersõ Retirement System 

(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.gov. 

 

SAFE SCHOOLS ñ GUN FREE 

 

The Federal Gun Free Safe Schools Act and California law prohibit the possession of fire-

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 additional 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, operate 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 and Eastside 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 sex-

ual harassment. If you have knowledge of conduct by other employees, students, or in-

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.  
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SMALL CLASSES 

 

Teachers should encourage students to attend regularly and inform them of the min i-

mum attendance requirement.  Calling students and mailing post cards is appropriate to 

promote good attendance.  Post cards are available in the main offices. 

 

SMOKING 

 

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 equipment under t he teachersõ supervision will be 

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 stu-

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 IDENTIFICATION CARDS 

 

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 include: 

1. Overview of course standards 

2. Purpose/Objectives 

3. Classroom Procedures 

4. Attendance Requirements 

5. Grading Policy 

6. Assignments 

7. Student Responsibilities 

8. Clean-up Procedures 

9. Any other specifics of your program 

 

STUDENT RECRUITMENT AND RETENTION 

 

Teacher responsibilities 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 law, commonly known as the òSTULL Billó, requires that a tenured instructor be 

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 used for 

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 (I.I. Lab) classes, students must complete all work on their contracts during class.  

 

Each ESL class uses a standard text that has been chosen by a school-wide 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 admit any visitors to your classroom without a visitorõs pass.  Please note:  

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 beginning of each week. Teachers and staff are re-

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 Bulletin No. Z-73, òThe LAUSD does not tolerate the use, possession, or sale 

of drugs, alcohol, or tobacco by students on school campuses or at school-sponsored 

activities.ó Violators will be subject to disciplinary action, 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 ad-

ministration. Any change in schedule must be approved by the principal or the desi g-

nated administrator. If the class is held at an elementary school and it is a pupil-free day 

for the elementary school, the teacher should notify the administrator and make a r-

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 custodial 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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LOCK DOWN ñ FIRE DRILL ñ EARTHQUAKE ñ SHELTER IN PLACE 

 

 

  




















































































