Teacher Handbook
2017-2018

Table of Contents
Table of Contents ..................................................................................................................... 1
Length of Workday/Sign in – Sign out .............................................................................. 2
Compliance with 1976 US Copyright Law........................................................................ 3
Use of Audio Visual Materials not Owned by LAUSD ................................................. 28
MPAA Rating Chart ................................................................................................... 34
Parent Consent to Watch Video .......................................................................... 36
Homework and Makeup Assignments ............................................................................ 37
Student and Employee Security ........................................................................................ 43
Social Media Policy for Employees ................................................................................. 49
Taking Attendance in MiSiS .............................................................................................. 57
Emergency Drills and Procedures ................................................................................... 61
Conducting Emergency Drills Quick Reference Chart .................................. 72
Guidelines for Preventing Heat Stress ........................................................................... 73
Heat Index Temperature & Relative Humidity Chart .................................. 74
Modification Guide for Classroom Activity ...................................................... 81
Heat Related Illnesses, Signs/Symptoms, & Treatment ............................. 82
Mandated Reporting of Certain Student Behavior ..................................................... 83
Written Authorization for Possession of Equipment Off-Site................................. 94
Equipment Authorization Form ......................................................................... 96
Child Abuse and Neglect Reporting Requirements .................................................... 97
Local Police and Sheriff Contact Information .............................................. 120
Commitment to Serve Students with Disabilities .................................................... 127
Code of Conduct with Students ..................................................................................... 129
Code of Conduct with Students Poster ........................................................... 134
Nondiscrimination Required Notices .......................................................................... 135
Nondiscrimination Statement Poster ............................................................. 139
Uniform Complaint Procedures (UCP) Brochure..................................................... 145
Title IX Policy/Complaint Procedures......................................................................... 147
Williams/Valenzuela Complaint Procedures............................................................ 175
Abolition of Corporal Punishment ................................................................................ 186
Sexual Harassment Policy................................................................................................ 188
Sexual Harassment Policy Poster ..................................................................... 205
Nondiscrimination Required Notices .......................................................................... 214
Respectful Treatment of All Persons ........................................................................... 224
Employee Code of Ethics .................................................................................................. 225
Bullying and Hazing Policy .............................................................................................. 226
Employee Attendance Policy .......................................................................................... 239
Internet Safety for Students ............................................................................................ 240
Suicide Prevention, Intervention, and Postvention ............................................... 242

LOS ANGELES UNIFIED SCHOOL DISTRICT

JAMES MONROE HIGH SCHOOL
Police Academy Magnet
Law & Government Magnet

9229 Haskell Avenue, North Hills, CA 91343
PHONE (818) 830-4200
FAX (818) 892-5622
Website: www.monroehs.org

Date:

August 2016

TO:

Monroe Certificated Staff

FROM:

Chris Rosas, Principal

SUBJECT:

Contractual Workday Obligations for Certificated Staff

MICHELLE KING
SUPERINTENDENT OF SCHOOLS

VIVIAN EKCHIAN
LOCAL DISTRICT NORTHWEST
SUPERINTENDENT

CHRISTOPHER ROSAS PRINCIPAL

Welcome back to the 2016-2017 school year! Here are some professional reminders to foster a
successful and productive workday, and to ensure that Monroe High School teachers and staff
appropriately supervise the students:
•
•
•
•
•

•

•

All certificated staff must Sign-In by 7:54 am in the Main Office.
The earliest Sign-Out time is 3:09 pm in the Main Office.
Staff members are expected to remain on campus during their preparation period as part of
their contract day. If you must leave campus for any reason during the school day, for safety
and emergency protocols, you must sign-out and sign back in, inside the Main Office.
Remember, the parking lot gates will be locked throughout the day, and can only be unlocked
through the Main Office. Please plan accordingly.
Teachers with an auxiliary period must designate when they will be available to conference
with parents. Teachers must be available either before school or after school to meet with the
parents.
Staff members are expected to attend all department meetings, faculty meetings, parent
conferences, professional development, and Common Planning Time activities. These
obligations are all part of the UTLA Contract.
In the event of an emergency or an emergency drill, all teachers must report to the command
center. This procedure is also in effect during a conference/preparation period and during
Lunch or Nutrition.

A schedule will be provided of all of these general meetings for the 2016-2017 school year. There
has been careful consideration to not exceed the guidelines in the contract regarding these required
meetings.
When students are excused at earlier times, the staff will be expected to sign-in at the required
meetings and remain and participate for the entire meeting. Records need to be submitted to the
district to verify appropriate use of these meetings/conferences in order to be in compliance with the
District offices.
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This revision replaces Bulletin No. 716 dated January 8, 2004. The
content has been updated to reflect current information on LAUSD
policy as it relates solely to computer software.
Federal law and District policy prohibit the use of unauthorized
computer software on District computers and networks. The Federal
Copyright Act provides for the recovery of actual, statutory, and
punitive damages for copyright infringement and the possibility that the
infringer will have to pay legal fees and costs. Damages under federal
law may be as much as $30,000 for non-willful violations of each work
infringed, and as much as $150,000 for willful violations of each work
infringed. Some cases may constitute criminal copyright infringement,
which is punishable by fines of up to $250,000 and/or imprisonment for
up to five years.
By law, Los Angeles Unified School District employees are subject to
the U.S. Copyright Act of 1976. Use of any software product in
violation of the applicable license agreement is strictly prohibited. No
employee is authorized to use software without a proper software
license. Use of unlicensed software on District computers is considered
outside the scope of employment, rendering that employee individually
liable for any damages caused by their violation of any State or Federal
law or statue, including but not limited to the U.S. Copyright Act.
Additionally, any employee found using unlicensed software is subject
to appropriate administrative and/or disciplinary action, including
termination.
Between 1999 and 2004, The Information Technology Division
conducted audits of all District computers to determine whether District
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sites had the appropriate licenses for all software installed on District
computers. The inventory of software installed on computers was
compared to what licenses were at each site. Unlicensed software was
identified and removed from computers. All sites were provided with a
report of the licensed software found and unlicensed software removed
for that site at the time of the review.
Site administrators are required to continue to monitor adherence to
licensing laws and procedures, guard against the introduction of illegal
software, and keep the site software license inventory up-to-date. It is
the responsibility of school sites, administrative divisions, and Local
District offices to perform periodic spot checks on individual computers
or conduct yearly inventory to make sure illegal software has not been
inadvertently or deliberately installed. If the site administrator cannot
locate a current license, the software should be immediately removed
from the site computer.
GUIDELINES:

I.

Types of Software Piracy

End-User Piracy – Occurs when an employee reproduces copies of
software without authorization. Even if the employee only helped
someone else make unauthorized copies, the employee is still liable
under the copyright law. End-user piracy can take the following forms:
•
•
•
•
•

Using one licensed copy to install a program on multiple
computers;
Copying disks for installation and distribution;
Taking advantage of upgrade offers without having a legal copy
of the version to be upgraded;
Acquiring restricted or non-retail software without a license;
and;
Swapping disks in or outside the workplace.

Client-Server Overuse – Occurs when too many employees on a
network are using a central or “master” copy of a program
simultaneously. Newer software prevents overuse by denying access
when the maximum number of licensed users is reached.
Internet Piracy – Occurs when software is downloaded from the
Internet illegally. Internet piracy takes the following forms and often
appear perfectly legal, though they are not:
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•
•
•

Pirate Web sites making software available for free download or
in exchange for uploaded programs;
Internet auction sites offering counterfeit, out-of-channel, or
infringing copyright software; and
Peer-to-Peer networks enabling unauthorized transfer of
copyrighted programs.

Hard-Disk Loading – Occurs when the business selling a new computer
loads illegal copies of software onto its hard disk without providing
evidence of a license with that software. Sites and offices are required
to purchase computers off the District’s master contracts, however, in
all cases they need to require receipt of all original software licenses,
disks, and documentation with every hardware purchase.
Software Counterfeiting – Illegal duplication and sale of copyrighted
material with the intent of making digital copies of the copyrighted
product.
II.

Software License Agreements

A. Types of Software License Agreements
District or Enterprise License - Allows the licensee [the District] to put
multiple copies of the software on computers located in facilities
throughout the District.
Site License - Permits the licensee to make as many copies of the
software as needed provided they are used at just one site or building.
In some cases, it restricts the site more narrowly to a specific classroom
or computer lab.
Network License – Permits the licensee to install the software on a file
server or equivalent device. This type of license may be restricted to a
number of workstations.
Shrink-Wrap License - The license printed on a package of software
that usually states, “breaking the seal of the disk package indicates your
acceptance of these terms and conditions.” This type of license may be
for a single-user, network or classroom.
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Click-Wrap License - Same as Shrink Wrap, except the terms and
conditions appear on-line.
Single-Use License - Permits the licensee to use the software on a
single computer only. In some instances the licensee is prohibited from
putting the software on a network even if it is to be used only on one
machine. Because desktop users take notebook computers home to
work on, these licenses often allow one copy on the desktop machine
and one on the notebook, as long as they are not used at the same time.
B. District Software License Agreements
The District has an enterprise license for Symantec antivirus software
that can be loaded onto all personal computers used by employees,
including the employee’s home computer, but may not be used by
students on home computers.
Wherever possible, the District will purchase site/enterprise licenses, if
available and cost effective, for those software products found to be
widely used and beneficial to the District. Software products, licensed
to the District, can be found on LAUSDnet at
http://techsupport.lausd.net/software.htm. .
III.

Use of Computer Software

A.

All software is protected by U.S. Copyright laws from the time
of its creation. Unless otherwise provided in the software
license, duplication of copyrighted software, except for backup
and archival purposes, is almost always a violation of Federal
law and District policy.

B.

Always install and use software in accordance with the license
agreement. When someone else installs the software, be sure
that individual provides the proof that the product is fully
licensed. If you have outsourced your information technology
needs to a consultant or application service provider, you are
still responsible for license compliance, review and storage.

C.

All copies of obsolete software or copies of software for which
the site lacks the appropriate license must be destroyed.
Alternatively, the administrator may obtain the license(s)
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necessary to maintain that software on District computers.
D.

Purchase only legitimate software products.

E.

All acquisitions of software and software upgrades must be
documented.

F.

All acquisitions of hardware that include bundled software must
be documented.

G.

Any software licensed to the District may not be loaned or given
to anyone.

H.

No employee may install or distribute unlicensed software or
software upgrade.

I.

No employee may use or distribute that employee’s personallyowned software on District computers or networks, unless the
software and its license is donated to the District.

IV.

Responsibilities of District Personnel

A.

Site administrators are required to have a working familiarity
with District bulletins, codes of ethics and all written policies
and protocols relating to computer software use.

B.

Site administrators must communicate this policy with their
employees; educate them about their responsibilities; and
remind them about the policy annually. Ensure that any
employee who willfully violates computer software and
copyright laws or District policies will be subject to appropriate
administrative or disciplinary action.

C.

Site Administrators are required to review the “Software Policy
and Code of Ethics” (see Attachment A) with new employees
and annually with all other staff. A signed copy for each
employee of the “Software Policy and Code of Ethics” must be
maintained at the location to which the employee is assigned.

D.

Local District Superintendents, through the Local District
Instructional Technology Application Facilitators, should
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develop programs designed to educate staff and students about
appropriate use of computer software as well as the potential
consequences of unlawful use.

AUTHORITY:

RELATED
RESOURCES:

E.

Local District Superintendents should designate one
administrator for each local district who will be responsible for
devising a uniform system of auditing, collecting and recording
software purchase documentation and provide resources
sufficient for each school site to house records of software
licenses.

F.

Sites must maintain a log of software licenses. This log should
consist of (a) name of software product, (b) number of licenses
and allowable users, (c) date acquired, (d) purchase
order/invoice number, (e) license agreement number, (f) number
of original media, (g) computer serial number where installed,
and (h) room number where installed. Attachment B is a
sample of a software log. Secure original media, software
licenses, and software/hardware documentation in a central
location. For legal purposes, in case of an audit, proof of
purchase may be (a) original media, (b) license agreement or (c)
a copy of the purchase order/invoice. Designate an employee
on-site to be responsible for the process in order to centralize
the job and to prevent the necessity of the destruction of
valuable District resources simply because correct information
is not retained or cannot be found.

G.

All employees who become aware of the use or distribution of
unauthorized software within the District must immediately
notify their supervisor or the office of the Chief Information
Officer and the Office of General Counsel.

The Copyright Act, as well as the terms of Settlement Agreement dated
January 12, 1999, between the Business Software Alliance and the Los
Angeles Unified School District provide authority for compliance.
For additional information concerning copyrights, refer to BUL-714.0
“Compliance with the 1976 United States Copyright Law” dated
December 16, 2003. For additional information concerning computer
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usage review BUL-999.0 “Acceptable Use Policy (AUP) for District
Computer Systems” dated May 13, 2004
The following Web sites offer additional information concerning
copyrights:
Association for Educational Communications & Technology
(AECT) offers books and publications on copyright guidelines for
schools. Contact AECT, 1800 N. Stonelake Drive, Suite 2,
Bloomington, IN 47404; (877) 677-AECT or visit their web site at
http://www.aect.org.
Association for Information Media and Equipment (AIME) Contact
AIME, P.O. Box 9844, Cedar Rapids, IA 52409-9844; (319) 654-0608
or visit their web site at http://www.aime.org.
CTAP California Software Group Purchase Website offers reduced
pricing on software products for schools and offices.
http://ca-soft.sdcoe.k12.ca.us
International Society for Technology in Education (ISTE)
distributes copyright resources. Contact ISTE, 480 Charnelton Street,
Eugene, OR 97401-2626; (800) 336-5191 or visit their web site at
http://www.iste.org.
Software & Information Industry Association (SIIA) offers AntiPiracy FAQ’s and Copyright related issues. http://www.siia.net/piracy/
U.S. Copyright Office. The full text of the Copyright Act of 1976 may
be downloaded from http://www.copyright.gov/title17/circ92.pdf.
Circular 21, Reproduction of Copyrighted Works by Educators and
Librarians, may be downloaded from
http://www.copyright.gov/circs/circ21.pdf. Contact U.S. Copyright
Office, Library of Congress, 101 Independence Ave. S.E., Washington,
DC 20559-6000; (202) 707-3000 or visit their web site at
http://www.copyright.gov.
ASSISTANCE:

For questions regarding computer software please contact Vickie
Frederick, Director, Network Operations, (213) 241-1070. For
questions regarding the law as it pertains to software copyright, please
contact the Office of General Counsel at (213) 241-6601.
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SOFTWARE POLICY AND CODE OF ETHICS
The Los Angeles Unified School District licenses the use of computer software from a
number of third parties. The software developer normally copyrights such software.
Federal law and District policy prohibit the unauthorized copying and use of computer
software programs. Any employee found copying software (other than for backup
purposes) and/or giving software to any other person is subject to appropriate
administrative and/or disciplinary action, up to and including dismissal.
All employees and students shall use software only in accordance with its license
agreement. Unless otherwise noted in the license, or in the event that software arrived
without a license agreement, any duplication of copyrighted software, except for back up
and archival purchases, is a violation of Federal law and District policy. This signed
Code of Ethics will be filed with the Site Administrator.
1.

I will use software according to the provisions of the license agreements.

2.

I will not make unauthorized copies of software under any circumstances.

3.

I recognize that the District will not tolerate the use of any illegal software copies
on District computers.

4.

I understand that anyone found copying software other than for back-up purposes
is subject to administrative and/or disciplinary action, up to and including
dismissal.

5.

I understand that anyone found making illegal software copies may be subject to
civil and criminal penalties up to $250,000 per work copied and/or termination
from the District.

Your signature below certifies that you have knowledge of the foregoing Federal law
provisions and District policy concerning the prohibited and unauthorized copying and
use of computer software programs and that you will comply with them. If you are
unsure about the scope of a license, you must check with the site administrator designated
to answer questions regarding Copyright compliance. You may also call the Software
Copyright Compliance Section toll free at 1-877-SW-LICENSE (1-877-795-4236).
Name: ____________________________ Signature: ____________________________
(Please print)

Date: ___________________ Site: _________________________________________

Signature of Site Administrator:
_________________________________________________
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TITLE:

COMPLIANCE WITH THE 1976
UNITED STATES COPYRIGHT LAW

NUMBER:

BUL-714

ISSUER:

Margaret A. Klee, Chief Information Officer
Information Technology Division

DATE:

January 8, 2004

POLICY:

The Los Angeles Unified School District and all its employees are subject to the provisions of the Copyright Act of 1976. Teachers, administrators, library media
teachers, and other District personnel will take an active role in assuring compliance
with the United States copyright law and congressional guidelines.

ROUTING
Local District Superintendents
Local District School Support
Directors
Principals
Library Media Personnel
Instructional Technology
Applications Facilitators

The District does not sanction illegal use or duplication in any form. Unlawful
copies of copyrighted materials may not be produced or used on District-owned
equipment, within District-owned facilities, or at District-sponsored functions.
Employees who knowingly and/or willingly violate the District’s copyright policies
do so at their own risk and may be required to remunerate the District in the event of
a loss due to litigation.
MAJOR
CHANGES:

This revision replaces Office of the Deputy Superintendent, Instruction, Bulletin No.
43 (Rev.), with the same title, dated May 18, 1998. The content has been revised to
reflect current District policy and updated to address new technological issues and
District organization.

GUIDELINES:

The following guidelines apply.
I. Responsibilities of District Personnel
A. Establishing procedures
Principals or administrators are responsible for establishing procedures that
will enforce copyright laws at the school or office site. They are to present
copyright policies to staff members periodically as a reminder of their rights
and responsibilities under the law. Attachment A provides sample scenarios
to stimulate discussion.

B. Photocopying machines and recording devices
Personnel in charge of photocopying machines and recording devices are to
ensure that those using the equipment are aware that it is illegal to infringe
upon copyright. A notice entitled “Warning Concerning Copyright
Restrictions” is required by law to be displayed prominently at places where
Policy Bulletin No. BUL-714
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orders for copies of materials are accepted by libraries or archives. The
wording and format of the notice required by law appear in Attachment B. It is
also required by law that this notice be included on any form that is used to
request copying service. A sample order form and the legal notice to be used
appear in Attachment C.
The following notice is to be posted on video recorders and computers to
educate and warn personnel about the existence of the copyright law: MANY
VIDEOTAPED MATERIALS AND COMPUTER PROGRAMS ARE
PROTECTED BY COPYRIGHT, 17 U.S.C. SECTION 101.
UNAUTHORIZED COPYING MAY BE PROHIBITED BY LAW.
II. Background
The U.S. joined the Berne Convention, an international copyright treaty, in 1989.
Since Berne does not require formal copyright notices on works, the U.S. no
longer requires it. This means that works should be considered copyrighted if
they are fixed in a tangible medium even if no copyright notice is included
unless you know for sure that they are in the public domain, i.e., they are no
longer under copyright protection or never have been copyrighted. For example,
Shakespeare’s Romeo and Juliet is in the public domain. However, a rendering
of the play in modern English, unless you know it is in the public domain, should
be considered copyrighted even if there is no copyright notice. A work may be
literary, musical, dramatic, pantomime, choreographic, pictorial, graphic,
sculptural, motion picture, other audiovisual, sound recording, or architectural.
A related topic to consider is public domain works incorporated into copyrighted
works. The public domain sections of the work may be used; the copyrighted
materials may be used only in accordance with the Copyright Act’s provisions,
e.g., Section 107, fair use. Example: In an annotated version of Romeo and
Juliet, the actual, original play is still in public domain and may be used. The
annotation, however, may be copyrighted. If the annotation is copyrighted, it
may only be used within the law’s limits such as fair use.
Also impacting a work’s public domain status is the Sonny Bono Copyright
Term Extension Act, signed into law in 1998. This Act amended the duration of
copyright protection by extending the general copyright terms for an additional
20 years. For example:
A. Works created after January 1, 1978
1. Single author: The copyright protection term equals the life of the author
plus 70 years.
Policy Bulletin No. BUL-714
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2.
3.

Joint author: The term endures for 70 years after the last surviving
author’s death.
Anonymous and pseudonymous works and works made for hire: The
term extends 95 years from the year of first publication or 120 years
from the year created, whichever expires first.

B. Works created but not published or registered before January 1, 1978
Copyright protection lasts for the life of the author plus 70 years, but does
not expire earlier than December 21, 2002. If the work was published
before December 31, 2002, the term does not expire before December 31,
2047.
C. Pre-1978 works still in their original or renewal terms of copyright
The Act extends copyright protection to 95 years from the date that
copyright was originally secured.
III. Works Made for Hire
As discussed in Section III above, a work is considered copyrighted as soon as
it is fixed in a tangible form. The copyright immediately belongs to the author
who created it. However, there is an exception to that rule: works made for
hire. Section 101 of the Copyright Act defines a “work made for hire” as “a
work prepared by an employee within the scope of his or her employment.” In
such cases, the employer is the initial copyright owner unless both parties sign a
written agreement indicating otherwise. Furthermore, Section 60076 of the
California Education Code reinforces this principle. It explains that royalties or
other compensation for instructional materials designed, written, or prepared by
employees as part of their normal workday duties belong to the District. For
example, if a District employee’s job is to develop an instructional unit on web
site evaluation to be used by all ninth graders, the District owns the copyright
on the unit. The employee may not copyright and publish it in his or her own
name.
Works made for hire and Section 60076 do not apply to lesson plans that
employees develop for use in their own classrooms.
IV. Fair Use
Section 107 identifies four criteria for judging fair use of copyrighted works for
purposes such as criticism, scholarship, research, and teaching: the purpose and
character of the use, e.g., profit or nonprofit educational purposes; the nature of
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the copyrighted work, e.g., fiction or nonfiction; the amount and substantiality
of the portion used, e.g., one sentence from a novel or eight lines from a sonnet;
and, the effect of the use upon the potential market.
To further clarify these criteria, various fair use guidelines have been
formulated and approved by various publishers, producers, and educational
organizations. These guidelines are not part of the Copyright Act, but do serve
as indicators of acceptable, “safe harbor” usages.
This Section has been amended to allow the four fair use criteria to be applied
to the use of an unpublished work.
V. Fair Use Guidelines for Classroom Copying: Books and Periodicals
A.

Single Copies for Teachers
For the purposes of scholarly research, teaching, or preparation to teach a
class, a teacher may make a copy (or request a copy be made) of a book
chapter; periodical/newspaper article; short story, short essay, or short
poem; or a chart, graph, diagram, drawing, cartoon, or picture from a book,
periodical, or newspaper.

B.

Multiple Copies for Classroom Use
Multiple copies, i.e., one copy per pupil in a class, may be made by or for
the teacher presenting the course for classroom use provided that the
copying meets the tests of brevity, spontaneity, and cumulative effect and
includes a copyright notice.
1. Brevity
a. Poetry: Maximum of 250 words. This may be a complete poem if
printed on one to two pages or an excerpt from a longer poem.
b. Prose: A complete article, story, or essay of less than 2,500; an
excerpt of not more than 1,000 words or 10% of the work,
whichever is less. However, works combining language and
illustrations, such as picture books, which fall short of 2,500 words
in their entirety, may NOT be reproduced in their entirety.
Personnel may copy not more than two published pages containing
less than 10% of the words found in the text.

2. Spontaneity
a. An individual teacher requests the copying NOT the department,
school, district, etc.
b. The decision to use the work with a class and the date on which the
copy is used are so close together, permission to copy would not be
Policy Bulletin No. BUL-714
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3.

received in time.
Cumulative effect
a. The copied material is for only one course in the school.
b. During a class term, only one short poem, article, story, essay, or
two excerpts from the same author may be copied; no more than
three from the same collective work.
c. During a class term, no more than 9 instances of multiple copying
for one course.
d. The last two limitations above do not apply to current news
periodicals, newspapers, and current news sections of other
periodicals.

4. Prohibitions
a. No copying to create or substitute for anthologies, compilations,
or collective works.
b. No copying of consumables, e.g., workbooks, exercises,
standardized tests, answer sheets.
c. No copying to substitute for actual purchases of books, reprints,
or periodicals.
d. No copying because higher authority directed it.
e. No copying the same item from semester to semester.
VI. Reproduction for the Blind or Other People With Disabilities
In 1996, Congress passed the Chafee Amendment that added Section 121 to the
Copyright Act. The new section allows authorized entities to reproduce or
distribute copies or phonorecords of previously published non-dramatic literary
works in specialized formats exclusively for use by the blind or other people
with disabilities.
A. Section 121 specifically defines the terms authorized entity, blind or other
persons with disabilities, and specialized formats.
1. An authorized entity is any nonprofit organization or governmental
agency whose primary mission is to provide specialized services for the
training, education, adaptive reading, or information access needs of the
blind or other persons with disabilities.
2. Blind or other persons with disabilities refers to individuals who are
eligible or may qualify to receive books and other publications produced
in specialized formats in accordance with An Act to Provide Books for
the Adult Blind (Public Law 59-522).
Policy Bulletin No. BUL-714
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3. Specialized formats means Braille, audio, or digital text that is
exclusively for use by the blind or other persons with disabilities.
B. The copies or phonorecords covered by Section 121 MUST
1. NOT be reproduced or distributed in a format other than a specialized
format exclusively for use by the blind or other persons with
disabilities.
2. Bear a notice stating that any further reproduction or distribution in a
format other than a specialized format is an infringement.
3. Include a copyright notice that identifies the copyright owner and the
date of the original publication.
C. Section 121 does NOT apply to standardized, secure, or norm-referenced
tests and related testing material.
D. Section 121 does NOT apply to computer programs, except for the portions
in conventional human language (including descriptions of pictorial works)
and displayed to users in the ordinary course of using the computer
programs.
E.

A 1996 fact sheet by the Library of Congress’ National Library Service for
the Blind and Physically Handicapped further explicates this section of the
Copyright Act as follows:
1. Since periodicals, as defined by Section 101 of the Copyright Act, fall
within the definition of literary works, Section 121 covers periodicals
under nondramatic literary works.
2. However, a published script of a play is considered a dramatic work or
a dramatic literary work and, therefore, is NOT covered by Section
121. Permission to reproduce or distribute plays must be sought from
the copyright owner.
3. Section 121 does NOT include music. It also does NOT cover recorded
material that is not in a specialized format.
4. The Section does NOT cover large print as its precise definition of
specialized format is limited to Braille, audio, or digital text that is
exclusively for use by the blind or other persons with disabilities.

VII. Fair Use Guidelines for Music
A. Permissible Uses
1. Emergency copying for an imminent performance provided purchased
Policy Bulletin No. BUL-714
Office of the Chief Information Officer
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replacement copies shall be substituted in a timely manner.
2. Multiple copies (i.e., one per student) of excerpts not constituting an
entire performance unit or more than 10% of the whole work.
3. Purchased sheet music edited or simplified provided the character of
the work is not distorted or the lyrics altered or added if none existed.
4. A single copy of a recorded performance by students to be retained by
the school or individual teacher for evaluation or rehearsal purposes.
5. A single copy of a recording of copyrighted music owned by the
school or an individual teacher for constructing exercises or
examinations and retained by the school or the teacher.
B. Prohibitions
1. Copying to create, replace, or substitute for anthologies, compilations,
or collected works.
2. Copying works intended to be consumable, e.g., workbooks,
exercises, standardized tests, and answer sheets.
3. Copying for the purpose of performance, except in emergencies as
noted above.
4. Copying to substitute for purchase of music.
5. Copying without inclusion of the copyright notice on the copy.
VIII. Fair Use Guidelines for Off-Air Videotaping
A. Broadcast Television
1. Broadcast programs, i.e., television programs transmitted by
television stations for reception by the general public without charge,
may be recorded off-air simultaneously with broadcast transmission,
including simultaneous cable transmission. Copying programs from
pay TV services such as HBO and the Disney Channel is illegal
unless permission is obtained (see Cable Broadcasts below).
2. Videotaped recordings may be kept for no more than 45 calendar days
after the recording date, at which time the tapes must be erased.
3. Videotaped recordings may be shown to students only within the first
10 consecutive school days of the 45-day retention period.
Afterwards, they may be used for evaluation purposes only.
4. Off-air recordings need not be used in their entirety, but the recorded
programs may not be altered from their original content or combined
for teaching anthologies or compilations.
5. Schools and separate units are expected to establish appropriate
control procedures to maintain the integrity of these guidelines. A
sample off-air recording form appears in Attachment D.
Policy Bulletin No. BUL-714
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6. An individual teacher must make requests for off-air videotaping. No
program may be recorded off-air more than once at the request of the
same teacher.
B.

KLCS-TV
For information about broadcasts for which the District has secured
copyright clearance or longer retention rights, please refer to the KLCS
Catalog of Instructional Television Programs and Services or call Victor
Lamkay, KLCS TV, at (213) 625-6958. KLCS-TV is broadcast over-theair on Channel 58. It is also carried by DirecTV, Dish Network, and most
cable companies. Consult your local listings to find KLCS-TV in your
area. For more information, visit the website: <<www.klcs.org>> .

C.

Cable Broadcasts
For information about cable broadcasts check, e.g., Cable in the
Classroom, for rights and restrictions.

IX. Guidelines for the Use of Audiovisual Media
For videos, films, DVDs, CD-ROMs, and other audiovisual media rented, sold,
or taped at home, copyright law provisions and District policies must be
followed.
A.

They must be shown as part of a systematic course of instruction in faceto-face teaching activities and not for recreational, entertainment, or fundraising purposes without a public performance license.

B.

Videocassettes or copies of copyrighted materials in other formats, such
as DVD, even though labeled “for home use only,” may be used for
classroom teaching purposes pursuant to Section 110(1) of the copyright
law.

C.

All educational off-taping guidelines apply to at-home taping when tapes
are brought to school for classroom instruction.

D.

For programs taped at home, a record keeping system that guarantees
compliance with the federal guidelines is to be developed at the office or
school site.
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E.

Videocassettes and other audiovisual materials borrowed from the
District’s AV Media Library or purchased by an office or school site may
not be copied or transferred from one format to another.

X. Fair Use Guidelines for Educational Multimedia
NOTE: Adopted September 27, 1996, by the U.S. House of Representatives,
Subcommittee on Courts and Intellectual Property, as a nonlegislative report.
These guidelines refer to multimedia projects created by students and teachers
for their own use to meet specific instructional objectives.
In general, the portions used must be from lawfully acquired copyrighted
works. The multimedia projects created incorporate the copyrighted material
with the student’s or teacher’s original materials. Other fair use guidelines
may apply in specific cases, e.g., those for off-air taping.
A. Students
1.
2.
3.
4.
5.

May incorporate portions of lawfully acquired copyrighted works into
their multimedia projects for a specific course.
May perform and display these projects in the course for which they
were created.
May keep them in their portfolios as examples of their academic
work.
Need to follow the copyright guidelines.
The portion limitations apply cumulatively to each student’s project(s)
for the same academic semester, cycle, or term.

B. Teachers
1.
2.
3.
4.
5.

May incorporate portions of lawfully acquired copyrighted works into
multimedia programs they create to support their curriculum-based
instructional activities.
May perform and display these programs to students in face-to-face
instruction or as assigned, directed self-study.
May perform or display these programs at workshops and conferences
for their peers.
May retain a copy of these programs for their personal portfolios.
The portion limitations apply cumulatively to each teacher’s project(s)
for the same academic semester, cycle, or term.
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C. Time, Portion, Copying, and Distribution Limitations
1. Time
Teachers may use their educational multimedia projects for teaching
for up to two years after the first instructional use with a class. After
that, permission must be obtained for each copyrighted portion
included in the program.
2. Portion
a. Motion media: 10% or three minutes, whichever is less.
b. Text material: 10% or 1000 words, whichever is less; entire poem
of less than 250 words but no more than three poems by one poet
or five poems by different poets from any anthology; for longer
poems, 250 words may be used, but only three excerpts by a poet
or five excerpts by different poets from a single anthology.
c. Music, lyrics, and music video: Up to 10%, but no more than 30
seconds from an individual musical work or the total extracts from
an individual work; any alterations to the musical work should not
change the basic melody or the fundamental character of the work.
d. Illustrations and photographs: No more than five images by an
artists or photographer; when from a published collective work,
not more than 10% or 15 images, whichever is less.
e. Numerical data sets: 10% or 2500 fields or cell entries, whichever
is less, from a copyrighted database or data table. (Field entry is
specific item of information such as a name or Social Security
number in a database record. Cell entry is the intersection of a
row and column on a spreadsheet.)
3. Copying and distribution
Teachers may make no more than two copies of their multimedia
programs, only one of which may be placed on reserve in, e.g., the
library media center or computer lab. An archival copy may be
made, but only used or copied to replace a lost, stolen, or damaged
copy.
4. Ask for permission
a. When teachers or students want to commercially reproduce and
distribute their project(s).
b. For use of projects over electronic networks.
Policy Bulletin No. BUL-714
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5. Reminders
a. Apply caution when incorporating works downloaded from the
Internet.
b. Credit sources and display the copyright notice. Give the full
bibliographic citation. The copyright notice includes ©, year of
first publication, and the name of the copyright holder, e.g.
Copyright ©1997 by LAUSD.
c. Include a notice on the opening screen that certain materials are
used under fair use and are restricted from further use.
These guidelines do not preempt licenses or contracts.
XI. Requesting Permission to Use Copyrighted Materials
Beyond the limits of fair use, educators must request permission to use
copyrighted materials. Most copyright owners will grant permission for onetime use of parts of their works without charge or upon payment of a minimal
fee. Blanket permission should not be requested. Such permission cannot, in
most cases, be granted. A sample request for permission appears in Attachment
E.
AUTHORITY:

Compliance with the 1976 Copyright Law is a legal mandate.

RELATED
RESOURCES:

BUL-716 - Compliance with the 1976 United States Copyright Law – Computer
Software dated January 8, 2004.

ASSISTANCE:

For assistance or further information please contact Sue Quinn, Director, Media
Services, at (213) 207-2272; Victor Lamkay, Director, Classroom Instructional
Television Services, at (213) 625-6958 x4004; Dr. Esther Sinofsky, Coordinating
Field Librarian, Library and Information Services, at (213) 207-2251; Karen
Merman, Supervisor, Audiovisual and Educational Software Services, at (213) 2072226; and Joe Oliver, Technology Applications, at (213) 241-1384.
For additional information regarding guidelines related to computer software, refer to
Bulletin No. 716 “Compliance With the 1976 Copyright Law – Computer
Software,” dated January 8, 2004, and issued by the Information Technology
Division. For additional information regarding Internet usage, refer to Bulletin No.
K-19 (Rev.), “Acceptable Use Policy (AUP) for the Internet,” dated March 15, 2002,
and issued by the Information Technology Division.
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ATTACHMENT A
SAMPLE COPYRIGHT SCENARIOS

Q.

A workbook accompanies the textbook adopted for use in a class. May the teacher make class
sets of several pages of the workbook?

A.

No. Copying consumables is prohibited under the fair use guidelines.

Q.

Knowing that graphics help capture attention, a teacher includes an appropriate strip from “Zits”
(a copyrighted comic strip) on an assignment sheet. Is this permissible?

A.

Not without permission from the comic strip’s copyright owner. However, graphics from
“PrintShop” and similar clip art programs may be used.

Q.

May a teacher caption a television show taped off the air?

A.

Not without permission of the copyright owner.

Q.

May a teacher show a videotape labeled “home use only” to a class? At an assembly?

A.

Teachers may show videotapes labeled “home use only” in class as long as the video is part of a
systematic course of instruction and not for recreational, entertainment, or fund-raising purposes.

Q.

The school purchases an instructional program that includes audiocassettes. May a back up copy
of the audiocassettes be made?

A.

No.

Q.

Tonight, ABC is airing a special about World War I. May a teacher request that the show be
taped off-the-air for use tomorrow in class? May the history department chairperson request the
show be taped off-the-air in case someone in the department wants to show the special at a later
date?

A.

As per the fair use guidelines, a teacher may request that a program broadcast for reception by the
general public be taped off-the-air for use within the first 10 consecutive school days of the 45day retention period. The history department chairperson may not request the taping “just in
case” someone might want to show it

Q.

Tonight, the History Channel is airing a special about World War I. May a teacher request that
the show be taped off-the-air for use in class later in the week?
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A.

No. The History Channel is a subscription-basis channel. It does not broadcast programs for
reception by the general public.

Q.

A teacher finds a chart in Newsweek that fits in nicely with a unit to be covered next semester.
May the teacher make a class set of the chart?

A.

No. This does not meet the “spontaneity” requirement of the fair use guidelines for multiple
copies for classroom use. In this case, the teacher has enough time to contact Newsweek and
request permission to use the chart.

Q.

The school’s technology coordinator copies the contents of requested World Wide Web sites onto
the school’s server. Is this practice permitted?

A.

No.

Q.

A teacher wants to enlarge a book cover illustration for a bulletin board decoration. May the
teacher do so using an opaque projector?

A.

No. The book cover illustration is copyrighted.
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ATTACHMENT B

NOTICE
WARNING CONCERNING COPYRIGHT RESTRICTIONS
The copyright law of the United States (Title 17, United States Code) governs the making of
photocopies or other reproductions of copyrighted material.
Under certain conditions specified in the law, libraries and archives are authorized to furnish a
photocopy or other reproduction. One of these specified conditions is that the photocopy or
reproduction is not to be “used for any purpose other than private study, scholarship, or
research.” If a user makes a request for, or later uses, a photocopy or reproduction for purposes
in excess of “fair use,” that user may be liable for copyright infringement.
This institution reserves the right to refuse to accept a copying order if, in its judgment,
fulfillment of the order would involve violation of copyright law.
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ATTACHMENT C
SAMPLE FORM

LOS ANGELES UNIFIED SCHOOL DISTRICT SCHOOL
____________________________ SCHOOL
ORDER FOR PHOTOCOPY OR REPRODUCTION OF INSTRUCTIONAL MATERIALS
Instructor: _______________________________________________
Department: ____________________

Room No. ____________

Date needed: ________________________ (one day lead time required)
Deliver to: _______________________________________________
TYPE OF COPY
Photocopy
Videocassette
Slides
Overhead transparency
Audiocassette
Other

NO. OF ORIGINALS

QUANTITY OF EACH

Specifications for materials: Collated _____ Folded _____ Stapled _____ Punched _____
Other specifications: ___________________________________________________________
Original material is copyrighted? Yes _____ No _____
Permission to copy is needed? Yes _____ No _____
The following notice warning of copyright restrictions is required on this form by Section 201.14 or Part
201 or 37 CFR Chapter II of the copyright law:
NOTICE
WARNING CONCERNING COPYRIGHT RESTRICTIONS
The copyright law of the United States (Title 17, United States Code) governs the making of photocopies
or other reproductions of copyrighted material. Under certain conditions specified in the law, libraries
and archives are authorized to furnish a photocopy or other reproduction. One of these specified
conditions is that the photocopy or reproduction is not to be “used for any purpose other than private
study, scholarship, or research.” If a user makes a request for, or later uses, a photocopy or reproduction
for purposes in excess of “fair use,” that user may be liable for copyright infringement. This institution
reserves the right to refuse to accept a copying order if, in its judgment, fulfillment of the order would
involve violation of copyright law.
Instructor’s signature: _______________________________________
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ATTACHMENT D
(SAMPLE FORM)
LOS ANGELES UNIFIED SCHOOL DISTRICT SCHOOL
____________________________ SCHOOL
RECORD OF OFF-AIR RECORDING

PROGRAM TITLE: _______________________________________________________
REQUESTED BY: ________________________________________________________
DATE: ________________________
TIME PROGRAM WILL AIR: _____________
CHANNEL: __________
Recording must be used within 10 school days as stated in Section VIII of Bulletin No. 714 “Compliance
With the 1976 United States Copyright Law,” Office of the Chief Information Officer, issued November
17, 2003. The usage dates for this video are between ___________________ (date) and _____________
(date), unless other arrangements have been made with the copyright holder.
For information about broadcasts for which the District has secured copyright clearance or longer
retention rights, please refer to the KLCS Catalog of Instructional Television Programs and Services
or call Victor Lamkay, KLCS TV, Channel 58, at (213) 625-6958.
Recorded by: ______________________________________
Erased by:

______________________________________
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ATTACHMENT E
SAMPLE FORM (reduced}
(School or Office Letterhead)

Date
Permissions Department
Name
Address
Dear ________________________:
Permission is requested to copy the following copyrighted materials for use during the semester/track in
my ____________________ class at ______________ School (or Office):
♦ Title __________________________________________________________
♦ Author(s) and/or editors ___________________________________________
♦ Description of material to be copied__________________________________
______________________________________________________________
♦ Number of copies to be made _______
♦ Use of copies ___________________________________________________
_______________________________________________________________
♦ Distribution of copies _____________________________________________
♦ Whether materials will be sold ______________________________________
♦ Type of reproduction _________________________
Thank you for consideration of this request. For your convenience, enclosed is a copy of this request for
your files and a stamped, self-addressed return envelope. Please notify me if there will be a charge for
granting permission to duplicate the material.
Sincerely,
Name of faculty or staff member
________________________________________________________________________
PUBLISHER/PRODUCER REPLY
Title of material __________________________________________________
Permission granted _____
Permission denied _____
Conditions or details (if any) ____________________________________________________
____________________________________________________________________________
Signature ______________________________________ Date _______________________
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TITLE:

Guidelines for the Use of Audiovisual Materials Not
Owned, Broadcast, or Recommended by the District

ROUTING
Local District Superintendents

Local District Directors
Principals
Library Media Personnel
Teachers
ITAFs

NUMBER:

BUL-5210

ISSUER:

Judy Elliott, Chief Academic Officer
Office of Curriculum, Instruction, and School Support

DATE:

August 13, 2010

POLICY:

It is the policy of the Los Angeles Unified School District to provide students with
appropriate instructional materials that are relevant to the curriculum being studied
and appropriate for their age and maturity levels. Because of the widespread use of
videocassette recorders, ease of home videotaping, and availability of rental videotapes
and films, the Board of Education on October 17, 1988, established guidelines for the use
of videotapes and films not owned, broadcast, or recommended by the District.
Because of the emergence of new technologies, this policy now applies to the use
of filmed programs in any format, including videocassette, 16mm film, DVD, CDROM, broadcast television, or streamed file. The term “audiovisual media” is used
in this bulletin to refer to all formats. The rating system of the Motion Picture
Association of America (MPAA), established in 1968, is the basis for the Board
guidelines.

MAJOR
CHANGES:

This revision replaces BUL-1270, of the same title, dated August 31, 2004, to
reflect personnel and contact information changes and the impact of new media
and technology.

GUIDELINES:

The following guidelines are in effect:
1. Audiovisual media shown at a school must be relevant to the curriculum being
studied and appropriate for the age and maturity level of students being taught.
2. Audiovisual media shown at a school must use the established District and State
criteria for the evaluation of instructional materials, especially with respect to
racial and gender stereotyping and the depiction of violence, even in animation.
Refer to California Education Code Sections 60040 - 60045 and Section 60048
for the law that governs standards for evaluating instructional materials for social
content or access the California Department of Education website to review the
Standards for Evaluating Instructional Materials for Social Content at:
http://www.cde.ca.gov/ci/cr/cf/documents/socialcontent.pdf
3. Audiovisual media must be consistent with accepted standards of professional
responsibility and must not reflect advocacy, personal opinion, bias, or
partisanship.

BUL-5210

4. Audiovisual media which have not been MPAA rated and are not owned,
broadcast, or recommended by the District must be thoroughly reviewed by the
instructor prior to their use.
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5. MPAA NC-17-rated (No children under 17 admitted) audiovisual media, or any
unrated material that might fall into this category, shall not be shown in any
elementary or secondary school classroom or as part of any District activity
involving elementary or secondary school students.
6. MPAA R-rated (Restricted, under 17 requires accompanying parent or adult
guardian) audiovisual media, or any unrated material that might fall into this
category, may be used in high school Grades 9-12 and in middle school Grades 7
and 8 with principal and parent/guardian written approval prior to the scheduled
viewing date and must comply with the school’s policy on the evaluation and
selection of instructional materials. (See Attachment A for the prior approval
letter for parent/guardian and Attachment B for the prior approval form for the
principal. Note: The parent/guardian approval letter should include the MPAA
rating of the material.) MPAA R-rated audiovisual media may not be shown in
elementary schools or in middle school Grade 6.
7. MPAA PG-13-rated (Parents strongly cautioned; some materials may be
inappropriate for children under 13) audiovisual media, or any unrated material
that might fall into this category, may be used in high school Grades 9-12 and in
middle school Grades 7 and 8 with principal and parent/guardian written
approval prior to the scheduled viewing date and must comply with the school’s
policy on the evaluation and selection of instructional materials. MPAA PG-13rated audiovisual media may not be shown in elementary schools or in middle
school Grade 6.
8. MPAA PG-rated (Parental guidance suggested; some materials may not be
suitable for children) audiovisual media, or any unrated material that might fall
into this category, may be used in elementary schools or in middle school grade
6 with the prior approval of the principal and parent/guardian and must comply
with the school’s policy on the evaluation and selection of instructional
materials. MPAA G-rated audiovisual materials may be used in elementary
schools with principal approval and teacher review.
9. If opinions differ over the appropriateness of the materials, the appeal process
outlined in Article XXV, Sections 1.0 and 1.2 of the Agreement between the
District and UTLA shall be followed.
10. The website for the Motion Picture Association of America
(http://www.mpaa.org/) contains a database of film ratings
(http://www.filmratings.com). When searching for a title, it is important to
know as many details about the film as possible, such as producer, production
date, and cast, because there are many films with the same title and the MPAA
rating may be different for each one. For example, a search for Hamlet yielded
six film titles with four different ratings − G, PG, PG-13, and R. Search results
will show the film title, distributor, production date, rating, and the reason for the
rating. Many titles also contain a link to further descriptive information that will
help identify a film.
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Under the “Resources for Parents” tab, the MPAA website also provides links to
sites about the TV Parental Guidelines, a rating system for all television
programs which is modeled after the MPAA ratings. The TV Parental Guidelines
may provide additional assistance in determining whether a film is appropriate.
However, caution is necessary since the TV Parental Guide rating of a given film
will most likely be based on an edited broadcast version and not the original
uncut version, which may have received a harsher MPAA rating.
11. For ready-reference, a chart summarizing the key points of this bulletin appears
on Attachment C.

RELATED
RESOURCES:

The following bulletins related to instructional media can be accessed on Inside
LAUSD:
BUL-5208, Procedures for Reviewing Challenged Materials, Office of
Instruction, Curriculum, Instruction, and School Support, August 13, 2010.
BUL-5209, Criteria for Evaluating Instructional Materials and Off-Site
Instructional Activities, Office of Instruction, Curriculum, and School
Support, August 13, 2010.
BUL-714, Compliance With the 1976 United States Copyright Law,
Information Technology Division, January 8, 2004

ASSISTANCE:

For assistance or further information, please contact:
Esther Sinofsky, Director, Instructional Media Services, at (213) 207-2255 or
esther.sinofsky@lausd.net
Nancy Reich, Specialist, Library Services, at (213) 207-2255 or
nancy.reich@lausd.net
Rick Hassler, Specialist, Textbook Services at (213) 207-2280 or

rick.hassler@lausd.net
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ATTACHMENT A
SAMPLE LETTER

SAMPLE LETTER
SCHOOL LETTERHEAD

Date
Dear Parents or Guardians:
Your child is currently involved in studying [describe unit of study and class]. It is our intention to show [title of
program] which has an MPAA rating of [rating] on [date] because [describe the use of the audiovisual media in
relation to the academic goals and objectives].
This letter is being sent to you in compliance with the District policy requiring parents/guardians to approve the
intended use of filmed programs in any format (including videocassette, 16mm film, DVD, CD-ROM, broadcast
television, or streamed file) which are not owned, broadcast, or recommended by the District prior to their
scheduled showing. As part of that policy, we ask you to complete the form below, authorizing or exempting your
child from the audiovisual showing.
Please return your completed form to your child’s teacher. Students exempted from this showing will be required
to complete an alternative assignment. Should you have any questions regarding the program listed above, please
contact me.

Signature of principal: ________________________________________________________________________

----------------------------------------------------------------------------------------------------------------------------------------(Name of School)
Name of student: _____________________________________________________________________________
Please check A or B:
A. ____ I give permission for my child to view [program title].
B. ____ I prefer that my child be given an alternative assignment.

Signature of parent or guardian: __________________________________________ Date: _____________
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ATTACHMENT A
CARTA DE MUESTRA

CARTA DE MUESTRA
MEMBRETE DE LA ESCUELA

FECHA
Estimados padres de familia o tutores:
Su hijo(a) es implicado corrientemente a estudiar [describa unidad de estudio y clase]. Es nuestra intención de
mostrar [título de programa] cuál tiene una calificación de MPAA de [clasificado] en [la fecha] porque [describe
el uso de los medios audiovisuales en relación con las metas y objetivos académicos].
Se les envía esta carta a ustedes en conformidad con los reglamentos del Distrito, los cuales requieren que los
padres o tutores aprueben el uso planeado de los programas filmados en cualquier formato (incluidos los
videocasetes, las películas de 16mm, los DVD, los CD-ROM, la televisión de transmisión y archivo corrido) que
no sean propiedad del Distrito ni transmitidos o recomendados por el Distrito antes de la hora programada para su
proyección o transmisión. Como parte de este reglamento, les pedimos que completen el siguiente formulario,
autorizando o eximiendo a su hijo(a) de la muestra audiovisual.
Devuelva por favor su forma completa al maestro de su hijo(a). Los estudiantes eximidos de esta presentacion
serán requeridos a completar una tarea alternativa. Si tienen cualquier pregunta sobre el programa detallado
arriba, hagan el favor de comunicarse conmigo.

Firma de (el/ la) director(a): ___________________________________________________________

----------------------------------------------------------------------------------------------------------------------------------------(Nombre de la escuela)
Nombre y apellido de (el/ la) estudiante: __________________________________________________________
Verifique por favor A o B:
A. ____ Doy mí autorización para que mi hijo(a) mire [título de programa]
B. ____ Prefiero que mi hijo(a) se le asigne una tarea alternativa.

Firma del padre, la madre o el tutor: ___________________________________________ Fecha: ____________

BUL-5210
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ATTACHMENT B
SAMPLE FORM

SAMPLE FORM
LOS ANGELES UNIFIED SCHOOL DISTRICT
__________________________ SCHOOL

STATEMENT REGARDING USE OF AUDIOVISUAL MEDIA WHICH IS
NOT OWNED, BROADCAST, OR RECOMMENDED BY THE DISTRICT
Date: __________________________________
Teacher’s name: ______________________________________________

Room: _________________

Subject: _______________________________________________________

Grade Level: ____________

Title or description of program: _________________________________________________________________
___________________________________________________________________________________________
Producer (if known): __________________________________________________________________________
Network (if known): __________________________________________________________________________
Material:

Rented __________

Purchased __________

Parental permission is required: Yes ______

No ______

Taped at home/school __________
MPAA Rating: ______

If parental approval is required and/or the rating is R, explain what content may be considered objectionable.
___________________________________________________________________________________________
I plan to use the above program in my classroom on _____________________ (date) for the following reason
(describe its use in relation to your academic goals and objectives):
___________________________________________________________________________________________
This program complies with the school’s policy on the evaluation and selection of instructional materials. It is
appropriate for the grade level, and the instructional content enhances the curriculum. If this program has been
recorded off-air or from a streamed site, I affirm that it will be erased according to “fair use” interpretations of
federal copyright regulations.
Teacher’s signature: ________________________________________________
Approved: ____________________________________________________
Principal’s signature

Date: ________________
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Summary of LAUSD Policy Regarding the Use of Audiovisual Media

AUDIENCE
Elementary School

MPAA RATING

COMMENTS

NC-17, R, and PG-13

May not be shown

PG

Needs Principal and parent/guardian
approval

G

Needs teacher review for appropriateness
and principal approval

NC-17, R, and PG-13

May not be shown

PG

Needs principal and parent/guardian
approval

NC-17

May not be shown

R and PG-13

Needs principal and parent/guardian
approval

PG

Needs teacher review for appropriateness

NC-17

May not be shown

R

Needs principal and parent/guardian
approval

PG-13

Needs principal approval

PG

Needs teacher review for appropriateness

Middle School
Grade 6

Grades 7 and 8

High School
Grades 9-12

BUL-5210
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Monroe

High School
9229 Haskell Avenue, North Hills, California 91343
Phone (818) 830-4200
FAX (818) 892-5622

Michelle King
Superintendent of Schools

Joseph Nacorda
Interim Superintendent
Local District NW

Chris Rosas
Principal

Date ____________
Dear Parents or Guardians,
Your child is currently involved in studying __________________________________________
(Describe unit of study and class, if appropriate). ….
It is our intention to use the videotape _____________________________________________
(Title)
.
which has an MPAA rating of _______ on ___________ date (because) _________________
____________________________________________________________________________
(Describe the use of this videotape in relation to your academic goals and objectives)
This letter is being sent to you in compliance with the District policy requiring parents/guardians
to approve the intended use of videotapes or films, which are not owned, broadcast, or
recommended by the District prior to their scheduled showing. As part of that policy we ask you
to complete the form below, authorizing or exempting your child from the videotape showing.
Please return your completed form to your child’s teacher. Students exempted from this
showing will be required to complete an alternative assignment. Should you have questions
regarding the videotape, please contact me.
______________________________
Signature of principal
--------------------------------------------------------cut here-----------------------------------------------------------Monroe High School
9229 Haskell Avenue
North Hills, CA 91343
818-830-4200
Name of student ______________________________________________________________
Teacher __________________________________ Classroom ________________________
Please check A or B:
A. _____ I give permission for my child to view_______________________________________
B. _____ I prefer that my child be given an alternative assignment.
Signature of Parent or Guardian:_____________________________ Date _______________

LOS ANGELES UNIFIED SCHOOL DISTRICT

Monroe

High School
9229 Haskell Avenue, North Hills, California 91343
Phone (818) 830-4200
FAX (818) 892-5622

Michelle King
Superintendent of Schools

Joseph Nacorda
Interim Superintendent
Local District NW

Chris Rosas
Principal

Fecha ______________
Estimados Padres o Tutores,
Su hijo/a ahora está participando en
estudiar______________________________________________________________________
(describa el curso de estudi y las clase, si es apropiado).
Tenemos la intención de usar el video _____________________________________________
(título)
el __________________________ fecha (porque)___________________________________
____________________________________________________________________________
(describa el uso de este video con relación a sus metas y objectivos académicos).
Esta Carta está siendo enviada para cumplir con las normas del Distrito, las cuales requieren
que los padres/tutores aprueben el uso de peliculas y videos que no han sido transmitidos o
recomendadaos, ni son propiedad del Distrito antes de exhibirlos como han sido programados.
Como parte de esas normas, le suplicamos llenar la forma siguente, autorizando o disculpando
a su hijo/a de asistir a la exhibición del video. Por favor regrese esta forma al maestro/a de su
hijo/a. Los disculpados de asistir a esta exhibición, tienen la obligación de hacer otro trabajo. Si
tiene alguna pregunta relacionada con el video, por favor comuniquese conmigo.
__________________________________
Firma del director/a
------------------------------------------------------------------------------------------------------------------------------Monroe High School
9229 Haskell Avenue
North Hills, CA 91343
818-830-4200
Nombre del estudiante _________________________________________________________
Maestro/a _______________________________________________ Salón _______________
Por favor marque A o B:
A. _____ Doy permiso para que mi hijo/a vea ________________________________________
B. _____ Prefiero que se le dé a mi hijo/a otro trabajo.
Firma del padre o tutor: _______________________________________ Fecha:____________

LOS ANGELES UNIFIED SCHOOL DISTRICT

JAMES MONROE HIGH SCHOOL
Police Academy Magnet/ Law & Government Magnet
9229 Haskell Avenue, North Hills, CA 91343
PHONE (818) 830-4200 FAX (818) 892-5622
Website: www.monroehs.org

TO:

ALL STAFF

FROM:

Chris Rosas, Principal

SUBJECT: Board Rule 1272 Regarding Private Instruction (tutoring) by School Staff

Shown below is the text of Board rule 1272 that clearly outlines the regulations regarding private
instruction.
Board Rule 1272. PRIVATE INSTRUCTION
No teacher shall give private instruction for compensation on any district premises. No teacher shall
give private instruction for compensation in any place:
a. during the school year to students who are under the supervision of said teacher.
b. during the year to students who attend the school to which such teacher is assigned.
c.

during the vacation period to any student who was a member of said teacher’s class during the
previous semester.

Notwithstanding the above, teachers may participate for compensation in District-approved child care
and/or enrichment programs during intersession, off-track periods, and in after-school programs,
whether on or off school district premises, with the approval of the principal, and in accordance with
District procedures regarding the avoidance of conflict of interest.
If you have any questions about these regulations, please see me.
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TITLE:

Homework and Makeup Assignments in Grades K-12 ROUTING

NUMBER:

BUL-3491.1

ISSUER:

Jaime R. Aquino, Ph.D.
Deputy Superintendent of Instruction

All Schools and Offices
Local District Superintendents
Administrators of Instruction
Local District Principal Leaders
Principals
All Teachers

Gerardo Loera, Executive Director
Office of Curriculum, Instruction and School Support
DATE:

May 9, 2012

PURPOSE:

This bulletin defines District philosophy relating to the weighting of homework in a
student’s academic grade, homework guidelines, and makeup assignment guidelines
for Grades K-12.

POLICY:

As the District has implemented standards-based curriculum and standards-based
assessments, it is critical that our students’ academic grades reflect the knowledge
they have learned rather than behavioral compliance. This applies to students in
Grades K through 12.
Beginning July 1, 2012, daily routine homework assignments will comprise no
more than 20% of a student’s academic achievement grade. Studies have shown
that by limiting the weight of homework towards a student’s academic grade, a
truer picture of the student’s knowledge will be reflected in the achievement grade.
Homework is a formative tool for practice toward mastery.
This bulletin is to clearly define the purpose of homework, its weight towards a
student’s academic grade in a standards-based system, and the cumulative amount
of daily time that is appropriate for the student. Academic grades are to be aligned
to student performance on California state content standards.

MAJOR CHANGES: This Bulletin replaces BUL-3491.0, Homework and Makeup Assignments in
Grades K-12, dated June 26, 2007. The content has been revised to reflect
effective homework practices.
BACKGROUND:

The purpose of homework is fourfold:

 It is meant to be an opportunity for independent practice, to reinforce learning
and to help students master specific skills.
 It can be used as a preparation for introducing material to be presented in
future lessons.
 It is an opportunity for students to extend their current skills into new
situations.
 It is a means by which students may integrate many different skills to a larger
task, such as book reports, projects, or other creative avenues (Vatterott, 2009).
BUL-3491.1
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Homework is formative and an opportunity for students to experiment with new
learning and skills. Students apply what they have learned so they may see what
they fully understand and where they may still have questions. This is part of the
formative learning process. Homework is not a punitive or compliance-driven tool.
(Vatterott, 2009). It should have direct alignment to the content standards
appropriate to the grade level or course.
Research has shown that a truer picture of a student’s content knowledge is
reflected in the academic achievement grade when that grade is based on actual
learning rather than compliance (O’Connor, 2009). Based on varying degrees of
access to academic support at home, completion of homework should not penalize
a student so severely that it prevents the student from passing a class nor should it
unduly inflate the grade. Because of the formative or practice nature of homework,
it is now Los Angeles Unified School District (LAUSD)’s policy to limit its
weighting in a student’s academic grade. No more than 20% of a student’s
academic grade can include daily routine homework as a factor towards that grade.
An alternative placement for grading the completion of homework is in conjunction
with cooperation and work habits, completely separate from the academic grade.
The academic grade is to be a clear and accurate indicator of what a student knows
and is able to do base only on the requirements of the standards. The non-academic
grade for cooperation and work habits is a clearer and more accurate indicator of a
student’s behavior, attitude, effort, or attendance (O’Connor, 2009).
Effective homework practices focus on academic success for all students. Questions
to be addressed when assigning and giving credit for homework include: What is
the purpose of the homework task/assignment? How will this enhance the student’s
understanding and learning? What support systems are in place for students to
complete this work outside of the classroom?
Schools may establish local school guidelines in regards to daily routine homework
with input from all stakeholders.
GUIDELINES:

The following guidelines apply:
I.

WHAT AN ACADEMIC GRADE MEANS
In our standards-based system of teaching and learning, academic grades
reflect multiple measures of performance and a variety of assignments that
demonstrate progress toward and mastery of standards in a particular content
area. The academic grade accurately represents what a student knows and is
able to do. Academic grades are not to be based on the routes which students
take towards mastery, nor their behavior, attitude, effort, or attendance
(O’Connor, 2009).

BUL-3491.1
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II.

WHAT A NON-ACADEMIC GRADE MEANS
In our standards-based system of teaching and learning, non-academic grades
reflect students’ initiative, social behaviors, and work habits. These grades
are determined through levels of performance, such as “Excellent”,
“Satisfactory”, and “Unsatisfactory”, or “Consistent”, “Inconsistent”, and
“Minimal.” By distinguishing between academic achievement and personal
effort and behavior, a student’s report card or transcript becomes a more
robust document as well as a comprehensive profile (Guskey, 2009).

III.

ASSIGNMENT OF ROUTINE DAILY HOMEWORK
A. Homework assignments should be reasonable in content, length, and
resources required. Books and other materials required for assignments
should be provided or easily obtainable.
B. Homework for all students should be purposeful and clear and should be
based on the grade-level standards for the class. It should be modified
for students with special needs. It should never be assigned as a
punishment.
C. Homework should be directly related to the content and standards 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. The assignment should always be stated in
terms of the standard, skill or concept being reinforced in addition to terms
of the chapter, unit, or page number in a given text.
D. Homework assignments and due dates should be thoroughly explained by
the teacher in advance. The written description of the subject content,
standards, and course objectives provided to parents at the beginning of
the course should include homework requirements.
E. Completed homework assignments should be acknowledged with
feedback, recorded by teachers, reviewed with and returned to students in
a timely manner. The longer students have to wait for feedback, the
weaker the connection to their effort becomes, and the less likely they are
to benefit. (Banger-Drowns, Kulik, Kulik, & Morgan, 1991)
F. Parents should be notified when students do not complete homework
assignments or show signs of significant decline in effort or achievement.

IV.

PROJECTS AND LONG-TERM ASSIGNMENTS
A. Projects and long-term assignments may be scheduled over an extended
period of time that may include weekends and vacations. If a project or

BUL-3491.1
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assignment is assigned over an extended period, regular checks on
progress should be made by the teacher. Parents should be notified
through the syllabus of long-term assignments and projects, especially if
they overlap part of a vacation period.
V.

TIME ALLOCATIONS
To ensure that the amount of time spent on daily homework is not excessive
or detrimental to the health of a student; schools may establish local school
guidelines with input from all stakeholders.
A. Elementary School
Routine daily homework should be assigned for a maximum of four days
a week. A Monday-to-Thursday schedule is recommended. For projects
and extended assignments, see Section IV above.
Maximum Number of Routine Daily Homework
Minutes per Day*
Kindergarten
10
st
1
20
2nd
20
3rd
30
th
4
40
5th
50
*Does not include daily reading practice
Grade Level

B. Secondary School
Routine daily homework in secondary schools may be assigned in
academic classes. A Monday-to-Thursday schedule is recommended. In
non-core content areas, homework may be assigned when appropriate.
Instead of following the maximum time allocations listed below,
secondary schools have the option of requiring an increased amount of
homework in two academic subjects on specific nights of the week and
specific amount of time in other subject areas on the remaining nights.
For example, a school may wish to concentrate on English and
mathematics on Mondays and Wednesdays by increasing the amount of
homework in each of these subjects and not requiring homework in other
subjects on the same nights. These decisions must be reached through a
coordinated school effort and based on student data or need.
The amount of routine daily homework in any of the A-G courses should
be the same for all students, regardless of their grade level. In other
words, a eighth grader taking Algebra 1A in a middle school should have
just as much homework as a twelfth grader in the same class in high
school.
May 9, 2012
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Grade Level

Maximum Homework Time Allocation

6

Average of 15 minutes for each academic class daily

7-8

Average of 20 minutes for each academic class daily

9 - 10

Average of 25 minutes for each academic class daily

11 - 12

Average of 30 minutes for each academic class daily

C. Special consideration must be given to students in honors, Advanced
Placement, International Baccalaureate, School for Advanced Studies
(SAS) and highly gifted classes and programs. It is essential that teachers
in these programs remain sensitive to the overall course load of a student,
and make every attempt to collaborate with other teachers so as not to
overburden a student in one subject area.
D. Special Education Students, Schools and Centers
To ensure that the total amount of time spent on homework is appropriate
to the student’s individual needs, assignments should be related to the
content of each student’s Individual Education Plan (IEP).
VI.

MAKEUP ASSIGNMENTS FOR SCHOOL ABSENCES
A. Students with excused absences must be given the opportunity to
complete the missed coursework, homework, or test with other
equivalent assignments and must be given credit equal to that which they
would have received on the original assignment or test for the same
quality of work.
B. Students absent for justifiable personal reasons, upon written request of
the parent or guardian and approved by the principal or designated
representatives, shall be allowed to complete all assignments and tests
missed during the absence which can reasonably be provided and, upon
satisfactory completion, shall receive credit equal to the credit they
would have received on the original assignment or test. The teacher
shall determine in what period of time the student must complete such
assignments. Teachers must take into consideration that students will
have work from multiple subjects to make up. Teachers should
collaborate with each other to assure that the student will have the
opportunity to get all of the work completed. The tests and assignments
shall be reasonably equivalent to, but not necessarily identical to, the
tests and assignments that the student missed during the absence.

C. Students who have been suspended from a class may be required to
complete assignments or tests missed during the suspension if the
May 9, 2012
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assignments and tests can reasonably be provided and upon satisfactory
completion shall receive credit equal to that they would have received on
the original assignment or test. The teacher shall determine what
assignments must be made up and in what period of time the student
must complete such assignments. The tests and assignments shall be
reasonably equivalent to, but not necessarily identical to, the tests and
assignments that the student missed during the suspension.
D. Students who are truant or absent without verified justifiable personal
reasons or students who have returned to school without a note need not
be given the opportunity to complete coursework, homework, or tests
missed. However, in the interest of helping these students succeed
academically, teachers should give them such opportunities.
E. Students who fail to complete assignments satisfactorily may receive a
mark of “Fail/Not Proficient” on such assignments.
AUTHORITY:

This is a policy of the Los Angeles Unified School District.

RELATED
RESOURCES:

Cooper, H., (2007). The Battle Over Homework: Common Ground for
Administrators, Teachers, and Parents (2nd ed.). Corwin Press. Thousand Oaks, CA.
Guskey, T. R., (2009). Practical Solutions for Serious Problems in StandardsBased Grading. Corwin Press. Thousand Oaks, CA.
Kohn, A., (2006). The Homework Myth: Why Our Kids Get Too Much of a Bad
Thing. Da Capo Books. Cambridge, MA.
O’Connor, K., (2009). How to Grade for Learning, K-12. Corwin Press. Thousand
Oaks, CA.
Vatterott, C., (2009). Rethinking Homework: Best Practices that Support Diverse
Needs. ASCD. Alexandria, VA.
Bangert-Downs, R. L., Kulik, C. C., Kulik, J. A., & Morgan, M. (1991). The
instructional effects of feedback in test-like events. Review of Educational
Research, 61(2), 213-238.

ASSISTANCE:

For assistance and further information, contact the Office of Curriculum,
Instruction and School Support, Secondary Programs at 213-241-7510.
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TITLE:

Student and Employee Security

NUMBER:

BUL-5721.1

ISSUER:

Michelle King, Senior Deputy Superintendent
School Operations
Office of the Superintendent

DATE:

February 25, 2013

PURPOSE:

The purpose of this Bulletin is to provide guidelines, policies and best practices for
student and staff security on every campus.

MAJOR
CHANGES:

This Bulletin replaces BUL-5721.0 dated March 12, 2012 issued by the Office of
the Superintendent. The content has been updated to reflect additional guidelines
for student and campus safety, as well as current contact information and
organizational structure.

GUIDELINES:

The following guidelines apply.
I.

ROUTING
All Employees
All Locations

INTRODUCTION
The following practices are provided to supplement existing safety practices
at school sites and may be helpful to site administrators in programming
events, developing guidelines, setting school policy and supporting safe
school plans.

II. ADMINISTRATOR’S RESPONSIBILITIES
A. Have custodial personnel check the campus for loiterers and/or
trespassers, especially restrooms areas, when opening and closing the
buildings and grounds.
B. Ensure that custodial or other designated personnel verify that all
classroom and building doors as well as campus gates are locked every
night. This security measure is equally critical on weekends and prior to
holidays. Refer to BUL- 5460.0, Accessing and Securing Sites During
School Hours, Non-School Hours, and Holiday Breaks.
C. Ensure that custodial personnel or other designated personnel disarm the
intrusion alarm when they arrive on campus and arm the intrusion alarm
when they leave campus.

BUL-5721.1
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D. Call School Police at (213) 625-6631 for assistance, when needed, should
a loiterer appear on or adjacent to the campus.
E. Develop classroom-to-office contingency emergency communication
plans.
F. Photograph/document then remove graffiti immediately or as soon as
possible.
G. Submit Safe School Plans, Volumes 1, 2, and 3, each year on or before the
required date, and be sure that the documents are updated and utilized.
H. Provide access to the Safe School Plan, safety bulletins, and available
information to all staff members regarding any incident or situation that
might impact their personal safety or the school’s educational
environment.
I. Identify safe and unsafe routes between school and home for students and
staff. Local transportation agencies should be contacted for assistance,
information, and/or materials such as pedestrian route maps.
J. Support the organization of a safe passage program under the supervision
of appropriate school personnel which would consist of a team of
volunteer parents, community residents and staff members to patrol the
campus and the perimeter. In addition, the team should monitor students
traveling to and from school.
K. Support the implementation of a neighborhood school watch program
and request residents of the community to report any unusual activities on
campus to the principal during regular business hours and to School
Police or the local law enforcement agency during nights, weekends,
and/or holidays. Provide community with appropriate telephone numbers.
L. Develop strategies to control rumors concerning school or community
incidents.
M. Review and post, at all utilized entrances and gathering sites, appropriate
and approved signs regarding safety, visitors, trespassing, loitering, etc.
Please contact your Area Facilities Services Director for assistance in
obtaining the required signage listed below.
Signage/Notices Regarding Employees:
1.

BUL-5721.1
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2.

3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Notice re: any person who makes or causes to be made any
knowingly false or fraudulent material representation (California
Labor Code, section 5401.7)
Company compliance policy for illness and injury prevention
program (SB 198)
Notice re: Employee Polygraph Protection Act
Equal Employment Opportunity notice (Federal)
Notice of no smoking (AB 13, Labor Code section 6404.5 relating to
occupational health and safety)
Notice to Employees re: time off for voting (State)
Pay day notice
Federal Minimum Wage
California Minimum Wage
Prohibition against harassment or discrimination in employment
Notice to employees regarding unemployment insurance
Employee rights under the California Family Rights Act and the
federal Family Medical Leave Act

Signage/Notices Regarding Students:
1. Notice regarding outsider access to the campus (Penal Code section
627 et seq.)
This notice must include the following information:
a. Requirement for registration to gain access to site premises
b. Hours during which registration is required for access
c. Directions to the site administrator/designee’s location
d. Requirement that outsiders comply with this notice
2. Notice of Safe School Zone (Penal Code section 626 et seq.)
3. Notice of Gun-Free School Zone
4. Notice of Drug-Free School Zone
5. Notice of Gang-Free School Zone (Penal Code section 182.22
6. Notice prohibiting weapons on campus
7. Notice prohibiting graffiti (Penal Code Section 640.5)
N. Lock all school gates and exterior doors leading off campus during hours
that school is in session with the exception of the main entrance. Refer to
BUL-1325.1, Visitors to School Campuses and Locked Campuses During
Class Hours at All Schools.
O. Site administrators should work with the Safety Committee to analyze the
school’s particular safety and security needs in determining school policy
regarding classroom doors remaining locked or unlocked during school
hours. Schools may use the following criteria to establish site policy for
classroom doors:

BUL-5721.1
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1. Consult with local law enforcement personnel or the Los Angeles
School Police Department (LASPD) to review crime statistics and
other pertinent data for the community in which the school is located.
2. Consult with the Office of Environmental Health and Safety (OEHS)
to assess compliance with regulatory requirements in determining
school policy.
3. Assess the particular site configuration: points of egress; location of
bungalows, annexes and other detached structures; buildings with
enclosed corridors; the number of exterior doors and their proximity to
streets, major thoroughfares and high-traffic areas; egress from the
auditorium, cafeteria, parking, service and other areas onto the main
campus; and any other physical or geographical attributes particular to
the school site.
4. Review existing school policy, procedures and schedules for the
following: the location and schedule for student drop off and pick up
before and after school; supervision schedules; visitor’s policy; and
other pertinent information.
5. The Safety Committee should review the recommended school policy
with local law enforcement personnel or the LASPD and OEHS for
additional input.
6. Once the policy has been determined by the site administrator and
Safety Committee, communicate safety and security protocols with
students, staff members and parents.
P. Have all visitors report to the Main Office upon arrival. Issue and require
each to carry or wear a Visitor’s Pass while on campus. The Visitor’s Pass
MUST be returned prior to departure. Refer to BUL-1325.1, Visitors to
School Campuses and Locked Campuses During Class Hours at All
Schools.
Q. Issue school discipline policies and expectations of students, staff, and
parents at the beginning of the school year or track. Be sure that every
family receives a copy of the Parent Student Handbook.
R. If your school has Safe School Zone signs posted on campus, in the
community, and at bus stops, students, staff, and parents should be
notified annually by sending the safe school zone flyer home, publicizing
at assemblies, meetings, and inserting in school newsletters.
S. Prohibit and monitor student access to motor vehicles and parking areas
during school hours.
T. Assign available personnel to patrol the campus perimeter, known trouble
spots and all building entrances throughout the school day.

BUL-5721.1
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U. Review procedures related to the proper use and security of issued handheld and base radios. See the School Radio Communications Operating
Instructions Video available from Jill Barnes, Coordinator of Emergency
Services, and Office of School Operations (213) 241-5337 or call the
District Radio Unit of the Telecommunications Branch at (323) 224-2411.
V. Prohibit the wearing of gang apparel or the use of gang-related symbols or
messages that promote violence (e.g., t-shirts or signs that advocate
violence).
III. STAFF RESPONSIBILITIES
A. Report to the Main Office or other designated office prior to proceeding to
assigned classrooms or work areas.
B. Lock classroom doors when working alone before or after school hours.
Use extra caution if working in isolated areas or in rooms/offices with
exterior doors.
C. Leave door windows uncovered.
D. Exercise stringent control of assigned school keys and do not give/loan
assigned school keys to students.
E. Secure all personal valuables.
F. Report any person loitering in or adjacent to parking areas, and/or sitting
in a parked car.
IV. STUDENT SAFETY
A. Develop a sense of community both between students and between
students and staff.
B. Review safety tips with students, and remind them to be alert to their
surroundings. Refer to REF-1404, School Traffic Safety.
C. Review examples of appropriate conduct between students and adults on
campus and during extra-curricular activities.
D. Instruct students to avoid strangers and provide strategies for avoiding
contact with strangers. Encourage students to talk to any adult on campus
should they notice suspicious activities.
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E. For Grades K through 5, establish and maintain a buddy system when
students go to and from the office or restroom.
F. Remind students of safety tips pertaining to curricular trips, dances and
athletic events.
G. Maintain supportive, positive, professional, and non-exploitative
relationships with students at all times. Refer to BUL-5167.0, Code of
Conduct with Students-Distribution and Dissemination Requirement
Policy, and Employee Code of Ethics, LAUSD Ethics Office.
H. Adhere to all mandated reporting requirements when you become aware
of incidents jeopardizing students’ physical or emotional well-being
(abuse, threats, traffic accidents, etc.).
V. PROCEDURES
Each school year school administrators will be required to review the
information contained in this bulletin with the students and staff at the
school within the first four weeks of the fall and spring semesters. Once
this has been completed, administrators will date and certify compliance
on the Administrators Certification On-Line System.
AUTHORITY:

This is a policy of the Superintendent of Schools.

RELATED
RESOURCES:

BUL-1325.1, Visitors to School Campuses and Locked Campuses During Class
Hours at All Schools
BUL-1824.2, Random Metal Detector Searches
BUL-5167.0, Code of Conduct with Students-Distribution and Dissemination
Requirement Policy
BUL-4748.0, Ethics Policies
How to Conduct a Random Metal Detector Search, LAUSD Learning Zone,
Safety Training for Emergency Preparedness at Schools (STEPS), Course 215
Operating the School Fire Alarm System, LAUSD Learning Zone, Safety
Training for Emergency Preparedness at Schools (STEPS), Course 418

ASSISTANCE:

For assistance, please contact your Educational Service Center Operations
Coordinator. For further assistance, please School Operations at (213) 241-5337.
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TITLE:

Social Media Policy for Employees and Associated
Persons

NUMBER:

BUL- 5688.0

ISSUER:

Michelle King, Senior Deputy Superintendent
School Operations
Office of the Superintendent

DATE:

February 1, 2012

POLICY:

The Los Angeles Unified School District is committed to providing a safe and
secure learning and working environment for its students, employees and associated
persons. The Los Angeles Unified School District encourages positive relationships
between students, employees and associated persons. There is, however, a
distinction between being supportive of students and the real or perceived breach of
confidentiality or misconduct. Employees and all associated persons who work with
or have contact with students are expected to follow all District policies, including
BUL –999.4, Acceptable Use Policy (AUP) For District Computer Systems, and
BUL – 5167.0, Code of Conduct with Students – Distribution and Dissemination
Requirement Policy when using social media as a form of communication.

MAJOR
CHANGES:

This is a new Bulletin.

PURPOSE

The purpose of this bulletin is to provide policies and guidelines for social media
communications between employees, students, parents and other associated persons;
to prevent unauthorized access and other unlawful activities by District users online;
to prevent unauthorized disclosure of or access to sensitive information, and to
comply with the Children’s Internet Protection Act (CIPA). While the District
recognizes that during non-work hours employees and students may participate in
online social media, blogs, and other online tools, District employees and associated
persons should keep in mind that information produced, shared and retrieved by
them may be subject to District policies and is a reflection of the school community.

ROUTING
All Employees
All Locations

BACKGROUND: Social media has many benefits but when social media postings violate the law or
District policies or create a substantial disruption to the school community and/or
work environment, the administrator may have an obligation to respond and take
appropriate action, including but not limited to investigation and possible discipline.
Under certain circumstances, the District has jurisdiction to discipline employees
who violate rules of appropriate conduct, which includes but is not limited to, the
use of social networking sites during or outside of work hours. Additionally, the
District may not be able to protect or represent employees who incur legal action
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from a second party in response to the employee’s behavior in a social networking
site.
GUIDELINES:

I.

DEFINITIONS
Associated Persons includes, but is not limited to, parents, parent-elected
leaders of school committees, representatives and volunteers, consultants,
contracted employees, walk-on coaches, child care/enrichment program
providers, vendors and after-school youth services providers.
Blogs are updated personal journals with reflections, comments, and often
hyperlinks provided by the writer intended for public viewing.
Digital Publishing Site is an internet personal publishing service that provides
products and services for consumers to preserve their digital photos or films,
such as Shutterfly, Flickr and YouTube.
Podcasts are audio broadcasts that have been converted to MP3 or other audio
file format for playback in a digital music player.
Social Media also referred to as social networking, is a form of electronic
communication through which users create online communities to share
information, ideas, personal messages, and other content.
Social Networking Websites are websites where users can create and customize
their own profiles with photos, videos, and information, such as Facebook,
Google+, Habbo and other social networking sites.
Tags (Tagging) are keywords assigned to a webpage for the purpose of easy
identification, organization, aggregation and searching. Most social media sites
allow users to tag the content they share online such as articles, photos, videos or
blog posts. Tags help users find content they are looking for through social
media sites and other online platforms.
Wikis are websites that allow the creation and editing of any number of
interlinked web pages via a browser using a simplified markup language or a text
editor.

II. SOCIAL MEDIA GUIDELINES FOR EMPLOYEES AND ASSOCIATED
PERSONS
Many schools, offices and departments have their own websites and social media
networks that enable staff to share school/work-related information.
Confidential or privileged information about students or personnel (e.g., grades,
attendance records, or other pupil/personnel record information) may be shared
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only on District approved secured connections by authorized individuals.
All existing policies and behavior guidelines that cover employee conduct on the
school premises and at school-related activities similarly apply to the online
environment in those same venues.
1.

Keep personal social network accounts separate from work related
accounts. When a student or minor wishes to link to an employee’s
personal social networking site, redirect them to the school approved
website. Accepting invitations to non-school related social networking sites
from parents, students or alumni under the age of 18 is strongly
discouraged, and on a case-by-case basis, may be prohibited by the site
administrator. (BUL – 5167.0, Code of Conduct with Students –
Distribution and Dissemination Requirement Policy)

2.

Any employee or associated person engaging in inappropriate conduct
including the inappropriate use of social media sites during or after school
hours may be subject to discipline.

3.

Never post any identifying student information including names, videos and
photographs on any school-based, personal or professional online forum or
social networking website, without the written, informed consent of the
child’s parent/legal guardian and the principal.

4.

Never share confidential or privileged information about students or
personnel (e.g., grades, attendance records, or other pupil/personnel record
information).

5.

Users should have no expectation of privacy regarding their use of District
property, network and/or Internet access to files, including email. The
District reserves the right to monitor users’ online activities and to access,
review, copy, and store or delete any electronic communication or files
and/or disclose them to others as it deems necessary. [Refer to BUL –999.4,
Acceptable Use Policy (AUP) For District Computer Systems]

6.

Posting inappropriate threatening, harassing, racist, biased, derogatory,
disparaging or bullying comments toward or about any student, employee,
or associated person on any website is prohibited and may be subject to
discipline.

7.

Threats are taken seriously and are subject to law enforcement intervention,
including but not limited to formal threat assessments. [Refer to BUL5610.0, Workplace Violence, Bullying and Threats (Adult-to-Adult)]

8.

District employees and associated persons are responsible for the
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information they post, share, or respond to online. Employees should utilize
privacy settings to control access to personal networks, webpages, profiles,
posts, digital media, forums, fan pages, etc. However, be aware that privacy
settings bring a false sense of security. Anything posted on the internet may
be subject to public viewing and republication by third parties without your
knowledge.
9.

If you identify yourself online as a school employee or associated person,
ensure that your profile and related content are consistent with how you
wish to present yourself to colleagues, parents, and students. Conduct
yourself online according to the same code of ethics and standards set forth
in the Acceptable Use Policy. It is recommended that you post a disclaimer
on your social media pages stating “The views on this page are personal and
do not reflect the views of the Los Angeles Unified School District.”

10. Use of District logos or images on one’s personal social networking sites is
prohibited. If you wish to promote a specific LAUSD activity or event, you
may do so in accordance with the Office of Communications and Media
Services guidelines.
11. Misrepresenting oneself by using someone else’s identity may be identity
theft. It is advisable to periodically check that one’s identity has not been
compromised.
12. During an emergency situation that impacts the employee’s work site, the
employee may post a general statement of well-being to their social network
account if doing so does not interfere with their assigned emergency duties.
III.

RESPONSIBILITIES OF DISTRICT EMPLOYEES AND ASSOCIATED
PERSONS
All District employees and associated persons are expected to:
Adhere to this Social Media Policy for Employees and Associated
Persons.
Be familiar with and follow the guidelines and the provisions of this
policy.
Additional responsibilities include:
A. Administrator/Designee should:
1. Distribute and communicate this Social Media Policy for Employees
and Associated Persons to all employees and associated persons.
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2. Investigate reported incidents of employee or associated adults’
misconduct or violations of appropriate conduct. [Refer to BUL –
999.4, Acceptable Use Policy (AUP) For District Computer Systems,
BUL – 5167.0, Code of Conduct with Students – Distribution and
Dissemination Requirement Policy and other related District policies.]
3. Postings of a serious nature may warrant additional reporting to
School Operations and the appropriate reporting agency:
a. Threats (contact Los Angeles School Police Department
(LASPD), School Operations, and Crisis Counseling and
Intervention Services).
b. Inappropriate or sexualized images of minors (contact law
enforcement and LASPD),
c. Child pornography (contact law enforcement and LASPD
Police),
d. Raise a reasonable suspicion of child abuse (contact Child
Protective Services).
[Refer to BUL-5610.0, Workplace Violence, Bullying and Threats
(Adult-to-Adult), BUL-1119.1, Organizing for Assessing and
Managing Threats, and BUL-1347.2, Child Abuse and Neglect
Reporting Requirements]
4. Inappropriate postings may be documented by taking and printing
screen shots or downloading them onto a flashdrive. Evidence should
be collected with the permission of the site administrator for the sole
purpose of the investigative process and stored in a secured location.
This evidence may be used in conference with the employee(s) or
associated persons in question. Caution: do not download or print
images of minors or any content that may be considered child
pornography. Law enforcement should gather evidence of child
pornography, not a District employee.
5. Document all critical incidents on the Incident System Tracking
Accountability Report (iSTAR).
6. The target of online harassment can request removal of objectionable
postings by reporting the abuse to the internet service provider or
webmaster. Most social networking sites have the capacity to flag
objectionable postings with “report abuse” button. The target should
document the postings prior to their removal.
7. Monitor and follow-up to ensure that the inappropriate online
behavior has stopped.
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B. Local District Superintendent should:
1. Communicate this Social Media Policy for Employees and Associated
Persons to administrators and employees and associated persons.
2. Designate administrators to ensure the implementation of this policy.
C. Central Office Staff should:
1. Support this policy by assisting schools and worksites via trainings,
consultation, and distribution of resources.
2. Align this policy with related District initiatives.
IV.

GENERAL PROTOCOL FOR RESPONDING TO COMPLAINTS
The following are general procedures for the administrator/supervisor to
respond to any complaints:
A. Secure campus/office safety.
B. Assure involved parties that allegations and complaints are taken seriously.
C. Investigate.
D. Take action to stop the behavior.
E. Request a factual written statement from the involved parties, to include
witnesses if available.
F. Consult with the Local District, Staff Relations and other offices, as
appropriate.
G. Document actions taken.
H. Implement disciplinary action as needed.
I. If appropriate, the victim may file a criminal complaint with law
enforcement.
J. Continue to monitor and address inappropriate behaviors.
K. If appropriate, complete the Incident System Tracking Accountability
Report (iSTAR).
L. Information about allegations of misconduct or investigations should be
handled within the confines of the District’s reporting procedures and
investigative process. The District will not tolerate retaliation against
anyone for filing a complaint or participating in the complaint investigation
process.
If the allegation is against one’s administrator or supervisor, that person’s
supervisor shall respond to the complaint (see Attachment D, Workplace
Violence Complaint Form).
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AUTHORITY:

This is a policy of the Superintendent of Schools. The following legal authorities
are applied in this policy:
California Education Code §44932 et seq. and California Penal Code §422 et seq.

RELATED
RESOURCES:

BUL –999.4, Acceptable Use Policy (AUP) For District Computer Systems, dated
June 1, 2009
BUL-1077.1, Information Protection Policy, dated December 5, 2006
BUL-1347.2, Child Abuse and Neglect Reporting Requirements, dated June 30,
2011
BUL-1893.1, Sexual Harassment Policy (Employee-to-Employee), dated August 1,
2005
BUL-2047.0, Responding to and Reporting Hate-Motivated Incidents and Crimes,
dated October 10, 2005
BUL-3349.0, Sexual Harassment Policy (Student-to-Student, Adult-to-Student, and
Student-to-Adult), dated November 29, 2006
BUL-3357.1 Employee-to-Student Sexual Abuse and Related Discipline Policy,
dated November 13, 2008
BUL-5159.1, Uniform Complaint Procedures (UCP), dated July 1, 2011
BUL – 5167.0, Code of Conduct with Students – Distribution and Dissemination
Requirement Policy
BUL-5212.0, Bullying and Hazing Policy (Student-to-Student, Adult-to-Student, and
Student-to-Adult), dated August 27, 2010
BUL-5610.0, Workplace Violence, Bullying and Threats (Adult-to-Adult), dated
September 30, 2011
Employee Code of Ethics, LAUSD Ethics Office, dated February 2003
Los Angeles Unified School District Board Resolution, Respectful Treatment of All
Persons, passed October 10, 1988
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ASSISTANCE:

For assistance and information, please contact any of the following offices:
LAUSD RESOURCES
Communications Office (213) 241-6766 - for assistance with obtaining approval to
use district logos and general district communication
Crisis Counseling and Intervention Service, School Mental Health (213) 241-2174
or (213) 241-3841 - for assistance with threat assessments and mental health issues
Equal Opportunity Section (213) 241-7685 - for assistance with alleged adult-toadult discrimination and sexual harassment complaints
Employee Relations (213) 241-6591 - for assistance with employee records and
personnel files
Human Relations, Diversity and Equity (213) 241-5337 - for assistance with issues
of bullying, cyber-bullying, conflict resolution, and diversity trainings
Information Technology (213) 241-4906 - for assistance with identifying and
establishing appropriate educational websites
Los Angeles School Police Department (213) 625-6631 - for assistance with any law
enforcement matters
Office of General Counsel (213) 241-7600 - for assistance/consultation regarding
legal issues
School Operations Division (213) 241-5337 – for assistance in school operations and
procedures concerning students and employees
Staff Relations (213) 241-6056 - for assistance with employee disciplinary action
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MiSiS – My Integrated Student Information System

ATTENDANCE
TEACHER ATTENDANCE PROCESS
This job aid will demonstrate how to submit and certify attendance as a Teacher for elementary and
secondary schools.
Step 1

Log into MiSiS at https://misis.lausd.net/start, using your single sign-on (SSO) account.

Step 2

Click the tab that represents the class (elementary) or period (secondary) and the list of
students will display in the Student Tiles view.

ELEMENTARY

SECONDARY
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There are multiple ways
Roster and Seating Chart).

to display the class roster for attendance (Student Tiles,

The system will default to the Student Tiles view.

The Seating Chart view
allows the user to arrange
the photo seating for each
student.
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The following steps will demonstrate the attendance process via the Roster option, after the Roster
option is selected.
3

Step 3

Step 4

Click the drop down arrow
icon to view a list of display types.

4

Select the Roster option.

Please note that the attendance status will default to P- Present and students are listed in
alphabetical order.
**Even though attendance status defaults to P-Present, failure to submit attendance will result in #:
Attendance Not Submitted for the student. The system will no longer assume the student as
present.
5

Step 5

To change how student
records are displayed, click
the Sort by drop down arrow

6

icon to view a list of
available options to change
as desired.
The Attendance Date
defaults to the current date.

Elementary Teachers can go back four (4) calendar days to submit attendance and update
reason codes.
Secondary Teachers can only submit attendance for the current day, and enter tardy and left
early reason codes.

Step 6

The Update All Students field allows users to apply the same attendance status for all
student records. Click the drop down arrow
attendance status.

icon and select the appropriate
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Step 7

To update an individual
attendance status, click the
drop down arrow
icon to
view the available options.

Step 8

7

Select the appropriate
attendance status.

P-Present
A-Absent
T-Tardy
LE-Left Early

8

Include reason codes as appropriate for A-Absent, T-Tardy and LE-Left Early. To view a
comprehensive list of reason codes, click Reason Code Help.

Step 9

Once the attendance has been entered for the class; click the SUBMIT ATTENDANCE
button to certify the attendance.

Step 10

A confirmation message will display, click the OK
process.

button to complete the
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TITLE:
NUMBER:
ISSUER:
DATE:

ROUTING
Local District Superintendents
REF-1314.1
Local District School Support
Directors
Yi Hwa Kim, Interim Director
Local District Operations
Office of Environmental Health and Safety
Coordinators
Principals
January 13, 2009
Non-School Site Administrators
Emergency Drills and Procedures

PURPOSE:

The purpose of this Reference Guide is to provide information for District
offices, Local Districts and schools regarding emergency drills and
procedures.

MAJOR
CHANGES:

This Reference Guide replaces REF-1314 on the same subject, dated
September 24, 2004. Information regarding drill documentation has been
updated to reflect an automated drill reporting system. Schools will no
longer have to mail in drill evaluations.

INSTRUCTIONS: I.

BACKGROUND
Continuous review and revision of disaster preparedness are essential
for the safety of students and employees. Previous disasters have
given credence to this concept.

II.

DISTRICT EMERGENCY POLICIES
Administrators must be thoroughly familiar with the information
contained in this reference guide and in the Safe School Plan (Volume
2 – Emergency Procedures) prepared for their school.
Site
administrators are to share this reference guide with all staff members
to ensure decision-making continuity should the site administrator be
absent from the site during an emergency.
Administrators shall verify that all equipment provided for public
address, fire alarm, central station monitoring and bell system
emergency signals is tested monthly to make sure that it is functional.
Administrators shall make sure that drills and procedures are
conducted in compliance with pertinent laws (See: LEGAL
REFERENCES) and include the following actions:
A. The administrator shall instruct all students and staff to evacuate to
the designated Emergency Assembly Area when appropriate. This
allows for the accurate accounting of students and staff, provision
of aid to those in need, and offers an opportunity to disseminate
information.
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B. During any emergency, students shall remain on the school site
until reunited with parent(s) or designees, and/or the administrator
determines if the environment and time of day are safe to disperse
students to their homes. Administrators are reminded that only
the Superintendent of Schools has the authority to close schools.
Use of the Request and Reunion Gates, as specified in the Safe
School Plan – Volume 2 for the release of students to the custodial
adults is expected.
C. Administrators shall perform the following tasks to facilitate the
effectiveness of the Safe School Plan:
1. Regularly review and familiarize staff regarding current
emergency procedures and staff assignments.
2. Conduct drill practice/review* as follows:
SENIOR
AND ADULT

DRILL TYPE

ELEMENTARY

MIDDLE

Fire

First week of
school until
proficient, then
once per month,
including
summer school.

First week of
school until
proficient, then
once per month,
including
summer school.

First week of
school until
proficient, then
once per
semester,
including
summer
school.

Earthquake

Each month and
summer school.

Each month and
summer school.

Each month
and summer
school.

Review* once
per semester,
including
summer school.

Review* once
per semester,
including
summer school.

Review* once
per semester,
including
summer
school.

Review* once
Lock Down/
Shelter-in-Place per semester,
including
summer school.

Review* once
per semester,
including
summer school.

Review* once
per semester,
including
summer
school.

(Drop/Cover/Hold)

Take Cover or
“Drop”

*An oral review of purpose and procedure may be done in lieu of actual
practice.
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3. Conduct a school-wide emergency response drill during the
fall semester to test the school’s updated Safe School Plan.
4. Participate in the District-wide earthquake drill in April in
compliance with state requirements.
5. Insure that staff is familiar with how to properly use the public
address, fire alarm, central monitoring and bell systems.
D. The administrator shall verify that all drills have been conducted as
required by State, City, Fire Department regulations and District
policy as follows:
1. Verification of all emergency drills and fire alarm tests is to be
kept at schools in a log book available for inspection by State,
Fire Department and District Office of Environmental Health
and Safety (OEHS) inspectors. The log may also include any
memos/directions to staff from the site administrator listing
dates, times or procedures pertaining to the drills. The records
for emergency drills must be kept for two years.
2. The approved way to conduct a fire drill is to activate one of
the manual pull stations on a rotating basis. This will test both
the station and the fire alarm system, including all of the
audible and visual alarm indicating appliances. Schools with
the new fire alarm system connected to the Central Monitoring
Station must put their alarm system in the “two hour test
mode,” that will allow them to trigger an alarm and not
summon the fire department. Schools should not attempt to
simulate a fire alarm signal using the passing “bell” signal
because it will not trigger all the alarm appliances, not educate
the students and staff to true fire alarm sounds and not serve as
a test of the fire alarm system and pull station.
3. After each drill, school personnel shall complete an
“Emergency Drill Data Worksheet” (Attachment B).
Additional copies can be downloaded from: www.lausdoehs.org/emergencyservicesadministratorscorner.asp
4. Once the drill and data worksheet have been completed, school
personnel are to log on to http://emergencydrills.lausd.net
from a computer inside the District firewall and enter the drill
information. A drill certificate will be automatically generated
and e-mailed to the school. This certificate is to be retained in
the log book for proof of compliance during an inspection.
E. As part of their Los Angeles City Child Care Permit requirements,
all Early Education Centers must post their Emergency Drill
Record next to their permit.
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III.

DISTRICT EMERGENCY DRILL PROCEDURES
Complete descriptions of the procedures are found in the Safe School
Plan (Volume 2 – Emergency Procedures), Section 4.
A. Fire Drill
1. Students will evacuate to designated emergency assembly
areas, in a quiet, safe and expeditious manner.
2. Teachers will take their emergency class roster, account for all
students and report any inconsistencies to the Incident
Commander.
3. Students and teachers will wait in their designated areas for
instructions.
B. Earthquake “Drop/Cover/Hold” Drill
The “Drop/Cover/Hold” procedure provides protection from flying
objects and broken glass for students and staff during an
earthquake.
1.

2.

Inside classroom:
a. Upon command of “DROP,” drop to knees, facing away
from windows.
b. Take cover by getting under or below furniture (desk,
chair, table, etc.).
c. Grasp the furniture legs with hands and hold tightly.
d. Evacuation of the buildings must be done only when the
shaking has completely stopped.
On school grounds but outside school buildings:
a. Stay clear of buildings, power lines, light poles, etc.
b. Drop to the ground, cover head if possible and hold onto
a stable object if available.
c. Remain clear of obstacles and wait until situation
stabilizes and staff member gives all clear.
d. Move to the emergency assembly area.

C. Drop/Take Cover Drill
The emergency “Drop/Take Cover” procedure is used during the
following disasters when they occur at or near the school or nonschool site: bomb blast, gas truck explosion, airplane crash, gas
storage tank explosion, shooting incident, railroad tank car
explosion.
1.

Procedure when inside the classroom:
a. Upon the command of “Drop/Take Cover,” drop to knees
with back to a window, place head in lap and clasp hands
behind the neck.
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2.

3.

b. Wait quietly for further instructions.
Procedure when outside the classroom:
a. Seek any type of protection (curb, bench, ditch, gutter,
etc.).
b. Drop to ground with back to hazard and clasp hands
behind neck.
c. Remain in this position for a brief period, and then seek,
if necessary, more protective cover.
Procedures when going to or from school:
a. Seek any type of protection (curb, bench, ditch, gutter,
etc.).
b. Drop to ground with back to hazard and clasp hands
behind the neck.
c. Remain in this position for a brief period, and seek, if
necessary, more protective cover.
d. Go to the nearest available place of shelter and remain
there quietly until instructed to leave by a recognized
authority.

D. Lock Down Drill or “Campus Protection”
This drill is used to practice securing the school during police
action, campus intrusion, community incidents or any other
incident requiring school/room security.
1.

2.

Lock Down procedures inside the classroom:
a. Lock doors.
b. Close blinds and cover door window if necessary.
c. Move students away from window.
d. Remain in classroom until emergency is over, as
announced by the site administrator.
Lock Down procedures outside the classroom:
a. Proceed to closest room.
b. Remain inside room until emergency is over, as
announced by the site administrator.

E. Shelter-in-Place Drill
This action is taken to place or keep students indoors in order to
provide a greater level of protection from airborne contaminants in
outside air. Shelter-in-Place is implemented when there is a need
to isolate students and staff from the outdoor environment and
includes the shut down of classroom and building HVAC systems.
During Shelter-in-Place, no one should be exposed to the outside
air.

REF-1314.1
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The difference between Shelter-in-Place and Lock Down is that
Shelter-in-Place involves shutdown of the HVAC systems, and
allows for the free movement of students within the building.
However, classes in bungalows and buildings with exterior
passageways will have to remain in the classroom.
1.

2.

IV.

If outside, students will proceed to their classrooms if it is
safe to do so. If not, teachers or staff will direct students into
nearby classrooms or other school buildings. Teachers
should consider the location and proximity of the identified
hazard and, if necessary, proceed to an alternative indoor
location.
Teachers must secure individual classrooms, and the plant
manager and Security/Utilities Team will assist in
completing the procedures as needed: shut down HVAC
systems; turn off fans in the area; close and lock doors and
windows; seal gaps under doors and windows with wet
towels or duct tape; seal vents with aluminum foil or plastic
wrap, if available; and turn off sources of ignition, such as
pilot lights.

SCHOOL BUS EMERGENCY PROCEDURES
Students traveling on school buses will receive instructions from bus
drivers during any type of emergency. Buses may report to the nearest
school after an emergency until further information is received.

V.

STUDENT EMERGENCY INFORMATION CARD
The 1994 Emergency Information Card provides administrators with
additional student information in case of an emergency. Emergency
cards may be ordered from the District’s Supply Catalog, Commodity
Code #966-12-14121. Every effort should be made to keep all student
emergency contact information current and accurate.

VI.

SAMPLE LETTER
Attachment A is a sample letter (English/Spanish) that may be
used to notify parents of the drill. School personnel can download
the sample parent letters translated in Armenian, Chinese, Korean,
Russian or Vietnamese at the OEHS website: http://www.lausdoehs.org/emergencyservicesadministratorscorner.asp
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VII. CONDUCTING EMERGENCY DRILLS
Attachment C is a chart titled “Conducting Emergency Drills,” which
may be duplicated and placed in all rooms.
Schools can download additional copies of the “Conducting
Emergency Drills” chart by going to the OEHS web site at
www.lausd-oehs.org/emergencyservices.asp.
LEGAL
REFERENCES:

Civil Defense Policy, Public Law 875, Eighty-First Congress
California Disaster Act - Citation
California Administrative Code, Title 5, Education
Senate Bill 187
Assembly Bill 2876
Code of California Regulations, Title 19, Section 3.13
Los Angeles Municipal Code, Section 57.111.06 – Emergency Exit Drills

ASSISTANCE:

For assistance or further information please contact the Office of
Environmental Health and Safety at (213) 241-3199 or Bob Spears, Assistant
Director of Emergency Services at (213) 241-3889.
For specific information regarding a school site’s fire alarm system,
administrators should contact the Local Maintenance and Operations Area
Electrical Technical Services Desk.
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ATTACHMENT A
SAMPLE LETTER TO PARENTS

(School Letterhead)
(Date)
Dear Parents(s) or Guardian(s):
The safety and welfare of our students and staff are our highest priorities. To provide schools
an opportunity to practice emergency response procedures, the Superintendent of Schools has
asked all students and staff to participate in a District-wide emergency preparedness drill on
___________________________, at ______________. Please be advised that students will
be dismissed at the regular time on this day.
The goals of the training drill are to improve our ability to protect students, save lives, and
reduce injuries. As part of the drill, the students and staff will participate in the activation of
our school’s Safe Schools Plan. You are encouraged to participate in this drill.
Prior to the drill, please discuss with your child your family’s home preparedness plan.
Several resources are available to help you prepare. The American Red Cross has outstanding
materials. You can obtain Red Cross materials in English or in Spanish from their web site:
http://www.redcross.org or by calling the Los Angeles Chapter at (213) 739-5200. Your
telephone directory also has valuable information on first aid, CPR and home preparedness.
If you have any questions or need further information, please do not hesitate to call our school
office at (School Telephone Number).
Sincerely,

Principal
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ATTACHMENT A
SAMPLE LETTER TO PARENTS

(School Letterhead)
(Date)
Estimados padres de familia o tutores:
La seguridad y el bienestar de nuestros estudiantes y del personal son nuestras prioridades
fundamentales. A fin de que las escuelas tengan oportunidad de practicar los procedimientos a
seguir en caso de una emergencia, el superintendente de escuelas le ha solicitado a todo el personal
y los estudiantes que lleven a cabo un ejercicio de simulacro de preparación para emergencias que
abarcará a todo el Distrito y se realizará el _________________________________________ a
las ______________. En ese día, el horario de salida de clases será el habitual.
El objetivo de este ejercicio de entrenamiento es mejorar nuestra capacidad para proteger a los
estudiantes, salvar vidas, y limitar las lesiones que se pudieran producir. Como parte del mismo,
los estudiantes y el personal participarán en la activación de nuestro Plan de Seguridad Escolar. Se
insta a todos a tomar parte en el simulacro.
Solicitamos a los padres de estudiantes que antes de la fecha de realización del simulacro,
conversen con sus hijos acerca del plan de preparación que tengan en sus hogares. Existen una
serie de recursos disponibles para ayudarles a estar mejor preparados. La Cruz Roja cuenta con
material extraordinario. El mismo puede obtenerse en inglés o español visitando el portal de
Internet en: http://www.redcross.org, o llamando a la sección de Los Ángeles al (213) 739-5200.
En la guía telefónica también se puede encontrar valiosa información sobre primeros auxilios, CPR
(Resurrección Cardiopulmonar), y preparación del hogar.
Si tiene alguna otra pregunta o necesita más información, por favor no dude en llamar a la oficina
escolar por el (school telephone number).
Atentamente,

Director(a)
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ATTACHMENT B

EMERGENCY DRILL DATA WORKSHEET
Use this form to record your drill information; then go to http://emergencydrills.lausd.net
(please note that you must be on the LAUSD network for this address to work); enter the
data and receive your certificate.
(Choose one)
Fire
Earthquake drill with evacuation
Shelter in Place

Drop/Cover/Hold or "Drop"
Campus Protection or "Lockdown"
Date: ___/___/______

Name:

Position:

E-Mail:

Location Code:

1.

What type of alert system did you use to alert students/staff of the drill?
Fire Alarm/Bell
Voice through Intercom/PA
Bull Horn

Whistle

2.

(Omit #2 for Drop/Cover/Hold or "Drop")
Time Drill Started:
(am / pm)
Time Drill Completed:

3.
4.
5.
6.
7.

Total number of staff involved in the drill activity?
Total number of students involved in the drill activity?
Did any special needs students participate in the drill? If yes, about how many?
Did you encounter any challenges with the special needs children? (Y/N)
If yes, please describe challenges: __________________________________________________________

(am / pm)

_________________________________________________________________________________________
_________________________________________________________________________________________
8.

(Omit #8 for Drop/Cover/Hold” or “Shelter-in-Place”, "Drop" & "Lockdown")
How long did it take to evacuate all buildings?
(minutes)
(Time from START of drill to the time when last staff or student arrived at the staging area.)

(Omit #9 for Drop/Cover/Hold or "Drop")
9. Did you establish an Incident Command Post? (Y/N)
10. Did staff bring the School Emergency Response Box to the assembly area?(Y/N)
11. Did you use the District's Safe School Plan, Volume 2 - Emergency Procedures during:
(Check all that apply)
Yes, during the planning of the drill.
Yes, during the execution of drill.
Yes, after the drill.
No, we did not use the Safe School Plan.
(Omit #12, 13 & 14 for Drop/Cover/Hold or "Drop")
12. Did you use any supplies during the drill? (Check all that apply)
Yes, our staff took supplies out their storing area.
Yes, our staff used the supplies during the drill.
No, we did not use emergency supplies.
13. Were parents notified either before or after the drill? (Y/N)
14. How were parents notified? (method)
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15. Did any parents participate in drill? If yes, about how many?
16. What did parents do?
_____________________________________________________________________

17. Did you encounter any behavioral problems (non-participation, student/staff distractions, etc.)
during the drill? If yes, please briefly describe any problems.
________________________________________________________________________________
________________________________________________________________________________
18. Did you encounter problems with any of the following?
(Omit# “d, e, & f” for Drop/Cover/Hold or "Drop")
(Omit # “f” for Campus Protection or "Lockdown")
Yes
No
Briefly describe these problems:
a. Alert System
b. Students
c. Staff
d. Parents
e. Supplies
f. Evacuation Route
19. Using a grading scale from A through F, please grade the following:
(Omit “a, b, & c” for Drop/Cover/Hold or "Drop")
(Omit “a” for Campus Protection or "Lockdown")
A
B
a. Student behavior during evacuation procedure
b. Student accounting
c. Staff accounting
d. Performance of alert system
e. Performance of members of the school safety team
f. Overall student performance
g. Overall staff performance

C

D

F

20. Did you debrief after the drill? (Y/N)
21. What were the three top lessons learned?
1. ______________________________________________________________________________________
2. ______________________________________________________________________________________
3. ______________________________________________________________________________________
22. How can this drill be improved in the future?
________________________________________________________________________________________
________________________________________________________________________________________
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EVENT

SIGNAL

ATTACHMENT C

CONDUCTING EMERGENCY DRILLS
FIRE DRILL

EARTHQUAKE
DROP/COVER/HOLD

DROP/TAKE COVER
(Used for explosions, airplane crash,
shooting incident, etc.)

(Used to secure school during police
action
or
a
campus
intrusion
emergency, hazardous material leak.)

Bell for 10 seconds;
pause for 5 seconds;
Bell for 10 seconds –
repeat sequence.

Command of “DROP”
given by teacher or staff
member.

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

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

Evacuate to outside
assembly area.

Drop to knees; take
cover under desk; hold
on to leg of furniture.

Take
immediate
cover.
Drop, facing away from
windows or hazards. Bury
face in arms to protect
head. Close eyes tightly.
Remain in position until
directed to evacuate or
until emergency is over.

Lock doors, close blinds,
move
away
from
windows.
Outside,
proceed to closest room.
Remain until emergency is
over.

One long (10 seconds) bell
or oral notification by staff
that drill is over.

One long (10 seconds)
bell or oral notification by
staff that drill is over.

ACTION

ALL
CLEAR

LOCK DOWN OR
SHELTER-IN-PLACE

One long (10 seconds)
bell or oral notification
by staff that drill is
over.

Given by teacher or staff
member.
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For Shelter-in-Place, close
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TITLE:

Guidelines for Preventing Heat Stress

NUMBER:

BUL-963.1

ISSUER:

Judy Elliott, Chief Academic Officer
Office of Curriculum, Instruction and School Support

ROUTING
All Employees
All Locations

Rene Gonzalez, Assistant Superintendent
Student Health and Human Services
DATE:

January 24, 2011

POLICY:

To counteract heat stress, all District personnel must pay attention to weather
conditions and use common sense and good judgment for modifying activities and/or
school days. This policy applies to all school sponsored activities.

MAJOR
CHANGES:

This bulletin replaces BUL 963.0 of the same subject, issued by Student Health and
Human Services, dated August 4, 1998. The content has been updated to conform to
the new format for written communications.

GUIDELINES:

I.

Introduction
Heat stress is the overall effect of excessive heat on the human body. The body
dissipates heat in various ways: by increasing blood circulation, by losing water
through sweating, and as a last resort, by panting or altering breathing. When
heat gain exceeds the level the body can remove, body temperature begins to rise,
and heat related illnesses and disorders may develop.
Those at highest risk are the very young, the elderly, people with acute or
chronic health problems, and people using certain medication or taking illicit
drugs. For various reasons, not all people tolerate heat to the same extent.
Heat Index is a measure of how hot it really feels when relative humidity is
factored with the actual air temperature. High relative humidity slows
evaporation of water, and therefore counteracts the cooling mechanism of
sweating. Most heat alert procedures are based on the Heat Index, rather than
just temperature. To estimate the Heat Index using temperature and relative
humidity, look at the Heat Index Chart below or go to
http://www.nws.noaa.gov/om/heat/images/heat_index.png. The National
Oceanic and Atmospheric Administration (NOAA) is a federal agency focused
on the condition of the oceans and the atmosphere. For local and forecasted
temperature and humidity, go to the NOAA website at
http://www.noaa.gov/wx.html and type in the local zip code. Local news reports
on radio and television also carry this information.

BUL-963.1
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Heat Index (HI) Chart (Temperature & Relative Humidity (RH))
Temperature (° F)

RH
(%)

90

91 92

93

94

95

96 97 98 99 100 101 102 103 104 105

90 119 123 128 132 137 141 146 152 157 163 168 174 180 186 193 199
85 115 119 123 127 132 136 141 145 150 155 161 166 172 178 184 190
80 112 115 119 123 127 131 135 140 144 149 154 159 164 169 175 180
75 109 112 115 119 122 126 130 134 138 143 147 152 156 161 166 171
70 106 109 112 115 118 122 125 129 133 137 141 145 149 154 158 163
65 103 106 108 111 114 117 121 124 127 131 135 139 143 147 151 155
60 100 103 105 108 111 114 116 120 123 126 129 133 136 140 144 148
55 98 100 103 105 107 110 113 115 118 121 124 127 131 134 137 141
50 96

98 100 102 104 107 109 112 114 117 119 122 125 128 131 135

45 94

96 98 100 102 104 106 108 110 113 115 118 120 123 126 129

40 92

94 96 97 99 101 103 105 107 109 111 113 116 118 121 123

35 91

92 94 95 97 98 100 102 104 106 107 109 112 114 116 118

30 89

90 92 93 95 96 98

99 101 102 104 106 108 110 112 114

Note: Exposure to full sunshine can increase HI values by up to 15° F
As an example, if the air temperature is 96°F (found on the top of the table) and the relative
humidity is 65% (found on the left of the table), the Heat Index--how hot it feels--is 121°.

To counteract heat stress, all District personnel must pay attention to these
contribution factors:
 air temperature
• medical problems and use of medications
 humidity
• fluid intake
 air circulation
• appropriate clothing
 radiant heat
• physical conditioning
 air pollution
• acclimation to heat
 classroom temperature • intensity, type and duration of exercise
 classroom location
II. Weather Conditions For Modifying Classroom Activities or School Day
The Office of Environmental Health and Safety will provide advisories upon
receipt of heat alert notices from the local public health department and may
send additional information during periods of inclement weather; however, all
schools and offices must comply with this Policy Bulletin regardless if an
BUL-963.1
Student Health and Human Services
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advisory has been distributed.
The decision to modify school activities will be made by the school principal
after consulting with the Local Superintendent who may consult with the
Superintendent of Schools.
Attachment A provides a guideline for consideration in modifying instructional
programs, physical activity, and school schedules based on the Heat Index.
Please Note:
Students with certain health problems may require more attention. If
students complain about the heat, allow them to rest and inform the school
nurse who may want to have their health status clarified by a parent or
guardian.
Employees with specific health problems making them more sensitive to
heat should alert the site administrator.
On very hot, humid days, administrators, teachers, and other staff should be
aware of the following procedures to help minimize possible heat stress:
A. Faculty and staff must be informed at the beginning of each semester/track,
and as needed thereafter, about the school’s program for preventing heat
stress, and the most efficient methods for reducing heat and maximizing
ventilation in classrooms.
B. Doors and windows must be closed in air-conditioned rooms, and any airconditioning equipment malfunction should be reported at once.
C. When possible, all air-conditioned rooms should be used as classrooms.
D. Non-air conditioned classrooms should be surveyed by teacher or principal’s
designee when temperatures require that maximum cooling efforts be
instituted, including:
 Windows, doors, transoms, and venetian blinds should be adjusted for
maximum ventilation and air circulation.
 Electric fans, where available, should be placed to bring in fresh air and
exhaust stale air rather than just blowing it around the room. Fans
should be placed in or next to an open window at one end of the room
to bring in air, and a window or door (not one that opens into a hall) at
the opposite end of the room should be opened to exhaust air. For
rooms with unusual heat problems, installing an electric fan in one
window or transom and covering the opening with a security screen
should be considered. Fans should be turned on as early as possible.
 Adjusting custodial hours should be considered to permit early entry
BUL-963.1
Student Health and Human Services
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into classrooms to open doors, windows, transoms, and turn on fans.
Precautions should be taken to ensure that when fans, coolers, or other
devices are used they meet safety standards and that cooling strategies
do not place an overload on existing electrical systems.

E. When classroom temperatures exceed 92° F, consideration should be given to
moving students to cooler rooms or other appropriate areas, such as the
auditorium, multipurpose room, library, or shaded outdoor areas. When
possible, classes should be combined in air-conditioned rooms not to exceed
the occupancy load.
F. Teachers, especially at the elementary level, may adjust their programs to use
the cooler early hours for physical activity.
G. Water must be available. Personal water containers are recommended for
use when heat is excessive as a means to prevent dehydration. Use at other
times should be a local school option. School sites and secondary physical
education departments should establish policies for use of water containers
and inform students and parents.
A personal water container is a firm, non-breakable plastic receptacle which
is no more than 9” high and 4” wide that will hold no more than 32 ounces of
water. The container may have a pressure seal, screw or pop-up cap, or a
straw drink device on its top. The use of all other types of personal water
containers is prohibited. The following are recommended precautions:
 For health reasons, water containers should not be shared.
 For safety reasons, 1) students should not run with straws or containers
in mouth, and 2) containers may not be used while riding District buses.
 Students should not bring containers to physical education activity areas
unless given permission by the physical education teacher.
H. Staff and all personnel supervising physical activities, including Youth
Services personnel, should observe students during activity periods and
modify activities as recommended in Exhibit A. Students known to have
health problems should be closely observed and their activity modified or
restricted.
III. Weather Conditions For Modifying Athletic Activities
During times of excessive heat, the following precautions need to be taken for
outdoor physical activity which includes recess, physical education, recreation,
and competitive sports:
A. The intensity of exercise activities must be limited or they must be
modified whenever the Heat Index is above 95°. See Heat Index table on
BUL-963.1
Student Health and Human Services
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page 2.
B. Air Quality Advisories issued by the South Coast Air Quality Management
District (SCAQMD) must be obeyed. The Office of Environmental Health
and Safety will provide informatives based on SCAQMD’s advisories. Please
contact the Office of Environmental Health and Safety for more information.
C. Adequate water must be available. If adequate water is not available,
physical activity must be modified. Prior to prolonged physical activity, a
person should be fully hydrated. During the activity, periodic drinking of
water every 15 to 30 minutes should be encouraged. Use of salt tablets is not
advised, and commercially available replacement fluids for athletes are not
usually necessary. Sugary and caffeinated beverages cause dehydration.
Carbonated beverages may cause abdominal pain.
If water fountains are not located near the place of activity, large urns from
the cafeteria may be filled with water and placed in strategic locations. Do
not use irrigation systems for drinking water such as hose bibs and quick
coupler valves.
D. Proper clothing should reflect heat, permit freedom of movement, and allow
free perspiration. Clothing should be light colored, lightweight, loose, and
limited to one layer of absorbent material in order to facilitate evaporation of
sweat and expose as much skin as possible, yet still be appropriate for the
school environment.
Sweat-saturated garments should be replaced by dry ones. Rubberized sweat
suits should never be used to produce loss of weight. Sunscreen, proper
clothing, and hats should be used to prevent sunburn.
E. Staff and all personnel supervising physical activities, including Youth
Services personnel, should observe students during activity periods and
modify activities as recommended in Attachment A. Students known to have
health problems should be closely observed and their activity modified or
restricted.
F. Teachers must observe students closely and know signs and symptoms of
heat stress, emergency first aid, and how to obtain medical help. (See
Attachment B)
G. The intensity and duration of a strenuous exercise program should be
adjusted initially for students who are not acclimated to the climate. The
intensity and duration of the program can then be gradually increased over a
period of 10 to 14 days to allow the students to adapt to the effects of heat.
BUL-963.1
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H. Marked differences between indoor and outdoor temperatures may
precipitate physical problems.
I. Secondary and adapted physical education teachers should modify the type,
duration, and intensity of exercise. For suggestions refer to “Inclement
Weather Program” in the Secondary Physical Education Curriculum, Grade
6-12, Publication No. SC-957, 1990, page 49 or the appropriate elementary
guide.
J. Rest periods should be provided during activity.
K. Activities must be followed by the proper cool-down (for example, jogging
should be followed by walking) and rest.
L. Athletes engaging in competitive sports must have their activities closely
observed for all of the above considerations.
IV. Strategies For Preventing Heat Stress During the School Day
A. Each school should review this bulletin with their staff on an annual basis.
Teachers, staff, parents, and students should be instructed by school nurses
regarding awareness of signs and symptoms and first aid for problems
attributable to excessive heat. Teachers should explain precautions to
students.
B. A “cool room” should be established for use by students showing early signs
of heat stress. This room should provide maximum coolness possible.
During an emergency, if an air-conditioned classroom is to be used as a “cool
room” and is occupied by students, the students should be moved to another
location. During excessive heat the “cool room” should be available for use
at all times during the school day.
If possible, the “cool room” should be located near restrooms and should be
equipped with chairs, cots, or mats; running water or adequate amounts of
cool dispensed water; telephone or functioning communication with the main
office; refrigerator or ice chest with ice and cold compresses; and basic first
aid supplies. It should be supervised by staff trained to recognize signs and
symptoms of heat stress and administer first aid.
Students showing any signs of heat stress should be cared for using the
guidelines in Attachment B.
C. Prior to boarding buses, traveling students should be encouraged to drink
water and be given time to drink cool water located near the pickup areas.
For safety reasons, personal water containers may not be used while riding
BUL-963.1
Student Health and Human Services
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District buses. When the Heat Index is 95° or greater, schools may consider
providing large moist towelettes for use by students.
D. When planning an outdoor event such as graduation, educational fairs,
health fairs, etc. that cannot take place indoors, certain precautions need to be
addressed:
 If possible, plan outdoor events around the coolest part of the day. For
example, plan outdoor graduations in the early morning or early
evening.
 Adequate shaded areas should be available to prevent heat exhaustion
or heat stroke. This can be met by providing canopies, preferable near
a restroom.
 Under the shaded area: chairs, cots, an adequate water supply, an ice
chest with ice and cold compresses, and first aid supplies must be
available.
 This area should be supervised by staff trained to recognize symptoms
of heat exhaustion and heat stroke and administer first aid.
 Participants in these activities should be notified to wear appropriate
clothing, hats, and sunglasses and to bring liquids and snacks as
appropriate.
V. Strategies For Preventing Heat Stress During Athletic Practice and Competition
1. Conditioning period: It is recommended that all sports have a minimum of
five (5) days of pre-practice progressive conditioning prior to more strenuous
and sport specific practices to develop the level of conditioning necessary for
more strenuous and stressful workouts. Pre-conditioning workouts should
incorporate strength, endurance, speed, plyometric, agility and flexibility
training in a progressively and structured program.
2. Progressive build up to acclimate to extreme heat conditions should include:
a. Shorter workouts
b. Reduce pace of workout
c. Reduced required equipment
d. Modify drills
e. Increase breaks between work periods
f. Plenty of ice water available during practice
g. Cooling areas
h. Educate students and coaches on pre-hydration and adequate hydration
during activity.
i. Postpone or schedule practice session during cooler period of day.
j. It is recommended that football not be allowed to have two-a-day
workouts.
3. Include information and strategies for preventing heat related injuries at annual
BUL-963.1
Student Health and Human Services
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coaches meeting. This presentation would include:
a. causes of heat related injuries,
b. hydration and preventive strategies,
c. using the Heat Index ranges to identify
activity recommendations and modification strategies.
4. Use current medical health history and physical to identify students
susceptible to or at high risk for heat related injuries. Students identified as
high risk should be removed from participation at a lower Heat Index. These
would include:
a. Students with history of previous heat illness
b. All current illnesses and/or health sensitive medical conditions
c. Students who have experienced recent injuries
RELATED
RESOURCES:

Data used in this bulletin was adapted in part from:
1. American Academy of Pediatrics, Committee on School Health, “Heat Stress
and School Closings,” Pediatrics, Vol. 74, No. 2, 1984
2. American Academy of Pediatrics, Committee on Sports Medicine, “Climatic
Heat Stress and the Exercising Child and Adolescent,” Pediatrics, Vol. 106, No.
1, July 2000.
3. Journal of Athletic Training, 2002:37(3):329-343; “National Athletic Trainers’
Association Position Statement: Exertional Heat Illnesses.”
4. Journal of Athletic Training, 2000;35(2):212-224; “National Athletic Trainers’
Association Position Statement: Fluid Replacement for Athletes.”
5. National Collegiate Athletic Association (NCAA); Guideline 2c,”Prevention of
Heat Illness,” Revised June 2002.
6. National Federation of State High School Associations. April 2008; “Position
Statement and Recommendations for Hydration to Minimize the Risk for
Dehydration and Heat Illness.”

ASSISTANCE: For assistance or further information, please contact the Director, Student Medical
Services at (213) 765-2830; Director, Interscholastic Athletics, at (213) 207-2200 or
the Office of Environmental Health and Safety at (213)241-3199.
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ATTACHMENT A
Precaution and Modification Guidelines for Classroom and Physical Activity based on the Heat Index

***Please note: Heat Index temperature IS NOT the same as regular (thermometer) temperature. For definition of Heat Index and/or
more information, please see BUL-963.1. For the current Heat Index, go to www.noaa.gov.

Category

Under 95° F
Heat Index
“Green
Flag”
95° to 99°
Heat Index

“Yellow
Flag”

100° to 105°
Heat Index

“Red Flag”

Above 105°
Heat Index
“Black Flag”

Outdoor Instructional
Activities including
Physical Education
and Events

Precautions and
Practice Lengths

SUGGESTED Fluid
Intake

Learning skills decrease with long
exposure Heat Index is above 95°.

Low to Moderate Risk.
Use Caution for practice
sessions and monitor on
basis of risk factors.
Workout:Rest Ratio
as needed or 6:1

Fluid Replacement beverages should be
easily accessible in individual fluid
containers to permit easier monitoring
of fluid intake. Allow athlete to carry
water bottles of hydration system when
practical.

Encourage loose-fitting, light
colored, lightweight clothing;
encourage wide brimmed hats and
sun screen (Sun Protection Factor
[SPF] 15 or higher) during recess
and outdoor activities; Encourage
students to bring water bottles or
take frequent water breaks;
increase room ventilation (open
windows/doors, use fans); provide
wet wipes, damp clothes and/or
spray bottles to cool forehead,
arms, legs, and face.
All of the above and move
students/staff to cooler areas of
the building, as often as
necessary, to avoid being in the
above 90° Heat Index areas for
longer than 60 to 90 minutes at a
time.

High Risk.
Use increased caution for
practice sessions and
consider modifying
practice lengths and
intensity level. Decrease
physical activity at recess
and in PE classes and,
limit recess to cooler
morning hours.

Athlete should consume apx. 17-20 fl
oz of water 2-3 hours before exercise
and 7-10 fl oz of water 10 to 20
minutes before exercise. Fluid
replacement should occur every 10-20
minutes at 7-10 fl. oz.

All of the above and immediately
move the students/staff to cooler
areas of the building. If there are
no suitable locations below the
“Black Flag” level, immediately
contact the Office of
Environmental Health and Safety
(OEHS) to determine what
actions, including the possible
dismissal/modification of school
to initiate.

BUL-963.1
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Workout:Rest Ratio 2-3:1
Very High Risk.
If possible, events should
be rescheduled or delayed
until safer conditions
prevail. If the event must
take place, be on high
alert. Take steps to reduce
risk factors (e.g., more and
longer rest breaks, reduced
practice time, reduced
exercise intensity, access
to shade, minimal clothing
and equipment, cold tubs
at practice site, etc.). Heat
index should be rechecked
every 30 minutes.
Workout:Rest Ratio 1-2:1
Extreme Risk.
No Practice.

Mandatory water breaks every 20
minutes for 10 minutes in duration.
Traditional sports drinks with
appropriate carbohydrate (CHO) and
sodium may provide additional benefit
for the athlete. A 6-8% addition of
CHO to water is the maximum that
should be utilized. All fluids should be
cold to optimize gastric emptying.

All students must have water readily
available to them.

Heat Index should be
rechecked every 30
minutes.
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ATTACHMENT B

Heat Related Illnesses, Signs/Symptoms and Treatment
Heat
Illness

Definition/Description

Muscle Occurs during or after intense
(Heat) exercise.
Cramps Athlete will experience acute, painful,
involuntary muscle contractions
typically in the arms, legs, or
abdomen.

Occurs as result of exposure to high
Heat
Syncope temperatures. Typically occurs during
the first 5 days of acclimation to
physical activity in the heat. May also
occur after a long period of standing
after physical activity.
The inability to continue exercising
Heat
(Exercise) that is associated with heavy
Exhaustion sweating, dehydration, energy
depletion, and sodium loss.
*Frequently occurs in hot, humid
conditions

Heat
Stroke

Life-threatening unless promptly
recognized and treated. Occurs as a
result of prolonged heat exposure
while engaging in physical activity.
Symptoms are a result of the body
shutting down when it is no longer
able to regulate temperature naturally.

BUL-963.1
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Signs/Symptoms

What to Do

Dehydration
Thirst
Fatigue
Sweating
Muscle cramps

 Stop all activity and sit quietly in a cool
place.
 Drink clear juice or a sports drink.
 Do not engage in exercise/strenuous
activity for a few hours after cramps
subside, as this may lead to heat
exhaustion or heat stroke.
 Seek medical attention if heat cramps do
not subside in 1 hour.

Dehydration
Fatigue
Fainting
Lightheadedness
Tunnel Vision
Pale or sweaty skin
Decreased pulse rate

 Lie down in a cool place.
 Drink clear juice or a sports drink.

Normal or elevated bodycore temp (97-104°F)
Dehydration
Dizziness/Lightheadedness
Headache
Nausea/Diarrhea
Weakness
Persistent muscle cramps
Profuse sweating
Chills
Cool, clammy skin

 Seek medical attention immediately if
symptoms are severe, the athlete has
existing heart problems or high blood
pressure.
 You may attempt to cool the athlete by
giving: cool, non-alcoholic beverages (as
directed by physician), rest, cool
shower/bath/sponge bath, moving to an air
conditioned environment, and wearing
lightweight clothing.

Same Symptoms as Heat
Exhaustion and High bodycore temp (>104°F)
Change in Mood (e.g.,
apathy, irrational)
Hot and wet or dry skin
Increased heart rate
Confusion

 If any symptoms are evident-CALL 911 or
seek immediate medical assistance.
 Move the athlete to a shady area.
 Cool the athlete rapidly using whatever
methods you can: immerse the victim in a
tub of cool water; place the person in a cool
shower, spray the victim with cool water
from the hose, sponge the person with cool
water; fan the athlete.
 Monitor body temperature and continue to
cool the athlete until temp drops to 101102°F.
 Continue until medical professionals arrive
and take over. If medical attention is
delayed, call the emergency room for
further instructions.
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POLICY:

This Bulletin defines those behaviors that must be reported to teachers pursuant to
Education Code Section 49079 and Welfare and Institutions Code Section 827. It
sets forth procedures on how to report, maintain, and disseminate confidential
information and penalties for failure to report and breach of confidentiality.

MAJOR
CHANGES:

This Bulletin replaces BUL-3927.1 of the same title, dated March 3, 2008. The
content has been revised to reflect the revision in Education Code 48900. It
provides clarification involving the electronic and manual procedures for notifying
student’s mandated reportable acts, and for retaining and purging student
information.

GUIDELINES:

While the type of information presented under this Bulletin must be disseminated
to teachers and counselors by legal mandate, the disseminated information must be
kept confidential and used only for specific purposes. As such, the following
guidelines apply and must be strictly followed in order for administrators,
teachers, and counselors to avoid any potential personal liability:

ROUTING
Local District
Superintendents
LD Directors of School
Services
Operations
Administrators
Principals
Assistant Principals
Deans
Academic Counselors
Transportation
All Employees

I. LEGAL BACKGROUND
The law requires that certain student behavior must be reported to teachers
pursuant to Education Code (E.C.) Section 49079 and Welfare and Institutions
Code (W.I.C.) Section 827.
A. E.C. Section 49079 states as follows:
1. A school district shall inform the teacher of each pupil who has
engaged in, or is reasonably suspected to have engaged in any of the
acts described in any of the subdivisions, except subdivision (h), of
Section 48900 or in Sections 48900.2, 48900.3, 48900.4, or 48900.7
that the pupil engaged in, or is reasonably suspected to have engaged
BUL-3927.2
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in, those acts (For clarification, see Section II.A.1).
The District shall provide the information to the teacher based upon any
records that the District maintains in its ordinary course of business, or
receives from a law enforcement agency regarding a pupil described in
this section.
2. A school district or school district officer or employee is not civilly or
criminally liable for providing information under this section, unless it
is proven that the information was false and that the district or district
officer or employee knew or should have known that the information
was false, or the information was provided with a reckless disregard for
its truth or falsity.
3. An officer or employee of a school district who knowingly fails to
provide information about a pupil who has engaged in, or who is
reasonably suspected to have engaged in, the acts referred to in
subdivision (a) is guilty of a misdemeanor which is punishable by
confinement in the county jail for a period not to exceed six months, or
by a fine not to exceed one thousand dollars ($1,000), or both.
4. Since the 1996-97 school year and each school year thereafter, the
information provided must be from the previous three school years.
5. Any information received by a teacher pursuant to this section shall be
received in confidence for the limited purpose for which it was
provided and shall not be further disseminated by the teacher.
B. W.I.C. Section 827
W.I.C. Section 827 mandates that the Juvenile Court submit written notice
to the superintendent of the district of attendance whenever a minor, who is
enrolled in any of grades K through 12, has been found by the court to have
committed any of certain specified offenses. These offenses include any
felony or any misdemeanor involving curfew, gambling, alcohol, drugs,
tobacco products, carrying of weapons, larceny, vandalism, or graffiti; and
a sex offense as listed in Section 290 of the Penal Code: assault or battery.
II. MANDATED REPORTABLE ACTS
A. Compliance
1. For compliance with E.C. Section 49079, mandated reportable acts are
those that would also have been a reason for suspension or expulsion.
These acts are set forth in E.C. Sections 48900, 48900.2 (sexual
BUL-3927.2
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harassment), 48900.3 (hate violence), 48900.4 (threats, intimidation
against district personnel and pupils), and 48900.7 (terroristic threats).
See Attachment A for a detailed list of the E.C. Section 48900 et seq.
offenses. Please note that E.C. Section 48900(h) involving the use of
tobacco is not a mandated reportable act.
2. For compliance with W.I.C. Section 827, mandated reportable acts are
those contained in Juvenile Court Notices, see Attachment B which is a
sample Juvenile Court Notice and is entitled, “W.I.C. Section
827(b)(2)/EC Section 48267 Notification” (hereinafter referred to as a
“W.I.C. Notice”).
B. Definitions
1. “Teacher,” for the purpose of this bulletin, is defined as someone who
has significant involvement with the student in a classroom setting.
This would include a child’s regular classroom teacher or a substitute
teacher. This would not include a teacher who only has contact with a
student while on the schoolyard or while the teacher is on supervision.
2. “Reasonably suspected to have engaged in mandated reportable acts,”
for the purposes of this bulletin, are those acts that resulted in a
suspension, or resulted in notification from school police or a court of
law, or those acts specified in E.C. Section 48900 et seq. offenses on
which the school site took some formal action.
3. “Yellow Folders” are discipline files that the principal must establish
for every student at his or her school for whom the District has a record
indicating that the student engaged in, or was reasonably suspected to
have engaged in, any of the mandated reportable acts. The “Yellow
Folder” contains hardcopy information of the student’s E.C. 49079
records and W.I.C. Notices. It is not part of the student’s cumulative
records and must be maintained at the student’s school of attendance.
The “Yellow Folder” does not have to be made of a yellow colored file
folder, but may be depicted as the “Yellow Folder” by any means
acceptable to each school site (e.g., contains a yellow label, contains a
yellow highlighted label, or has “Yellow Folder” written on the folder).
C. Legal Penalties for Employees’ Failure to Disclose or Keep Confidentiality
1. Pursuant to E.C. Section 49079, an employee is guilty of a
misdemeanor if the employee knowingly fails to provide the mandated
reportable act information regarding a pupil.
2. Pursuant to W.I.C. Section 827, an employee is guilty of a
BUL-3927.2
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misdemeanor for any intentional violation of confidentiality provisions.
Except for a violation of confidentiality, no other liability shall attach
to any person who transmits or fails to transmit any notice or
information required under this law. Any information received under
this law shall be received in confidence for the limited purpose of
rehabilitating the student and protecting students and staff, and shall not
be further disseminated by the teacher, counselor, or administrator,
except insofar as communication with the student, his or her parents or
guardians, law enforcement personnel, or the juvenile’s probation
officer, as necessary to effectuate the juvenile’s rehabilitation or to
protect students and staff.
D. Retention and Purging of Information
1. For compliance with E.C. Section 49079, any hardcopy information
referring to E.C. Section 48900 et seq. offenses shall be maintained by
the school site in a confidential “Yellow Folder,” which will be made
available to each student’s teacher(s) during the three-year period
subsequent to the behavior. Electronic notification is also available.
Such hardcopy information must be removed from the “Yellow Folder”
at the expiration of the three-year time frame.
2. For compliance with W.I.C. Section 827, any hardcopy information
received from the court regarding W.I.C. Notices shall also be kept in
the confidential “Yellow Folder” at the school of attendance and shall
be transferred to the student’s subsequent school(s) of attendance.
These records are to be maintained until the student graduates from
high school, is released from juvenile court jurisdiction, or reaches the
age of 18 years, whichever occurs first. After that time, all hardcopy
information must be purged. At any time after the date by which a
record required to be destroyed should have been destroyed, the student
or his or her parent or guardian has the right to make a written request
to the principal of the school, that the student’s school records be
reviewed to ensure that the record has been destroyed.
Upon completion of any requested review and no later than 30 days
after the request for the review is received, the principal or his or her
designee shall respond in writing to the written request and either shall
confirm that the record has been destroyed or, if the record has not been
destroyed, shall explain why destruction has not yet occurred. The
principal must also contact the student’s court liaison to ensure they
have also purged the W.I.C. records. See the ASSISTANCE portion of
this Bulletin.
BUL-3927.2
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E. Dissemination of Information
1. E.C. Section 48900 et seq.
The information referring to E.C. Section 48900 et seq. offenses shall
be received in confidence for the limited purpose for which it was
provided, i.e., the teacher’s right to self-protection and his or her
responsibility to protect others. The information shall not be further
disseminated by the teacher.
2. W.I.C. Section 827
a. The information furnished by the Juvenile Court is expeditiously
transmitted to the principal at the school of attendance. The
principal must expeditiously disseminate the information to those
counselors directly supervising or reporting on the behavior or
progress of the student, and to any teacher or administrator directly
supervising or reporting on the behavior or progress of the student
whom the principal believes needs the information to work with the
student in an appropriate fashion. The purpose of the dissemination
of information is to avoid and protect others from needless
vulnerability.
b. If the student is removed from public school as a result of the
court’s finding, the superintendent or his or her designee should
maintain the information in a confidential “Yellow Folder” and
should defer transmittal of the information until the student is
returned to public school. If the student is returned to a different
district, the parole or probation officer having jurisdiction over the
student shall notify the superintendent of the last district of
attendance. The superintendent of the last district of attendance is
responsible for transmitting the notice received from the court to
the superintendent of the new district of attendance.
III. PROCEDURES FOR NOTIFYING STUDENT’S MANDATED
REPORTABLE ACTS
A. Mandated Notification
1. If a student has an existing “Yellow Folder,” that folder must be
updated any time a District employee learns, or reasonably suspects,
that the student engaged in an additional reportable act. The “Yellow
Folder” contains hardcopy records of the student’s E.C. Section 48900
et seq. violations and W.I.C. Notices that the school received. Should a
BUL-3927.2
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school receive a W.I.C. Notice directly from anyone other than the
District, the principal/designee should keep a copy in the “Yellow
Folder,” and forward the original to the Pupil Services and Attendance
Office.
2. Although the principal is mandated to make certain required
notifications, the principal maintains discretion in determining how to
share the information with teachers. Once notified that a “Yellow
Folder” exists for a student, the teacher may review the details of those
acts within the student’s “Yellow Folder.”
3. The teacher is also notified that reportable behavior may exist for a
student via computerized student information access. When viewing
the attendance roster through ISIS, any student with some type of
reportable behavior has an asterisk in front of his or her name. The
teacher can click on the asterisk to access the Student Information
Screen. Under “Special Concerns” on the Student Information Screen,
any student with mandated reportable behavior is depicted with the
notation, “Discipline: Yes,” for any E.C. Section 48900 et seq.
violations. W.I.C. Notices are not available electronically. Therefore,
principals who have hardcopies of these W.I.C. Notices must notify the
applicable teachers, administrators, and counselors of the existence of
such notices.
B. Notification Procedure for Transfers
The transfer of a “Yellow Folder” must occur within five calendar days of
the receipt of request for the contents of the “Yellow Folder.”
1. When a student transfers between LAUSD schools, the receiving
principal/designee shall request the student’s “Yellow Folder” from the
sending school.
2. If the student is transferring to a school outside of the District, the
sending principal/designee shall send a copy of the contents of the
“Yellow Folder” to the receiving school.
3. If the student is transferring into LAUSD from outside of the District,
the receiving principal/designee shall request copies of the student’s
E.C. Section 48900 et seq. violations and W.I.C. Notices.
4. If the student is transferring to or concurrently enrolled in an adult
program, the principal/designee must also make a copy of the contents
BUL-3927.2
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of the “Yellow Folder” notices, and transmit them to the receiving
school.
AUTHORITY:

This is a policy of the Los Angeles Unified School District. The following legal
standards are applied in this policy: E.C. Sections 35160, 48900, 48900.2,
48900.3, 48900.4, 48900.7, 49061, 49079, and W.I.C. Section 827.

RELATED
RESOURCES:

y BUL-1077.1, Information Protection Policy, dated December 5, 2006
y BUL-2047.0 Responding to and Reporting Hate-Motivated Incidents and
Crimes, dated October 10, 2005
y BUL-2433.0 Challenging the Content of a Pupil’s Record, dated April 3, 2006
y BUL-2469, Pupil Records: Access, Confidentiality, and Notice of Educational
Rights, dated April 24, 2006
y BUL-3819, Suspension of Students - Guidelines, dated August 21, 2007
y BUL-4478.0, Opportunity Transfers, dated December 15, 2008
y BUL-4655.0, Expulsion of Students - Policy and Procedures, dated
March 13, 2009

ASSISTANCE:

For assistance or further information please contact:
Office of Pupil Services (213) 241-3844
Student Discipline and Expulsion Support Unit (213) 765-2855
Office of the General Counsel, at (213) 241-7600
Pupil Services and Attendance (PSA) Coordinator
Local District Operations Coordinator
Local District Support Unit, Special Education Administrator.
For pupil record and other legal questions, please contact the Office of General
Counsel, Education Law Team, at (213) 241-7600.
For SIS or ISIS questions, please contact the ITD Service Desk, at
(213) 241-5200.
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Annotated Excerpts from the California Education Code (2009)
§ 48900. Grounds for Suspension or Expulsion
A pupil shall not be suspended from school or recommended for expulsion, unless the superintendent or the
principal of the school in which the pupil is enrolled determines that the pupil has committed an act as defined
pursuant to any of subdivisions (a) to (r), inclusive:
(a)(1) Caused, attempted to cause, or threatened to cause physical injury to another person.
(2) Willfully used force or violence upon the person of another, except in self-defense.
(b) Possessed, sold, or otherwise furnished a firearm, knife, explosive, or other dangerous object, unless, in the
case of possession of an object of this type, the pupil had obtained written permission to possess the item from
a certificated school employee,which is concurred in by the principal or the designee of the principal.
(c) Unlawfully possessed, used, sold, or otherwise furnished, or been under the influence of, a controlled
substance listed in Chapter 2 (commencing with Section 11053) of Division 10 of the Health and Safety
Code, an alcoholic beverage, or an intoxicant of any kind.
(d) Unlawfully offered, arranged, or negotiated to sell a controlled substance listed in Chapter 2 (commencing
with Section 11053) of Division 10 of the Health and Safety Code, an alcoholic beverage, or an intoxicant of
any kind, and either sold, delivered, or otherwise furnished to a person another liquid, substance, or material
and represented the liquid, substance, or material as a controlled substance, alcoholic beverage, or intoxicant.
(e) Committed or attempted to commit robbery or extortion.
(f) Caused or attempted to cause damage to school property or private property.
(g) Stolen or attempted to steal school property or private property.
(h) Possessed or used tobacco, or products containing tobacco or nicotine products, including, but not limited to,
cigarettes, cigars, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets, and betel.
However, this section does not prohibit use or possession by a pupil of his or her own prescription products
(This is not a mandated reportable act).
(i) Committed an obscene act or engaged in habitual profanity or vulgarity.
(j) Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell drug paraphernalia, as
defined in Section 11014.5 of the Health and Safety Code.
(k) Disrupted school activities or otherwise willfully defied the valid authority of supervisors, teachers,
administrators, school officials, or other school personnel engaged in the performance of their duties.
(l) Knowingly received stolen school property or private property.
(m) Possessed an imitation firearm. As used in this section, "imitation firearm" means a replica of a firearm that is
so substantially similar in physical properties to an existing firearm as to lead a reasonable person to conclude
that the replica is a firearm.
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(n) Committed or attempted to commit a sexual assault as defined in Section 261, 266c, 286, 288, 288a, or 289 of
the Penal Code or committed a sexual battery as defined in Section 243.4 of the Penal Code.
(o) Harassed, threatened, or intimidated a pupil who is a complaining witness or a witness in a school
disciplinary proceeding for the purpose of either preventing that pupil from being a witness or retaliating
against that pupil for being a witness, or both.
(p) Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma.
(q) Engaged in, or attempted to engage in, hazing. For purposes of this subdivision, "hazing" means a method of
initiation or preinitiation into a pupil organization or body, whether or not the organization or body is
officially recognized by an educational institution, which is likely to cause serious bodily injury or personal
degradation or disgrace resulting in physical or mental harm to a former, current, or prospective pupil. For
purposes of this subdivision, "hazing" does not include athletic events or school-sanctioned events.
(r) Engaged in an act of bullying, including, but not limited to, bullying committed by means of an
electronic act, as defined in subdivisions (f) and (g) of Section 32261, directed specifically toward a pupil or
school personnel.
(s) A pupil shall not be suspended or expelled for any of the acts enumerated in this section, unless that act is
related to school activity or school attendance occurring within a school under the jurisdiction of the
superintendent of the school district 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:
(1) While on school grounds.
(2) While going to or coming from school.
(3) During the lunch period whether on or off the campus.
(4) During, or while going to or coming from, a school sponsored activity.
(t) A pupil who aids or abets, as defined in Section 31 of the Penal Code, the infliction or attempted infliction of
physical injury to another person may be subject to suspension, but not expulsion, pursuant to this section,
except that a pupil who has been adjudged by a juvenile court to have committed, as an aider and abettor, a
crime of physical violence in which the victim suffered great bodily injury or serious bodily injury shall be
subject to discipline pursuant to subdivision (a).
(u) As used in this section, "school property" includes, but is not limited to, electronic files and databases.
(v) A superintendent of the school district or principal may use his or her discretion to provide alternatives to
suspension or expulsion, including, but not limited to, counseling and an anger management program, for a
pupil subject to discipline under this section.
(w) It is the intent of the Legislature that alternatives to suspension or expulsion be imposed against a pupil who is
truant, tardy, or otherwise absent from school activities.
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§ 48900.2. Additional grounds for suspension or expulsion; sexual harassment
In addition to the reasons specified in Section 48900, a pupil may be suspended from school or recommended
for expulsion if the superintendent or the principal of the school in which the pupil is enrolled determines that
the pupil has committed sexual harassment as defined in Section 212.5.
For the purposes of this chapter, the conduct described in Section 212.5 must be considered by a reasonable
person of the same gender as the victim to be sufficiently severe or pervasive to have a negative impact upon
the individual's academic performance or to create an intimidating, hostile, or offensive educational
environment. This section shall not apply to pupils enrolled in kindergarten and grades 1 to 3, inclusive.
§ 48900.3. Hate violence
In addition to the reasons set forth in Sections 48900 and 48900.2, a pupil in any of grades 4 to 12, inclusive,
may be suspended from school or recommended for expulsion if the superintendent or the principal of the
school in which the pupil is enrolled determines that the pupil has caused, attempted to cause, threatened to
cause, or participated in an act of, hate violence, as defined in subdivision (e) of Section 233.
§ 48900.4. Additional grounds for suspension or expulsion; harassment, threats, or intimidation
In addition to the grounds specified in Sections 48900 and 48900.2, a pupil enrolled in any of grades 4 to 12,
inclusive, may be suspended from school or recommended for expulsion if the superintendent or the principal of
the school in which the pupil is enrolled determines that the pupil has intentionally engaged in harassment,
threats, or intimidation, directed against school district personnel or pupils, that is sufficiently severe or
pervasive to have the actual and reasonably expected effect of materially disrupting classwork, creating
substantial disorder, and invading the rights of either school personnel or pupils by creating an intimidating or
hostile educational environment.
§ 48900.7. Additional grounds for suspension or expulsion; terroristic threats against school officials,
school property, or both
(a) In addition to the reasons specified in Sections 48900, 48900.2, 48900.3, and 48900.4, a pupil may be
suspended from school or recommended for expulsion if the superintendent or the principal of the school in
which the pupil is enrolled determines that the pupil has made terroristic threats against school officials or
school property, or both.
(b) For the purposes of this section, "terroristic threat" shall include any statement, whether written or oral, by a
person who willfully threatens to commit a crime which will result in death, great bodily injury to another
person, or property damage in excess of one thousand dollars ($1,000), with the specific intent that the
statement is to be taken as a threat, even if there is no intent of actually carrying it out, which, on its face and
under the circumstances in which it is made, is so unequivocal, unconditional, immediate, and specific as to
convey to the person threatened, a gravity of purpose and an immediate prospect of execution of the threat,
and thereby causes that person reasonably to be in sustained fear for his or her own safety or for his or her
immediate family's safety, or for the protection of school district property, or the personal property of the
person threatened or his or her immediate family.
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ACTION, TO SHARE
LOS ANGELES UNIFIED SCHOOL DISTRICT
Office of the Chief Financial Officer
DISTRIBUTION: All Schools and Offices
SUBJECT:

BULLETIN NO. DB-15 (Rev.)
WRITTEN AUTHORIZATION FOR
POSSESSION OF DISTRICT
EQUIPMENT OFF-SITE

DATE:

July 25, 2001

DIVISION:

Accounting and Disbursements

APPROVED:

OLONZO WOODFIN III, Controller

ROUTING
Administrators
School Administrative
Assistants
Local District Schools
Support Directors

For further information, please call Azucena Bedford, Stock Accounting Section at
(213) 633-7919.
This revision replaces Accounting and Disbursements Division Bulletin No. DB-15 dated
October 31, 2000, and reflects a change in the title from “Written Authorization for Possession
of District Material Off-Site” to “Written Authorization for Possession of District Equipment
Off-Site.” In this revised bulletin, equipment is defined as an item of relatively permanent value
including both “capital” and “non-capital” equipment. It does not include consumable materials
or those that are easily broken, damaged or lost on normal use. Examples of equipment are
recorder, television, personal computer, etc. The content also reflects changes in the form and
record maintenance requirements.
I. INTRODUCTION
District equipment may not be loaned to any District employee, group or other person for
personal use. Equipment, which is temporarily taken away from the site, must have written
authorization from the site administrator.
II. REQUIREMENT
The purpose of this bulletin is to notify administrators of schools and offices that whenever
employees are allowed to take District equipment from the site for the performance of a
District function, a written authorization as shown in Attachment A is necessary. The written
authorization provides protection to District employees in the event that school police and
other law enforcement officers question them. The authorization to have the District
equipment in the possession of an employee should not exceed six months. The
authorization may be renewed only upon presentation of the items to approving
administrator.
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Accounting & Disbursements
Division

The room equipment inventory record that is required to be maintained at each site must be
noted in order to track the current location of the item. Attachment A must be kept on file at the
issuing organization.
###
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ATTACHMENT A

LOS ANGELES UNIFIED SCHOOL DISTRICT
____________________________________
(Name of Issuing Organization)
Authorization No. ______
(Site should consecutively
number authorizations
issued)
To Whom It May Concern:
This is to certify that __________________________________, is authorized to have
(Name of Employee)
the following equipment in his/her possession for the performance of District functions.
This authorization is not to exceed six months and is for the period:
_____
Month

_______
Day

_____
Year

to

_____
Month

______
Day

_____ only.
Year

Serial No.

Description of Item
___________________________________

____________________________________

___________________________________

____________________________________

___________________________________

____________________________________

___________________________________

____________________________________

___________________________________

____________________________________

APPROVED BY:

ABOVE ITEMS RECEIVED BY:

____________________________________
Administrator Signature

____________________________________
Employee Signature

___________________________________
Printed Name and Title

____________________________________
Printed Name and Title

___________________________________
Date

____________________________________
Date

Original Copy – File of the Issuing Organization
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TITLE:

Child Abuse and Neglect Reporting Requirements

NUMBER:

BUL – 1347.2

ISSUER:

David R. Holmquist, General Counsel
Office of General Counsel

DATE:

July 1, 2011

POLICY:

It is the policy of the Los Angeles Unified School District (District) that all District
employees shall report instances of suspected child abuse or neglect by telephone
immediately, or as soon as practically possible, to an appropriate child protective
agency and shall prepare and send a written report thereof to the same child
protective agency called within 36 hours of receiving the information concerning
the incident.

MAJOR
CHANGES:

This Bulletin replaces Bulletin No. BUL-1347.1 on the same subject issued by the
Office of General Counsel, dated October 26, 2009. It provides updated
information and clarification of guidelines for reporting suspected child abuse and
neglect, as required by law.

GUIDELINES:

The following guidelines apply:
I.

ROUTING:
All Employees
Administrators

Background
The District recognizes that it is the responsibility of all staff to protect
students from abuse and neglect by becoming knowledgeable about abuse
and neglect, its indicators, filing mandatory suspected child abuse reports as
required, and cooperating with child protective agencies. This bulletin
ensures that all District employees have access to the information needed to
fulfill their mandated child abuse reporting legal obligations.

II.

District Employees as Mandated Reporters of Suspected Child Abuse
A. Pursuant to District policy, ALL District employees are mandated
reporters of suspected child abuse/neglect.
State law applies to
certificated employees, health practitioners, school police, employees of
child care centers, instructional aides, teachers’ aides, teachers’ assistants,
and classified employees as mandated reporters of suspected child abuse.
B. All mandated reporters with actual knowledge or reasonable suspicion of
child abuse/neglect must: 1) Call the appropriate local law enforcement
department or the Department of Children and Family Services (DCFS)
IMMEDIATELY, or as soon as practically possible, AND 2) Submit the
written report to the agency called within 36 hours of receiving the
information (see Section XI – Making a Suspected Child Abuse Report).
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C. Employees reporting suspected child abuse to a school principal, site
administrator, supervisor, school nurse/doctor, school counselor, coworker, or other person(s) do not fulfill their individual responsibility to
make a mandated telephone and written report to an appropriate child
protective agency.
D. Employees discussing or reporting suspected child abuse to the
LAUSD’s Los Angeles School Police Department (LASPD) do not fulfill
their individual responsibility to make a mandated report to an
appropriate child protective agency.
E. School volunteers are not mandated reporters of suspected child abuse.
However, the District encourages volunteers to speak to an administrator
promptly regarding any inappropriate incident, conduct, or behavior.
III.

Legal Protection for Employees as Mandated Reporters
A. State law provides immunity from civil or criminal liability for mandated
reporters who file suspected child abuse reports.
B. The District will defend employees who file suspected child abuse
reports in the course and scope of their employment consistent with
District policy against any actions/claims that may be made as a result of
such reports.

IV.

Individual Employee Liability for Failure to Report Suspected Child Abuse
A. Failure to comply with this policy may subject an employee to
professional liability, as well as discipline, demotion, dismissal, and the
possible suspension or revocation of credentials.
B. Failure to comply with the mandated suspected child abuse reporting
requirements may also subject an employee to personal civil liability
which can result in the cost of defense and subsequent related damages
the child incurs, if any.
C. Any employee, as a mandated reporter of suspected child abuse, who
fails to report any instance of abuse or neglect, while knowing or
reasonably suspecting abuse or neglect, can incur criminal liability of a
misdemeanor punishable by imprisonment in the county jail for a
maximum of six months, a fine up to $1,000, or both.

V.

Child Protective Agencies
A. An employee suspecting child abuse/neglect must file their mandated
suspected child abuse report with one of the following child protective
agencies:
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1. Los Angeles County Department of Children and Family Services
(DCFS) at (800) 540-4000 (24 hours per day – 7 days per week).
2. Local Law Enforcement Departments (City Police Departments and
Los Angeles County Sheriff’s Department) – depending on the local
law enforcement department with jurisdiction over the location where
the suspected child abuse occurred (see Attachment A - Local Law
Enforcement Departments Serving LAUSD Schools).
3. Early Education Centers and State preschools must also report
incidents to the Department of Social Services (DSS) Community
Care Licensing Office at (310) 337-4335 (Culver City Office) or
(323) 981-3350 (Monterey Park Office).
B. The District’s Los Angeles School Police Department (LASPD) is not a
child protective agency and is not authorized to take reports of suspected
child abuse. Therefore, District employees, as mandated reporters, must
not file a report of suspected child abuse with LASPD Officers or School
Security Officers.
VI.

Reportable Victims of Suspected Child Abuse
A. Reportable victims of suspected child abuse include any individual under
the age of 18.
B. Child abuse can be committed by (1) an adult (an individual 18 years or
older) to a child or student under 18 years old, (2) by a child or student of
any age to another child or student under 18 years old, and (3) by a nonstudent under 18 years old to a child or student under 18 years old.
C. Students age 18 or older are not reportable victims of suspected child
abuse. However, administrators must take appropriate action to address
inappropriate conduct involving students of any age.
D. Students age 18 or older who are determined to be dependent adults are
reportable victims of suspected dependent adult abuse to an adult
protective agency (see District policy bulletin, “Dependent/Elder Adult
Abuse and Neglect Reporting Requirements”).

VII. Definitions of Child Abuse
The following are examples of child abuse:
Note: An employee who has a question or is unsure about whether or not
conduct, behavior, or an incident should be reported as suspected child abuse
may call a child protective agency, such as the Department of Children and
Policy Bulletin No. BUL – 1347.2
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Family Services (DCFS) at (800) 540-4000 (24 hours per day – seven days
per week), the Los Angeles Police Department (LAPD) at (213) 486-0530
(7:30 a.m. – 4:30 p.m. – Monday through Friday), or the local law
enforcement department serving the school. However, regardless of any
discussion with a child protective agency representative, an employee who
reasonably suspects child abuse must make the telephone and written report
of suspected child abuse.
A. Physical Abuse - Physical injury (external or internal) such as a bruise,
welt, burn, or cut inflicted on a child by other than accidental means by
another person. “Hazing” may constitute physical abuse.
B. Sexual Abuse - Sexual assault or sexual exploitation. Sexual assault
includes rape, statutory rape, rape in concert, incest, sodomy, lewd or
lascivious acts upon a child, oral copulation, penetration or intrusion of a
genital or anal opening, including the use of any object, intentional
touching of the genitals or intimate parts or the clothing covering them,
or child molestation. Sexual exploitation includes conduct or
encouragement of activities related to pornography depicting minors and
promoting prostitution by minors. “Hazing” may constitute sexual abuse.
C. Non-Consensual vs. Consensual Sexual Activity - Sexual abuse as
defined by statute. Certain sexual conduct, even between consenting
parties, may constitute child abuse. Child abuse reporting laws require
mandated reporters to report as suspected child abuse conduct that has
been defined as unlawful under the California Penal Code. The
reportable acts are as follows:
1. Non-Consensual acts of sexual abuse (defined above) must be
reported (even when the perpetrator is a minor). It is important to
note that, in instances of suspected child-on-child sexual abuse, it
may be appropriate to report both children/students as victims of
suspected child abuse, depending on the circumstances and ages.
2. Consensual sexual acts or “lewd and lascivious” conduct involving a
minor must be reported in the following circumstances:
a. The minor is under 14 and the partner age 14 years or over are
engaged in consensual sexual intercourse; or
b. The minor is under 16 and an adult age 18 years or older are
engaged in consensual sexual intercourse; or
c. The minor is 14 or 15 years of age and an adult 10 years older or
more are engaged in “lewd and lascivious conduct.”
3. A minor’s pregnancy in and of itself does not constitute child abuse.
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One must consider the age of the minor at the time of conception and
the circumstances under which conception occurred (e.g., physical
abuse, duress, statutory sexual assault).
NOTE: There is no obligation to ask for ages of the minor and partner
prior to making a report of suspected child abuse.
D. Neglect - The negligent treatment or maltreatment of a child by a person
responsible for the child’s welfare indicating harm or threatened harm to
the child’s health or welfare (includes acts or omissions). “Severe
neglect” is defined as the negligent failure to protect a child from
malnutrition, medically diagnosed non-organic failure to thrive, or
causing or permitting the child’s person or health to be endangered. Such
neglect includes the intentional failure to provide the child with adequate
clothing, food, medical care, shelter, or supervision.
E. Willful Cruelty or Unjustifiable Punishment - A situation where any
person willfully causes, inflicts or permits unjustifiable physical pain or
mental suffering, or a caregiver willfully causes or permits the child to be
placed in a situation in which the child’s person or health is endangered.
Endangerment and cruel punishment are both required reportable
categories of child abuse, even if no injury is sustained.
F. Mental Suffering, Emotional Well-Being - A situation where any
mandated reporter has knowledge of or who reasonably suspects that
mental suffering has been inflicted upon a child or that his or her
emotional well-being is endangered in any way.
VIII. What “Child Abuse” Does Not Include
A. The use of an amount of force that is reasonable and necessary for a
person employed by or engaged in a public school to quell a disturbance
threatening physical injury to a person(s) or damage to property, for
purposes of self-defense, or to obtain possession of weapons or other
dangerous objects within the control of the pupil.
B. A mutual fight or physical altercation between minors. While it is not
child abuse, school personnel must address any physical violence on
campus.
C. Pregnancy in and of itself.
IX.

“Reasonable Suspicion”
A. “Reasonable suspicion” means that it is objectively reasonable for a
person to contemplate a suspicion, based upon facts that could cause a
reasonable person in a like position, drawing, when appropriate, on his or
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her training and experience, to suspect child abuse or neglect. For
example, child abuse is brought to the attention of the mandated reporter
from any spoken or written source, including but not limited to: the
alleged victim, a friend of the alleged victim, a colleague, or anonymous
source or individual.
B. “Reasonable suspicion” does not require proof or investigation by the
reporting party.
X.

“Clarification” vs. “Investigation”
A. “Clarification” (for purposes of this bulletin) is an attempt to glean
sufficient information from the disclosing person or source to determine
whether reportable child abuse has occurred. An example may be asking
a child, “What is wrong?” and receiving a response that may trigger
reasonable suspicion of suspected child abuse.
B. “Investigation” (for purposes of this bulletin) is a formal process that
consists of interviewing the victim(s), any witnesses, alleged
perpetrator(s), and other individuals, as well as gathering information, in
order to determine the truth of the allegation. School personnel may not
conduct an “investigation” in response to an allegation of child abuse.
1. District officials/administrators may conduct administrative
investigations only subsequent to the conclusion of the child
protective agency’s investigation or when such agency advises
District officials to “handle the matter administratively.”
2. District officials/administrators are responsible for monitoring the
status of the child protective agency’s child abuse investigation.
However, immediate steps should be taken to protect any alleged
victim of inappropriate conduct.
C. In instances involving employees, other adults on campus, or students as
the alleged perpetrator(s) of suspected child abuse, the site
administrator/supervisor has dual responsibilities as follows:
1. Ensure that a suspected child abuse report has been made to an
appropriate child protective agency.
2. Unless otherwise informed by the child protective agency, the site
administrator/supervisor shall investigate the alleged inappropriate
conduct, including, but not limited to, addressing any alleged or
possible sexual harassment, to determine whether employee or
student discipline is warranted. This investigation is separate from
child abuse reporting responsibilities.
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XI.

Making a Suspected Child Abuse Report
Once a District employee witnesses, has been made aware of, has knowledge
of, or reasonably suspects that an incident, behavior, or conduct may be an
indication of suspected child abuse, the employee shall (1) make a telephone
report of the suspected child abuse immediately, or as soon as practically
possible, to an appropriate child protective agency, either the Department of
Children and Family Services (DCFS) or the local law enforcement
department serving the school, and (2) prepare and send a written report,
“Suspected Child Abuse Report,” Department of Justice (DOJ) form SS
8572, to the agency called within 36 hours of receiving the information.
A. Telephone Report
1. The telephone report must be made immediately, or as soon as
practically possible, to the Department of Children and Family
Services (DCFS), at (800) 540-4000 (24 hours per day – seven days
per week), or the local law enforcement department serving the
school.
a. Schools served by the Los Angeles Police Department (LAPD)
can call (213) 486-0530 (7:30 a.m. – 4:30 p.m. – Monday through
Friday).
b. Schools not served by LAPD can call the Los Angeles County
Sheriff’s Department or the city law enforcement department
serving the school (see Attachment A).
2. A report of suspected child abuse is to be made to only one child
protective agency, either the Department of Children and Family
Services (DCFS) or the local law enforcement department serving the
school. However, child abuse occurring at an early education center
or preschool must also be reported to the Department of Social
Services (DSS).
3. When making the telephone report, the reporting person should
provide the child protective agency representative taking the
telephone report with the following information:
a. Identify themselves as a mandated reporter.
b. Reporter’s name, business address, and work telephone number.
c. When an employee is reporting suspected child abuse and another
employee has knowledge of the same suspected child abuse, the
employee making the telephone report should provide the agency
representative with the names and contact information for both
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employees.
d. Child’s name, date of birth, address, telephone number, school,
grade, class, and present location (if known).
e. Parents’ or guardians’ contact information.
f. Provide the information that gave rise to the reasonable suspicion
of child abuse, including the names and contact information of
any sources or witnesses.
g. Provide, if available, the name, address, telephone number, and
other relevant personal information about the person(s) who
might have abused the child.
4. During the telephone report, the reporting person should also do the
following:
a. Document the date and time the call was made.
b. Record the name and address of the agency called, the name of
the person taking the report, their title, and ID/badge number.
c. Inform the agency representative of the time school is dismissed
and, if known, how the child goes home (i.e., school bus, parent,
walking, etc.).
d. Ascertain and record the agency’s plan regarding what action will
be taken, including when an investigation will be initiated, if the
agency representative indicates that an investigation will occur.
e. Clarify and record the agency’s directive as to what the school
should or should not do regarding the victim and/or the alleged
perpetrator(s) involved in the report.
f. If advised by the agency representative that there will be no
investigation and/or the school is to handle the matter
administratively, the mandated reporter must still complete and
submit the written report to the agency called.
g. The reporter may request information regarding the results of the
investigation from the child protective agency representative.
5. An employee who has a question or is unsure about whether or not
behavior, conduct, or an incident should be reported as suspected
child abuse may call a child protective agency, such as the
Department of Children and Family Services (DCFS) at (800) 540Policy Bulletin No. BUL – 1347.2
Office of General Counsel

July 1, 2011
Page 8 of 30

103

Click here to go back
to Table of Contents

LOS ANGELES UNIFIED SCHOOL DISTRICT
Policy Bulletin
4000 (24 hours per day – 7 days per week), the Los Angeles Police
Department (LAPD) at (213) 486-0530 (7:30 a.m. – 4:30 p.m. –
Monday through Friday), or the local law enforcement department
serving the school.
6. However, regardless of any discussion with a child protective agency
representative, an employee who reasonably suspects child abuse
must make the telephone and written report of suspected child abuse.
B. Written Report
1. After making the telephone report, but no later than 36 hours of
becoming aware of the incident/conduct/behavior giving rise to the
suspected child abuse, the mandated reporter is to complete the
“Suspected Child Abuse Report,” Department of Justice (DOJ) form
SS 8572 and mail it to the agency called. Note: Employees making
the telephone report of suspected child abuse to the Department of
Children and Family Services (DCFS) may file their written report
directly on the DCFS website - dcfs.co.la.ca.us.
a. Identifying information must be provided in full. Include the
school name and address in Part A of form SS 8572.
b. Statements concerning observations of the student’s injuries,
condition, or behavior should be factual, objective, and complete.
c. Any information the reporter has describing how any injuries
occurred or any aspect of the allegations should be reported
verbatim, as space allows. Quotation marks should be used where
appropriate.
d. Statements of personal judgment or opinions concerning the child
or the alleged perpetrator should be avoided.
e. Name(s) and age(s) of alleged perpetrator(s) should be included,
if known.
f. Additional observations, information, and photographs, if
available, should be attached.
2. Mailing the “Suspected Child Abuse Report” Form
a. When reporting to a local law enforcement department, send the
completed form to the department to which the telephone report
was made. See Attachment A for a complete list of local law
enforcement departments serving the District. The address for the
Los Angeles Police Department (LAPD) is as follows:
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LAPD - Child Abuse Unit
100 W. First Street - Room 351
Los Angeles, CA 90012
b. When reporting to the Department of Children and Family
Services (DCFS), send the form to the following address:
DCFS - Child Abuse Hot Line
1933 S. Broadway
Los Angeles, CA 90007
c. An employee making the telephone report of suspected child
abuse to the Department of Children and Family Services (DCFS)
may file the written report directly on the DCFS websitedcfs.co.la.ca.us. Employees who make the telephone report to the
DCFS and file the written report on the DCFS website are not
required to mail in the written report to the DCFS.
3. Additional copies of DOJ form SS 8572 may be printed from the
following websites:
a. LAUSD website - schoolsafety.lausd.net/report_child_abuse
b. DCFS website - dcfs.co.la.ca.us
4. If advised by the agency representative that there will be no
investigation and/or the school is to handle the matter
administratively, the mandated reporter must still complete and
submit the written “Suspected Child Abuse Report,” Department of
Justice (DOJ) form SS 8572 to the agency called.
5. The employee reporting suspected child abuse may retain a copy of
the “Suspected Child Abuse Report” for their records as
documentation that a report was made in a timely manner.
6. Written “Suspected Child Abuse Reports” are to be completed only
by the reporter and may be handwritten, printed, typed, or filed online (DCFS only). The contents of Suspected Child Abuse Reports
and the identity of the reporter must remain confidential (unless
otherwise prescribed by law). To ensure confidentiality for all
parties, no other individual, including clerical and other office staff,
may read, type, file or be apprised of reports of suspected child abuse.
C. Primary Centers and Preschools - Additional Reporting Requirements
Any incidents of suspected child abuse that occur while a child is in the
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care of early education centers and State preschools must be reported in
accordance with the suspected child abuse reporting procedures described
above. In addition, mandated reporters must also make a report to the
Department of Social Services (DSS) – Community Care Licensing
Office. There are two offices serving LAUSD Early Childhood
Education Division programs; please check with the Early Childhood
Education Division to determine which office has responsibility over
your program site. Such reports shall be made as follows:
1. Make the telephone and written suspected child abuse report to an
appropriate child protective agency.
2. Immediately thereafter, telephone the Department of Social Services
(DSS) - Community Care Licensing Office at (310) 337-4335 (Culver
City Office) or 323-981-3350 (Monterey Park Office) and make an
oral report.
3. Complete and mail an “Unusual Incident/Injury/Death Report” DSS
Form LC 624, within 7 days to:
Department of Social Services
Community Care Licensing
6167 Bristol Parkway - Suite 400
Culver City, CA 90230
or
Department of Social Services
Community Care Licensing
1000 Corporate Center Drive
Monterey Park, CA 91754
D. School Medical Professionals (School Nurses and Doctors)
School nurses and doctors making a telephone and written report of
suspected child abuse to an appropriate child protective agency must also
complete a “Medical Report: Suspected Child Physical Abuse and
Neglect Examination,” State of California, California Emergency
Management Agency, Cal-EMA 2-900, and send it to the agency called.
XII. Prohibited Actions
A. For purposes of suspected child abuse reporting, any individual bringing
forth an allegation of abuse should not be made to repeat the allegation or
to provide a written statement regarding the allegation prior to the report
being made. Any child who discloses that he/she was abused should not
be asked to provide a written statement or to repeat the information to
other adults at the site prior to making a suspected child abuse report.
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B. Prior to making a report, mandated reporters must not investigate, seek to
verify the suspicion, or attempt to prove that abuse has occurred.
Investigation (questioning witnesses, obtaining written statements), as
well as notification (parent/guardian), are the responsibility of the child
protective agency.
C. Suspected child abuse reports must not be made to Los Angeles School
Police Department (LASPD) Officers or Safety Officers.
D. No removal or arranging of any clothing to provide a visual inspection of
the underclothing, breast, buttocks, or genitalia of a pupil is permitted.
E. Employees are not required to seek or obtain assistance from a site
administrator or any other person prior to their making a suspected child
abuse report.
F. Mandated reporters should never contact the reportable victim’s or the
alleged perpetrator’s parent/guardian prior to making the suspected child
abuse report.
G. Mandated reporters should not contact the reportable victim’s or the
alleged perpetrator’s parent/guardian after the suspected child abuse
report is made unless approval is obtained from the investigating agency
or until the agency investigation has been completed.
H. An employee’s reporting responsibility must not be impeded, inhibited,
or assumed by the employee’s administrator, supervisor, colleague, or
any other person.
I. Mandated reporters shall not be subject to sanctions of any kind,
retaliation, or discipline for reporting under these procedures and
applicable laws.
J. Under no circumstances should an employee be required to explain or
justify a decision to report or be compelled to meet with the alleged
perpetrator named in the report or with the alleged perpetrator’s
parent/guardian.
K. No employee is required to submit, maintain, or distribute copies or logs
of suspected child abuse reports.
L. The details/contents of a specific child abuse report should not be
discussed with anyone other than a child protective agency
representative, unless the employee/mandated reporter voluntarily waives
his/her confidentiality (see Section XIV – Confidentiality).
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XIII. Child Protective Agency Response
Once at a school site, a child protective agency representative has specific
legal authority and responsibilities as follows:
A. May interview the alleged victim during school hours and on school
premises. Note – The administrator is to ensure that interviews of school
staff or students conducted by Child Protective Services representatives
take place in a confidential space/area to minimize the potential for other
individuals to overhear the interview.
B. Must afford the alleged victim the option of being interviewed in private
or allow the victim to select any adult member of the school staff to sit in
on the interview. However, the staff member may decline the student’s
request and the student can select another adult staff member.
C. May request to interview anyone in the course of an investigation of
alleged abuse.
D. May have limited access to students’ records if an emergency situation
exists (i.e., necessary to protect a student or others).
E. May take the alleged victim into temporary protective custody without a
court order.
XIV. Confidentiality
A. Suspected child abuse reports and information contained therein are
confidential and may be disclosed only as follows:
1. When the employee/mandated reporter voluntarily waives his/her
confidentiality, which may include the limited waiver to disclose the
fact that the employee filed a report to a school site administrator or
other District official.
2. Between child protective agencies.
3. To legal counsel representing a child protective agency.
4. To the district attorney in a criminal prosecution or in an action
initiated under the Welfare and Institutions Code Section 602 arising
from alleged child abuse.
5. To legal counsel appointed pursuant to Welfare and Institutions
Code Section 318 to the county counsel or district attorney in an
action initiated under Civil Code Section 232 (termination of
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parental rights) or Welfare and Institutions Code Section 300
(dependent children).
6. To a licensing agency when abuse in out-of-home care is suspected.
7. To the Department of Social Services (DSS) for early education
centers and State preschool programs.
8. By court order in a criminal or civil proceeding.
B. Any violation of the confidentiality of suspected child abuse reports may
be determined to be a misdemeanor punishable by up to six months in
jail, a fine of $1,000 dollars, or both.
XV. Responding to and Dealing with Parents/Guardians
A. If a parent/guardian requests an explanation or information about a
specific suspected child abuse report, why a report was made, or who
made the report, he/she should be referred to the appropriate child
protective agency, if known. Staff may discuss the legal requirements, as
well as the District’s policy and procedures for child abuse reporting,
which would include informing the person that suspected child abuse
reports are confidential and that the District is not at liberty to discuss
specific child abuse reports.
B. Child protective agency representatives are required to contact the family
regarding temporary custody or re-location of a student. If the
representative has not yet contacted the parent/guardian and the
parent/guardian asks the school about the matter, the school may provide
the parent with the contact information for the appropriate child
protective agency, if known.
XVI. Child Abuse Reporting Procedures and District Sexual Harassment Policy
A. Conduct that constitutes suspected child sexual abuse may also constitute
sexual harassment. Child abuse reporting procedures, sexual harassment
policies and procedures, and discipline policies must operate in a
coordinated manner.
1. Any written or oral report of sexual abuse or sexual harassment is to
be taken seriously, given immediate attention, and responded to. This
includes anonymous reports, oral or written.
2. All complaints of sexual abuse or sexual harassment are to be
handled in a courteous and sensitive manner.
3. All complaints of sexual abuse or sexual harassment are to be
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handled in a confidential manner to respect the privacy of all parties
to the fullest extent possible.
4. If conduct by a student or employee constitutes both suspected child
abuse and sexual harassment, the suspected child abuse report must
be made immediately, or as soon as practically possible.
5. Generally, the child protective agency will complete its investigation
within a reasonably short period of time or determine that it will not
investigate.
6. Once an administrator is aware that a suspected child abuse report has
been made, the administrator is responsible for monitoring the status
of the child abuse investigation. However, immediate steps should be
taken to protect any alleged target/victim of sexual harassment.
7. Making a report of suspected child abuse does not relieve the school/
District of its responsibility to take administrative action to address
the alleged or possible sexual harassment. Suspected child abuse
investigations by a child protective agency involve addressing
possible criminal conduct; they are not designed to address
administrative issues concerning the educational environment of
students.
B. Once the child protective agency has completed its investigation of the
suspected child abuse or informed District staff to handle the matter
administratively, the administrator must address, respond to, and conduct
a prompt investigation into whether sexual harassment occurred. For
information regarding sexual harassment complaints and investigations,
see District bulletin No. BUL-3349.0, “Sexual Harassment Policy –
Student-to-Student, Adult-to-Student, and Student-to-Adult,” issued by
the Office of General Counsel. Employees may also consult with the
Educational Equity Compliance Office by calling (213) 241-7682.
1. Obtain specific information relevant to the allegation(s), including,
but not limited to, interviewing the target(s), accused person(s), any
witnesses, and any other relevant persons.
2. Consider all available information in determining whether the
conduct described in the allegation/complaint violates the District’s
sexual harassment policy.
3. Take appropriate administrative steps in response to sexual
harassment and/or inappropriate conduct which may include action to
end the harassment, ensure that it does not reoccur, and remedy any
hostile educational environment that may have been created for the
student who had been the target of the conduct, as applicable.
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Response may also involve the initiation of disciplinary proceedings
against the perpetrator(s), as appropriate.
XVII. District Employee as the Alleged Perpetrator of Suspected Child Abuse
A. An employee who has knowledge of or reasonably suspects that another
District employee or an individual who works with or has contact with
students on campus has or is engaged in conduct that may be an
indication of suspected child abuse must take the following actions:
1. File a suspected child abuse report by telephone immediately, or as
soon as practically possible, to an appropriate child protective
agency, either the local law enforcement department serving the
school or the DCFS, and follow-up with a written report in
accordance with the procedures outlined in this bulletin (Note: The
Los Angeles School Police Department (LASPD) is not the
appropriate law enforcement agency for reporting suspected child
abuse).
2. Immediately inform their supervising administrator of the alleged
inappropriate conduct. Such notification may be oral or in writing.
3. If the allegation involves the site administrator, the employee/
mandated reporter should inform the Local District Superintendent,
Unit/Division Head, or the Staff Relations/HR Labor Representative
of the alleged inappropriate conduct.
Note:
An employee informing an administrator of the alleged
inappropriate conduct by another District employee, an individual who
works with or has contact with students at school, or a student has not
fulfilled his/her individual responsibility to make a mandated telephone
and written report of suspected child abuse to an appropriate child
protective agency.
B. When the site administrator has knowledge that a District employee has
or is engaged in conduct that may be an indication of suspected child
abuse, the administrator must take the following actions:
1. If the administrator is unable to verify that both the suspected child
abuse telephone and written reports were made, the administrator is
to file a suspected child abuse report with an appropriate child
protective agency, in accordance with the procedures outlined in this
bulletin.
2. Ensure that the Local District Superintendent/designee or Staff
Relations/HR staff, as applicable, is informed, as the employee may
be relocated if the abuse allegations are pending or other risk factors
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exist. The decision to relocate rests with the Local District
Superintendent or Unit/Division Head.
3. Take immediate steps to protect any alleged target of suspected child
abuse or inappropriate conduct.
4. If the child protective agency determines that it will conduct an
investigation, the administrator is to work and cooperate with the
agency in a coordinated manner during the investigation.
5. The site administrator/supervisor is to immediately commence an
administrative investigation into the inappropriate conduct, unless
otherwise informed by the child protective agency.
6. The Local District Operations Coordinator has the responsibility to
communicate with the child protective agency as to whether the
school’s investigation would compromise the agency’s criminal
investigation.
7. If the child protective agency informs District staff that the District
may handle the matter administratively, an administrative/ personnel
investigation must be commenced immediately.
8. The decision by a child protective agency not to proceed with an
investigation or prosecution of a matter or advising District staff to
handle the matter administratively must not influence the
site’s/District’s handling of the matter and an administrative/
personnel investigation must commence immediately, if it has not
already begun.
9. Responsibility for the administrative/personnel investigation rests
with the School Principal/Unit or Division Head, who must also
maintain documentation of the administrative/personnel investigation,
including, but not limited to obtaining written statements by the
victim(s), witness(es), and perpetrator(s) statements, other statements
or evidence, conference summaries, and discipline documents, as
applicable.
10. Administrators should be communicating, working closely, and
consulting with the Local District Superintendent/designee and Staff
Relations/HR Labor Representative regarding the administrative
investigation and follow-up after the investigation is complete.

administr
C. Temporary Removal of An Employee Accused of Suspected Child Abuse
1. The Local District Superintendent or Unit/Division Head must
exercise discretion as to whether the employee should be temporarily
removed from the school site.
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2. Factors to be considered in determining whether a District employee
named as an alleged perpetrator in a suspected child abuse report
may be temporarily relocated may include, but are not limited to, the
following:
a. Removal is strongly recommended for allegations involving
touching (intentional or otherwise) of the genitals or a student’s
private areas (i.e. breasts and buttocks), above or under clothing.
b. Removal is strongly recommended for allegations involving
sexual misconduct, including, but not limited to, sexual
intercourse, oral or anal copulation, masturbation, or display of
sexual images.
c. Removal should be considered for allegations involving child
annoyance (harassment, molestation without physical contact) of
students.
d. Removal may be necessary for other allegations, including, but
not limited to, physical abuse, when the victim sustains physical
injury, or failure to report suspected child abuse in accordance
with District policy and the law. This will be determined by the
Local District Superintendent or Unit/Division Head within his or
her discretion, in consultation with Staff Relations/HR Staff, as
applicable, Employee Relations, and the Office of the General
Counsel.
Note: In all instances, the safety of students will be the primary criterion
for any relocation decision. Employees temporarily removed/relocated
will be presumed innocent pending the outcome of the investigation and
will have all appropriate due process rights.
XVIII. Responsibility for Policy Implementation
A. Individual Employee Responsibilities
1. An employee who reasonably suspects that conduct may be an
indication of suspected child abuse shall make a telephone report of
the suspected child abuse immediately, or as soon as practically
possible, to an appropriate child protective agency, either the
Department of Children and Family Services (DCFS) or the local law
enforcement department serving the school, and prepare and send to
the agency called a written report thereof within 36 hours of receiving
the information.
2. Anytime an employee is witness to, becomes aware of, or has
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information regarding conduct that may be an indication of suspected
child abuse by another employee, other school-related adult, or
student to another student, the employee must report the suspected
child abuse as indicated above and immediately inform their
supervising administrator of the alleged inappropriate conduct. Such
notification to the supervising administrator may be oral or in writing.
3. Joint reporting requirements: When two or more persons who are
mandated reporters of suspected child abuse have knowledge of an
instance of suspected child abuse and when there is agreement among
them, the telephone and written report may be made by a single
member of the team selected by mutual agreement. However, any
member who has knowledge that the designated member failed to
make the suspected child abuse report shall thereafter make the
telephone and written suspected child abuse report.
4. All District employees must sign Attachment D, “Employee
Acknowledgement of Suspected Child Abuse Reporting District
Policy and Legal Requirements,” at the time of initial employment
and again annually at each site to which the employee is assigned.
5. All District employees must annually complete the Child Abuse
Awareness Training (CAAT) by September 30th of every school year.
This training consists of viewing the District’s “Child Abuse
Awareness Training” video and completing the on-line CAAT
Assessment through the District’s Learning Zone, using the
employee’s Single-Sign-On (see Attachment E).
6. Employees hired after the September 30th date are expected to
complete the Child Abuse Awareness Training (CAAT) within 30
days of employment, and annually by September 30th thereafter.
B. School Principal/Site Administrator Responsibilities: Each school
principal/site administrator has the following additional responsibilities:
1. To train twice a year (at the beginning of each semester/track) all
certificated and classified staff regarding the District’s child abuse
reporting policies and procedures, including employees’ individual
responsibilities and duties as mandated reporters of suspected child
abuse, as well as provide staff with a copy of (1) Attachment A
(Local Law Enforcement Departments Serving LAUSD Schools), (2)
Attachment B (Child Abuse Reporting Information Sheet), and (3)
Attachment C (Child Abuse and Neglect Reporting Procedures Site
Plan).
2. To establish and implement a school site suspected child abuse
reporting plan that includes a schedule for professional development
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regarding suspected child abuse reporting, distribution of the
Attachments A, B, and C, as indicated above, and designation of an
administrator or designee available to assist employees in meeting
their mandated suspected child abuse reporting responsibilities, if an
employee chooses to seek assistance. This assistance shall include
ensuring that interviews of school staff or students conducted by
Child Protective Services representatives take place in confidential
space to minimize the potential for other individuals to overhear the
interview.
3. To ensure that each employee under their supervision has annually
signed Attachment D, “Employee Acknowledgement of Suspected
Child Abuse Reporting District Policy and Legal Requirements,” the
statement acknowledging their responsibility to serve as a mandated
reporter of suspected child abuse. The principal/site administrator is
to maintain a file containing a complete set of signed Attachment Ds
for employees under their supervision. Alternatively, the “Employee
Acknowledgement of Suspected Child Abuse Reporting District
Policy and Legal Requirements” is part of the mandatory online Child
Abuse Awareness Training (CAAT). An employee who successfully
completes the CAAT training will have also certified the Employee
Acknowledgement, so the principal/site administrator/supervisor can
maintain a file containing the record of CAAT training completion to
meet this requirement.
4. To ensure that every employee under their supervision annually
completes the Child Abuse Awareness Training (CAAT) by viewing
the District’s “Child Abuse Awareness Training” video and
completing the on-line assessment through the District’s Learning
Zone by September 30th or within 30 days of employment.
5. To take appropriate administrative action, which may include
working with Staff Relations, regarding any employee who has not
completed the CAAT by the deadline to make certain the employee
completes the CAAT.
6. To incorporate and document these activities in the Safe School Plan,
Volume 1 – Prevention Programs.
7. To certify on the “Administrator Certification Form” that the
school/work location has complied with the mandates of this policy
bulletin.
C. School Medical Professionals Responsibilities and Role:
1. Consultation with school medical professionals (school nurses and
doctors) does not remove the individual employee’s mandated
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reporting responsibility nor does referring the reportable victim to the
school nurse/doctor.
2. School medical professionals may be requested to provide first aid or
basic treatment.
3. Any indication of abuse observed during a child’s examination may
be photographed; however, these photographs may only be given to
the child protective agency, along with the report.
4. When making the telephone and written report of suspected child
abuse, medical professionals must also complete Governor’s Officer
of Emergency Services Form OES 900 (“Medical Report: Suspected
Child Physical Abuse and Neglect Examination”).
AUTHORITY:

This is a policy of the Superintendent of Schools. The following legal standards
are applied in this policy:
Education Code Sections 49001 and 49050
Penal Code Section 11164 et seq.
Welfare & Institutions Code Sections 232, 300, 318, and 602

RELATED
RESOURCES:

Administrator Certification Form, Memorandum issued annually by the Office
of General Counsel.
Bullying and Hazing Policy, Bulletin No. BUL-5212, dated 8-27-10, issued by
the Office of the Superintendent.
California Education Code Section 44932, Grounds for dismissal of permanent
employees; suspension of employees.
Child Abuse Awareness Training Kit, distributed to schools by the Office of
School Operations in 9-09.
Code of Conduct with Students - Distribution and Dissemination, Bulletin No.
BUL-5167.0, dated 7-1-10, issued by the Office of the Superintendent.
Dependent/Elder Adult Abuse and Neglect Reporting Requirements, Bulletin
No. BUL-2449.0, dated 6-6-06, issued by the Office of General Counsel.
Employee-to-Student Sexual Abuse and Related Discipline Policy, Bulletin No.
BUL-3357.1, dated 11-13-08, issued by the Office of General Counsel.
Ethics Policies, Bulletin No. BUL-4748.0, dated 5-15-09, issued by the Office
of the Superintendent.
Incident System Tracking Accountability Report, Bulletin No. BUL-5269.0,
dated 11-12-10, issued by the Office of the Superintendent.
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Reassignment (Housing) of District Certificated Employees Pending
Investigation, Bulletin No. BUL-5168.0, dated 7-21-10, issued by the Office of
the Superintendent.
Safe School Plans Volume 1 – (Prevention Programs, Volume 2 - (Emergency
Procedures, and Volume 3 (Recovery) – Update, Reference Guide issued
annually by the Office of School Operations.
Sexual Harassment Policy (Student-to-Student, Adult-to-Student, and Studentto-Adult), Bulletin No. BUL-3349.0, dated 11-29-06, issued by the Office of
General Counsel.
ATTACHMENTS:

Attachment A - Local Law Enforcement Departments Serving LAUSD Schools
Attachment B - Child Abuse Information Sheet
Attachment C - Child Abuse and Neglect Reporting Procedures Site Plan
Attachment D - Employee Acknowledgement of Suspected Child Abuse
Reporting District Policy and Legal Requirements
Attachment E - Requirement to Annually Complete the Child Abuse Awareness
Training Assessment (CAAT)

FORMS:

“Suspected Child Abuse Report” – Department of Justice form SS 8572, may be
printed from the following websites:
LAUSD Safety portal website: schoolsafety.lausd.net/report_child_abuse
Department of Children and Family Services (DCFS) website: dcfs.co.la.ca.us

ASSISTANCE:

The following District offices are available for assistance, questions, or for more
information:
Child Abuse Awareness Training Questions, including the Child Abuse
Training Kit - contact the Office of School Operations at (213) 241-5337
Legal Questions - contact the Office of General Counsel - Education Services
Team - (213) 241-7600
School Site Procedures - contact the Local District Operations Coordinator
Sexual Harassment Response and Reporting - contact the Educational Equity
Compliance Office - (213) 241-7682
Staff Relations Issues - contact the Office of Staff Relations - (213) 241-6056
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ATTACHMENT A

LOCAL LAW ENFORCEMENT DEPARTMENTS SERVING LAUSD SCHOOLS
Below is a list of local law enforcement departments serving schools within the Los Angeles Unified
School District. When reporting suspected child abuse to a local law enforcement department, complete
and mail the written “Suspected Child Abuse Report” (SS 8572) to the same department called within 36
hours of the allegation (write Attn: Child Abuse Unit on the envelope).

CITY POLICE DEPARTMENTS
Bell Police Department
6326 Pine Avenue
Bell, CA 90201
(323) 585-1245

Los Angeles Police Department
100 W. First Street - Room 351
Los Angeles, CA 90012
(213) 486-0530

Culver City Police Department
4040 Duquesne Avenue
Culver City, CA 90230
(310) 837-1221

Monterey Park Police Department
320 W. Newmark Avenue
Monterey Park, CA 91754
(626) 573-1311

Gardena Police Department
1718 W. 162nd Street
Gardena, CA 90248
(310) 217-9670

San Fernando Police Department
910 First Street
San Fernando, CA 91340
(818) 898-1267

Hawthorne Police Department
12501 S. Hawthorne Blvd
Hawthorne, CA 90250
(310) 349-2700

South Gate Police Department
8620 California Avenue
South Gate, CA 90280
(323) 563-5400
(323) 563-5436 (follow-up calls)

Huntington Park Police Department
6542 Miles Avenue
Huntington Park, CA 90255
(323) 584-6254

Vernon Police Department
4305 S. Santa Fe Avenue
Vernon, CA 90058
(323) 587-5171
(323) 587-6135 (emergency)

Inglewood Police Department
1 Manchester Blvd.
Inglewood, CA 90301
(310) 412-8771.
(310) 412-5210 (front desk)
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LOS ANGELES COUNTY SHERIFF’S DEPARTMENT STATIONS
Carson Sheriff Station
21356 Avalon Blvd.
Carson, CA 90745
(310) 830-1123

Lomita Sheriff Station
26123 Narbonne Ave.
Lomita, CA 90717
(310) 539-1661

Century Sheriff Station
11703 Alameda St.
Lynwood, CA 90262
(323) 568-4800

Malibu/Lost Hills Sheriff Station
27050 Agoura Rd.
Agoura, CA 91301
(310) 878-1808

East Los Angeles Sheriff Station
5019 E. Third St.
Los Angeles, CA 90022
(323) 264-4151
(323) 562-5005

Marina Del Rey Sheriff Station
13851 Fiji Way
Marina Del Rey, CA 90292
(310) 482-6000

Lennox Sheriff Station
4331 Lennox Blvd.
Inglewood, CA 90304
(310) 671-7531

West Hollywood Sheriff Station
780 N. San Vicente Blvd.
West Hollywood, CA 90069
(310) 855-8850
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ATTACHMENT B

CHILD ABUSE REPORTING INFORMATION SHEET
The Los Angeles Unified School District (District) has policies and procedures regarding the reporting
of suspected child abuse to an appropriate child protective agency. The purpose of this summary is to
serve as a reference guide to those policies and procedures pertinent to the identification and reporting of
suspected child abuse. In addition to this summary, the District strongly recommends that employees
familiarize themselves with the District’s “Child Abuse and Neglect Reporting Requirements” bulletin
No. BUL-1347.2. Please review this summary and the Child Abuse Reporting bulletin carefully, as each
employee will be expected to, and is individually responsible to, adhere to the District’s policies and
procedures regarding suspected child abuse reporting.
I.

California Law
A District employee “. . . in his or her professional capacity or within the scope of his or her
employment, has knowledge of or observes a child whom . . . [the employee] knows or reasonably
suspects has been the victim of child abuse or neglect . . . shall report the known or suspected
instance of child abuse to a child protective agency immediately, or as soon as practically possible,
by telephone. Thereafter, the District employee must prepare and send a written report within 36
hours of receiving the information concerning the incident to the child protective agency called.”
All District employees are mandated to report suspected child abuse. As such, District
employees are “mandated reporters” of suspected child abuse. A report made by a mandated
reporter is deemed a “mandated report.”
Each District employee is individually responsible for reporting suspected child abuse.
Reporting suspected child abuse to a school principal, site administrator, supervisor, school
nurse/doctor, school counselor, co-worker, Los Angeles School Police Department (LASPD),
or other person does not substitute for making a mandated report to an appropriate child
protective agency.
Contents of a suspected child abuse report shall remain confidential.

II.

Definitions – “Child Abuse” includes the following:
Life Endangerment – any act by a person who willfully causes, inflicts or permits any child to
endure cruel and inhuman corporal punishment, mental suffering, etc.
Neglect – negligent treatment, maltreatment, or failure to provide adequate clothing, food,
medical care, shelter, or supervision.
Physical Abuse – actual physical injury.
Sexual Abuse – sexual assault, sexual exploitation, molestation of child, etc.

III. Child Abuse Reporting Procedures
An employee suspecting child abuse/neglect must immediately, or as soon as practically
possible, make their mandated suspected child abuse telephone report to an appropriate child
protective agency, either the Department of Children and Family Services (DCFS) (24 hours
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per day – 7 days per week) or the local law enforcement department serving the school (see
Attachment A - Local Law Enforcement Departments Serving LAUSD Schools) as follows:
 Department of Children and Family Services (DCFS) – (800) 540-4000
 Los Angeles Police Department (LAPD) – Child Abuse Unit – (213) 486-0530
 Los Angeles County Sheriff’s Department
 City Police Department serving the school
A written report must be completed and sent to the same child protective agency called within
36 hours of receiving the information concerning the incident. The report must be submitted to
the same agency that received the telephone report.
Additional copies of “Suspected Child Abuse Report,” Department of Justice form SS 8572
can be printed off the LAUSD website: http//www.schoolsafety.lausd.net/report_child_abuse
or the DCFS website: dcfs.co.la.ca.us.
The identity of a District employee who reports suspected child abuse shall remain confidential
and disclosed only between designated child protective agencies, by court order, when needed
for specified court actions, or if the employee waives his/her confidentiality.
IV. Prohibited Actions
Never contact the child’s or the alleged perpetrator’s parent/guardian if indicators point to
possible abuse or if abuse is suspected prior to making a report.
Never conduct an investigation of any kind once abuse or neglect is suspected or prior to
making a report.
Never report suspected child abuse to the Los Angeles School Police Department (LASPD).
The law provides that the LASPD is not a child protective agency.
No removal or arranging of any clothing to provide a visual inspection of the underclothing,
breast, buttocks, or genitalia of a pupil is permitted.
V.

District Employee Named as Alleged Perpetrator
District officials may temporarily relocate an employee who has been named as an alleged
perpetrator in a report of suspected child abuse.
A District employee who is temporarily transferred or relocated will be presumed innocent
pending the outcome of the investigation and will have all appropriate due process rights.

VI. Consequences for Reporting/Failure to Report
A violation of District policies and the law may lead to disciplinary action, up to and including
suspension, demotion, and/or termination from the District.
Generally, District employees are immune from civil and criminal liability when reporting
suspected child abuse as required by law.
Failure to report suspected child abuse is a misdemeanor punishable by imprisonment in the
county jail for a maximum of six months, a fine up to $1,000, or both.

FOR FURTHER ASSISTANCE, PLEASE CONTACT THE
OFFICE OF GENERAL COUNSEL AT (213) 241-7600
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ATTACHMENT C
________________________________ SCHOOL

CHILD ABUSE AND NEGLECT REPORTING PROCEDURES SITE PLAN
Once a District employee has been made aware of, has knowledge of, witnesses, or reasonably suspects that an
incident, behavior, or conduct may be an indication of suspected child abuse, the employee must (1) make a telephone
report of the suspected child abuse immediately, or as soon as practically possible, to an appropriate child protective
agency, either the local law enforcement department serving the school or the Department of Children and Family
Services (DCFS) and (2) prepare and send a written report to the agency called within 36 hours of receiving the
information.

_______ Complete Suspected Child Abuse Report (SS 8572) prior to making the telephone report.
(Available on-line @ District website -schoolsafety.lausd.net/report_child_abuse or DCFS website – dcfs.co.la.ca.us or in
the Main Office or Health Office)

_______ a) For physical or sexual abuse and/or life-threatening/endangering situations, call immediately:
LA Police Department, Child Abuse Unit - (213) 486-0530 (call DCFS if after hours),
LA County Sheriff’s Department ______________________________________________, or
City Police Department serving the school __________________________________________
b) For neglect, endangerment, or emotional abuse, call immediately:
Department of Children and Family Services (DCFS) - (800) 540-4000 (24 hours per day
– 7 days per week)

_______ An employee may describe the behavior(s)/incident(s)/conduct to the Principal/Site Administrator. However,
informing the Principal/Site Administrator of the alleged inappropriate conduct is mandatory when the alleged
perpetrator of the suspected child abuse is another employee, school related adult, or a student. However, an
employee informing an administrator or another person of the alleged inappropriate conduct has not fulfilled
their individual responsibility to make a mandated telephone and written report of suspected child abuse to the
local law enforcement department or DCFS.

_______ Document the date and time call is made, record the contact person’s name, title, and ID/badge number, as well
as the agency response/directive.
Date __________ Time__________ Contact Person____________________________________________

_
Title _______________________________________ Badge Number _____________________________
Agency Response/Directive ______________________________________________________________
______________________________________________________________________________________

DISTRIBUTION OF “SUSPECTED CHILD ABUSE REPORT,” FORM SS 8572
_______ Reporter may retain a copy for their records as documentation that a report was made in a timely manner.
_

_______ Send a copy of the “Suspected Child Abuse Report” (Form SS 8572) within 36 hours of knowledge of
the behavior(s)/incident(s)/conduct to the child protective agency (local law enforcement department or
Department of Children Family Services) that was called. Note: An employee making the telephone
report to the DCFS may file the written report on the DCFS website – dcfs.co.la.ca.us.
Policy Bulletin No. BUL – 1347.2
July 1, 2011
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ATTACHMENT D

LOS ANGELES UNIFIED SCHOOL DISTRICT
EMPLOYEE ACKNOWLEDGEMENT
OF SUSPECTED CHILD ABUSE REPORTING
DISTRICT POLICY AND LEGAL REQUIREMENTS
1. I have been fully informed of my individual responsibility to report suspected child abuse as
specified by District policy and state law.
2. I have received training on suspected child abuse reporting laws, child abuse reporting procedures,
and my duties as a mandated reporter.
3. I understand that reporting suspected child abuse is my individual responsibility and that my failure
to comply with child abuse reporting laws and/or LAUSD child abuse reporting procedures may
subject me to professional liability, which may include discipline, demotion, dismissal, and the
possible suspension or revocation of credentials, and criminal and/or civil liability.
4. I understand that, if I reasonably suspect that conduct by another LAUSD employee, other school
related adult, or a student to another student may be an indication of suspected child abuse, I must
report the suspected child abuse to an appropriate child protective agency and I must inform my
supervising administrator of the alleged inappropriate conduct.
5. I have been provided with a copy of the Child Abuse Reporting Information Sheet (Attachment B of
District policy bulletin No. BUL-1347.2, “Child Abuse and Neglect Reporting Requirements”)
which summarizes my suspected child abuse reporting responsibilities as a LAUSD employee.
6. I further understand that if, at any time during the course of my employment with LAUSD, I make a
report of suspected child abuse consistent with District suspected child abuse reporting policy and
procedures, I will be defended by the District against any actions or claims that may be made as a
result of the report and that the District will pay all expenses associated with such defense.
I hereby certify that I have knowledge of the suspected child abuse reporting legal mandates, LAUSD
child abuse reporting procedures, and that I will comply with them.
Name: ___________________________________

Signature: ______________________________

(Please Print)

Employee Number: __________________

Position: ________________________________

School / Office Location: ______________________________________ Date: __________________

A COPY OF THIS CERTIFICATION WILL BE RETAINED
BY YOUR SCHOOL OR SITE ADMINISTRATOR
Policy Bulletin No. BUL – 1347.2
Office of General Counsel
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LOS ANGELES UNIFIED SCHOOL DISTRICT
REQUIREMENT TO ANNUALLY COMPLETE THE
CHILD ABUSE AWARENESS TRAINING ASSESSMENT (CAAT)
1. Child Abuse Training (CAAT) Requirement
a. All District employees must annually complete the Child Abuse Awareness Training (CAAT) by
September 30th of every school year. This training consists of viewing the District’s “Child Abuse
Awareness Training” video and completing the on-line CAAT Assessment through the District’s
Learning Zone, using the employee’s Single-Sign-On.
b. Employees hired after the September 30th date are expected to complete the Child Abuse Awareness
Training (CAAT) within 30 days of employment, and annually by September 30th thereafter.

2. Child Abuse Awareness Training Video
The Child Abuse Awareness Training Video is approximately 15 minutes long. The video can be viewed online from any computer. The video is also available on DVD in the CAAT Kit provided to each school. To
access the video on-line, the following steps are to be followed:
a. From the District’s website, click on “Offices,” then click on the “Child Abuse Awareness Training” link.
b. On Child Abuse Awareness Training webpage, click on “Child Abuse Awareness Training Video.”
3. Child Abuse Awareness Training Assessment
After an employee has viewed the Child Abuse Awareness Training video, the following steps are to be
followed:
a. From the District’s website, click on “Offices,” then click on the “Child Abuse Awareness Training” link.
b. On Child Abuse Awareness Training webpage, click on “Learning Zone (CAAT Assessment).”
c. Enter your Single Sign-on. (If you are experiencing difficulty with your username or password, contact
ITD at 213-241-5200)
d. Once in the Learning Zone, click on the “My Assessments” tab.
e. Click on the “Start” link to the right of the “Child Abuse Awareness Training” class.
f.

Once an employee passes the Child Abuse Awareness Training Assessment (100%), he/she will be able to
print the District Certificate.

g.

Employees should retain a copy of the CAAT Assessment certificate and provide a copy to their
principal/site-administrator.

Policy Bulletin No. BUL – 1347.2
Office of General Counsel
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Superintendents
Local District School
Support Directors
Administrators
Principals
All Staff

TITLE:

SHORTAGE OF SPECIAL EDUCATION
TEACHERS

NUMBER:

BUL-900

ISSUER:

Deborah D. Hirsh, Chief Human Resources Officer
Human Resources

DATE:

April 5, 2004

POLICY:

It is the District’s policy to staff schools in the area of special education with “highly
qualified” teachers.

MAJOR
CHANGES:

This Policy Bulletin replaces Office of the Superintendent Memorandum Q-2 of the
same subject issued July 21, 1999.

GUIDELINES:

The following guidelines apply:
The information is provided for the California Commission on Teacher Credentialing
in order to support the District’s waiver authorizations.
The recruitment and retention of qualified and diverse teachers has always been a
District priority. However, the current nationwide shortage of “highly qualified” and
diverse special education teachers is critical and compromises the quality of services
that students with disabilities receive.
Although school districts in all states face problems in hiring sufficient numbers of
“highly qualified” special education personnel, the Los Angeles Unified School
District has unique challenges due to the volume of special education settings.
Recognition of problems in the areas of recruitment and retention of such teachers by
all District staff is the first step to a solution. The Human Resources Division is
currently implementing the Modified Consent Decree as a result of the previous
Chanda Smith Consent Decree entered into by the District. This plan is directed
toward increasing the supply of “highly qualified” and diverse special education
educators in our schools. I am requesting all school personnel to support and assist
in this effort.

AUTHORITY:

This is a policy of No Child Left Behind Act of 2001 federal guidelines.

Policy Bulletin No. BUL-900
Human Resources
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RELATED
RESOURCES:

None.

ASSISTANCE:

For assistance or further information please fax Special Education Certificated
Employment Operations at (213) 241-8412.
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TITLE:

Code of Conduct with Students –Distribution and
Dissemination Requirement

NUMBER:

BUL –5167.0

ISSUER:

Michelle King, Chief of Staff
Office of the Superintendent

DATE:

July 1, 2010

POLICY:

The Los Angeles Unified School District is committed to providing a safe and
secure learning environment for its students. As such, the most important
responsibility of all District employees is the safety of our students. While the
District encourages the cultivation of positive relationships with students,
employees and all individuals who work with or have contact with students are
reminded that they must be mindful of the fine line drawn between being sensitive
to and supportive of students and a possible or perceived breach of responsible,
ethical behavior. Employees and all individuals who work with or have contact
with students are expected to use good judgment and are cautioned to avoid the
s
i
t
ua
t
i
onsi
ndi
c
a
t
e
di
nt
h
e“
Code of Conduct with Students.
”

ROUTING
Administrators/Supervisors
All Employees

The purpose of this policy bulletin is to delineate those situations and advise
employees/individuals that, when allegations of inappropriate conduct or behavior
are made, the District is obligated to investigate the allegations and, if warranted,
take appropriate administrative and/or disciplinary action.
This policy bulletin is also a notification to administrators/ principals/
supervisors/unit heads of their responsibilities to provide notice and give clear
guidance to employees and all individuals who work with or have contact with
students r
e
g
a
r
di
ngt
h
eDi
s
t
r
i
c
tdoc
ume
nt
,
“
Code of Conduct with Students.”
MAJOR
CHANGES:

This Bulletin replaces Memorandum MEM-4773.
0,“
Code of Conduct with
”da
t
e
dJune 5, 2009, by the Office of
Students –Distribution and Dissemination,
the Superintendent.
I.

Dissemination of the “
Code of Conduct with Students”

GUIDELINES:
A. Employees

BUL- 5167.0
Office of the Superintendent

ft
he“
Code of Conduct with Students”i
st
obepr
ovi
d
e
dt
o
opyo
1. A c
each employee on an annual basis at the beginning of each school
year or when the employee reports to the site/work location, if the
school year has already begun.
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Code of Conduct with Students”i
st
obep
os
t
e
di
ns
t
a
f
fl
o
u
n
g
e
s
2. Th
e“
and other prominent locations where notices are regularly posted
regarding rules, regulations, procedures, or standards of conduct.
3. The “
Code of Conduct with Students” i
st
o be i
nc
l
ude
di
nt
he
l
oc
a
t
i
on
’
s
/
s
c
hools
i
t
e
’
s employee/s
t
a
f
f
/
f
a
c
ul
t
y ha
ndbook,s
c
h
o
o
l
’
s
Safe School Plan, and in the Substitute Folder that is provided to
substitute teachers who report to school sites.
B. Individuals Who Work With or Have Contact with Students
ft
he“
Code of Conduct with Students”i
st
obepr
ovi
d
e
dt
o
opyo
1. A c
any individual who works with or has contact with students on an
annual basis at the beginning of each school year or when the
individual reports to the site, if the school year has already begun.
2. Individuals who work with or have contact with students include the
following: Beyond the Bell staff, Child Care/Enrichment Program
Providers, Consultants, Contractors, Grant Funded Personnel, Interns,
Mentors, Non Public Services Contract Providers, Student Body
Staff, Supplemental Education Services Providers, Volunteers
(including Parent Volunteers and Walk-on Coaches), and Youth
Services Staff.
C. Parents
dmi
ni
s
t
r
a
t
or
sa
r
ee
nc
our
a
g
e
dt
oi
nc
l
udet
he“
CodeofCon
d
u
c
t
ea
1. Si
t
wi
t
hSt
u
de
nt
s
”i
na
nyne
ws
l
e
t
t
e
rorc
ommuni
c
a
t
i
ont
opa
r
e
nt
s
,a
swe
l
l
as provide copies to members of the any School Site
Councils/Committees, the Safe School Planning Committee, Parent
Center Groups, and members of any PTSA or Booster Clubs.
2. I
na
ddi
t
i
on t
o Eng
l
i
s
ha
nd Spa
ni
s
h,t
he “
Code of Conduct with
Students”i
sa
va
i
l
a
bl
ei
n bot
hc
ol
ora
nd bl
a
c
ka
nd whi
t
ei
nt
h
e
following languages: Armenian, Chinese, Farsi, Korean, and Russian.
II. Administrator/Principal/Supervisor/Unit Head Responsibilities
he“
CodeofConduc
twi
t
hSt
ude
nt
s
”t
oa
l
l
A. To ensure wide distribution oft
LAUSD certificated and classified staff and all other individuals who
work with or have contact with students, administrators/principals/
supervisors/unit heads are to do the following annually at the beginning of
the school year:
BUL- 5167.0
Office of the Superintendent
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1. Distribute and review/discuss the document in its entirety at a meeting
with all employees/individuals who work with or have contact with
students to include the following: all Certificated and Classified Staff,
Beyond the Bell staff, Child Care/Enrichment Program Providers,
Consultants, Contractors, Grant Funded Personnel, Interns, Mentors,
Non Public Services Contract Providers, Student Body Staff,
Supplemental Education Services Providers, Volunteers, (including
Parent Volunteers and Walk-on-Coaches), and Youth Services Staff.
2. Convene more than one meeting, as needed, to ensure dissemination to
those employees/individuals, as applicable, in the above indicated
categories.
3. Inform employees/individuals that, while the District encourages the
cultivation of positive relationships with students, employees and
other individuals who work with or have contact with students are
reminded that we expect them to use good judgment and are cautioned
to avoid the situations indicated in the document.
4. Remind all employees/individuals to be mindful of the fine line drawn
between being sensitive to and supportive of students and a possible or
perceived breach of responsible, ethical behavior.
5. Us
et
hi
sa
sa
not
he
roppor
t
uni
t
yt
or
e
a
f
f
i
r
mt
heDi
s
t
r
i
c
t
’
s
,a
swe
l
la
s
e
a
c
he
mp
l
oy
e
e
’
s
/
i
ndi
vi
dua
l
’
sc
ommi
t
me
nt
,r
e
s
pons
i
bi
l
i
t
y
,a
nddu
t
yt
o
protect students and provide a safe and secure learning environment.
6. Remind employees/individuals that, when allegations of inappropriate
behavior are made, the District is obligated to investigate the
allegations and, if warranted, take appropriate administrative and/or
disciplinary action.
7. Stress the importance ofe
mpl
oy
e
e
s
’l
e
g
a
lobl
i
g
a
t
i
on,a
sma
nd
a
t
e
d
reporters of suspected child abuse, to telephone the appropriate child
protective agency and follow-up with a written report, in accordance
wi
t
ht
hep
r
oc
e
dur
e
sout
l
i
ne
di
nt
heDi
s
t
r
i
c
t
’
sChi
l
dAbus
ea
ndNe
g
l
e
c
t
Reporting Requirements policy bulletin anytime they are witnesses to,
become aware of, or are recipients of information regarding an
incident(s)/behavior/conduct that may be an indication of suspected
child abuse.
8. Remind employees that, if they have any questions or need assistance
in making a report of suspected child abuse, they are to contact an
BUL- 5167.0
Office of the Superintendent
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administrator.
9. Emphasize that an employee reporting suspected child abuse must also
immediately advise (such notification may be oral or in writing) their
supervising administrator of the alleged incident(s)/behavior/ conduct,
if the alleged perpetrator is a District employee, volunteer, or other
individual who works with or has contact with students on campus.
10. Encourage employees/individuals to speak to the supervisor, principal,
or other site-administrator if they have any questions, need further
information, or would like to discuss the document or any specific
situation from the past, present, or in the future.
11. Ensure that the written agenda (prepared in advance) for the
meeting(s) includes an item relating to the distribution/review of the
Di
s
t
r
i
c
td
oc
ume
nt
,“
Code of Conduct with Students.
” Thi
swi
l
ls
e
r
ve
as verification of the action.
12. Maintain and retain a sign-in for the meeting(s).
13. Ensure that the document is provided (record when that occurred) to
any employee/individual who was not present at the meeting or was
assigned/reported to the school/work location after the meeting.
14. Pos
tac
o
pyoft
he“
CodeofConduc
twi
t
hSt
ude
nt
s
”in staff lounges
and other prominent locations where notices are regularly posted
regarding rules, regulations, procedures, or standards of conduct.
15. I
nc
l
udeac
opyoft
he“
Code of Conduct with Students”i
nt
hes
c
h
oo
l
’
s
Safe School Plan, employee/staff/faculty handbook, and in the
Substitute Folder that is provided to substitute staff who report to the
school/work site.
RELATED
RESOURCES:

 Administrator Certification Form, Memorandum No. MEM-4207.4, dated
June 15, 2010, and issued annually by the Office of General Counsel.
 California Education Code Section 44932, Grounds for dismissal of
permanent employees; suspension of employees.
 Child Abuse and Neglect Reporting Requirements, Bulletin No. BUL-1347.1,
dated October 26, 2009, issued by the Office of General Counsel.
 Employee Code of Ethics, issued by the Ethics Office, revised February 2003.
 Employee-to-Student Sexual Abuse and Related Discipline Policy, Bulletin
No. BUL-3357.1, dated November 13, 2008, issued by the Office of General
Counsel.
 Ethics Policies, Bulletin No. 4748.0, dated May 18, 2009, issued by the Office

BUL- 5167.0
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of the Superintendent.
 Personnel Commission Rule PC 902, Causes for Disciplinary Actions, issued
by the Personnel Commission.
 Respectful Treatment of all Persons, Board of Education Resolution, dated
October 10, 1988.
 Sexual Harassment Policy (Student-to-Student, Adult-to-Student, and Studentto-Adult), Bulletin No. BUL-3349.0, dated November 29, 2006, issued by the
Office of the General Counsel.
ASSISTANCE:

For further information, to ask questions, to seek assistance, or for related
resources, contact any of the following District Offices:
Educational Equity Compliance Office - (213) 241-7682
 Sue Spears, Director
Local District Office
 Staff Relations Field Director
 Local District Operations Coordinator
Office of General Counsel - (213) 241-7600
 Educational Services Team
Staff Relations or applicable HR Personnel

ATTACHMENTS Code of Conduct with Students –English
Code of Conduct with Students –English
Code of Conduct with Students –Spanish
Code of Conduct with Students –Spanish
Code of Conduct with Students –Armenian
Code of Conduct with Students –Armenian
Code of Conduct with Students –Chinese
Code of Conduct with Students –Chinese
Code of Conduct with Students –Farsi
Code of Conduct with Students –Farsi
Code of Conduct with Students –Korean
Code of Conduct with Students –Korean
Code of Conduct with Students –Russian
Code of Conduct with Students –Russian

BUL- 5167.0
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LOS ANGEELES UNIFIIED SCHOO
OL DISTRICT
T
MEMOR
RANDUM
M

TITLE:

Nondiscrimination Requ
uired Noticees and
Ordering off Student Bro
ochures

NUMBER
R:

MEM-5818.2

ISSUER::

mquist, General Counsel
David Holm
Office of thee General Co
ounsel

DATE:

14
June 23, 201

R
ROUTING

A
Administratoors
D
Division Heaads
E
Education Seervice Centerrs
Superintenddents
Administraator of Operrations
Sect 504 D
Designees
Title IX Deesignees
S
School Site
Principals
Sect 504 D
Designee
Title IX Deesignees
S
Supervisors

E:
PURPOSE

The Los An
ngeles Unifieed School D
District (Distrrict) is comm
mitted to prooviding
a safe wo
orking and learning eenvironmentt, free from
m discrimination,
harassment, intimidatio
on and/or buullying. Feederal and state law aand the
E
Code
C
mandatte that the District annnually publish and
California Education
disseminate nondiscrimination noticces. This m
memorandum
m is issued annnually
der to schoolls and officees to publishh and dissem
minate the reequired
as a remind
“Nondiscrim
mination Staatement” andd “Sexual H
Harassment P
Policy” postters, as
well as, “Title IX and Nondiscrim
mination” annd “Section 504 and Sttudents
nt brochuress as relevant to employeees and studennts.
with Disabillities” studen

MAJOR
ES:
CHANGE

orandum reeplaces ME
EM-5818.1 ““Nondiscrim
mination Reequired
This Memo
Notices and
d Ordering of
o Student B
Brochures,” issued Marrch 8, 2013 by the
Office of the
t
General Counsel. This Mem
morandum inncludes addditional
information on options for
f printing ppolicy posteers and brochhures.

GUIDELIINES:

ution of Nond
discriminatioon Notices aand Student B
Brochures
I. Distribu
A. Postiing of Nondiiscriminationn Notices
The following publications m
must be possted in all scchools and ooffices,
uding stafff lounges, student ggovernment meeting rooms
inclu
(seco
ondary scho
ools), the main admiinistration bbuilding or other
prom
minent locattions where notices arre regularly posted reggarding
ruless, regulationss, procedurees or standardds of conducct.
“
mination Stateement” policcy poster (atttached) in E
English
1. “Nondiscrim
and
a Spanish to be dupliccated as neceessary

MEM-5818.2
G
Coun
nsel
Office of General

“
Harrassment Poolicy” posteer (attachedd) in Englissh and
2. “Sexual
Spanish
S
to bee duplicatedd as necessarry
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3. “Title
“
IX/Bu
ullying Com
mplaint Maanager” posster (attached) in
English
E
and Spanish to bbe duplicatedd as necessarry
ools needin
ng translateed copies of the “Nondiscrimiination
Scho
Stateement” and “Sexual H
Harassment P
Policy” postters in Arm
menian,
Chin
nese, Farsi, Korean,
K
Poliish, Russian or Tagalog should conttact the
Educcational Equ
uity Compli ance Officee at (213) 241-7682 to obtain
transslations for the requestting school to duplicatte in the quuantity
necessary to meet
m
the speecific languuage needs of the indiividual
school’s student population.
ployees
B. Emp
Copiies of the District’s “Nonndiscriminattion Statemeent” and the
“Sex
xual Harassm
ment Policy”” posters are to be dissem
minated to eaach
emplloyee (at sch
hools and offfices) on an annual basiss.
dents
C. Stud
1. All
A required
d nondiscrim
mination noticces are provvided in the ““Parent
Student Han
ndbook,” whhich is to be distributed to every stuudent at
the beginnin
ng of the school year or at initiall enrollmentt. For
additional information
i
or how to obtain coppies of the Parent
Student Han
ndbook 201 4-2015, refeer to the meemorandum issued
annually by the Office oof the Superiintendent.

MEM-5818.2
G
Coun
nsel
Office of General

2.

The Districct’s writtenn “Nondisccrimination Statement”” and
“Sexual Harrassment Poolicy” must bbe presentedd to all studdents in
age-approprriate languaage as part of any orrientation prrogram
conducted for
f studentss at the begginning of thhe school yyear or
summer sesssion as appplicable. T
The presentaation shall iinclude
information about how
w to report a complaintt of discrimiination
and/or sexuaal harassmennt.

3.

Elementary schools, att the discreetion of addministratorss, may
he District’ss “Students, Don’t Lett Others Buully or
distribute th
Harass You!” brochure during preseentations on sexual harassment
to students at the begginning of eeach school year or at initial
enrollment. The brochuure may be dduplicated aand is availaable on
the District’s website att http://achieve.lausd.nett/eeco.

4.

All
A secondaary schools are requireed to distribbute the Diistrict’s
“Title IX an
nd Nondiscrrimination – Students K
Know Your R
Rights”
brochure to every studeent at the begginning of eeach school yyear or
at initial en
nrollment. Thhe brochuree is availablee on the Diistrict’s
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website at http://achievve.lausd.net//eeco and fr
from the Diistrict’s
nd Equipm
ment Catalogg (See “Prrinted Form
ms and
Supplies an
Publicationss - Educati onal Equityy”) free of charge usinng the
following Commodity
C
C
Codes:
English (100
0/package) C
Commodity Code: 966--57-50500 - N
N/C
Spanish (100/package) C
Commodity Code: 966--57-50506 - N/C
prographic S
Services at (5562) 654-90552 for print on
Contact Rep
demand options.
II.
I Distributtion of “Secttion 504 andd Students w
with Disabilitties” Brochuures
and Storrage of Section 504 Relaated Documeents
with Disabbilities”
A. Distrribution off “Section 504 and Students w
Brocchures to Stu
udents
All schools
s
are required to distribute thhe District’ss “Section 5004 and
Stud
dents with Diisabilities” bbrochure to every studennt at the begginning
of each
e
school year and at initial ennrollment. The brochhure is
availlable on the District’s w
website at htttp://achieve.lausd.net/eeeco and
from
m the Districct’s Suppliees and Equiipment Cataalog (See “P
Printed
Form
ms and Publlications - E
Educational Equity”) ussing the folllowing
Com
mmodity Cod
des:
kage) Comm
modity Codee: 966-57-500400 - N/C
C
Engllish (50/pack
Span
nish (50/pack
kage) Comm
modity Codee: 966-57-500406
Conttact Reprogrraphic Servicces at (562) 654-9052 foor print on ddemand
optio
ons.
on 504 Relatted Documennts
B. Storaage of Sectio
All schools aree responsibl e for ensurring copies of the folllowing
District’s webbsite at
Sectiion 504 relaated documennts, availabble on the D
http://achieve.lau
usd.net/eecoo, be maintaained in a Section 5004 File
Fold
der within eacch eligible sstudent’s cum
mulative recoord as appliccable:
on 504 Meetting”
“Nottice of Sectio
“Secction 504 Teaacher Observvation Form
m”
“Secction 504 Parrent Input Foorm”
“Secction 504 Evaluation”
“Secction 504 Plaan”

MEM-5818.2
G
Coun
nsel
Office of General

kages of 25 Section
S
504 F
File Folderss were deliveered to each school
Pack
in May
M of 2014 to
t facilitate sstorage and eeasy retrievaal of Sectionn 504
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LOS ANGEELES UNIFIIED SCHOO
OL DISTRICT
T
MEMOR
RANDUM
M

docu
uments in stu
udents’ cumuulative recorrds. Howeveer, schools m
may
main
ntain existing
g file folderss using cum size folders to house Section
504 documentati
d
ion as determ
mined by schhool need.
RELATED
D
RESOURC
CES:

On-Line Sysstem,” Mem
morandum issued
 “Adminisstrator Certtification O
annually by
b the Office of the Supperintendent
 “Parent Student
S
Hand
dbook Distriibution,” Meemorandum issued annually by
the Officee of the Supeerintendent
 “Section 504 of thee Rehabilitaation Act off 1973,” BUL-4692.2 issued
8 2013 by th
he Office of the General Counsel
October 8,
 “Sexual Harassment
H
Policy
P
– Em
mployee-to-E
Employee,” B
BUL-1893.1 issued
August 1,, 2005 by thee Office of thhe General C
Counsel
 “Sexual Harassment Policy (Sttudent-to-Sttudent, Aduult-to-Studennt, and
o-Adult),” BUL-3349.0
B
issued Novvember 29, 22006 by the Office
Student-to
of the Gen
neral Counsel
 “Title IX Policy/Com
mplaint Proceedures,” BU
UL-2521.1 isssued June 77, 2006
G
Counnsel
by the Offfice of the General
Related infformation reegarding noondiscriminaation policiies, includinng the
District’s Title IX and Sexual Harrassment Poolicy, may bbe obtained at the
following websites: http://achiev
h
ve.lausd.net//eeco (geneeral publicc) and
ook.lausd.neet (District em
mployees).
http://notebo

ATTACHMENTS: 





NCE:
ASSISTAN

ment A - Non
ndiscriminattion Statemeent Poster – E
English
Attachm
Attachm
ment B - Non
ndiscriminattion Statemeent Poster– S
Spanish
Attachm
ment C - Sex
xual Harassm
ment Policy P
Poster – Engglish
Attachm
ment D - Sex
xual Harassm
ment Policy P
Poster – Spaanish
Attachm
ment E - Titlee IX/Bullyinng Complainnt Manager P
Poster – Engglish
Attachm
ment F - Titlee IX/Bullyinng Complainnt Manager P
Poster – Spannish

onal informaation, please call:
For assistance or additio


onal Equity Compliance
C
Office (Students) – (213) 241-76822
Educatio
Panameño, D
Director
Julie Hall-P
District
D
Sectiion 504 Coorrdinator
District Tittle IX Coorddinator





mployment Opportunityy Section (Em
mployees) – (213) 241-77685
Equal Em
Stores Warehouse
W
Customer
C
Serrvice – (562)) 654-9009
Reprogrraphics Serviices – (562) 654-9052
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G
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Office of General
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Attaachment A

LOS
S ANGEL
LES UNIFIED SC
CHOOL D
DISTRICT
T

NON
NDISC
CRIM
MINA
ATIO
ON ST
TATE
EMEN
NT
The Los Angeles Unified School
S
Districct is committeed to providinng a working and learningg environmentt free from
diiscrimination, harassmentt, intimidatio
on and/or bu
ullying. Thee District prrohibits discrrimination, hharassment,
inntimidation an
nd/or bullyin
ng based on the actual orr perceived ccharacteristics set forth inn Penal Code § 422.5,
Education Cod
de § 220 and actual or perrceived sex, sexual
s
orientaation, gender,, gender idenntity, gender eexpression,
g
identifiication, ancesstry, nationallity, national origin, religgion, color, mental or
raace or ethniccity, ethnic group
phhysical disabiility, age, or on the basis of a person's association w
with a personn or group wiith one or moore of these
acctual or percceived characcteristics, in any program
m or activity it conducts or to which it provides significant
asssistance.
D
Discrimination
n is different treatment on the basis of a protected c ategory in thhe context of aan educationaal program
orr activity witthout a legitim
mate nondisccriminatory reeason and intterferes with or limits thee individual’ss ability to
paarticipate in or
o benefit from
m the servicess, activities, or
o privileges pprovided by thhe District.
H
Harassment occcurs when: (1)
( the target is subjected to unwelcom
me conduct rellated to a prootected categoory; (2) the
haarassment is both subjectively offensiv
ve to the targeet and wouldd be offensivee to a reasonaable person oof the same
agge and characcteristics und
der the same circumstance
c
s; and (3) thee harassmentt is sufficiently severe, pervasive, or
peersistent so as
a to interferre with or lim
mit an indiviidual’s abilityy to participaate in or bennefit from thee services,
acctivities, or op
pportunities offered
o
by thee District.
U
Upon witnessiing an act of discriminatio
on, harassmen
nt, intimidatiion and/or buullying based on actual orr perceived
chharacteristics of a protected
d category (as enumerated
d above), schoool personnel are required to take immeediate steps
too intervene when
w
it is safee to do so. On
nce a school or office has notice of disscriminatory, harassing, inntimidating
annd/or bullying
g conduct, wh
hether carried
d out by emplloyees, studennts, or third pparties, it should take imm
mediate and
apppropriate steps to invesstigate or oth
herwise deterrmine what occurred andd take prom
mpt and effecctive steps
reeasonably calculated to en
nd the conducct, eliminate a hostile envirronment, if oone has been created and pprevent the
coonduct from occurring
o
agaain. These steeps should be taken whetheer or not an inndividual maakes a complaaint or asks
thhe school or office
o
to take action.
a
This nondiscrim
mination poliicy applies to all acts relateed to school aactivity or schhool attendannce within anyy school or
offfice under th
he jurisdiction
n of the Superrintendent of the
t Los Angeeles Unified S
School Districct.
For inquiries or complaints related
r
to disccrimination, harassment, in
ntimidation an
nd/or bullying of students baased on the
actual or perrceived characcteristics listed
d above, conta
act your schoool’s administrrator, the schoool’s Title IX /Bullying
Compla
aint Manager or:
Julie Hall-Panameñ
H
ño
Educational
E
Eq
quity Compliaance Office
Distrrict Section 50
04 and Title IX
X Coordinatorr
(21
13) 241-7682
For inquiriies or complaiints related to employee-to-eemployee, stu dent-to-emplooyee, or work//employment related
discriminatiion, harassment, and/or intiimidation, con
ntact your sch
hool administrrator or:
Eq
qual Employm
ment Opportun
nity Section
(21
13) 241-7685
Both Offices
O
located at:
Los Angeles Unified
U
Schoool District
33
33 South Beau
udry Avenue – 20th Floor
Los An
ngeles, CA 900017
June 23, 2014
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Attaachment B

DISTRIT
TO ESCO
OLAR UN
NIFICAD
DO DE LO
OS ÁNGELES

DECL
LARA
ACIÓN AN
NTIDISCRIIMINA
ATOR
RIA
do de Los Án
ngeles está com
mprometido a mantener uun ambiente llaboral y de aaprendizaje
El Distrito Esccolar Unificad
ostigamiento, intimidación
n y/o acoso eescolar. El D
Distrito prohíbbe la discriminación, el
libbre de discriminación, ho
hoostigamiento,, la intimidacción y/o el acoso escolar basado en laas característticas actualess o percibidaas según el
C
Código Penal § 422.5, el Código de Educación
E
§2
220, e incluyyendo sexo rreal o percibiido, orientaciión sexual,
geenero, identid
dad de géneero, expresión
n de género, raza o étniia, identificacción de gruppo étnico, asscendencia,
naacionalidad, origen
o
nacion
nal, religión, color,
c
discapaacidad mentall o física, edaad, o en base a la asociacióón con una
peersona o grup
po con uno o más de estass característiccas reales o ppercibidas, en cualquier proograma o acttividad que
coonduzca o al cual
c proporciiona una asistencia consideerable.
n base de unaa categoría prrotegida en ell contexto de un programaa educativo
La discriminacción es el tratto diferente en
n motivo legíítimo antidisccriminatorio y que interfiiere con o lim
mita la capaciidad del indivviduo para
ó actividad sin
des o privilegiios proporcionnados por el D
Distrito.
paarticipar en o beneficiarse de los serviciios, actividad
El hostigamien
nto ocurre cuando: (1) el objeto
o
es som
metido a una conducta no deseada relaccionada a unaa categoría
prrotegida; (2) el
e hostigamieento es subjetivamente ofen
nsivo al objetto y sería ofeensivo para unna persona razzonable de
laa misma edad
d y característticas bajo lass mismas circcunstancias; y (3) el hostiggamiento es suficientemennte severo,
peenetrante y peersistente con
n el fin de inteerferir o limittar la capaciddad del individuo para partticipar en o beneficiarse
dee los servicios, actividadess u oportunidaades que ofrecce el Distrito..
A
Al presenciar un
u acto de disccriminación, hostigamiento,
h
, intimidación y/o acoso esccolar, el persoonal del planteel educativo
esstá obligado a tomar medidaas inmediatas para interveniir siempre y cuuando sea segguro hacerlo. A
Al reportar tal conducta a
unn administrad
dor o a la perrsona asignadaa al Título IX
X/Administraddor de Quejass del Acoso E
Escolar puedee hacer una
inntervención ap
propiada. Unaa vez que el plantel escolar u oficina tennga conocimieento de conduuctas discriminnatorias, de
hoostigamiento, de intimidaciión y/o de aco
oso escolar, yaa sean realizaadas por los em
mpleados, esttudiantes, o poor terceros,
deebe tomar meedidas inmediaatas y apropiaadas para inveestigar y deterrminar lo suceedido. El plaantel escolar ddebe tomar
m
medidas inmed
diatas y eficacees, razonablem
mente calculad
das, para poneer fin a la connducta, y elim
minar un entornno hostil, si
ess que ha sido creado y evittar que la conducta vuelva a ocurrir. Estaas medidas see deben tomarr aunque el inndividuo no
prresente una qu
ueja, o bien si éste pide al pllantel escolar u oficina que ttome medidass.
Esta política an
ntidiscriminato
oria se aplica a todos los actos relacionaados con la acctividad escolaar o asistenciaa dentro de
cuualquier planteel escolar u officina bajo la jurisdicción deel Superintenddente del Distrrito Escolar Unnificado de Loos Ángeles.
P
Para consultass o quejas rela
acionadas con la discriminacción, hostigam
miento, intimid
dación y/o acooso escolar bassado en las
caracterrísticas reales o percibidas mencionadas
m
arriba
a
contactte a su directoor, la persona aasignada al Tíítulo
IX/Admin
nistrador de Quejas
Q
del Acooso Escolar o a la :
Oficina pa
ara el Cumpliimiento de la E
Equidad Educcativa
Julie Hall-Panameñ
H
ño
Coordinad
dor de la Secciión 504 y el Tíítulo IX del D
Distrito
(21
13) 241 7682
Para
P
pregunta
as o quejas relacionadas con
n el empleadoo a empleado, estudiante a eempleado,
o diiscriminación u hostigamien
nto laboral coontacte a su diirector o a la:
Secció
ón de Igualdad
d de Oportuniidad de Empleeo
(21
13) 241 7685
Ambas oficin
nas están ubiccadas en:
Disstrito Escolar Unificado de Los Ángeles
333
3 South Bea
audry Avenuee - Piso 20
Los Án
ngeles, CA 900017
M
MEM-5818.2
O
Office of Generaal Counsel
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Attachment C

LOS ANGELES UNIFIED SCHOOL DISTRICT

SEXUAL HARASSMENT POLICY
The Los Angeles Unified School District (LAUSD) is committed to providing a working and learning environment
free from sexual harassment. The District prohibits sexual harassment of or by employees, students, or persons
doing business with or for the District on the basis of actual or perceived sex, sexual orientation, gender, gender
identity or gender expression. Failure to follow this policy is a violation of state and federal law.
Sexual harassment is defined by California Education Code § 212.5 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 educational 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
educational institution.
Upon witnessing an act of discrimination, harassment, intimidation and/or bullying based on actual or perceived
characteristics of a protected category (as enumerated above), school personnel are required to take immediate steps
to intervene when it is safe to do so. Reporting such conduct to an administrator or Title IX/Bullying Complaint
Manager can be an appropriate intervention. Once a school or office has notice of discriminatory, harassing,
intimidating or bullying conduct, whether carried out by employees, students, or third parties, it should take
immediate and appropriate steps to investigate or otherwise determine what occurred. School personnel are to take
prompt and effective steps reasonably calculated to end the conduct, eliminate a hostile environment, if one has
been created, and prevent the conduct from occurring again. These steps should be taken whether or not an
individual makes a complaint or asks the school or office to take action. This policy applies to all acts related to
school activity or school attendance within any school or office under the jurisdiction of the Superintendent of the
Los Angeles Unified School District.
Any student or employee of the District who believes that she or he has been a victim of sexual harassment should
bring the problem to the attention of the school-site administrator or the school’s Title IX/Bullying Complaint
Manager so that appropriate action may be taken to resolve the problem. The District prohibits retaliatory behavior
against anyone who files a sexual harassment complaint or any participant in the complaint investigation process.
Complaints must be promptly investigated in a way that respects the privacy of the parties concerned.
For inquiries about District policies and procedures related to sexual harassment,
including how to file a sexual harassment complaint contact:
Educational Equity Compliance Office

Julie Hall-Panameño
LAUSD Section 504 and Title IX Coordinator
(213) 241-7682
For inquiries or complaints related to employee-to-employee, student-to-employee, or
work/employment related discrimination or harassment, contact:
Equal Employment Opportunity Section
(213) 241-7685
Both Offices located at:

Los Angeles Unified School District
333 South Beaudry Avenue - 20th Floor
Los Angeles, CA 90017

MEM-5818.2
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Attachment D

DISTRIT
TO ESCO
OLAR UN
NIFICAD
DO DE LO
OS ÁNGELES

POLÍT
P
TICA SOBRE
S
E EL A
ACOSO
O SEX
XUAL
El Diistrito Escolarr Unificado dee Los Ángeles está comprom
metido a propoorcionar un am
mbiente laboraal y de aprenddizaje libre deel
acosoo sexual. El Distrito
D
prohíb
be el acoso seexual hacia y departe de loos empleados,, los estudianttes o las perssonas haciendo
o
negoccios con o parra el Distrito en
e base al sex
xo real o percib
bido, orientacción sexual, iddentidad de géénero o expressión de género
o.
El inccumplimiento a esta políticaa es una violacción a las leyees estatales y ffederales.
d California § 212.5 comoo cualquier coonducta de índdole sexual no
o
El accoso sexual ess definido porr el Código dee Educación de
deseaada, pedir favo
ores sexuales y otra conduccta verbal, visu
ual o física dee naturaleza seexual hecha ppor un trabajaddor o cualquieer
otra ppersonal en el plantel educativo, bajo cuallquiera de las siguientes conndiciones:
 L
La rendición a la conducta se
s hace explíciita o implícitaamente como uuna condiciónn de empleo, eestatus académ
mico o ascenso
o
laboral.
 L
La rendición a la conducta del
d individuo o el rechazo dee la misma, ess usado como plataforma deel empleo o dee las decisiones
aacadémicas qu
ue afectan al in
ndividuo.
 L
La conducta tiene el propósiito o efecto dee causar un im
mpacto negativ o en el trabajoo, en el rendim
miento académ
mico o el efecto
o
dde crear un am
mbiente de trab
bajo o de estudio intimidantte, hostil u ofeensivo para el individuo.
 L
La rendición a la conducta del individuo
o o el rechazo de la misma se usa como bbase para cuallquier decisiónn que afecte al
a
inndividuo con respecto a lass prestaciones,, servicios, recconocimientoss, programas o actividades ddisponibles enn o a través deel
pplantel educatiivo.
a
de discrim
minación, hosstigamiento, in
ntimidación yy/o acoso escoolar basado enn las caracteríísticas reales o
Al prresenciar un acto
percibbidas de una categoría pro
otegida (como
o se enumerarron arriba), el personal del plantel educaativo está oblligado a tomaar
medidas inmediataas para interveenir siempre y cuando sea seguro hacerllo. Al reportaar tal conductta a un adminnistrador o a la
a Título IX/Ad
dministrador de
d Quejas del Acoso Escolaar puede hacerr una intervencción apropiadaa. Una vez que
persoona asignada al
el plaantel escolar u oficina teng
ga conocimien
nto de conducctas discriminnatorias, de hoostigamiento, de intimidaciión o de acoso
o
escollar, ya sean reaalizadas por lo
os empleados, estudiantes, o por terceras personas, debbe tomar mediidas inmediataas y apropiadaas
para investigar y determinar lo
o sucedido. El plantel escolar debe toomar medidass inmediatas y eficaces, raazonablemente
oner fin a la co
onducta, y elim
minar un ento
orno hostil, si ees que ha sidoo creado y evitar que la connducta vuelva a
calcuuladas, para po
ocurrrir. Estas mediidas se deben tomar aunquee el individuo no presente uuna queja, o biien si éste pidee al plantel esscolar u oficina
que tome medidas.. Esta política se aplica a tod
dos los actos relacionados
r
ccon la actividaad escolar o assistencia dentrro de cualquieer
j
deel Superintend
dente del Distrrito Escolar U
Unificado de Loos Ángeles.
plantel escolar u officina bajo la jurisdicción
nte o empleado
o del Distrito que
q cree que ha
h sido víctim
ma de acoso seexual debe llevvar la queja all administrado
or
Cualqquier estudian
del pllantel escolar o la persona asignada
a
al Títtulo IX/Admin
nistrador de Q
Quejas del Acooso Escolar paara que se tomen las medidaas
adecuuadas para ressolver el probllema. El Distrrito prohíbe laas represalias en contra de ccualquier perssona que presente una queja
de accoso sexual o cualquier partticipante en ell proceso de la investigacióón de la queja. Las quejas ddeberán ser invvestigadas con
n
pronttitud de una manera
m
que resp
pete la privaciidad de las parrtes involucraddas.
Para consulttas sobre las pollíticas del Distriito y los proced
dimientos relaciionados al acosoo sexual,
que incluye cómo presenta
ar un queja de aacoso sexual, coontacte:
Oficina para el Cumplimiento de la E
Equidad Educattiva

Julie Hall-Panameñ
H
ño
Coordin
nador de la Seccción 504 y el Títtulo IX del Disttrito
(213) 241 7682
Para pregu
untas o quejas relacionadas
r
co
on el empleado a empleado, esttudiante a empleado,
o discrim
minación u hostiigamiento laborral, comuníquesse a:
Seccción de Igualdad de Oportunid
dad de Empleo
(213) 241 7685
Ambas oficinas están ubicaadas en:
Distrito
D
Escolarr Unificado de L
Los Ángeles
333 South Beeaudry Avenue - Piso 20
Los Án
ngeles, CA 900117

MEM
M-5818.2
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Attachment E

THE TITLE IX/BULLYING
COMPLAINT MANAGERS
FOR OUR SCHOOL ARE:
________________________________________________________
ROOM #

________________________________________________________
ROOM #

________________________________________________________
ROOM #

Report discrimination, harassment,
intimidation and bullying to any of the people
listed here or to any school administrator.

THEY CAN HELP!
MEM-5818.2
Office of General Counsel

June 23, 2014
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Attachment F

LOS ADMINISTRADORES DEL
TÍTULO IX/
ADMINISTRADORES DE
QUEJAS DE ACOSO ESCOLAR
DE NUESTRA ESCUELA SON:
________________________________________________________
SALÓN #

________________________________________________________
SALÓN #

________________________________________________________
SALÓN #

Reportar la discriminación, hostigamiento,
intimidación y el acoso escolar a cualquiera de las
personas mencionadas aquí o a los
administradores de la escuela.

¡ELLOS PUEDEN AYUDARLE!
MEM-5818.2
Office of General Counsel

June 23, 2014
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How to Submit
a Complaint
Any person, organization, or public agency may
mail or fax a written complaint to:

Julie Hall-Panameño, Director
Educational Equity Compliance Office
Los Angeles Unified School District
333 South Beaudry Avenue - 20th Floor
Los Angeles, CA 90017
Fax: (213) 241-3312
Any person with a disability or who is unable to
prepare a written complaint can receive assistance
from the site administrator/ designee or by calling
the Educational Equity Compliance Office at
(213) 241-7682.
The District assures confidentiality to the
maximum extent possible. The District prohibits
retaliation against anyone who files a complaint
or participates in the complaint investigation
process.
Pursuant
to
Education
Code
§262.3,
Complainants are advised civil law remedies may
also be available under state or federal
discrimination, harassment, intimidation, and/or
bullying laws.
A copy of the District’s UCP policy and
complaint procedures shall be available free of
charge.
For questions regarding the UCP, contact Stephen
Jimenez, UCP Coordinator at (213) 241-7682.

Complaint Investigation
and Response
Each complaint is investigated
appropriate District office, unit,
BUL-5159.3
Office of General Counsel

by the
division,

branch, or Educational Service Center (ESC)
office. The investigation and District response:
1. Provides an opportunity for complainant
and District personnel to present
information relevant to the complaint.
2. Obtains relevant information from other
persons or witnesses who can provide
evidence or information.
3. Reviews related documents.
4. Prepares a written “Report of Findings” in
English, or in the primary language of the
complainant,
which
contains
the
investigative findings and District’s
decision, including corrective action(s), if
any, and suggested remedies, if applicable.
5. Concludes the investigation within 60 days
from the date of receipt of the written
complaint, unless the complainant agrees in
writing to extend the investigative timeline.
6. Notifies the person or organization of
appeal procedures.

Uniform
Complaint
Procedures
(UCP)

How to Appeal
Persons or organizations disagreeing with the
investigative findings and District’s decision, or
local site decisions involving Title VI or Title IX,
have 15 days after receipt of the “Report of
Findings” to file an appeal.
The appeal must be in writing and include a copy
of the original complaint, as well as a copy of the
District’s decision. The appeal should be sent to:

California Department of Education
1430 N Street
Sacramento, CA 95814
The 60 day timeline
for investigation and District
response shall begin when
the written complaint is received.

144

Educational Equity
Compliance Office
(213) 241-7682
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Why This Brochure?
The Los Angeles Unified School District has the
primary responsibility to ensure compliance with
applicable state and federal laws and regulations,
and shall investigate complaints alleging failure to
comply with those laws and regulations including
those
alleging
discrimination,
harassment,
intimidation, and/or bullying, unauthorized
charging of pupil fees for educational activities,
and failure to comply with legal requirements
pertaining to the Local Control Accountability
Plan (LCAP). The District shall seek to resolve
those complaints in accordance with the
procedures set out in California Code of
Regulations §§4600-4687 and the policies and
procedures of the District.

Protected Classes
Covered Under UCP:
Allegations of discrimination, harassment,
intimidation, and/or bullying of students based on
protected classes/characteristics, set forth in Penal
Code §422.55 and Education Code §220, include
actual or perceived sex, sexual orientation, gender,
gender identity, gender expression, race or
ethnicity, ethnic group identification, ancestry,
nationality, national origin, religion, color, mental
or physical disability, age, or on the basis of a
person's association with a person or group with
one or more of these actual or perceived
categories, in any program or activity it conducts
or to which it provides significant assistance.
Complaints of discrimination, harassment,
intimidation, and/or bullying must be filed within
six months from the date the alleged incident
occurred or the date when knowledge of the facts
of the alleged incident was first obtained.

Programs Under UCP:
1. Discrimination, harassment, intimidation,
and/or bullying
a. Employee to student
b. Student to student
c. Third party to student
2. Programs that use categorical funds
a.
b.
c.
d.

Adult Education
Consolidated Categorical Aid
Migrant Education
Career Technical/Technical
Education/Technical Training
e. Child Care and Development
f. Child Nutrition
g. Special Education
3. Unauthorized charging of pupil fees* for
educational activities
a. District pupils shall not be required to pay
pupil fees for participation in educational
activities.
b. Supplies, materials, and equipment needed
to participate in educational activities shall
be provided to pupils free of charge.

may appeal the decision to the District’s UCP
Coordinator and shall receive a written
appeal decision within 60 days of receipt of
the school site decision.
4. Failure to comply with legal requirements as to
development, adoption and annual update of
the LCAP, which includes identification of
annual goals, actions to implement goals, and
measuring student subgroup progress across
indicators based on the States’ eight priorities
and aligned with the District’s spending plan.
The State’s priorities are: providing students
access to credentialed teachers, instructional
materials aligned with standards and safe
facilities; implementation of California’s
academic standards; parent involvement and
participation; improving student achievement
and outcomes along multiple measures;
supporting student engagement; highlighting
school climate and connectedness; ensuring all
students have access to classes that prepare
them for college and careers; and measuring
other important student outcomes related to
required areas of study.

* "Pupil fee" means a fee, deposit, or other
charge imposed on pupils, or a pupil's parents
or guardians, in violation of Education Code
§49011 and §5 of Article IX of the California
Constitution.
A pupil shall not be required to pay a pupil
fee for participation in an educational
activity, unless the charge for such a fee is
specifically authorized by law and does not
violate Education Code §49011. A complaint
of noncompliance should be filed first with
the principal under the UCP. A complainant
unsatisfied with the decision of the school
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Kevin S. Reed, General Counsel
Office of the General Counsel

DATE:

June 7, 2006

POLICY:

The Los Angeles Unified School District (District) is committed to providing a
learning and working environment in which all individuals are treated with respect
and dignity. Each student and employee has a right to learn and work in an
environment that is free from unlawful discrimination. No District student or
employee shall be excluded from participation in, be denied the benefits of, or be
subject to discrimination on the basis of sex, sexual orientation, or gender in any
District educational program or activity.

MAJOR
CHANGES:

This bulletin replaces Bulletin No. L-4 (Rev.) “Title IX Policy/Grievance Procedure”
which is dated August 15, 2001. The content updates current District policy and
procedures, as well as provides current contact and reference information. Also, the
bulletin's attachment (Incident Report Form-Complaint/Investigation Record) had a
minor formatting change that has been corrected.

GUIDELINES:

The following guidelines apply.
BACKGROUND
The purpose of the regulations is to ensure compliance with federal and state
nondiscrimination laws in any program or activity conducted by an educational
institution.
•

•
•

Title IX of the Education Amendments of 1972 states, “No person . . . shall,
on the basis of sex, be excluded from participation in, be denied the benefits
of, or be subjected to discrimination under any education program or activity
receiving federal financial assistance.”
In 1982, the California Education Code, Section 200 et seq., added the same
prohibitions against discrimination based on sex in the educational
institutions of the state.
In 1983, the Los Angeles Board of Education adopted a Title IX
policy/student grievance procedure and affirmed the rights of students to
attend District programs and activities free of sex discrimination.
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•
•

•
•
•

In 1992, the Board of Education passed a resolution that school sites should
identify Title IX Complaint Managers to whom students would feel
comfortable reporting incidents of sexual harassment.
In 1993, the California Education Code required school districts to be
reviewed for compliance with the state’s gender equity policies through
means of the Coordinated Compliance Reviews conducted by the California
Department of Education.
In January 2000, Section 220 was added to the California Education Code
adding sexual orientation and gender identity as specific categories protected
from discrimination and harassment.
In July 2001, regulations to implement the California Education Code, Title 5
California Code of Regulations, Section 4900 et seq., “Nondiscrimination and
Educational Equity,” became effective.
In 2003, the California Department of Education reconfigured its review
process, naming it Categorical Program Monitoring (CPM). The new CPM
instrument, “Educational Equity,” recognizes sex, sexual orientation, and
gender, as well as ethnic group identification, race, ancestry, national origin,
religion, color, and mental or physical disability as protected categories.

I. DEFINITIONS
With respect to this policy bulletin, the following definitions apply:
•
•

•
•
•
•
•

•

Policy Bulletin No. BUL-2521.1
Office of the General Counsel

Appeal shall mean a written request to review the complaint.
Complainant shall mean a District student, parent/guardian of a
District student, District employee, or other person who submits a
complaint alleging that there has been a violation of Title IX or
Education Code Section 220.
Complaint shall mean an oral or written complaint alleging that there
has been a violation of this policy bulletin, Title IX, or Education
Code Section 220.
Complaint Procedure shall mean the District’s internal procedure to
process complaints.
Days shall mean calendar days unless otherwise specified.
District shall mean any operating unit or program of the Los Angeles
Unified School District.
Gender shall mean a person’s actual or perceived sex and includes a
person’s perceived identity, appearance, or behavior, whether or not
that identity, appearance, or behavior is different from that
traditionally associated with a person’s sex at birth.
Parenting Students shall mean students who are the biological mother
or biological father of a child.
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•
•

•
•
•
•
•

II.

Pregnancy shall mean pregnancy at any stage of pregnancy, including
childbirth, false pregnancy, termination of pregnancy, or recovery
from pregnancy.
Protected Categories from discrimination or harassment are sex
(including sexual orientation, gender identity, pregnancy, childbirth
or related medical conditions); ethnicity (such as race, color, national
origin, and ancestry); religion (including religious accommodation);
disability (mental or physical disability or reasonable
accommodation); age; marital status, or any other basis protected by
federal, state, or local law, ordinance, or regulation.
Respondent shall mean an individual alleged to have committed acts
in violation of this policy.
Sex shall mean the biological condition of being a female or male.
Sexual Orientation shall mean actual or perceived heterosexuality,
homosexuality, or bisexuality. However, some individuals may use
alternative terms to describe their sexual orientation.
Title IX is Title IX of the Education Amendments of 1972.
Title IX Complaint Manager is an administrator or designee
responsible to respond to any complaints of sex discrimination and/or
sexual harassment. School sites must identify more than one Title IX
Complaint Manager so that students can choose the person with
whom they feel most comfortable discussing their concern.

EQUAL TREATMENT OF STUDENTS
PROGRAMS AND ACTIVITIES

IN

EDUCATIONAL

Title IX and the California Education Code assure the equal treatment of
students in educational programs and activities and specify that sex and
gender equity shall be practiced in the following ways:
A.

Programs and Activities
•
Students have the right to equal learning opportunities in their
school.
•
Students may not be excluded from participation in, be denied
the benefits of, or be subjected to harassment or other forms of
discrimination on the basis of sex, sexual orientation, or gender
in any program or activity.

B.

Course Accessibility and Instruction
•
Students may not be required to take and/or may not be denied
enrollment in a course because of their sex, sexual orientation,
or gender.

Policy Bulletin No. BUL-2521.1
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•
•
•
•
•
•

Instruction in all courses and classes must be co-educational.
Elementary and secondary units of instruction which deal
exclusively with human sexuality may be conducted in separate
sessions for boys and girls.
Students have the right to be evaluated and graded without
regard to their sex, sexual orientation, or gender.
Instructional materials and textbooks shall not contain any
matter reflecting adversely upon persons because of their sex,
sexual orientation, or gender.
Instructional materials and textbooks shall accurately portray
the cultural, racial, gender, and sexual diversity of our society.
When developing the master program in secondary schools,
consideration must be given to the naming and scheduling of
classes as to promote sex integration, especially in nontraditional course offerings.

C.

Counseling
•
Students shall be provided with counseling and guidance that is
not discriminatory.
•
Counselors may not advise students to enroll in particular career
classes or programs/activities based on sex, sexual orientation,
or gender.

D.

Physical Education
•
All physical education classes must be co-educational.
•
Participation in a particular physical education activity or sport,
if required of students of one sex, shall be available to students
of each sex.
•
Instruction and testing in all physical education classes are to be
co-educational.
•
Student grouping by ability is allowed. However, any grouping
of students during physical education activities should be ongoing, flexible, and modified per unit activity and may not have
a discriminatory impact.
•
Students are to be assessed by objective standards of individual
performance without regard to sex.
•
See “Sex Equity in Physical Education Programs” Bulletin No.
BUL - 1826.0 dated August 5, 2005, for detailed information
regarding physical education.

E.

Athletics
•
Schools shall offer all students equal opportunities to play
sports.
Page 4 of 17
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•

Equipment and supplies, game and practice schedules, budgets,
coaching, travel allowances, facilities, publicity, support
services, and tutoring offered to teams shall provide comparable
and equitable athletic opportunities for members of both sexes,
without disparity or imbalance.

F.

Sexual Harassment
•
Sexual harassment of or by school employees or students is a
form of sex and gender discrimination and is prohibited.
•
School personnel must respond to allegations of sexual
harassment.
•
See “Sexual Harassment Policy (Student-to-Student, Adult-toStudent, and Student–to-Adult)” Bulletin No. BUL - 1041
dated June 10, 2004, for detailed information regarding sexual
harassment.

G.

Pregnant and Parenting Students
•
No student or applicant for enrollment will be subject to
discrimination on the basis of that student’s pregnancy at any
stage of pregnancy, childbirth, false pregnancy, termination of
pregnancy, recovery from pregnancy, or parental or marital
status.
•
Pregnant and parenting students, regardless of their marital
status, have the same rights as other students to remain in their
current educational program or to attend any District school or
program for which they would otherwise qualify and to do so in
an environment free of discrimination or harassment.
•
Pregnant and parenting students must have full access to the
same programs and activities for which they would otherwise
qualify, including, but not limited to, graduation, awards,
ceremonies, field trips, student clubs, after-school activities, and
any other school-related programs/activities. As such, students
cannot legally be expelled, suspended, or otherwise excluded
from, or required to participate in school programs/activities
solely on the basis of their pregnancy-related conditions or
parental/marital status.
•
District schools and programs shall make reasonable
adjustments to facilitate the equal access and full participation
of pregnant and parenting students.
•
Schools may require a female student to provide written
permission from her licensed healthcare provider that she is
physically and emotionally able to remain in or participate in a
school activity or program only if such permission is also

Policy Bulletin No. BUL-2521.1
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•

H.

III.

required for other health conditions or temporary disabilities
requiring medical care.
See “Pregnant and Parenting Students Educational Rights”
Bulletin No. BUL - 2060.0 dated October 25, 2005, for detailed
information regarding pregnant and parenting students.

Extra-Curricular Activities, Programs, and Clubs
•
Participation in all extra-curricular activities, programs, and
student clubs shall be available to all students without regard to
sex, sexual orientation, gender, ethnic group identification, race,
ancestry, national origin, religion, color, or mental or physical
disability.
•
All student clubs are to have equal access to facilities and a fair
opportunity to meet.
•
No extra-curricular activity, program, or club is to be labeled or
scheduled with the result of the separation of students on the
basis of sex, sexual orientation, gender, ethnic group
identification, race, ancestry, national origin, religion, color, and
mental or physical disability.

CERTAIN PROGRAMS AND ACTIVITIES ARE EXCLUDED
Title IX and the California Education Code do not apply to the following:
•
YMCA, YWCA, Boy Scouts, Girl Scouts, Camp Fire Girls, and
voluntary youth service organizations.
•
Father-Son and Mother-Daughter activities—provided that
comparable activities are offered for students of the other sex.
•
Scholarships based upon a combination of factors where
participation is limited to individuals of one sex-if the activity
complies with other nondiscriminatory provisions of state and
federal law and District policy.

IV.

RESPONSIBILITY FOR POLICY IMPLEMENTATION
A. School Principal or Site Administrator shall:
• Identify the administrator(s) or designee(s) responsible to serve as
Title IX Complaint Managers and establish a systematic process
to report and respond to complaints of sex discrimination and
sexual harassment.
1. The role of the Title IX Complaint Manager is to
respond to any complaints of sex discrimination and/or
sexual harassment, as well as to provide support,
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information, and options to students regarding sex
discrimination and/or sexual harassment.
2. School sites must identify more than one Title IX
Complaint Manager so that students can choose the
person with whom they feel most comfortable
discussing their concerns.
3. Provisions should be made to facilitate the ability of
non- and limited-English speaking students to access
the Title IX Complaint Manager(s) and file a
complaint.
•

•

•
•

•

•
•

Communicate with and ensure that staff, students, and parents are
informed of District policy requiring the promotion of mutual
respect and acceptance, as well as, District and school policy
regarding nondiscrimination and sexual harassment.
Include information about the reporting procedures for targets of
or witnesses to discrimination or sexual harassment when
informing students, parents, and employees about the District’s
“Nondiscrimination Statement” and “Sexual Harassment Policy.”
Distribute (in secondary schools) the District’s “Title IX and
Nondiscrimination” brochure to every student at the beginning of
each school year.
Present in age-appropriate language the District’s policy on
nondiscrimination and sexual harassment as part of any
orientation program conducted for students at the beginning of
each quarter, semester, or summer session, as applicable. This
presentation shall include information concerning how to
file/report a discrimination or sexual harassment complaint.
Provide training to certificated and classified staff regarding the
District’s “Nondiscrimination Statement” and “Sexual
Harassment Policy” and communicate to staff their individual
responsibilities to respond, intervene, and report such behavior.
Certify on the “Administrator Certification Form” that the
school/work location has complied with the mandates of this
policy bulletin.
Refer to the Local District Office any complaint that names the
principal as a respondent or any complaint that alleges schoolwide discriminatory practices.

B. Title IX Complaint Managers shall:
• Ensure that the “Title IX Complaint Manager” posters, in both
Policy Bulletin No. BUL-2521.1
Office of the General Counsel
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English and Spanish, are posted in school administrative offices,
including student government meeting rooms (in secondary
schools), or other prominent locations accessible to students where
notices are regularly posted regarding rules, regulations,
procedures, or standards of conduct.
• Respond quickly to any complaints of sex discrimination and/or
sexual harassment and take action to address the behavior, as well
as provide support, information, and options to students regarding
sex discrimination and/or sexual harassment.
• Intervene immediately to witnessed events and take action to
address discrimination and/or sexual harassment.
• Refer any complaints about discrimination or sexual harassment
involving an adult to the site administrator immediately.
C. Employees shall:
• Share responsibility for creating an environment where students
and staff know that discrimination and sexual harassment will not
be tolerated.
• Support the District’s efforts to prevent discrimination and sexual
harassment by taking steps to intervene immediately when such
actions occur.
• Encourage anyone alleging that he or she is a target of, has
witnessed, or has information about discrimination or sexual
harassment to report such an incident.
• Report such situations/incidents to the site administrator and/or
Title IX Complaint Manager when severe, frequent, or pervasive.
• Cooperate in any investigation of a discrimination or sexual
harassment complaint.
• Guard against any actions that would be considered retaliatory
against another employee or student who has filed or is
participating in the investigation of a discrimination or sexual
harassment complaint.
D. Students shall be informed that:
• They are expected to act respectfully towards everyone, and
should consider how others may perceive or be affected by their
actions and words.
• They have the responsibility to report situations/incidents of
discrimination or sexual harassment to the designated site
administrator or Title IX Complaint Manager in cases when they
may be the witness or target of discrimination or sexual
harassment.
Policy Bulletin No. BUL-2521.1
Office of the General Counsel
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V.

NOTIFICATION – DISSEMINATION – POSTING
A. Employees
The “Nondiscrimination Statement” and the “Sexual Harassment Policy”
which are attached to this bulletin shall be provided to all District
employees on an annual basis at the beginning of each school year.
B. Students
•
All required nondiscrimination notices are provided in the
“Parent Student Handbook.” All schools are required to
distribute the “Parent Student Handbook” to all students
annually and to every student at the time of initial enrollment.
•
The District’s written policy on nondiscrimination and sexual
harassment shall be presented in age-appropriate language as
part of any orientation program conducted for students at the
beginning of each quarter, semester, or summer session, as
applicable.
This presentation shall include information
concerning how to file/report a discrimination or sexual
harassment complaint.
•
All secondary schools are required to distribute the District’s
“Title IX and Nondiscrimination” brochure to every student at
the beginning of each school year.
•
For information on how to order the brochures (free from the
Stores Warehouse), see the memorandum issued annually by the
Office of the General Counsel, “Ordering and Distribution of
Students Brochures - Title IX and Nondiscrimination and
Section 504 and Students with Disabilities.”
C. Parents and/or Guardians
The District’s “Parent Student Handbook” may be used to provide
notification to parents and guardians of the District’s nondiscrimination
statement and sexual harassment policy.
D. Notification – Posting
• The District’s “Nondiscrimination Statement” and the “Sexual
Harassment Policy” posters must be posted in all schools and
offices, including staff lounges and student government meeting
rooms, in the main administration building, or other prominent
locations where notices are regularly posted regarding rules,
regulations, procedures, or standards of conduct.

Policy Bulletin No. BUL-2521.1
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•

•

The “Title IX Complaint Manager” posters, in both English and
Spanish, attached to this bulletin are to be used to identify those
school site administrators or designees designated to handle sex
discrimination and sexual harassment complaints.
The “Title IX Complaint Manager” posters are to be posted in
school administrative offices, including student government
meeting rooms (in secondary schools), or other prominent
locations accessible to students where notices are regularly posted
regarding rules, regulations, procedures, or standards of conduct.
Suggested other prominent locations may include classrooms (in
secondary schools), the cafeteria, and student bulletin boards.

E. Notification – Publishing
The District’s “Nondiscrimination Statement” and the “Sexual
Harassment Policy” one-page summaries, which are attached to this
bulletin, shall be included in any school or District publication (e.g., a
Student Planner, Student Handbook, or Staff Handbook) that sets forth
the school’s or the District’s comprehensive rules, regulations,
procedures, and standards of conduct.
VI.

CONFIDENTIALITY AND NONRETALIATION
Complaints of discrimination and sexual harassment shall be handled in a
confidential manner to respect the privacy of all parties to the fullest extent
possible. Every effort shall be made to limit the distribution of information
to those persons who need to know within the confines of the District’s
reporting procedures and investigative process.
The District will not tolerate retaliation against anyone for filing a complaint
or participating in the complaint investigation process. These confidentiality
and nonretaliation requirements extend to all parties involved.

VII.

COMPLAINT PROCEDURES
When a complaint or a report of discrimination or sexual harassment is
received, it shall be given immediate attention. Described below are
informal and formal methods of responding to discrimination and sexual
harassment complaints.
A. Informal Process: Informal resolutions of student discrimination and
sexual harassment complaints should be addressed at the school site. The
informal process shall be bypassed if the complainant names a principal
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as a respondent or the complaint alleges school-wide discriminatory
practices. In those circumstances, the complainant may initiate a formal
complaint and file directly with the Local District Office.
The following steps may be followed to reach informal complaint
resolutions:
• Any written or oral report of discrimination or sexual harassment is to
be considered a discrimination/sexual harassment complaint and must
be addressed.
• Assure the target of the discrimination or sexual harassment that the
District takes allegations of discrimination and sexual harassment
seriously, will not tolerate such treatment, and has strong policies
against discrimination and sexual harassment.
• Obtain specific information relevant to the complaint such as where,
when, and the frequency with which the incident(s) occurred, as well
as the identities of the alleged perpetrator(s) and any witnesses. If age
appropriate, request that the complainant provide a written statement.
• Provide the target of the discrimination/harassment with assurances
regarding confidentiality and nonretaliation.
• Assure the target of the discrimination/harassment that he/she will not
be required to confront the accused person and that steps will be
taken to monitor that the alleged harassing behavior does not
continue. Provide the individual with the names of school personnel
who can help if the situation/incident continues, escalates, or occurs
again.
• Interview the accused person(s) and provide assurances regarding
confidentiality and nonretaliation. If age appropriate, request that the
accused person(s) provide a written statement.
• Interview any witnesses identified by the target of the discrimination/
harassment and the accused person(s) and provide assurances
regarding confidentiality and nonretaliation. If age appropriate,
request that any witnesses provide a written statement.
•

Policy Bulletin No. BUL-2521.1
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the District’s “Title IX and Nondiscrimination” brochure (see Section
V - “Notification-Dissemination-Posting”).
• If the complaint alleges sex discrimination, carefully consider all
available information in determining whether the conduct described
in the complaint violates the District’s nondiscrimination policy. The
following three questions should be asked:
1. Was the student treated differently in a way that interfered
with or limited the ability of the student to participate in or
benefit from a District program or activity?
2. Was the different treatment based on sex, sexual orientation,
or gender?
3. Did the context or circumstances of the incident(s) provide a
legitimate and non-discriminatory basis for the different
treatment pursuant to District policy?
When, based on the evidence obtained as part of the investigation, the
answers to questions #1 and #2 are “yes” and the answer to question
#3 is “no,” the incident/situation may be considered sex
discrimination. However, conduct that does not rise to the level of
sex discrimination may still be considered inappropriate behavior and
may require that corrective actions be taken.
•

If the complaint alleges sexual harassment, carefully consider all
available information in determining whether the conduct described
in the complaint violates the District’s sexual harassment policy. The
following five questions should be asked:
1. Was the conduct of a sexual nature?
2. Was the conduct unwelcome?
3. Did the conduct create a hostile environment for the alleged
target of the harassment?
4. Was the conduct severe, persistent, or pervasive?
5. Did the conduct limit the individual’s ability to participate in
or benefit from an educational program or activity?
When the answers to questions #1 - #5 are “yes,” the conduct may be
considered sexual harassment. However, conduct that does not rise to
the level of sexual harassment may still be considered inappropriate
behavior and may require that corrective actions be taken.
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•

Appropriate administrative steps in response to discrimination and/or
sexual harassment might include action to end the harassment,
monitor that it does not reoccur, and address any hostile environment
that may have been created for the student(s) who had been the
target(s) of the conduct. Response might also involve the initiation of
disciplinary proceedings.

•

Inform the complainant in general terms that corrective actions have
been or will be required to resolve the complaint. Specific corrective
actions with regard to employees or students are to be kept
confidential.

•

Parents/guardians of the complainant shall be informed of the filing,
as well as the resolution of any complaint of discrimination/sexual
harassment. As appropriate, parents/guardians should be kept
informed of the status of the investigation and resolution of the
complaint. Care must be taken to protect the identity of the accused
person(s) and any witnesses.

•

If a student has been a target of harassment based on sexual
orientation or gender identity, consult with the student to determine
an appropriate way to inform the student’s parents or guardians of the
harassing conduct. Student sexual orientation and/or gender identity
cannot be divulged without permission of the student.

•

Monitor with the target of the harassment that the harassment has
ceased.

•

Use the “Incident Report Form-Complaint/Investigation Record”
attached to this bulletin to document the actions taken to address the
complaint and to monitor and assess the effectiveness of those
actions.

•

The same “Incident Report Form-Complaint/Investigation Record”
may be used in instances where the conduct is determined to be
inappropriate behavior which did not rise to the level of
discrimination or sexual harassment, or when there are no findings of
violations of the District’s nondiscrimination or sexual harassment
policy. In those cases, corrective actions may still be necessary and
using the form provides a vehicle for the documentation of the
investigation and the actions taken.
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• “Incident Report Form-Complaint/Investigation Record” forms must
be safeguarded by keeping a separate school file for the retention of
these records. Access to these records is to be restricted to those
individuals who have a legitimate need for such access. These
records must be kept for five years from the school year in which the
complaint was filed.
•

After monitoring that the harassment has stopped, forward a copy of
the completed “Incident Report Form-Complaint/Investigation
Record” to the Local District Operations Coordinator AND the
Educational Equity Compliance Office – Beaudry – 20th Floor.

B. Formal Process: If a complaint cannot be resolved informally at the
school site, the following procedures are to be used. The formal
investigation of such a complaint shall be completed within 60 days of
receipt of the written complaint.
•

A written statement (complaint) should be filed by the complainant
with the Local District Office within six months of the last occurrence
of the reported incident or within six months of when knowledge of
the incident was first obtained. This written statement may be filed
using the “Title IX Sex Discrimination/Sexual Harassment Complaint
Form,” a “Uniform Complaint Procedures Form,” or simply by filing
a written statement.

•

The Local District will provide the complainant with a written
acknowledgment of receipt of the complaint within five days which:
a. Advises and assures the complainant that confidentiality of the
facts will be observed to the fullest extent possible.
b. Advises and assures the complainant that the District prohibits
retaliation against anyone who files a complaint or
participates in a complaint investigation.
c. Advises the complainant that he/she should feel free to call or
send any additional information relevant to the complaint.
d. Informs the complainant that a written report of findings will
be provided to the complainant at the conclusion of the
investigation. Specific corrective actions with regard to
employees or students are to be kept confidential.

•
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report of findings and conclusions should be provided to the
complainant and the respondent which reiterates the confidentiality
and non-retaliation provisions, as well as advises the complainant of
his or her right to appeal the Local District’s decision.
C. Internal District Appeal: If the complainant is dissatisfied with the
Local District Office decision, he or she may send an appeal to the
District Title IX Coordinator in the Educational Equity Compliance
Office within 15 days of receipt of the Local District’s decision letter.
•

•
•

The appeal must be in writing, signed, should state the reason(s) for
the appeal, and list any steps that were taken in an attempt to resolve
the complaint. A copy of the Local District’s decision letter should
be forwarded along with the appeal correspondence.
The complaint will be evaluated by the District Title IX Coordinator
in the Educational Equity Compliance Office. If indicated, an
impartial investigation will be conducted.
A final written letter of findings and a rationale for the disposition
will be provided to the complainant.

D. Further Options: An appeal of either the Local District’s or the
Educational Equity Compliance Office’s findings may also be made to
the California Department of Education. The written appeal must be sent
within 15 days of receipt of the letter of findings. Such appeals should be
addressed to the: California Department of Education; Office of Equal
Opportunity; 1430 N Street – Room 6019, Sacramento, California 958145901.
E. Civil Law Remedies: Pursuant to the California Education Code,
Section 262.3, persons who have filed a complaint should also be advised
that civil law remedies may be available to them.
AUTHORITY:

This is the policy of the Superintendent of Schools. The following legal standards
are applied:
Title IX of the Education Amendments of 1972, 20 U.S.C. §1681, et seq.
Title IX Regulations, Title 34, Code of Regulations, Part 106
California Education Code, §200, §201, §220, §221.5, §230, §262.3, §46010.1,
§48200, §48205, §49061, §49602, §51222, §51241
California Family Code, §6924, and §6925
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California Penal Code, §11166
Title 5, California Code of Regulations, §4630, §4900, et seq.
RELATED
RESOURCES:

•
•
•
•
•
•
•

•
•
•
•
•

•

Administrator Certification Form – Memorandum issued annually by the Office
of the General Counsel.
Antibullying Policy (In Schools, at School-Related Events, and Traveling to and
from School), Bulletin No. BUL-1038.1, dated August 16, 2004, issued by the
Office of the Chief Operating Officer.
Child Abuse and Neglect Reporting Requirements, Bulletin No. BUL-1347,
dated November 15, 2004, issued by the Office of the General Counsel.
Ordering and Distribution of Student Brochures - “Title IX and
Nondiscrimination” and “Section 504 and Students with Disabilities.”
Memorandum issued annually by the Office of the General Counsel.
Parent Student Handbook Distribution - Memorandum issued annually by the
Office of the Chief Operating Officer.
Pregnant and Parenting Students Educational Rights, Bulletin No. BUL-2060.0,
dated October 25, 2005, issued by Student Health and Human Services and the
Office of the General Counsel.
Required Nondiscrimination Notices - Memorandum issued annually by the
Office of the General Counsel. (This memorandum references requirements for
the publication and dissemination of information relating to District
nondiscrimination policies—including Title IX policies.)
Responding to and Reporting Hate-Motivated Incidents and Crimes, Bulletin No.
BUL-2047.0, dated October 10, 2005, issued by the Office of the General
Counsel.
Sex Equity in Physical Education Programs, Bulletin No. BUL-1826.0, dated
August 5, 2005, issued by the Chief Instructional Officer, Secondary.
Sexual Harassment Policy (Student-to-Student, Adult-to-Student, and Studentto-Adult), Bulletin No. BUL-1041, dated May 10, 2004, issued by the Office of
the General Counsel.
Sexual Harassment Policy – Employees, Bulletin No. BUL-1893.1, dated August
1, 2005, issued by the Office of the General Counsel.
Uniform Complaint Procedures (UCP) - Memorandum issued annually by
the Specially Funded Programs Division. (This memorandum references an
additional avenue provided by the District for the filing of complaints which
allege that the District has practiced unlawful discrimination or has failed to
comply with state or federal laws governing its educational programs,
including failures to comply with Title IX.)
Transgender and Gender Nonconforming Students – Ensuring Equity and
Nondiscrimination, Reference Guide No. REF-1557, dated February 15, 2005,
issued by the Office of the General Counsel.
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ASSISTANCE:

For further information, to ask questions, to seek assistance, or for related resources,
contact any of the following District Offices:
Local District Office
¾ Local District Operations Coordinator
¾ Local District Title IX Designee
Educational Equity Compliance Office
¾ District Title IX Coordinator at (213) 241-7682
Equal Employment Opportunity Office at (213) 241-7685
Office of General Counsel
¾ Field Services Team at (213) 241-7600
Teen Parent Program Office at (213) 763-7430
Visit the Website of the Educational Equity Compliance Office to look up additional
related information: Website-http://www.lausd.k12.ca.us/lausd offices/eec)
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LOS ANGELES UNIFIED SCHOOL DISTRICT
NONDISCRIMINATION STATEMENT
The Los Angeles Unified School District is committed to providing a working and learning environment that is free
from unlawful discrimination and harassment. The District prohibits discrimination and harassment based on an
individual's sex (including sexual orientation or gender identity, pregnancy, childbirth or related medical condition);
ethnicity (such as race, color, national origin, and ancestry); religion (including religious accommodation);
disability (mental or physical disability or reasonable accommodation); age; marital status; or any other basis
protected by federal, state, local law, ordinance, or regulation. Harassment based on any of the above-protected
categories is a form of unlawful discrimination and will not be tolerated by the District. Harassment is intimidation
or abusive behavior toward a student or employee that creates a hostile environment and that can result in
disciplinary action against the offending student or employee. Harassing conduct may take many forms, including
verbal remarks 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 to
or participation in District programs or activities.
Additional information prohibiting other forms of unlawful discrimination or harassment, inappropriate behavior,
and/or hate crimes may be found in other District policies that are available in all schools and offices. It is the
intent of the District that all such policies are 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.

For inquiries or complaints related to discrimination or harassment based on a student’s sex
(Title IX); sexual orientation or gender identity (Title 5, CCR, §4910); race, color, or national
origin (Title VI); or mental or physical disability (Section 504), contact:
Sue Spears, Director, Educational Equity Compliance Office
District Title IX and Section 504 Coordinator
(213) 241-7682
For inquiries or complaints related to employee-to-employee discrimination or harassment,
contact:
Equal Employment Opportunity Section
(213) 241-7685
Both offices located at:
Los Angeles Unified School District
333 South Beaudry Avenue, 20th Floor
Los Angeles, CA 90017
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DISTRITO ESCOLAR UNIFICADO DE LOS ANGELES
DECLARACION ANTIDISCRIMINATORIA
El Distrito Escolar Unificado de Los Ángeles está comprometido a proporcionar un entorno de trabajo y estudio
libre de discriminación y hostigamiento ilegales. El Distrito prohíbe estas prácticas cuando estén motivadas por
el sexo (la orientación sexual, la identidad de género, el embarazo, el parto o una condición médica relacionada);
el grupo étnico (como la raza, el color, la ascendencia o el origen nacional); la religión (incluidas las adaptaciones
motivadas por ésta); la discapacidad (mental o física, o una modificación razonable por este motivo); la edad;
el estado civil; o por alguna otra razón que especifiquen las leyes, las ordenanzas o los reglamentos federales,
estatales o locales. El acoso en base a cualquiera de las categorías protegidas definidas anteriormente constituye
una forma de discriminación ilícita que el Distrito no está dispuesto a tolerar. El acoso se define como la
intimidación o la conducta abusiva dirigidas a un estudiante o empleado que produzca un entorno hostil, y puede
traer como resultado medidas disciplinarias contra el estudiante o el empleado infractor. El hostigamiento puede
revestir muchas formas, incluidos los actos verbales y los insultos, las declaraciones o la conducta que amenace o
humille físicamente.
Esta política antidiscriminatoria abarca la admisión o el acceso, tratamiento o empleo, a las actividades y
programas del distrito, incluyendo la educación vocacional. El desconocimiento del idioma inglés no será un
obstáculo para la admisión a los programas y a las actividades del Distrito ni para la participación en los mismos.
En otras declaraciones de reglas del Distrito disponibles en todas las escuelas y las oficinas, se puede obtener
información adicional que prohíbe otras clases de discriminación o acoso ilícitos, conducta impropia o delitos
motivados por prejuicios o una combinación de lo anterior. El Distrito tiene el propósito de que todos los
reglamentos de esta índole se lean constantemente con el fin de garantizar la mayor protección posible contra
la discriminación ilícita en el suministro de servicios y oportunidades educativos.
El Distrito Escolar prohíbe las represalias contra toda persona que entable una queja o participe en la investigación
de la misma.
Haga el favor de comunicarse con la persona cuyos datos aparecen a continuación para hacer preguntas o
presentar quejas relacionadas con la discriminación o el acoso motivados por el sexo de un(a) alumno(a)
(Título IX); la orientación sexual o identidad de género (Título V, CCR, §4910); la raza, el color o el origen
nacional (Título VI); o la discapacidad mental o física (Artículo 504):
Sue Spears, Directora de la Oficina de Cumplimiento de la Equidad Educativa
Coordinadora de Título IX y del Artículo 504 en el Distrito
(213) 241-7682
Para hacer preguntas o presentar quejas relacionadas con la discriminación o el acoso entre empleados,
haga el favor de comunicarse con la siguiente dependencia:
Equal Employment Opportunity Section
(213) 241-7685
Ambas oficinas se encuentran en:
El Distrito Escolar Unificado de Los Ángeles
333 South Beaudry Avenue, 20th Floor (Piso 20)
Los Angeles, California 90017
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LOS ANGELES UNIFIED SCHOOL DISTRICT
SEXUAL HARASSMENT POLICY
The Los Angeles Unified School District is committed to maintaining a working and learning environment that is free
from sexual harassment. Sexual harassment of or by employees or students, or persons doing business for the District is
a form of sex discrimination in that it constitutes differential treatment on the basis of sex, sexual orientation, or gender,
and, for that reason, is a violation of state and federal laws and a violation of this policy.
The District considers sexual harassment to be a major offense which can result in disciplinary action to the offending
employee or the suspension or expulsion of the offending student in grades four through twelve. Suspension or
expulsion as a disciplinary consequence for sexual harassment shall not apply to students enrolled in Kindergarten and
grades one through three. However, students enrolled in Kindergarten and grades one through three may be subject to
other disciplinary actions.
Any student or employee of the District who believes that she or he has been a victim of sexual harassment shall bring
the problem to the attention of the site administrator or Title IX Complaint Manager so that appropriate action may be
taken to resolve the problem. The District prohibits retaliatory behavior against anyone who files a sexual harassment
complaint or any participant in the complaint investigation process. Complaints will be promptly investigated in a way
that respects the privacy of the parties concerned.
California Education Code Section 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 educational 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
educational institution.

Sexual harassment may include, but is not limited to:
•
•
•
•

Unwelcome verbal conduct such as suggestive, derogatory or vulgar comments, sexual innuendos, slurs, or
unwanted sexual advances, invitations, or comments; pestering for dates; making threats; and/or spreading
rumors about or rating others as to sexual activity or performance.
Unwelcome visual conduct such as displays of sexually suggestive objects, pictures, posters, written material,
cartoons, or drawings; graffiti of a sexual nature; and/or use of obscene gestures or leering.
Unwelcome physical conduct such as unwanted touching, pinching, kissing, patting, hugging, blocking of
normal movement, assault; and/or interference with work or study directed at an individual because of the
individual's sex, sexual orientation, or 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 offers of benefits in return for sexual favors.
To obtain specific rules and procedures for reporting charges of sexual harassment
and for pursuing available remedies, contact:
Educational Equity Compliance Office [Sue Spears, Director, and District Title IX Coordinator]
at (213) 241-7682, when issues or complaints involve students,
or
Equal Opportunity Section, at (213) 241-7685, when issues or complaints involve employees
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DISTRITO ESCOLAR UNIFICADO DE LOS ANGELES
NORMAS SOBRE EL ACOSO SEXUAL
El Distrito Escolar Unificado de Los Ángeles se ha comprometido a mantener un ambiente de trabajo y estudio que esté
libre del acoso sexual. El acoso sexual en contra de los empleados o estudiantes o por parte de los mismos o en contra
de personas que hagan trámites para el Distrito es una forma de discriminación sexual puesto que constituye un
tratamiento diferencial basado en el sexo, orientación sexual, o identidad sexual de la persona, y por ese motivo, es una
violación de las leyes estatales y federales y una violación de esta norma.
El Distrito considera que el acoso sexual es un delito mayor que puede traer como consecuencia una acción disciplinaria
contra el empleado infractor o la suspensión o expulsión del estudiante infractor si éste es alumno de los grados del
cuarto al duodécimo. La suspensión o la expulsión como consecuencia disciplinaria por el acoso sexual no se aplicarán
a los alumnos matriculados en el jardín de infantes ni a los que cursan estudios en los grados del primero al tercero. Sin
embargo, estos alumnos pueden ser objeto de otras acciones disciplinarias
A cualquier estudiante o empleado del Distrito que crea haber sido víctima de acoso sexual se le insta a traer el
problema a la atención del administrador del plantel o de la persona encargada de la demanda del Título IX, de manera
que se pueda tomar la medida apropiada para resolver el problema. El Distrito prohíbe las represalias contra
quienquiera que entable una denuncia por acoso sexual o cualquier participante en el proceso de la investigación de la
denuncia. Las denuncias serán investigada de manera expedita y respetando la privacidad de las personas involucradas.
El Artículo 212.5 del Código de Educación de California define el acoso sexual como cualquier conducta de índole
sexual no deseada como pedir favores sexuales u otros ya sean verbales, visuales, físicos realizada por alguien que
trabaje en el sitio, ya sea en el lugar de trabajo o en el plantel educativo, bajo las siguientes condiciones:
•
•
•
•

La sumisión a la conducta se vuelve explícita o implícitamente una condición del empleo, estado o progreso
académico.
La sumisión a la conducta por el individuo o el rechazo de la misma se utiliza como la base del empleo o de las
decisiones académicas que afecten al individuo.
La conducta tiene como propósito o efecto un impacto negativo en el trabajo o en el rendimiento académico del
individuo o el efecto de crear un ambiente de trabajo o de estudio amedrentador, hostil u ofensivo.
La sumisión a la conducta del individuo o el rechazo de la misma se usa como la base de cualquier decisión que
afecte al individuo con respecto a las prestaciones y servicios, honores, programas o actividades disponibles en
la entidad educativa o a través de la misma.

El acoso sexual puede incluir, entre otras cosas, lo siguiente:
•
•
•
•

La conducta verbal no deseada como los comentarios lascivos o despectivos; las indirectas, insultos o
insinuaciones; las invitaciones o comentarios sexuales no deseados; insinuar por citas; hacer amenazas; o el
difundir rumores acerca de otros y el calificarlos según su actividad o rendimiento sexual.
La conducta visual no deseada como la exhibición de objetos, cuadros, carteles, material escrito, caricaturas o
dibujos con insinuaciones sexuales, los graffiti de índole sexual o el uso de gestos obscenos.
La conducta física no deseada que incluye tocar, pellizcar, besar, palmear, abrazar, obstaculizar el movimiento
normal a alguien que no lo desee o agredir o interferir con el trabajo o el estudio de un individuo debido a su
sexo, orientación sexual, o identidad sexual de la persona.
Las amenazas y exigencias o presión para ceder a proposiciones indecorosas a fin de mantener un trabajo o
posición académica o para evitar otras pérdidas y los ofrecimientos de beneficios a cambio de favores de tipo
sexual.
Si desea información específica acerca de las reglas y los procedimientos para reportar
cargos de acoso sexual y buscar las medidas correctivas apropiadas, comuníquese con;
Sue Spears, directora de la Oficina de Cumplimiento de la Equidad Educativa, y coordinadora distrito del Título IX,
llamando al (213) 241-7682, cuando los casos o las quejas impliquen a estudiantes,
o
a la División de Igualdad de Oportunidades (Equal Opportunity Section), teléfono (213) 241-7685, cuando los casos o las
quejas impliquen a empleados.
6/06
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PLEASE POST

THE TITLE IX*
COMPLAINT MANAGERS
FOR OUR SCHOOL ARE:
________________________________________________________
ROOM #

________________________________________________________
ROOM #

________________________________________________________
ROOM #

SEX DISCRIMINATION/SEXUAL
HARASSMENT IS ILLEGAL
*Federal Title IX and state law prohibits
discrimination on the basis of sex, sexual
orientation, or gender, which includes
prohibiting acts of sexual harassment.
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PLEASE POST

LAS PERSONAS DEL
TITULO IX* ENCARGADAS
DE ATENDER QUEJAS PARA
NUESTRA ESCUELA SON:
________________________________________________________
SALÓN #
________________________________________________________
SALÓN #
________________________________________________________
SALÓN #

DISCRIMINACION DE LOS
SEXOS O AL ACOSO SEXUAL
SON ILEGALES
*La ley Federal del Título IX y del Estado
prohiben la discriminación en base al sexo,
orientación sexual, o identidad sexual de la
persona, incluyendo actos prohibidos de
acoso sexual.

168

Click here to go back
to Table of Contents

LOS ANGELES UNIFIED SCHOOL DISTRICT
Educational Equity Compliance
TITLE IX SEX DISCRIMINATION/SEXUAL HARASSMENT COMPLAINT FORM
Person filing complaint:
Name
Last

First

Middle

Street

City

Zip

Home Address
Home Telephone
Person Filing Complaint is:
Parent

Other Contact Number
Advocate

Student

Employee

Other

Complaint filed on behalf of self (person filing complaint as indicated above) or on behalf of:
Name
Last
For Student:

/

First
For Employee:

/

Date of Birth

Grade

Middle

Track

Employee Number

School/Work Site

Local District

Please give the facts about the complaint and attach any relevant documents if available:
Date of Incident
/ /
Names of Accused Persons

Place of Incident

Names of Witnesses
Brief Description of Incident:

Has your complaint been discussed with any LAUSD personnel?

Yes

No

If yes, to whom (person/office) have you spoken and what was the outcome?

Signature ___________________________________________________ Date __________________________
Los Angeles Unified School District -- Educational Equity Compliance
333 South Beaudry Avenue, 20th Floor; Los Angeles, CA 90017 (School Mail: Beaudry Site, 20th Floor)
Telephone: (213) 241-7682
FAX: (213) 241-3312
Web Site: http://www.lausd.k12.ca.us/lausd/offices/eec
FORM TIXCMPLNT (Rev. 6/06)
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DISTRITO ESCOLAR UNIFICADO DE LOS ANGELES
Oficina de Cumplimiento de la Equidad Educativa
TÍTULO IX – FORMULARIO DE QUEJA POR DISCRIMINACIÓN SEXUAL / ACOSO SEXUAL

La persona que presenta la queja:
Nombre
Apellido

Primer Nombre

Segundo Nombre

Ciudad
Otro número

Código Postal

Domicilio
Calle
Teléfono Particular
La persona que presenta la queja es:
□ Padre de familia
□ Representante

□ Estudiante

□ Empleado

□ Otro

Queja presentada por el interesado (persona que presenta la queja como se indica arriba) o en nombre de otra persona:
Nombre
Apellido
Primer Nombre
Segundo Nombre
Para el estudiante
/
/
Para el Empleado
Fecha de
Grado
Ciclo
Número del Empleado
Nacimiento

Escuela / Lugar de
trabajo

Distrito Local

Explique los hechos que sustentan esta queja y adjunte documentos pertinentes:
Fecha del incidente
Nombre de los
acusados

/

/

Lugar del incidente

Nombre de los
Testigos

Breve descripción del incidente:

¿Ha sido tratada su queja con alguna persona de la administración del LAUSD?

□ Sí

□ No

Si marcó sí, explique con quien habló (persona u oficina) y cual fue el resultado.

Firma___________________________________________________________ Fecha _____________________________________

Distrito Escolar Unificado de Los Angeles – Oficina de Cumplimiento de la Equidad Educativa
333 S. Beaudry, Piso 20, Los Angeles, CA 90017 (Correo de la Escuela: Beaudry Ave. Piso 20)
Web Site: Http://www. lausd.k12.ca.us/lausd/offices/eec
Teléfono: (213) 241-7682
FAX: (213) 241-3312
FORMULARIO TIXCMPLNT (Rev. 6/06)
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LOS ANGELES UNIFIED SCHOOL DISTRICT

INCIDENT REPORT FORM – COMPLAINT/INVESTIGATION RECORD
Confidential--For School/District Recording Purposes Only
Send a copy of the completed Incident Report Form-Complaint/Investigation Record to Your Local District Operations Coordinator.
When investigating allegations of discrimination, sexual harassment, or hate-motivated incidents/crimes, a copy of the completed
Incident Report Form-Complaint/Investigation Record should also be mailed to the
Educational Equity Compliance Office – Beaudry – 20th Floor.
Date of Report
Local District

School

School Phone#
Name/Title of Reporting Party

Phone #

Ext.

BRIEF DESCRIPTION OF INCIDENT:

INCIDENT INFORMATION:
Date/Time
Names of Any Witnesses

Place/Incident

Name of person who is the target of the behavior
Student/Grade/DOB

Adult/Position

M

F

Name of person who is the target of the behavior
Student/Grade/DOB

Adult/Position

M

F

Name of person who is accused of the behavior
Student/Grade/DOB

Adult/Position

M

F

Name of person who is accused of the behavior
Student/Grade/DOB

Adult/Position

M

F

BRIEF DESCRIPTION OF SCHOOL ACTIONS TAKEN/ADMINISTRATIVE FOLLOW-UP:

Page 1 of 3
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Date of Report
Local District

School

CATEGORY OF INCIDENT/COMPLAINT:
Discrimination/Harassment

Yes

No

Hate-Motivated Incident/Crime

Yes

No

If yes is indicated above, then the attached Complaint/Investigation Record MUST be used to document the actions taken to address the complaint
and to monitor or assess the effectiveness of those actions.

REPORTED TO/SPOKE TO (as applicable):
Name of Contact/Person Taking Report

Office/Unit Contacted
Local District Operations

School Police (213) 625-6631

Officer/Badge #

Police Report #

Local Police Agency

Agency/Office

Badge #

Office of General Counsel (213) 241-7600
Child Abuse or Field Service Attorney
Educational Equity Compliance (213) 241-7682

Environmental Health & Safety (213) 241-3199

Food Services (213) 241-2985

Maintenance & Operations

Mental Health (Crisis Team)

Neighboring Schools (if applicable)

Nursing Services

Staff Relations

Transportation (323) 342-1460

Youth Relations (213) 745-1990

NOTE: FOR ALL INCIDENTS/ACCIDENTS INVOLVING AN INJURY TO STUDENTS, EMPLOYEES, OR
VISITORS, A SEPARATE INJURY/ ACCIDENT INVESTIGATION REPORT MUST BE FILED WITH THE:
OFFICE OF ENVIRONMENTAL HEALTH & SAFETY – BEAUDRY, 20TH FLOOR [213-241-3196],
AND OFFICE OF RISK MANAGEMENT & INSURANCE – BEAUDRY, 28TH FLOOR [213-241-3139].
Page 2 of 3
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Date of Report
Local District

School

COMPLAINT/INVESTIGATION RECORD
DISCRIMINATION/HARASSMENT AND/OR HATE-MOTIVATED INCIDENT/CRIME
I. RECORD OF INVESTIGATION:
Date
Interview accused person
Interview alleged target of incident/crime
Interview witnesses (if any)
Date
Seek assistance from supervisor, other District offices, or other sources, as needed:
Person/Office
Person/Office
Person/Office
Person/Office

Date

Date
Date
Date
Date

II. FINDINGS/DETERMINATION:
Findings indicate that discrimination/harassment occurred.
Findings indicate that act of hate-motivated incident/crime occurred.
Findings indicate that inappropriate behavior occurred.
Nature of incident/complaint (check all that apply):
race
color
national origin
Other:
religion
disability
sex
sexual orientation
gender identity
There are no findings of hate motivated incidents/crimes, discrimination/harassment, or inappropriate behavior
III. ACTIONS TAKEN:
Involving Accused Person(s)
Date
Involving Alleged Target(s)
Date
Provide Copy/Explain District
Nondiscrimination Policy/Procedures
Provide Copy/Explain District Policy
“Hate-Motivated Incidents and Crimes”

Provide Copy/Explain District
Nondiscrimination Policy/Procedures
Provide Copy/Explain District Policy
“Hate-Motivated Incidents and Crimes”

Disciplinary Conference

Administrative Conference

Referral for School Counseling

Referral for School Counseling

Education/Behavior Contract

Referral for Outside Counseling

Class Schedule Change

Parent Informed of Incident
Conference
Letter
Telephone
** Caution: In incidents involving sexual
orientation or gender identity, consult with the
student to determine an appropriate way to
inform the student’s parent(s) or guardian(s)
of the incident or harassing conduct. Student
sexual orientation and/or gender identity
cannot be divulged without permission of the
student.
Monitor to Check that Unwanted Behavior
Has Stopped
After One Week
After Two Weeks

Detention Assigned
Parent Informed of Incident
Conference
Letter

Telephone

Suspension
Opportunity Transfer
Expulsion
Accused Person’s Parents Notified of
Resolution of Incident

IV. DESCRIBE ANY OTHER ACTIONS TAKEN OR FURTHER REMEDIAL ACTION TO BE UNDERTAKEN TO
PREVENT RECURRENCE OF THE INCIDENT/BEHAVIOR:

V. NOTIFICATION OF FINDINGS AND ACTIONS TAKEN:
Targeted Person
Date
Accused Person
Date

Parents
Parents

Date
Date

RETAIN THIS RECORD. SEND A COPY OF THE COMPLETED INCIDENT REPORT FORM-COMPLAINT/INVESTIGATION RECORD TO YOUR
LOCAL DISTRICT OPERATIONS COORDINATOR AND THE EDUCATIONAL EQUITY COMPLIANCE OFFICE – BEAUDRY – 20TH FLOOR.

For additional assistance, call Educational Equity Compliance Office at (213) 241-7682.
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TITLE:

Williams/Valenzuela Complaint Procedures
ROUTING
All Employees
All Schools
ESC Superintendents
ESC Administrator of Operations
and or Director
School Site Administrators

NUMBER:

BUL-4759.2

ISSUER:

David Holmquist, General Counsel
Office of General Counsel

DATE:

July 1, 2014

PURPOSE:

This Bulletin establishes the District’s policy to respond to complaints regarding the
Williams/Valenzuela Uniform Complaint Process.

MAJOR
CHANGES:

This Bulletin replaces BUL-4759.1 on the same subject issued by the Office of
General Counsel, dated July 1, 2011.

GUIDELINES:

The following guidelines apply.
I.

BACKGROUND
The Eliezer Williams, et al., vs. State of California, et al. (Williams) case was
filed as a class action in 2000 in San Francisco County Superior Court. The
plaintiffs included nearly 100 San Francisco County pupils, who filed suit against
the State of California and state education agencies, including the California
Department of Education (CDE). The basis of the lawsuit was that the agencies
failed to provide public school pupils with equal access to instructional materials,
safe and decent school facilities, and qualified teachers.
After four years of intense litigation, the parties in the case reached a Settlement
Agreement on August 13, 2004. Governor Arnold Schwarzenegger signed laws
implementing the legislative proposals set forth in the parties’ Settlement
Agreement on September 29, 2004.
The Valenzuela vs. O’Connell et al., lawsuit filed in February 2006 challenging
the California High School Exit Examination (CAHSEE) was settled in July
2007. On October 12, 2007, the Governor signed AB 347, which expands the
services available to pupils for up to two consecutive years after completion of
grade twelve who have not yet passed the CAHSEE under the Intensive Service
and Instruction and the Middle and High School Counseling Programs. The bill
also makes other changes to Education Code sections 1240, 35186, 37254, 52378
and 52380 to implement the settlement. The text of AB 347 can be found at
http://www.leginfo.ca.gov/.
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II. WILLIAMS/VALENZUELA LEGISLATION REQUIREMENTS
A. There should be sufficient textbooks and instructional materials. That means
each pupil, including English learners, must have textbooks or instructional
materials, or both, to use in class and to take home or use after class.
B. School facilities must be clean, safe, and maintained in good repair in
addition to the following:
1. A school restroom should be maintained or cleaned regularly, fully
operational, stocked with consumable supplies and/or a hand dryer.
2. A school must keep all restrooms open during school hours when pupils
are in class, and/or a sufficient number of restrooms open during school
hours when pupils are in class.
C. There should be no teacher vacancies.
1. Teacher vacancy means a position to which a single designated
certificated employee has not been assigned at the beginning of the year
for an entire year or, if the position is for a one-semester course, a
position to which a single designated certificated employee has not been
assigned at the beginning of a semester for an entire semester.
2. There should be a teacher assigned to each class and not a series of
substitutes or other temporary teachers.
D. There should be no teacher misassignments.
1. Misassignment means the placement of a certificated employee in a
teaching or services position for which the employee does not hold a
legally recognized certificate or credential or the placement of a
certificated employee in a teaching or services position that the employee
is not otherwise authorized by statute to hold.
2. The teacher should have the proper credential to teach the class,
including the certification required to teach English learners if present.
E. Pupils, including English learners, who have not passed one or both parts of
the high school exit examination (CAHSEE) by the end of the 12th grade, are
to be provided the opportunities to receive intensive instruction and services
for up to two consecutive academic years after the completion of Grade 12.
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III. NOTICE POSTING REQUIREMENT
A. “Notice to Parents, Guardians, Pupils, Teachers and Other Stakeholders –
Important Information About Your Complaint Rights – Williams/Valenzuela
Legislation” (Attachment A) must be posted in each classroom visible to
staff, pupils, parents and other stakeholders.
B. “Williams/Valenzuela Complaint Procedures Form for Education Code
Section 35186” in English and Spanish (Attachments B and C) can be
obtained in the school’s main office, through the LAUSD website
http://achieve.lausd.net/eeco, by calling (213) 241-7682 or through the CDE
website: http://www.cde.ca.gov/re/cp/uc/.
IV. COMPLANT PROCEDURES
A. Complaint Filing
1. Complaints may be filed anonymously and the complainant need not use
the “Williams/Valenzuela Uniform Complaint Procedures Form” to file a
complaint.
2. Completed complaint forms shall be filed with the principal of the school
or his or her designee, in which the complaint arises. Completed
complaint forms may also be submitted to the applicable Educational
Service Center (ESC).
3. All received Williams/Valenzuela Uniform Complaint Procedures Forms
or written complaints, including those beyond the authority of the school
principal, shall be forwarded in a timely manner, but not to exceed 10
working days, to the Educational Equity Compliance (EECO) via fax at
(213) 241-3312 or through school mail to EECO, Beaudry – 20th Floor.
4. Complainants may also submit a written complaint or completed
Williams/Valenzuela Uniform Complaint Procedures Form by mail, fax, or
Email as follows:
Los Angeles Unified School District
Educational Equity Compliance Office
333 S. Beaudry Ave. – 20th Floor
Los Angeles, CA 90017
Telephone: (213) 241-7682
Fax:
(213) 241-3312
Email:
williams-valenzuela@lausd.net
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5. To receive a response, the complainant’s contact information and mailing
address must be completed and a check-off mark must be indicated on the
form. If Section 48985 of the Education Code is applicable, the response,
if requested, and report shall be written in English and the primary
language in which the complaint was filed.
B. Complaint Response
1. Schools, ESC, or other offices in receipt of a completed
Williams/Valenzuela Uniform Complaint Procedures Form are to
promptly forward all complaint forms/written complaints by either fax to
(213) 241-3312, Email to williams-valenzuela@lausd.net, or school mail
to the Educational Equity Compliance Office (EECO), Beaudry Building20th Floor.
2. The principal or designee shall make all reasonable efforts to investigate
any problem within his/her authority. He/she shall remedy a valid
complaint within a reasonable time period not to exceed 30 working days
from the date the complaint was received. Information regarding the
resolution of the complaint must be provided in writing to the EECO and
ESC or his or her designee within 30 working days from the date the
complaint was received.
3. A complaint regarding issues beyond the authority of the school principal
shall be forwarded in a timely manner, but not to exceed 10 working
days, to the EECO. Upon receipt, the EECO will promptly forward the
complaint to the appropriate school district official for resolution.
4. Within 45 working days of the initial filing of the complaint, the EECO
will mail a response with the resolution to the following:
a. Complainant, if contact information provided and a check-off mark
indicated on the complaint form
b. Educational Service Center Superintendent or Administrator of
Operations or Director/Division of Authority
c. Principal
d. Division Contact Personnel (Textbook/Instructional Materials,
Human Resources, Facilities or CAHSEE)
5. If no response information was provided or requested by the
Complainant, a resolution of the complaint will be forwarded to the
principal, ESC superintendent or administrator of operations or
Director/Division of Authority and the Division contact personnel.
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VI. APPEALS PROCESS
A. Complainants shall comply with the appeal requirements of California Code
of Regulations, Title 5, Section 4632.
B. Complainants not satisfied with the resolution shall have the right to describe
the complaint to the Board of Education at a regularly scheduled meeting. To
obtain information regarding Board meeting schedules, please contact Board
Secretariat at (213) 241-7002 or log on to http://achieve.lausd.net.
C. Complainants not satisfied with the resolution involving emergency or urgent
school facilities conditions can file an appeal to the Superintendent of Public
Instruction within 15 days of receiving the report.
Tom Torlakson
State Superintendent of Public Instruction
California Department of Education
1430 “N” Street
Sacramento, CA 95814
The Superintendent of Public Instruction shall provide a written report to the
State Board of Education describing the basis of the complaint and, as
appropriate, a proposed remedy for the issue described in the complaint.
V.

WILLIAMS/VALENZUELA COMPLAINTS DATA REPORTING
A. The Director of the Educational Equity Compliance Office will report
summarized data regarding the Williams/Valenzuela Uniform Complaints
on a quarterly basis to the Board of Education at a regular scheduled Board
meeting and to the County Superintendent of Education.
B. The report shall include the number of complaints by general subject area
with the number of resolved and unresolved complaints. Reports,
complaints and written responses will be available as public records.

VI. COMPLAINT TRACKING SYSTEM
Williams/Valenzuela Complaint Tracking System (Attachment D) is provided
to show the process used to handle each complaint received.
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AUTHORITY:

This is a policy of the Superintendent of Schools. The following legal standards are
applied in this policy:
California Education Code Section 35186

ATTACHMENTS:

ASSISTANCE:

•

Attachment A (English and Spanish) - “Notice to Parents, Guardians, Pupils,
Teachers and Other Stakeholders - Important Information About Your Complaint
Rights - Williams/Valenzuela Legislation”

•

Attachment B (English) - “Williams/Valenzuela Uniform Complaint Procedures
Form for Education Code Section 35186 Complaint”

•

Attachment C (Spanish) - “Williams/Valenzuela Uniform Complaint Procedures
Form for Education Code Section 35186 Complaint”

•

Attachment D - “Williams/Valenzuela Complaint Tracking System”

For assistance or additional information, please call:
Julie Hall-Panameño, Director, Educational Equity Compliance Office - (213) 2417682
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NOTICE TO PARENTS, GUARDIANS, PUPILS, TEACHERS AND OTHER STAKEHOLDERS
IMPORTANT INFORMATION ABOUT YOUR COMPLAINT RIGHTS
WILLIAMS/VALENZUELA LEGISLATION

ATTACHMENT A

Pursuant to California Education Code Section 35186, you are hereby notified that:
1.

There should be sufficient textbooks and instructional materials. That means each pupil, including English learners, must have a textbook or instructional materials,
or both, to use in class and to take home.

2.

School facilities must be clean, safe, and maintained in good repair. An adequate number of pupil restrooms should be open, clean, stocked and fully functional.

3.

There should be no teacher vacancies or misassignments. There should be a teacher assigned to each class and not a series of substitutes or other temporary
teachers. The teacher should have the proper credential to teach the class, including the certification required to teach English learners if present.
Teacher vacancy means a position to which a single designated certificated employee has not been assigned at the beginning of the year for an entire year or, if the
position is for a one-semester course, a position to which a single designated certificated employee has not been assigned at the beginning of a semester for an
entire semester.
Misassignment means the placement of a certificated employee in a teaching or services position for which the employee does not hold a legally recognized
certificate or credential or the placement of a certificated employee in a teaching or services position that the employee is not otherwise authorized by statute to
hold.

4.

Pupils, including English learners, who have not passed one or both parts of the high school exit examination (CAHSEE) by the end of the 12th grade are to be provided
the opportunities to receive intensive instruction and services for up to two consecutive academic years after the completion of grade 12.

5. A complaint form may be obtained at the school office, district office, or downloaded from the school’s Web site http://achieve.lausd.net/eeco. You may also download
a copy of the California Department of Education complaint form from the following Web site: http://www.cde.ca.gov/re/cp/uc/.



AVISO A LOS PADRES, TUTORES, ALUMNOS, MAESTROS Y OTROS INTERESADOS
INFORMACION IMPORTANTE SOBRE SUS DERECHAS DE QUEJA
LEGISLACION DE WILLIAMS/VALENZUELA

De conformidad con el Artículo 35186 del Código de Educación de California, por la presente se les comunica que:
1. Debe haber suficientes libros de texto y materiales didácticos. Esto significa que cada alumno, incluidos los que aprenden el idioma inglés, deben tener un texto o
materiales didácticos o ambos para utilizar en la clase y para llevar a casa o utilizar después de clase.
2. Las instalaciones escolares deben estar limpias, ser seguras y mantenerse en buen estado. Un número adecuado de baños estudiantiles deberán estar abiertos,
limpios, equipados y debidamente funcionando.
3. No debería haber vacantes ni asignaciones inadecuadas de maestros. Debería haber un profesor asignado a cada clase y no una serie de suplentes u otros profesores
temporales. El profesor debería tener la credencial apropiada para impartir la clase, incluida la certificación obligatoria para enseñarles a los alumnos del idioma
inglés, si los hay.
La vacante de un profesor significa un puesto al que no se le ha asignado un solo empleado certificado al principio del año para todo el año, o si se trata de un puesto
para un curso de un solo semestre, un puesto al que no se le ha asignado un empleado certificado y designado al principio del semestre para un semestre entero.
La asignación inadecuada significa la asignación de un empleado certificado a un puesto de enseñanza o servicios para el que el empleado no tenga un certificado o
una credencial legalmente reconocidos o la asignación de un empleado certificado a un puesto de enseñanza o servicios que el empleado no esté autorizado de otra
manera a ocupar legalmente.
4. A los alumnos, incluidos los del idioma inglés, que no hayan aprobado una o ambas partes del examen de egreso de la preparatoria (CAHSEE) para el fin del 12º grado
se les deben brindar las oportunidades de recibir enseñanza y servicios intensivos por hasta dos años académicos consecutivos después de terminar dicho grado.
5. Se puede obtener un formulario para presentar una queja en la oficina de la escuela, la oficina del distrito o se puede bajar el formulario del sitio web del Distrito
Escolar: http://achieve.lausd.net/eeco. También se puede bajar una copia del formulario para presentar una queja del Departamento de Educación de California en el
siguiente sitio web: http://www.cde.ca.gov/re/cp/uc/.
BUL-4759.2 Office of General Counsel

Revised July 2014

180

Click here to go back
to Table of Contents

ATTACHMENT B
Williams/Valenzuela Uniform Complaint Procedures Form
For Educational Code Section 35186 Complaint

DATE STAMP FOR OFFICE USE ONLY:

California Education Code (EC) Section 35186 created a procedure for the filing of complaints concerning deficiencies related to instructional materials,
conditions of facilities that are not maintained in a clean or safe manner or in good repair, and teacher vacancy or misassignment. Such complaints may
be filed anonymously. However, if you wish to receive a response to your complaint, you must indicate below and provide the following contact information.
Response requested:  Yes  No

Name(Optional):_______________________________________________________________________________________________________________
Mailing Address (Optional): _________________________________________________________ City _______________________________________ Zip Code _________________
Phone Number Home (Optional): _____________________________ Cell Phone (Optional): _____________________________ Work Phone (Optional):______________________

Date of Problem: ____________________ School Name: __________________________________________________ Principal: _________________________________________
Location of Problem (Room Number, Building, or Location): __________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________
Course or Grade Level:______________________________________________ Teacher Name: ____________________________________________________________________
Issue of complaint (please check all that apply):
1. Textbooks and Instructional Materials
 A pupil, including an English learner, does not have standards-aligned textbooks or instructional materials or state -adopted or District-adopted textbooks or
other required instructional materials to use in class.
 A pupil does not have access to textbooks or instructional materials to use at home or after school. This does not require two sets of textbooks or instructional
materials for each pupil.
 Textbooks or instructional materials are in poor or unusable condition, have missing pages, or are unreadable due to damage.
 A pupil was provided with photocopied sheets from only a portion of a textbook or instructional materials to address a shortage of textbooks or instructional
materials.
2. Facility Conditions
 A condition at the school poses an urgent or emergency threat to the health or safety of pupils or staff, including: abatement of hazardous materials previously
undiscovered that pose an immediate threat to pupils or staff, broken windows or exterior doors or gates that will not lock and that pose a security risk,
electrical power failure, gas leaks, major pest or vermin infestation, major sewage stoppage, nonfunctioning air-conditioning systems, fire sprinklers, heating or
ventilation, structural damage creating a hazardous or uninhabitable condition, and any other emergency conditions that the District determines appropriate.
 A school restroom has not been maintained or cleaned regularly, is not fully operational, or has not been stocked at all times with toilet paper, soap, and paper
towels or functional hand dryers.
 The school has not kept all restrooms open during school hours when pupils are not in classes, and has not kept a sufficient number of restrooms open during
school hours when pupils are in class.
3. Teacher Vacancy or Misassignment
 Teacher vacancy - A semester begins and a teacher vacancy exists. (A teacher vacancy is a position to which a single designated certificated employee has not
been assigned at the beginning of the year for an entire year or, if the position is for a one-semester course, a position to which a single designated certificated
employee has not been assigned at the beginning of a semester for an entire semester.)
 A teacher lacks credentials or training to teach English learners is assigned to teach a class with more than 20 per cent English learner pupils in the class.
 A teacher is assigned to teach a class for which the teacher lacks subject matter competency.
4. High School Exit Examination
 Pupils who have not passed the high school exit exam (CAHSEE) by the end of 12th grade were not provided the opportunity to receive intensive instruction and
services after the completion of Grade 12.
Please describe the issue of your complaint in detail. You may attach additional pages if necessary to fully describe the situation: _____________________________________________
______________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________

Please file this complaint at the following location(s): Principal’s Office and/or mail to the Educational Equity Compliance Office, Los
Angeles Unified School District, 333 S. Beaudry Avenue – 20th Floor, Los Angeles, CA 90017. The telephone number is (213) 2417682 Fax (213) 241-3312.
BUL-4759.2 - Office of General Counsel
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Formulario del Procedimiento Uniforme de Quejas-Williams/Valenzuela
Para Quejas del Código de Educación-Artículo 35186

ATTACHMENT C
DATE STAMP FOR OFFICE USE ONLY:

El Artículo 35186 creó un procedimiento para presentar quejas acerca de las deficiencias relacionadas con los materiales didácticos, el estado de las instalaciones que no se
mantienen limpias o seguras o en buen estado y las vacantes o asignaciones inadecuadas de maestros . La queja y la respuesta a ésta son documentos públicos según se estipula en
las leyes. Las quejas se pueden presentar anónimamente. Sin embargo, si usted desea recibir una respuesta a su queja, debe proporcionar la siguiente información de contacto.
Se solicita respuesta:  Sí  No

Nombre y apellido(Opcional): _______________________________________________________________________________________________________
Dirección postal (Opcional): _____________________________________________________________________Ciudad: __________________________________________ Código Postal: ___________
Número de teléfono de casa (Opcional): _________________________ Teléfono Celular (Opcional) _________________________ Teléfono del Trabajo (Opcional): ________________________
Fecha del problema: ________________________

Nombre de la escuela: _______________________________________________________________

Director: __________________________________

Lugar del problema (Nombre de la escuela, dirección, número del salón o lugar): _________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________
Curso o grado escolar: ______________________________________________________ Apellido del maestro: _________________________________________________________________________________

Materia de la queja (favor de marcar todos los que correspondan):
1. Libros de texto y materiales didácticos
 El alumno, incluso si está aprendiendo inglés, no tiene libros de texto o materiales didácticos coordinados con las normas o libros de texto u otros materiales didácticos obligatorios
adoptados por el Estado o el Distrito para usar en clase.
 El alumno no tiene acceso a libros de texto o materiales didácticos para usar en casa o después de clase. Esto no requiere dos juegos de libros de texto o materiales didácticos para
cada alumno.
 Los libros de texto o los materiales didácticos están en mal estado o inutilizables, les faltan páginas o son ilegibles debido a daños.
 Al alumno se le proporcionaron hojas fotocopiadas de sólo una porción de un libro de texto o materiales didácticos para resolver una escasez de libros de texto o materiales didácticos.
2. Estado de las instalaciones
 Las condiciones suponen un peligro urgente o de emergencia para la salud o la seguridad de los alumnos o del personal, incluidos: disminución de materiales peligrosos previamente
sin descubrir que presentan un peligro inmediato para los alumnos o el personal, ventanas quebradas o puertas o portones exteriores que no se pueden cerrar con llave y que
presentan un peligro de seguridad, fallas de la corriente eléctrica, escapes de gas, infestación mayor de insectos o alimañas, obstrucción grave de las alcantarillas, istemas de
aire acondicionado, rociadores, calefacción o ventilación que no funcionan, daños estructurales que dan lugar a un estado peligroso o inhabitable, y cualquier otro estado de
emergencia que el distrito escolar considere apropiado.
 Uno de los baños de la escuela no se ha mantenido o limpiado regularmente, no está completamente en funcionamiento o no ha estado abastecido en todo momento con papel
higiénico, jabón y toallas de papel o secadoras para las manos que funcionen.
 La escuela no ha mantenido abiertos todos los baños durante la jornada escolar cuando los alumnos no están en clase, y no ha mantenido abiertos suficientes baños durante la
jornada escolar cuando los alumnos están en clase.
3. Puesto vacante o asignación inadecuada de maestros
 Puesto vacante de maestro – Empieza un semestre y existe un puesto vacante de maestro. Un puesto de maestro vacante es un puesto al que no se le haya asignado un solo empleado
certificado y designado al principio del año para el año entero o, si se trata de un curso de un semestre, es un puesto al que no se le haya asignado un solo empleado certificado y
designado al principio del semestre para el semestre entero.
 Asignación inadecuada de un maestro – Un maestro que carece de credenciales o capacitación para enseñar a alumnos del idioma inglés está asignado a impartir una clase con más
del 20 por ciento de tales alumnos.
 Asignación inadecuada de un maestro – Un maestro está asignado a impartir una clase para la que carece de competencia en la asignatura de que se trata.
4. Examen de Egreso de la Preparatoria (Para distritos escolares que reciben fondos para la enseñanza intensiva)
 A los alumnos que no han aprobado el Examen de Egreso de la Preparatoria para el final del 12º grado no se les proporcionó la oportunidad de recibir enseñanza intensiva y servicios
de conformidad con el Artículo 37254 (d) (4) y (5) del Código de Educación, después de terminar el 12º grado.
Haga el favor de describir la índole de su queja de manera detallada. Se pueden adjuntar páginas adicionales si es necesario para poder describir plenamente la situación.
_______________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________

Haga el favor de presentar esta queja en el siguiente lugar(es): Oficina del director de la escuela y/o a Educational Equity Compliance Office,
Los Angeles Unified School District, 333 South Beaudry Avenue – 20th Floor, Los Angeles, CA 90017. El teléfono es (213) 241-7682 Fax (213)
241-3312.
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ATTACHMENT D
Los Angeles Unified School District
WILLIAMS/VALENZUELA COMPLAINT TRACKING SYSTEM

Other ways of filing
complaints: called in, emailed, faxed directly to
Educational Equity
Compliance Office

Principal forwards
complaints to the
Educational Equity
Compliance Office

Completed Complaint
Form

Complaint Reviewed by
Educational Equity
Compliance Office

Other complaints not under
Williams/Valenzuela will be
logged and forwarded to:

Valid complaints will be
logged in and depending on
subject will be distributed to
either:

Human
Resources

Instructional
Media/Textbooks

Appropriate
Division

Copy to
Principal

Secondary Instruction
(CAHSEE)

Facilities

Educational Equity Compliance Office will track
status. Information re: remedy to be forwarded
back to the EECO within 30 days.
EECO response to Complainant, if requested.
(within 45 working days)

If no contact information: Response will
be forwarded to:
1. Principal
2. Educational Service Center
Superintendent or Administrator of
Operations or Director
3. Williams/Valenzuela Contact
Personnel

1. Complainant
2. Principal
3. Educational Service Center Superintendent
or Administrator of Operations or Director
4. Williams/Valenzuela Contact Personnel

Quarterly report to the Board of Education and the
County Superintendent of Schools

Educational Equity Compliance Office
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NOTICE TO PARENTS, GUARDIANS, PUPILS, TEACHERS AND OTHER STAKEHOLDERS
IMPORTANT INFORMATION ABOUT YOUR COMPLAINT RIGHTS
WILLIAMS/VALENZUELA LEGISLATION

ATTACHMENT A

Pursuant to California Education Code Section 35186, you are hereby notified that:
1.

There should be sufficient textbooks and instructional materials. That means each pupil, including English learners, must have a textbook or instructional materials,
or both, to use in class and to take home.

2.

School facilities must be clean, safe, and maintained in good repair. An adequate number of pupil restrooms should be open, clean, stocked and fully functional.

3.

There should be no teacher vacancies or misassignments. There should be a teacher assigned to each class and not a series of substitutes or other temporary
teachers. The teacher should have the proper credential to teach the class, including the certification required to teach English learners if present.
Teacher vacancy means a position to which a single designated certificated employee has not been assigned at the beginning of the year for an entire year or, if the
position is for a one-semester course, a position to which a single designated certificated employee has not been assigned at the beginning of a semester for an
entire semester.
Misassignment means the placement of a certificated employee in a teaching or services position for which the employee does not hold a legally recognized
certificate or credential or the placement of a certificated employee in a teaching or services position that the employee is not otherwise authorized by statute to
hold.

4.

Pupils, including English learners, who have not passed one or both parts of the high school exit examination (CAHSEE) by the end of the 12th grade are to be provided
the opportunities to receive intensive instruction and services for up to two consecutive academic years after the completion of grade 12.

5. A complaint form may be obtained at the school office, district office, or downloaded from the school’s Web site http://achieve.lausd.net/eeco. You may also download
a copy of the California Department of Education complaint form from the following Web site: http://www.cde.ca.gov/re/cp/uc/.



AVISO A LOS PADRES, TUTORES, ALUMNOS, MAESTROS Y OTROS INTERESADOS
INFORMACION IMPORTANTE SOBRE SUS DERECHAS DE QUEJA
LEGISLACION DE WILLIAMS/VALENZUELA

De conformidad con el Artículo 35186 del Código de Educación de California, por la presente se les comunica que:
1. Debe haber suficientes libros de texto y materiales didácticos. Esto significa que cada alumno, incluidos los que aprenden el idioma inglés, deben tener un texto o
materiales didácticos o ambos para utilizar en la clase y para llevar a casa o utilizar después de clase.
2. Las instalaciones escolares deben estar limpias, ser seguras y mantenerse en buen estado. Un número adecuado de baños estudiantiles deberán estar abiertos,
limpios, equipados y debidamente funcionando.
3. No debería haber vacantes ni asignaciones inadecuadas de maestros. Debería haber un profesor asignado a cada clase y no una serie de suplentes u otros profesores
temporales. El profesor debería tener la credencial apropiada para impartir la clase, incluida la certificación obligatoria para enseñarles a los alumnos del idioma
inglés, si los hay.
La vacante de un profesor significa un puesto al que no se le ha asignado un solo empleado certificado al principio del año para todo el año, o si se trata de un puesto
para un curso de un solo semestre, un puesto al que no se le ha asignado un empleado certificado y designado al principio del semestre para un semestre entero.
La asignación inadecuada significa la asignación de un empleado certificado a un puesto de enseñanza o servicios para el que el empleado no tenga un certificado o
una credencial legalmente reconocidos o la asignación de un empleado certificado a un puesto de enseñanza o servicios que el empleado no esté autorizado de otra
manera a ocupar legalmente.
4. A los alumnos, incluidos los del idioma inglés, que no hayan aprobado una o ambas partes del examen de egreso de la preparatoria (CAHSEE) para el fin del 12º grado
se les deben brindar las oportunidades de recibir enseñanza y servicios intensivos por hasta dos años académicos consecutivos después de terminar dicho grado.
5. Se puede obtener un formulario para presentar una queja en la oficina de la escuela, la oficina del distrito o se puede bajar el formulario del sitio web del Distrito
Escolar: http://achieve.lausd.net/eeco. También se puede bajar una copia del formulario para presentar una queja del Departamento de Educación de California en el
siguiente sitio web: http://www.cde.ca.gov/re/cp/uc/.
BUL-4759.2 Office of General Counsel
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TITLE:

Abolition of Corporal Punishment

NUMBER:

BUL-5747.1

ISSUER:

Earl R. Perkins, Assistant Superintendent
School Operations
Michelle King, Senior Deputy Superintendent
School Operations

ROUTING
Instructional
Superintendents
Administrators of
Operations
Operations Coordinators
Principals
All Schools and Offices

DATE:

December 20, 2013

PURPOSE:

The purpose of this Bulletin is to restate and reaffirm the importance of the District’s
policy against the use of corporal punishment. By action taken on October 15, 1984,
the Board of Education determined that the use of corporal punishment as a
disciplinary option at any grade level and with any student was abolished. Corporal
discipline, in any form, is not to be used within this District.

MAJOR
CHANGES:

This Bulletin replaces BUL-5747.0, of the same subject, dated July 5, 2012. The
content has been updated to include clarification on corporal punishment and reflects
changes in the issuing office.

GUIDELINES:

The following guidelines apply.
Under the law, “corporal punishment” is defined as willful infliction of, or willfully
causing the infliction of, physical pain on a pupil.
Corporal punishment does not include the amount of force that is reasonable and
necessary for a person employed by or engaged in a public school to quell a
disturbance threatening physical injury to persons or damage to property, for
purposes of self-defense, or to obtain possession of weapons or other dangerous
objects within the control of the pupil. In addition, physical pain or discomfort
caused by athletic competition or other such recreational activity, voluntarily
engaged in by the pupil, is not corporal punishment.
Corporal punishment refers to the intentional application of physical pain as a
method of changing behavior. District employees are directed to not engage in the
use of corporal punishment, which includes but is not limited to engaging in a
mutual physical altercation, food deprivation, hitting, painful body postures,
pinching, pushing, shaking, slapping, tripping, use of excessive exercise drills, or
prevention of use of restrooms.

BUL-5747.1
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District employees are reminded that corporal punishment may also result in child
abuse and, as such, must be reported in accordance with mandatory child abuse
reporting laws.
In considering responses to behavior issues, schools, employees, contractors, and
volunteers should refrain from physical consequences, which may be construed as
corporal punishment. The Superintendent encourages the use of positive approaches
to student discipline and classroom management to ensure that students conform to
expected behavior norms permitting them to derive greater benefits from the
educational program.
AUTHORITY:

California Education Code Sections 44807, 49000, 49001
California Penal Code Sections 273d, 11165.4

RELATED
RESOURCES:

Bul-1347.2, Child Abuse and Neglect Reporting Requirements, Office of General
Counsel, dated July 1, 2011.
Bul-3638.0, Discipline Foundation Policy: School-wide Positive Behavior Support,
Student Health and Human Services, dated April 4, 2007.
Bul-5167.0, Code of Conduct with Students-Distribution and Dissemination
Requirement Policy, Office of the Superintendent, dated July 1, 2010.

ASSISTANCE:

For assistance or further information, please contact your Educational Service Center
Operations Coordinator. For further assistance, please call the Office of School
Operations at (213) 241-5337.

BUL-5747.1
Office of the Superintendent

Page 2 of 2

186

December 20, 2013

Click here to go back
to Table of Contents

LOS ANGELES UNIFIED SCHOOL DISTRICT
Policy Bulletin

TITLE:

Sexual Harassment Policy
(Student-to-Student, Adult-to-Student, and
Student-to-Adult)

NUMBER:

BUL-3349.0

ISSUER:

Kevin S. Reed, General Counsel
Office of the General Counsel

DATE:

November 29, 2006

POLICY:

The Los Angeles Unified School District is committed to maintaining a working and
learning environment that is free from sexual harassment. Sexual harassment of or
by employees, students, or persons doing business with the District, is a form of sex
discrimination in that it constitutes differential treatment on the basis of sex, sexual
orientation (actual or perceived) or gender (actual or perceived). As such, any act of
sexual harassment is a violation of state and federal laws and a violation of District
policy.

ROUTING
Principals
Administrators
School Staff
All Employees

The District considers sexual harassment to be a serious offense which can result in
disciplinary action to the offending employee or the suspension or expulsion of the
offending student in Grades 4-12. While suspension or expulsion as a disciplinary
consequence for sexual harassment shall not apply to students enrolled in
Kindergarten and Grades 1-3, other disciplinary actions or interventions may be
taken, as appropriate.
Any student or employee of the District who believes that she or he has been a target
of sexual harassment shall bring the problem to the attention of the site administrator
or Title IX Complaint Manager so that appropriate action may be taken to resolve the
concern. All complaints will be promptly investigated in a way that respects the
privacy of the parties concerned. The District prohibits retaliatory behavior against
anyone who files a sexual harassment complaint or who participates in the complaint
investigation process.
MAJOR
CHANGES:

This bulletin replaces Bulletin No. BUL-1041 on the same subject issued by the
Office of the General Counsel on June 10, 2004. It reflects current state and federal
requirements and provides guidance and procedures for investigating student-tostudent, adult-to-student, and student-to-adult complaints of sexual harassment.

GUIDELINES:

The following guidelines apply.
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I.

BACKGROUND
A. Legal Definition of Sexual Harassment
California Education Code Section 212.5 and Title 5 of the California
Code of Regulations, Section 4916, define sexual harassment as
unwelcome sexual advances, requests for sexual favors, or other verbal,
visual, or physical conduct of a sexual nature made by someone from or
in the work or educational setting (whether it occurs between individuals
of the same sex or individuals of the opposite sex) under any of the
following conditions:
•

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

•

Submission to, or rejection of, the conduct by an 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 educational environment
(also known as “hostile 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 educational institution.

B. Protected Categories
1. California Education Code Section 220 - Applicability to Educational
Institutions
No person shall be subjected to discrimination on the basis of sex,
ethnic group identification, race, national origin, religion, color,
mental or physical disability, or any actual or perceived characteristic
that is contained in the definition of hate crimes set forth in Section
422.55 of the Penal Code in any program or activity conducted by an
educational institution that receives, or benefits from, state financial
assistance or enrolls pupils who receive state student financial aid.
2. California Education Code Section 200 - State Policy; Declaration of
BUL-3349.0
Office of the General Counsel
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Purpose
It is the policy of the State of California to afford all persons in public
schools, regardless of their sex, ethnic group identification, race,
national origin, religion, mental or physical disability, or regardless of
any actual or perceived characteristic that is contained in the
definition of hate crimes set forth in Section 422.55 of the Penal
Code, equal rights and opportunities in the educational institutions of
the state. The purpose of this chapter is to prohibit acts which are
contrary to that policy and to provide remedies therefore.
3. California Penal Code Section 422.55 - Hate Crime Defined
For the purposes of this title, and for purposes of all other state law
unless an explicit provision of law or the context clearly requires a
different meaning, the following shall apply: “Hate crime” means a
criminal act committed, in whole or in part, because of one or more of
the following actual or perceived characteristics of the victim:
disability; gender; nationality; race or ethnicity; religion; sexual
orientation; and association with a person or group with one of more
of these actual or perceived characteristics.
II.

DEFINITIONS
With respect to this policy bulletin, the following definitions apply:
•
•

•
•
•
•
•

•
BUL-3349.0
Office of the General Counsel

Appeal shall mean a written request to review the complaint.
Complainant shall mean a District student, parent/guardian of a District
student, District employee, or other person who submits a complaint
alleging that there has been a violation of Title IX or Education Code
Section 220.
Complaint shall mean an oral or written complaint alleging that there has
been a violation of this policy bulletin, Title IX, or Education Code
Section 220.
Complaint Procedure shall mean the District’s internal procedure to
process complaints.
Days shall mean calendar days unless otherwise specified.
District shall mean any operating unit or program of the Los Angeles
Unified School District.
Gender shall mean a person’s actual or perceived sex and includes a
person’s perceived identity, appearance, or behavior, whether or not that
identity, appearance, or behavior is different from that traditionally
associated with a person’s sex at birth.
Respondent shall mean an individual alleged to have committed acts in
Page 3 of 17
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•
•
•
•

III.

violation of this policy.
Sex shall mean the biological condition of being a female or male.
Sexual Orientation shall mean actual or perceived heterosexuality,
homosexuality, or bisexuality. However, some individuals may use
alternative terms to describe their sexual orientation.
Title IX is Title IX of the Education Amendments of 1972.
Title IX Complaint Manager is an administrator or designee responsible
to respond to any complaints of sex discrimination and/or sexual
harassment. School sites must identify more than one Title IX Complaint
Manager so that students can choose the person with whom they feel
most comfortable discussing their concern.

EXAMPLES OF CONDUCT WHICH MAY RESULT IN SEXUAL
HARASSMENT
Conduct which may result in sexual harassment may include, but is not
necessarily limited to, the following:

IV.

•

Verbal - unwelcome conduct such as the use of suggestive, derogatory, or
vulgar comments; the use of sexual innuendo or slurs; making unwanted
sexual advances, invitations, or comments; pestering for dates; making
threats; and/or spreading rumors about or rating others as to their sexual
activity or performance.

•

Visual - unwelcome conduct such as the display of sexually suggestive
objects, pictures, posters, written material, cartoons, or drawings; the use
of graffiti and/or computer-generated images of a sexual nature; and/or
the use of obscene gestures or leering.

•

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

•

Threats, 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.

RESPONSIBILITY FOR POLICY IMPLEMENTATION
A. School Principal or Site Administrator shall:
1. Identify the administrator(s) or designee(s) responsible to serve as
Title IX Complaint Managers and establish a systematic process to

BUL-3349.0
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report and respond to complaints of sexual harassment.
a. The role of the Title IX Complaint Manager is to respond to any
complaints of sexual harassment and/or sex discrimination, as well
as to provide support, information, and options to students
regarding sexual harassment and/or sex discrimination.
b. School sites must identify more than one Title IX Complaint
Manager so that students can choose the person with whom they
feel most comfortable discussing their concerns.
c. Provisions must be made to facilitate the ability of non- and
limited-English speaking students to access the Title IX
Complaint Manager(s) and file a complaint.
2. Communicate with and ensure that staff, students, and parents are
informed of District policy requiring the promotion of mutual respect
and acceptance, as well as, District and school policy regarding
nondiscrimination and sexual harassment.
3. Include information about the reporting procedures for targets of or
witnesses to discrimination or sexual harassment when informing
students, parents, and employees about the District’s
“Nondiscrimination Statement” and “Sexual Harassment Policy.”
4. Distribute (in secondary and adult schools) the District’s “Title IX and
Nondiscrimination” brochure to every student at the beginning of
each school year.
5. Present in age-appropriate language the District’s policy on
nondiscrimination and sexual harassment as part of any orientation
program conducted for students at the beginning of each quarter,
semester, or summer session, as applicable. This presentation shall
include information concerning how to file/report a discrimination or
sexual harassment complaint.
6. Provide training to certificated and classified staff regarding the
District’s “Nondiscrimination Statement” and “Sexual Harassment
Policy” and communicate to staff their individual responsibilities to
respond, intervene, and report such behavior.
7. Certify on the “Administrator Certification Form” that the
school/work location has complied with the mandates of this policy
bulletin.
BUL-3349.0
Office of the General Counsel
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8. Refer to the Local District Office any complaint that names the
principal as a respondent or any complaint that alleges school-wide
discriminatory practices.
B. Title IX Complaint Managers shall:
1. Ensure that the “Title IX Complaint Manager” posters, in both
English and Spanish, are posted in school administrative offices,
including student government meeting rooms or other prominent
locations accessible to students where notices are regularly posted
regarding rules, regulations, procedures, or standards of conduct.
2. Respond quickly to any complaints of sexual harassment and/or sex
discrimination and take action to address the behavior, as well as
provide support, information, and options to students regarding sex
discrimination and/or sexual harassment.
3. Intervene immediately to witnessed events and take action to address
sexual harassment and/or sex discrimination.
4. Refer any complaints about sexual harassment and/or sex
discrimination involving an adult to the site administrator
immediately.
C. Employees shall:
1. Share responsibility for modeling appropriate behavior and creating
an environment where students and staff know that sexual harassment
and/or sex discrimination will not be tolerated.
2. Support the District’s efforts to prevent sexual harassment and/or sex
discrimination by taking steps to intervene immediately when such
actions occur.
3. Encourage anyone alleging that he or she is a target of, has witnessed,
or has information about sexual harassment and/or sex discrimination
to report such an incident.
4. Report such situations/incidents to the site administrator and/or Title
IX Complaint Manager when severe, frequent, or pervasive.
5. Cooperate in any investigation of a sexual harassment and/or sex
discrimination complaint.
BUL-3349.0
Office of the General Counsel
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6. Guard against any actions that would be considered retaliatory against
another employee or student who has filed or is participating in the
investigation of a sexual harassment and/or sex discrimination
complaint.
D. Students shall be informed that:
1. They are expected to act respectfully towards everyone, and should
consider how others may perceive or be affected by their actions and
words.
2. They have the responsibility to report situations/incidents of sexual
harassment and/or sex discrimination to the designated site
administrator or Title IX Complaint Manager in cases when they may
be the witness or target of sexual harassment and/or sex
discrimination.
V.

NOTIFICATION – DISSEMINATION – POSTING
A. Employees
The “Nondiscrimination Statement” and the “Sexual Harassment Policy”
which are attached to this bulletin shall be provided to all District
employees on an annual basis at the beginning of each school year.
B. Students
1. All required District nondiscrimination policy statements are included
in the “Parent Student Handbook.” Therefore, all schools are
required to distribute the “Parent Student Handbook” to all students
annually and to every student at the time of initial enrollment.
2. The District’s written policy on nondiscrimination and sexual
harassment shall be presented in age-appropriate language as part of
any orientation program conducted for students at the beginning of
each quarter, semester, or summer session, as applicable. This
presentation shall include information concerning how to file/report a
discrimination or sexual harassment complaint.
3. All secondary and adult schools are required to distribute the
District’s “Title IX and Nondiscrimination” brochure to every student
at the beginning of each school year.
4. For information on how to order the brochure (free from the Stores

BUL-3349.0
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Warehouse), see the memorandum issued annually by the Office of
the General Counsel, “Ordering and Distribution of Students
Brochures - Title IX and Nondiscrimination and Section 504 and
Students with Disabilities.”
5. In Grades K-6, the brochure, “Students Don’t Let Others Bully or
Harass You,” may be distributed to students and/or used as “talking
points” for providing the required information. Copies may be may
be found at the website of the Educational Equity Compliance Office:
http://www/lausd.k12.ca.us/lausd/offices/eec/.
C. Parents and/or Guardians
The District’s “Parent Student Handbook” may be used to provide
notification to parents and guardians of the District’s nondiscrimination
statement and sexual harassment policy.
D. Notification – Posting
1. The District’s “Nondiscrimination Statement” and the “Sexual
Harassment Policy” posters must be posted in all schools and offices,
including staff lounges and student government meeting rooms, in the
main administration building, or other prominent locations where
notices are regularly posted regarding rules, regulations, procedures,
or standards of conduct.
2. The “Title IX Complaint Manager” posters, in both English and
Spanish, attached to this bulletin are to be used to identify those
school site administrators or designees designated to handle sex
discrimination and sexual harassment complaints. Copies of the
“Title IX Complaint Manager” posters in other languages may be
obtained by calling Educational Equity Compliance Office at (213)
241-7682.
3. The “Title IX Complaint Manager” posters are to be posted in school
administrative offices, including student government meeting rooms
or other prominent locations accessible to students where notices are
regularly posted regarding rules, regulations, procedures, or standards
of conduct. Suggested other prominent locations may include
classrooms, the cafeteria, and student bulletin boards.
E. Notification - Publication
The
BUL-3349.0
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Harassment Policy” one-page summaries, which are attached to this
bulletin, shall be included in any school or District publication (e.g., a
Student Planner, Student Handbook, or Staff Handbook) that sets forth
the school’s or the District’s comprehensive rules, regulations,
procedures, and standards of conduct.
VI.

CONFIDENTIALITY AND NONRETALIATION
Complaints of sexual harassment shall be handled in a confidential manner to
respect the privacy of all parties to the fullest extent possible. Every effort
shall be made to limit the distribution of information to those persons who
need to know within the confines of the District’s reporting procedures and
investigation process.
The District will not tolerate retaliation against anyone who files a complaint
or participates in the complaint investigation process. These confidentiality
and nonretaliation requirements extend to all parties involved.

VII.

DUAL RESPONSIBILITIES IN REPORTING SUSPECTED CHILD
ABUSE AND RESPONDING TO STUDENT SEXUAL HARASSMENT
COMPLAINTS
Child abuse reporting procedures, sexual harassment policies and procedures,
and disciplinary policies and procedures must be effected in a coordinated
manner as follows:
1. If it is suspected that conduct by a student or employee could constitute
both child abuse and sexual harassment, the child abuse report should be
filed immediately as required by District procedures.
2. Separate and apart from filing the suspected child abuse report, immediate
steps should be taken to protect any alleged target of sexual harassment.
3. School site administrators are responsible for implementing the steps
outlined in this policy for responding to and conducting a prompt
investigation into whether sexual harassment occurred. This includes, but
is not limited to, completing an “Incident Report Form –
Complaint/Investigation Record” (attached to this bulletin). Using the
“Incident Report Form – Complaint/Investigation Record” provides a
vehicle to document the investigation and the actions taken.
4. School site administrators should communicate with the local law
enforcement agency as to whether the school’s sexual harassment
complaint investigation would compromise the local law enforcement

BUL-3349.0
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agency’s criminal investigation.
A determination of whether child abuse or sexual harassment occurred
involves very different standards and outcomes. Suspected child abuse
investigations involve addressing possible criminal conduct; they are not
designed to address administrative issues concerning the educational
environment of students. Making a report of suspected child abuse does not
relieve the District of its responsibility to take administrative action to
respond, investigate, and determine whether sexual harassment occurred.
For further information on District child abuse reporting policies and
procedures, see District’s Policy Bulletin No. BUL-1347.0, dated November
15, 2004, issued by the Office of the General Counsel.
VIII.

COMPLAINT PROCEDURES
When a complaint or a report of sexual harassment is received, it shall be
given immediate attention. Described below are informal and formal
methods of responding to sexual harassment complaints.
A. Informal Process – School-Site: Informal resolutions of student sexual
harassment complaints should be addressed at the school-site. The
informal process shall be bypassed if the complainant names a principal
as a respondent or the complaint alleges school-wide discriminatory
practices. In those circumstances, the complainant may initiate a formal
complaint and file directly with the Local District Office.
The following steps may be followed to reach informal complaint
resolutions:
1. Any written or oral report of sexual harassment is to be considered a
sexual harassment complaint and must be addressed. This includes
anonymous reports, oral or written. If the anonymous report contains
sufficient information to identify an alleged target(s) and/or accused
person(s), then a reasonable effort must be made to investigate and
address the allegations.
2. Assure the target(s) of the sexual harassment that the District takes
allegations of sexual harassment seriously, will not tolerate such
treatment, and has strong policies against sexual harassment.
3. Obtain specific information relevant to the complaint such as where,
when, and the frequency with which the incident(s) occurred, as well
as the identities of the alleged accused person(s) and any witnesses. If

BUL-3349.0
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age appropriate, request that the complainant(s) provide a written
statement.
4. Provide the target(s) of the sexual harassment with assurances
regarding confidentiality and nonretaliation.
5. Assure the target(s) of the sexual harassment that he/she will not be
required to confront the accused person(s) and that steps will be taken
to monitor that the alleged harassing behavior does not continue.
Provide the individual with the names of school personnel who can
help if the situation/incident continues, escalates, or occurs again.
6. Interview the accused person(s) and provide assurances regarding
confidentiality and nonretaliation. If age appropriate, request that the
accused person(s) provide a written statement.
7. Interview any witnesses identified by the target(s) of the sexual
harassment and the accused person(s) and provide assurances
regarding confidentiality and nonretaliation. If age appropriate,
request that any witnesses provide a written statement.
8. Provide all parties, including parents and guardians, with the District’s
“Nondiscrimination Statement” and/or “Sexual Harassment Policy,”
as applicable. Secondary students may also be provided with the
District’s “Title IX and Nondiscrimination” brochure (see Section V “Notification-Dissemination-Posting”). In Grades K-6, students may
be provided with the brochure, “Students Don’t Let Others Bully or
Harass You.”
9. When assessing complaints of sexual harassment, carefully consider
all available information in determining whether the conduct
described in the complaint violates the District’s sexual harassment
policy. The following five questions should be asked:
a. Was the conduct of a sexual nature?
b. Was the conduct unwelcome?
c. Did the conduct create a hostile environment for the alleged target
of the harassment?
d. Was the conduct severe, persistent, or pervasive?
e. Did the conduct limit the individual’s ability to participate in or
benefit from an educational program or activity?
When the answers to questions a - e are “yes,” the conduct may be
considered sexual harassment. However, conduct that does not rise to
BUL-3349.0
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the level of sexual harassment may still be considered inappropriate
behavior and may require that corrective actions be taken.
10. Appropriate administrative steps in response to sexual harassment
should include action(s) to end the harassment, monitoring that the
conduct does not reoccur, and addressing any hostile environment that
may have been created for the student(s) who had been the target(s) of
the conduct. Response strategies may also involve the initiation of
disciplinary proceedings.
11. Inform the complainant(s) in general terms that corrective actions
have been or will be taken to resolve the complaint. Specific
corrective actions with regard to employees or students are to be kept
confidential.
12. Parents/guardians of the complainant(s) shall be informed of the
filing, as well as the resolution of any complaint of sexual
harassment. As appropriate, parents/guardians should be kept
informed of the status of the investigation and resolution of the
complaint. Care must be taken to protect the identity of the accused
person(s) and any witnesses.
13. If a student has been a target of harassment based on sexual
orientation or gender identity, consult with the student to determine
an appropriate way to inform the student’s parents or guardians of the
harassing conduct. Student sexual orientation and/or gender identity
cannot be divulged without permission of the student.
14. Monitor with the target(s) of the harassment that the harassment has
ceased.
15. Use the “Incident Report Form - Complaint/Investigation Record”
attached to this bulletin to document the actions taken to address the
complaint and to monitor and assess the effectiveness of those
actions.
16. The same “Incident Report Form - Complaint/Investigation Record”
may be used when the conduct is determined to be inappropriate
behavior that did not rise to the level of sexual harassment or when
there are no findings of violations of the District’s nondiscrimination
or sexual harassment policies. Corrective actions may still be
necessary and using the form provides a vehicle for the
documentation of the investigation and the actions taken.

BUL-3349.0
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17. “Incident Report Form - Complaint/Investigation Record” forms must
be safeguarded by keeping a separate school file for the retention of
these records. Access to these records is to be restricted to those
individuals who have a legitimate need for such access. These
records must be kept for five years from the school year in which the
complaint was filed. For accused student(s), duplicate copies should
also be filed in each student’s individual disciplinary file, as
appropriate.
18. After monitoring that the harassment has stopped, forward a copy of
the completed “Incident Report Form - Complaint/Investigation
Record” to the Local District Operations Coordinator AND the
Educational Equity Compliance Office - Beaudry - 20th Floor.
B. Formal Complaint of Discrimination/Appeal of School-Site Decision:
1. Any parent/guardian/individual/organization has the right to file a
written complaint of discrimination within six months of the last
occurrence or when knowledge of the complaint was first obtained. A
complainant making a verbal complaint will be assisted by District
personnel in making a written complaint.
2. The written complaint/appeal may be filed using the “Title IX
Complaint Form” (FORM K), using the District’s Uniform Complaint
Procedure, or simply by filing a written complaint statement.
3. The complaint shall contain the following information:
a. The specific facts about the complaint which may be helpful to the
complaint investigator including, but not limited to the following:
nature of the complaint, names of those involved, witnesses, and
dates/places of occurrences.
b. The specific relief being sought.
c. Any other relevant or supportive documentation or information
the complainant believes will provide assistance in understanding
the complaint.
4. A referral will be made to the appropriate Local District Title IX
Designee for investigation and response.
C. Formal Complaint/Appeal Process – Local District: The Local District
will take the following steps in response to a formal written
discrimination complaint or appeal of a school-site decision.
1. The Local District will provide the complainant with a written
BUL-3349.0
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acknowledgement of the complaint within 5 days which:
a. Advises and assures the complainant that confidentiality of the
facts will be observed to the maximum extent possible.
b. Advises and assures the complainant that the District prohibits
retaliation against anyone who files a complaint or participates in
a complaint investigation.
c. States that the complaint investigation/resolution process will be
completed within 30 days of receipt of the complaint.
d. Advises the complainant to call or send any additional information
or documentation relevant to the complaint.
e. Informs the complainant that a written report of findings and
conclusions, listing any corrective action(s) taken, will be
provided at the conclusion of the investigation.
2. The Local District will conduct an impartial investigation and work to
resolve the matter.
3. Within 30 days of receipt of the complaint/appeal, the Local District
will provide to the complainant and the respondent a written report of
findings and conclusions that also contains the following:
a. The assurance that the District will not tolerate retaliation against
a complainant for the filing of a complaint or participating in the
complaint investigation.
b. A statement advising the complainant of the option to appeal the
Local District’s decision to the District’s Title IX Coordinator in
the District’s Educational Equity Compliance Office within 15
days of receipt of the Local District’s decision letter.
D. Internal District Appeal Process to the District’s Title IX Coordinator: If
the complainant disagrees with the Local District Office decision, he or
she may send an appeal to the District’s Title IX Coordinator in the
District’s Educational Equity Compliance Office within 15 days of receipt
of the Local District’s decision letter.
1. The appeal must be in writing, signed, should state the reason(s) for
the appeal, and list any steps that were already taken in an attempt to
resolve the complaint. A copy of the Local District’s decision letter
should be forwarded with the appeal correspondence.
2. The complaint will then be reviewed by the District’s Title IX
Coordinator using the same steps outlined for the formal
complaint/appeal investigation process.
3. A final written letter of findings will be provided to the complainant
BUL-3349.0
Office of the General Counsel
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with the disposition of the complaint and a rationale for the
disposition.

E. Further Options with Regard to Complaints of Discrimination: An appeal
of either the Local District’s or the Educational Equity Compliance
Office’s findings may also be made to the California Department of
Education. The written appeal must be sent within 15 days of receipt of
the letter of findings. Such appeals should be addressed to the:
California Department of Education, Office of Equal Opportunity, 1430
N. Street – Room 6019, Sacramento, California 95814-5901.
F. Civil Law Remedies: Pursuant to the California Education Code, Section
262.3, persons who have filed a complaint should also be advised that
civil law remedies may be available to them.
AUTHORITY:

This is a policy of the Superintendent of Schools. The following legal standards are
applied in this policy:
California Education Code, §200 State Policy; Declaration of Purpose, §212.5
Sexual Harassment, §220 Applicability to Educational Institutions, and §48900.2
Additional Grounds for Suspension or Expulsion; Sexual Harassment
California Penal Code, §422.55 Hate Crime Defined
Title IX of the Education Amendments of 1972, 20 U.S.C.S. §1681, et seq.
Title IX Regulations, Title 34, Code of Federal Regulations, Part 106
Title 5, California Code of Regulations, §4910 General Definitions,
§4910(k) Gender; §4910(v) Sex; §4910(w) Sexual Orientation, and
§4916 Sexual Harassment Definitions

RELATED
RESOURCES:

•
•
•
•
•

Administrator Certification Form - Memorandum issued annually by the Office
of the General Counsel.
Antibullying Policy (In Schools, at School-Related Events, and Traveling to and
from School), Bulletin No. BUL-1038.1, dated August 16, 2004, issued by the
Office of the Chief Operating Officer.
Child Abuse and Neglect Reporting Requirements, Bulletin No. BUL-1347,
dated November 15, 2004, issued by the Office of the General Counsel.
Coordination of District Child Abuse Reporting Procedures and Sexual
Harassment Policy, Reference Guide No. L-2 (Rev), dated June 20, 2003, issued
by the Office of the General Counsel.
Ordering and Distribution of Student Brochures - “Title IX and

BUL-3349.0
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•
•

•
•
•
•
•
•

ASSISTANCE:

Nondiscrimination” and “Section 504 and Students with Disabilities” Memorandum issued annually by the Office of the General Counsel.
Parent Student Handbook Distribution - Memorandum issued annually by the
Office of the Chief Operating Officer.
Required Nondiscrimination Notices - Memorandum issued annually by the
Office of the General Counsel. (This memorandum references requirements for
the publication and dissemination of information relating to District
nondiscrimination policies - including Title IX policies.)
Sexual Harassment Policy - Employees, Bulletin No. BUL-1893.1, dated August
1, 2005, issued by the Office of the General Counsel.
Students Don’t Let Others Bully or Harass You, student brochure for Grades 1-6,
may be downloaded from the Educational Equity Compliance Office websitehttp://www/lausd.k12.ca.us/lausd/offices/eec/pdfs.htm.
Title IX and Nondiscrimination - Students Know Your Rights, student brochures
may be ordered from the District’s Schools Supplies and Equipment Warehouse
by using the current “Catalog of Supplies and Equipment.”
Title IX Policy/Complaint Procedures, Bulletin No. BUL-2521.1, dated June 7,
2006, issued by the Office of the General Counsel.
Transgender and Gender Nonconforming Students - Ensuring Equity and
Nondiscrimination, Reference Guide No. REF-1557, dated February 15, 2005,
issued by the Office of the General Counsel.
Uniform Complaint Procedures (UCP) - Memorandum issued annually by
the Specially Funded Programs Division. (This memorandum references an
additional avenue provided by the District for the filing of complaints which
allege that the District has practiced unlawful discrimination or has failed to
comply with state or federal laws governing its educational programs,
including failures to comply with Title IX.)

For further information, to ask questions, to seek assistance, or for related resources,
contact any of the following District Offices:
Local District Office
• Local District Operations Coordinator
• Local District Title IX Designee
• Staff Relations Coordinator (employee discipline related issues)
Educational Equity Compliance Office at (213) 241-7682
• Sue Spears, Director/District Title IX Coordinator
Equal Employment Opportunity Office at (213) 241-7685 (employee to
employee sexual harassment complaints)

Office of General Counsel
• Field Services Team at (213) 241-7600
BUL-3349.0
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Student Discipline Proceedings Unit
• (213) 763-7450
Child Abuse Reporting Hotline
• Los Angeles Police Department at (213) 485-4700
• Department of Children and Family Services at (800) 540-4000
• Local Law Enforcement Agency, as applicable
Information regarding sexual harassment and Title IX (as well as copies of the
District’s policy bulletins on these subjects and copies of the above-referenced
student brochures), as well as additional related information, may be found at the
website
of
the
Educational
Equity
Compliance
Office:
http://www/lausd.k12.ca.us/lausd/offices/eec/.
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LOS ANGELES UNIFIED SCHOOL DISTRICT
SEXUAL HARASSMENT POLICY
The Los Angeles Unified School District is committed to maintaining a working and learning environment that is free
from sexual harassment. Sexual harassment of or by employees or students, or persons doing business for the District is
a form of sex discrimination in that it constitutes differential treatment on the basis of sex, sexual orientation, or gender,
and, for that reason, is a violation of state and federal laws and a violation of this policy.
The District considers sexual harassment to be a major offense which can result in disciplinary action to the offending
employee or the suspension or expulsion of the offending student in grades four through twelve. Suspension or
expulsion as a disciplinary consequence for sexual harassment shall not apply to students enrolled in Kindergarten and
grades one through three. However, students enrolled in Kindergarten and grades one through three may be subject to
other disciplinary actions.
Any student or employee of the District who believes that she or he has been a victim of sexual harassment shall bring
the problem to the attention of the site administrator or Title IX Complaint Manager so that appropriate action may be
taken to resolve the problem. The District prohibits retaliatory behavior against anyone who files a sexual harassment
complaint or any participant in the complaint investigation process. Complaints will be promptly investigated in a way
that respects the privacy of the parties concerned.
California Education Code Section 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 educational 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
educational institution.

Sexual harassment may include, but is not limited to:
•
•
•
•

Unwelcome verbal conduct such as suggestive, derogatory or vulgar comments, sexual innuendos, slurs, or
unwanted sexual advances, invitations, or comments; pestering for dates; making threats; and/or spreading
rumors about or rating others as to sexual activity or performance.
Unwelcome visual conduct such as displays of sexually suggestive objects, pictures, posters, written material,
cartoons, or drawings; graffiti of a sexual nature; and/or use of obscene gestures or leering.
Unwelcome physical conduct such as unwanted touching, pinching, kissing, patting, hugging, blocking of
normal movement, assault; and/or interference with work or study directed at an individual because of the
individual's sex, sexual orientation, or 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 offers of benefits in return for sexual favors.
To obtain specific rules and procedures for reporting charges of sexual harassment
and for pursuing available remedies, contact:
Educational Equity Compliance Office [Sue Spears, Director, and District Title IX Coordinator]
at (213) 241-7682, when issues or complaints involve students,
or
Equal Opportunity Section, at (213) 241-7685, when issues or complaints involve employees
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DISTRITO ESCOLAR UNIFICADO DE LOS ANGELES
NORMAS SOBRE EL ACOSO SEXUAL
El Distrito Escolar Unificado de Los Ángeles se ha comprometido a mantener un ambiente de trabajo y estudio que esté
libre del acoso sexual. El acoso sexual en contra de los empleados o estudiantes o por parte de los mismos o en contra
de personas que hagan trámites para el Distrito es una forma de discriminación sexual puesto que constituye un
tratamiento diferencial basado en el sexo, orientación sexual, o identidad sexual de la persona, y por ese motivo, es una
violación de las leyes estatales y federales y una violación de esta norma.
El Distrito considera que el acoso sexual es un delito mayor que puede traer como consecuencia una acción disciplinaria
contra el empleado infractor o la suspensión o expulsión del estudiante infractor si éste es alumno de los grados del
cuarto al duodécimo. La suspensión o la expulsión como consecuencia disciplinaria por el acoso sexual no se aplicarán
a los alumnos matriculados en el jardín de infantes ni a los que cursan estudios en los grados del primero al tercero. Sin
embargo, estos alumnos pueden ser objeto de otras acciones disciplinarias
A cualquier estudiante o empleado del Distrito que crea haber sido víctima de acoso sexual se le insta a traer el
problema a la atención del administrador del plantel o de la persona encargada de la demanda del Título IX, de manera
que se pueda tomar la medida apropiada para resolver el problema. El Distrito prohíbe las represalias contra
quienquiera que entable una denuncia por acoso sexual o cualquier participante en el proceso de la investigación de la
denuncia. Las denuncias serán investigada de manera expedita y respetando la privacidad de las personas involucradas.
El Artículo 212.5 del Código de Educación de California define el acoso sexual como cualquier conducta de índole
sexual no deseada como pedir favores sexuales u otros ya sean verbales, visuales, físicos realizada por alguien que
trabaje en el sitio, ya sea en el lugar de trabajo o en el plantel educativo, bajo las siguientes condiciones:
•
•
•
•

La sumisión a la conducta se vuelve explícita o implícitamente una condición del empleo, estado o progreso
académico.
La sumisión a la conducta por el individuo o el rechazo de la misma se utiliza como la base del empleo o de las
decisiones académicas que afecten al individuo.
La conducta tiene como propósito o efecto un impacto negativo en el trabajo o en el rendimiento académico del
individuo o el efecto de crear un ambiente de trabajo o de estudio amedrentador, hostil u ofensivo.
La sumisión a la conducta del individuo o el rechazo de la misma se usa como la base de cualquier decisión que
afecte al individuo con respecto a las prestaciones y servicios, honores, programas o actividades disponibles en
la entidad educativa o a través de la misma.

El acoso sexual puede incluir, entre otras cosas, lo siguiente:
•
•
•
•

La conducta verbal no deseada como los comentarios lascivos o despectivos; las indirectas, insultos o
insinuaciones; las invitaciones o comentarios sexuales no deseados; insinuar por citas; hacer amenazas; o el
difundir rumores acerca de otros y el calificarlos según su actividad o rendimiento sexual.
La conducta visual no deseada como la exhibición de objetos, cuadros, carteles, material escrito, caricaturas o
dibujos con insinuaciones sexuales, los graffiti de índole sexual o el uso de gestos obscenos.
La conducta física no deseada que incluye tocar, pellizcar, besar, palmear, abrazar, obstaculizar el movimiento
normal a alguien que no lo desee o agredir o interferir con el trabajo o el estudio de un individuo debido a su
sexo, orientación sexual, o identidad sexual de la persona.
Las amenazas y exigencias o presión para ceder a proposiciones indecorosas a fin de mantener un trabajo o
posición académica o para evitar otras pérdidas y los ofrecimientos de beneficios a cambio de favores de tipo
sexual.
Si desea información específica acerca de las reglas y los procedimientos para reportar
cargos de acoso sexual y buscar las medidas correctivas apropiadas, comuníquese con;
Sue Spears, directora de la Oficina de Cumplimiento de la Equidad Educativa, y coordinadora distrito del Título IX,
llamando al (213) 241-7682, cuando los casos o las quejas impliquen a estudiantes,
o
a la División de Igualdad de Oportunidades (Equal Opportunity Section), teléfono (213) 241-7685, cuando los casos o las
quejas impliquen a empleados.
6/06
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PLEASE POST

THE TITLE IX*
COMPLAINT MANAGERS
FOR OUR SCHOOL ARE:
________________________________________________________
ROOM #

________________________________________________________
ROOM #

________________________________________________________
ROOM #

SEX DISCRIMINATION/SEXUAL
HARASSMENT IS ILLEGAL
*Federal Title IX and state law prohibits
discrimination on the basis of sex, sexual
orientation, or gender, which includes
prohibiting acts of sexual harassment.
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PLEASE POST

LAS PERSONAS DEL
TITULO IX* ENCARGADAS
DE ATENDER QUEJAS PARA
NUESTRA ESCUELA SON:
________________________________________________________
SALÓN #
________________________________________________________
SALÓN #
________________________________________________________
SALÓN #

DISCRIMINACION DE LOS
SEXOS O AL ACOSO SEXUAL
SON ILEGALES
*La ley Federal del Título IX y del Estado
prohiben la discriminación en base al sexo,
orientación sexual, o identidad sexual de la
persona, incluyendo actos prohibidos de
acoso sexual.
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LOS ANGELES UNIFIED SCHOOL DISTRICT
Educational Equity Compliance
TITLE IX SEX DISCRIMINATION/SEXUAL HARASSMENT COMPLAINT FORM
Person filing complaint:
Name
Last

First

Middle

Street

City

Zip

Home Address
Home Telephone
Person Filing Complaint is:
Parent

Other Contact Number
Advocate

Student

Employee

Other

Complaint filed on behalf of self (person filing complaint as indicated above) or on behalf of:
Name
Last
For Student:

/

First
For Employee:

/

Date of Birth

Grade

Middle

Track

Employee Number

School/Work Site

Local District

Please give the facts about the complaint and attach any relevant documents if available:
Date of Incident
/ /
Names of Accused Persons

Place of Incident

Names of Witnesses
Brief Description of Incident:

Has your complaint been discussed with any LAUSD personnel?

Yes

No

If yes, to whom (person/office) have you spoken and what was the outcome?

Signature ___________________________________________________ Date __________________________
Los Angeles Unified School District -- Educational Equity Compliance
333 South Beaudry Avenue, 20th Floor; Los Angeles, CA 90017 (School Mail: Beaudry Site, 20th Floor)
Telephone: (213) 241-7682
FAX: (213) 241-3312
Web Site: http://www.lausd.k12.ca.us/lausd/offices/eec
FORM TIXCMPLNT (Rev. 6/06)
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DISTRITO ESCOLAR UNIFICADO DE LOS ANGELES
Oficina de Cumplimiento de la Equidad Educativa
TÍTULO IX – FORMULARIO DE QUEJA POR DISCRIMINACIÓN SEXUAL / ACOSO SEXUAL

La persona que presenta la queja:
Nombre
Apellido

Primer Nombre

Segundo Nombre

Ciudad
Otro número

Código Postal

Domicilio
Calle
Teléfono Particular
La persona que presenta la queja es:
□ Padre de familia
□ Representante

□ Estudiante

□ Empleado

□ Otro

Queja presentada por el interesado (persona que presenta la queja como se indica arriba) o en nombre de otra persona:
Nombre
Apellido
Primer Nombre
Segundo Nombre
Para el estudiante
/
/
Para el Empleado
Fecha de
Grado
Ciclo
Número del Empleado
Nacimiento

Escuela / Lugar de
trabajo

Distrito Local

Explique los hechos que sustentan esta queja y adjunte documentos pertinentes:
Fecha del incidente
Nombre de los
acusados

/

/

Lugar del incidente

Nombre de los
Testigos

Breve descripción del incidente:

¿Ha sido tratada su queja con alguna persona de la administración del LAUSD?

□ Sí

□ No

Si marcó sí, explique con quien habló (persona u oficina) y cual fue el resultado.

Firma___________________________________________________________ Fecha _____________________________________

Distrito Escolar Unificado de Los Angeles – Oficina de Cumplimiento de la Equidad Educativa
333 S. Beaudry, Piso 20, Los Angeles, CA 90017 (Correo de la Escuela: Beaudry Ave. Piso 20)
Teléfono: (213) 241-7682
FAX: (213) 241-3312
Web Site: Http://www. lausd.k12.ca.us/lausd/offices/eec
FORMULARIO TIXCMPLNT (Rev. 6/06)
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LOS ANGELES UNIFIED SCHOOL DISTRICT

INCIDENT REPORT FORM – COMPLAINT/INVESTIGATION RECORD
Confidential--For School/District Recording Purposes Only
Send a copy of the completed Incident Report Form-Complaint/Investigation Record to Your Local District Operations Coordinator.
When investigating allegations of discrimination, sexual harassment, or hate-motivated incidents/crimes, a copy of the completed
Incident Report Form-Complaint/Investigation Record should also be mailed to the
Educational Equity Compliance Office – Beaudry – 20th Floor.
Date of Report
Local District

School

School Phone#
Name/Title of Reporting Party

Phone #

Ext.

BRIEF DESCRIPTION OF INCIDENT:

INCIDENT INFORMATION:
Date/Time
Names of Any Witnesses

Place/Incident

Name of person who is the target of the behavior
Student/Grade/DOB

Adult/Position

M

F

Name of person who is the target of the behavior
Student/Grade/DOB

Adult/Position

M

F

Name of person who is accused of the behavior
Student/Grade/DOB

Adult/Position

M

F

Name of person who is accused of the behavior
Student/Grade/DOB

Adult/Position

M

F

BRIEF DESCRIPTION OF SCHOOL ACTIONS TAKEN/ADMINISTRATIVE FOLLOW-UP:

Page 1 of 3
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Date of Report
Local District

School

CATEGORY OF INCIDENT/COMPLAINT:
Discrimination/Harassment

Yes

No

Hate-Motivated Incident/Crime

Yes

No

If yes is indicated above, then the attached Complaint/Investigation Record MUST be used to document the actions taken to address the complaint
and to monitor or assess the effectiveness of those actions.

REPORTED TO/SPOKE TO (as applicable):
Name of Contact/Person Taking Report

Office/Unit Contacted
Local District Operations

School Police (213) 625-6631

Officer/Badge #

Police Report #

Local Police Agency

Agency/Office

Badge #

Office of General Counsel (213) 241-7600
Child Abuse or Field Service Attorney
Educational Equity Compliance (213) 241-7682

Environmental Health & Safety (213) 241-3199

Food Services (213) 241-2985

Maintenance & Operations

Mental Health (Crisis Team)

Neighboring Schools (if applicable)

Nursing Services

Staff Relations

Transportation (323) 342-1460

Youth Relations (213) 745-1990

NOTE: FOR ALL INCIDENTS/ACCIDENTS INVOLVING AN INJURY TO STUDENTS, EMPLOYEES, OR
VISITORS, A SEPARATE INJURY/ ACCIDENT INVESTIGATION REPORT MUST BE FILED WITH THE:
OFFICE OF ENVIRONMENTAL HEALTH & SAFETY – BEAUDRY, 20TH FLOOR [213-241-3196],
AND OFFICE OF RISK MANAGEMENT & INSURANCE – BEAUDRY, 28TH FLOOR [213-241-3139].
Page 2 of 3
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Date of Report
Local District

School

COMPLAINT/INVESTIGATION RECORD
DISCRIMINATION/HARASSMENT AND/OR HATE-MOTIVATED INCIDENT/CRIME
I. RECORD OF INVESTIGATION:
Date
Interview accused person
Interview alleged target of incident/crime
Interview witnesses (if any)
Date
Seek assistance from supervisor, other District offices, or other sources, as needed:
Person/Office
Person/Office
Person/Office
Person/Office

Date

Date
Date
Date
Date

II. FINDINGS/DETERMINATION:
Findings indicate that discrimination/harassment occurred.
Findings indicate that act of hate-motivated incident/crime occurred.
Findings indicate that inappropriate behavior occurred.
Nature of incident/complaint (check all that apply):
race
color
national origin
Other:
religion
disability
sex
sexual orientation
gender identity
There are no findings of hate motivated incidents/crimes, discrimination/harassment, or inappropriate behavior
III. ACTIONS TAKEN:
Involving Accused Person(s)
Date
Involving Alleged Target(s)
Date
Provide Copy/Explain District
Nondiscrimination Policy/Procedures
Provide Copy/Explain District Policy
“Hate-Motivated Incidents and Crimes”

Provide Copy/Explain District
Nondiscrimination Policy/Procedures
Provide Copy/Explain District Policy
“Hate-Motivated Incidents and Crimes”

Disciplinary Conference

Administrative Conference

Referral for School Counseling

Referral for School Counseling

Education/Behavior Contract

Referral for Outside Counseling

Class Schedule Change

Parent Informed of Incident
Conference
Letter
Telephone
** Caution: In incidents involving sexual
orientation or gender identity, consult with the
student to determine an appropriate way to
inform the student’s parent(s) or guardian(s)
of the incident or harassing conduct. Student
sexual orientation and/or gender identity
cannot be divulged without permission of the
student.
Monitor to Check that Unwanted Behavior
Has Stopped
After One Week
After Two Weeks

Detention Assigned
Parent Informed of Incident
Conference
Letter

Telephone

Suspension
Opportunity Transfer
Expulsion
Accused Person’s Parents Notified of
Resolution of Incident

IV. DESCRIBE ANY OTHER ACTIONS TAKEN OR FURTHER REMEDIAL ACTION TO BE UNDERTAKEN TO
PREVENT RECURRENCE OF THE INCIDENT/BEHAVIOR:

V. NOTIFICATION OF FINDINGS AND ACTIONS TAKEN:
Targeted Person
Date
Accused Person
Date

Parents
Parents

Date
Date

RETAIN THIS RECORD. SEND A COPY OF THE COMPLETED INCIDENT REPORT FORM-COMPLAINT/INVESTIGATION RECORD TO YOUR
LOCAL DISTRICT OPERATIONS COORDINATOR AND THE EDUCATIONAL EQUITY COMPLIANCE OFFICE – BEAUDRY – 20TH FLOOR.

For additional assistance, call Educational Equity Compliance Office at (213) 241-7682.
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LOS ANGEELES UNIFIIED SCHOO
OL DISTRICT
T
MEMOR
RANDUM
M

TITLE:

Nondiscrimination Requ
uired Noticees and
Ordering off Student Bro
ochures

NUMBER
R:

MEM-5818.2

ISSUER::

mquist, General Counsel
David Holm
Office of thee General Co
ounsel

DATE:

14
June 23, 201

R
ROUTING

A
Administratoors
D
Division Heaads
E
Education Seervice Centerrs
Superintenddents
Administraator of Operrations
Sect 504 D
Designees
Title IX Deesignees
S
School Site
Principals
Sect 504 D
Designee
Title IX Deesignees
S
Supervisors

E:
PURPOSE

The Los An
ngeles Unifieed School D
District (Distrrict) is comm
mitted to prooviding
a safe wo
orking and learning eenvironmentt, free from
m discrimination,
harassment, intimidatio
on and/or buullying. Feederal and state law aand the
E
Code
C
mandatte that the District annnually publish and
California Education
disseminate nondiscrimination noticces. This m
memorandum
m is issued annnually
der to schoolls and officees to publishh and dissem
minate the reequired
as a remind
“Nondiscrim
mination Staatement” andd “Sexual H
Harassment P
Policy” postters, as
well as, “Title IX and Nondiscrim
mination” annd “Section 504 and Sttudents
nt brochuress as relevant to employeees and studennts.
with Disabillities” studen

MAJOR
ES:
CHANGE

orandum reeplaces ME
EM-5818.1 ““Nondiscrim
mination Reequired
This Memo
Notices and
d Ordering of
o Student B
Brochures,” issued Marrch 8, 2013 by the
Office of the
t
General Counsel. This Mem
morandum inncludes addditional
information on options for
f printing ppolicy posteers and brochhures.

GUIDELIINES:

ution of Nond
discriminatioon Notices aand Student B
Brochures
I. Distribu
A. Postiing of Nondiiscriminationn Notices
The following publications m
must be possted in all scchools and ooffices,
uding stafff lounges, student ggovernment meeting rooms
inclu
(seco
ondary scho
ools), the main admiinistration bbuilding or other
prom
minent locattions where notices arre regularly posted reggarding
ruless, regulationss, procedurees or standardds of conducct.
“
mination Stateement” policcy poster (atttached) in E
English
1. “Nondiscrim
and
a Spanish to be dupliccated as neceessary

MEM-5818.2
G
Coun
nsel
Office of General

“
Harrassment Poolicy” posteer (attachedd) in Englissh and
2. “Sexual
Spanish
S
to bee duplicatedd as necessarry
Page 1 of 4
June 233, 2014
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LOS ANGEELES UNIFIIED SCHOO
OL DISTRICT
T
MEMOR
RANDUM
M

3. “Title
“
IX/Bu
ullying Com
mplaint Maanager” posster (attached) in
English
E
and Spanish to bbe duplicatedd as necessarry
ools needin
ng translateed copies of the “Nondiscrimiination
Scho
Stateement” and “Sexual H
Harassment P
Policy” postters in Arm
menian,
Chin
nese, Farsi, Korean,
K
Poliish, Russian or Tagalog should conttact the
Educcational Equ
uity Compli ance Officee at (213) 241-7682 to obtain
transslations for the requestting school to duplicatte in the quuantity
necessary to meet
m
the speecific languuage needs of the indiividual
school’s student population.
ployees
B. Emp
Copiies of the District’s “Nonndiscriminattion Statemeent” and the
“Sex
xual Harassm
ment Policy”” posters are to be dissem
minated to eaach
emplloyee (at sch
hools and offfices) on an annual basiss.
dents
C. Stud
1. All
A required
d nondiscrim
mination noticces are provvided in the ““Parent
Student Han
ndbook,” whhich is to be distributed to every stuudent at
the beginnin
ng of the school year or at initiall enrollmentt. For
additional information
i
or how to obtain coppies of the Parent
Student Han
ndbook 201 4-2015, refeer to the meemorandum issued
annually by the Office oof the Superiintendent.

MEM-5818.2
G
Coun
nsel
Office of General

2.

The Districct’s writtenn “Nondisccrimination Statement”” and
“Sexual Harrassment Poolicy” must bbe presentedd to all studdents in
age-approprriate languaage as part of any orrientation prrogram
conducted for
f studentss at the begginning of thhe school yyear or
summer sesssion as appplicable. T
The presentaation shall iinclude
information about how
w to report a complaintt of discrimiination
and/or sexuaal harassmennt.

3.

Elementary schools, att the discreetion of addministratorss, may
he District’ss “Students, Don’t Lett Others Buully or
distribute th
Harass You!” brochure during preseentations on sexual harassment
to students at the begginning of eeach school year or at initial
enrollment. The brochuure may be dduplicated aand is availaable on
the District’s website att http://achieve.lausd.nett/eeco.

4.

All
A secondaary schools are requireed to distribbute the Diistrict’s
“Title IX an
nd Nondiscrrimination – Students K
Know Your R
Rights”
brochure to every studeent at the begginning of eeach school yyear or
at initial en
nrollment. Thhe brochuree is availablee on the Diistrict’s
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LOS ANGEELES UNIFIIED SCHOO
OL DISTRICT
T
MEMOR
RANDUM
M

website at http://achievve.lausd.net//eeco and fr
from the Diistrict’s
nd Equipm
ment Catalogg (See “Prrinted Form
ms and
Supplies an
Publicationss - Educati onal Equityy”) free of charge usinng the
following Commodity
C
C
Codes:
English (100
0/package) C
Commodity Code: 966--57-50500 - N
N/C
Spanish (100/package) C
Commodity Code: 966--57-50506 - N/C
prographic S
Services at (5562) 654-90552 for print on
Contact Rep
demand options.
II.
I Distributtion of “Secttion 504 andd Students w
with Disabilitties” Brochuures
and Storrage of Section 504 Relaated Documeents
with Disabbilities”
A. Distrribution off “Section 504 and Students w
Brocchures to Stu
udents
All schools
s
are required to distribute thhe District’ss “Section 5004 and
Stud
dents with Diisabilities” bbrochure to every studennt at the begginning
of each
e
school year and at initial ennrollment. The brochhure is
availlable on the District’s w
website at htttp://achieve.lausd.net/eeeco and
from
m the Districct’s Suppliees and Equiipment Cataalog (See “P
Printed
Form
ms and Publlications - E
Educational Equity”) ussing the folllowing
Com
mmodity Cod
des:
kage) Comm
modity Codee: 966-57-500400 - N/C
C
Engllish (50/pack
Span
nish (50/pack
kage) Comm
modity Codee: 966-57-500406
Conttact Reprogrraphic Servicces at (562) 654-9052 foor print on ddemand
optio
ons.
on 504 Relatted Documennts
B. Storaage of Sectio
All schools aree responsibl e for ensurring copies of the folllowing
District’s webbsite at
Sectiion 504 relaated documennts, availabble on the D
http://achieve.lau
usd.net/eecoo, be maintaained in a Section 5004 File
Fold
der within eacch eligible sstudent’s cum
mulative recoord as appliccable:
on 504 Meetting”
“Nottice of Sectio
“Secction 504 Teaacher Observvation Form
m”
“Secction 504 Parrent Input Foorm”
“Secction 504 Evaluation”
“Secction 504 Plaan”

MEM-5818.2
G
Coun
nsel
Office of General

kages of 25 Section
S
504 F
File Folderss were deliveered to each school
Pack
in May
M of 2014 to
t facilitate sstorage and eeasy retrievaal of Sectionn 504
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LOS ANGEELES UNIFIIED SCHOO
OL DISTRICT
T
MEMOR
RANDUM
M

docu
uments in stu
udents’ cumuulative recorrds. Howeveer, schools m
may
main
ntain existing
g file folderss using cum size folders to house Section
504 documentati
d
ion as determ
mined by schhool need.
RELATED
D
RESOURC
CES:

On-Line Sysstem,” Mem
morandum issued
 “Adminisstrator Certtification O
annually by
b the Office of the Supperintendent
 “Parent Student
S
Hand
dbook Distriibution,” Meemorandum issued annually by
the Officee of the Supeerintendent
 “Section 504 of thee Rehabilitaation Act off 1973,” BUL-4692.2 issued
8 2013 by th
he Office of the General Counsel
October 8,
 “Sexual Harassment
H
Policy
P
– Em
mployee-to-E
Employee,” B
BUL-1893.1 issued
August 1,, 2005 by thee Office of thhe General C
Counsel
 “Sexual Harassment Policy (Sttudent-to-Sttudent, Aduult-to-Studennt, and
o-Adult),” BUL-3349.0
B
issued Novvember 29, 22006 by the Office
Student-to
of the Gen
neral Counsel
 “Title IX Policy/Com
mplaint Proceedures,” BU
UL-2521.1 isssued June 77, 2006
G
Counnsel
by the Offfice of the General
Related infformation reegarding noondiscriminaation policiies, includinng the
District’s Title IX and Sexual Harrassment Poolicy, may bbe obtained at the
following websites: http://achiev
h
ve.lausd.net//eeco (geneeral publicc) and
ook.lausd.neet (District em
mployees).
http://notebo

ATTACHMENTS: 





NCE:
ASSISTAN

ment A - Non
ndiscriminattion Statemeent Poster – E
English
Attachm
Attachm
ment B - Non
ndiscriminattion Statemeent Poster– S
Spanish
Attachm
ment C - Sex
xual Harassm
ment Policy P
Poster – Engglish
Attachm
ment D - Sex
xual Harassm
ment Policy P
Poster – Spaanish
Attachm
ment E - Titlee IX/Bullyinng Complainnt Manager P
Poster – Engglish
Attachm
ment F - Titlee IX/Bullyinng Complainnt Manager P
Poster – Spannish

onal informaation, please call:
For assistance or additio


onal Equity Compliance
C
Office (Students) – (213) 241-76822
Educatio
Panameño, D
Director
Julie Hall-P
District
D
Sectiion 504 Coorrdinator
District Tittle IX Coorddinator





mployment Opportunityy Section (Em
mployees) – (213) 241-77685
Equal Em
Stores Warehouse
W
Customer
C
Serrvice – (562)) 654-9009
Reprogrraphics Serviices – (562) 654-9052
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Attaachment A

LOS
S ANGEL
LES UNIFIED SC
CHOOL D
DISTRICT
T

NON
NDISC
CRIM
MINA
ATIO
ON ST
TATE
EMEN
NT
The Los Angeles Unified School
S
Districct is committeed to providinng a working and learningg environmentt free from
diiscrimination, harassmentt, intimidatio
on and/or bu
ullying. Thee District prrohibits discrrimination, hharassment,
inntimidation an
nd/or bullyin
ng based on the actual orr perceived ccharacteristics set forth inn Penal Code § 422.5,
Education Cod
de § 220 and actual or perrceived sex, sexual
s
orientaation, gender,, gender idenntity, gender eexpression,
g
identifiication, ancesstry, nationallity, national origin, religgion, color, mental or
raace or ethniccity, ethnic group
phhysical disabiility, age, or on the basis of a person's association w
with a personn or group wiith one or moore of these
acctual or percceived characcteristics, in any program
m or activity it conducts or to which it provides significant
asssistance.
D
Discrimination
n is different treatment on the basis of a protected c ategory in thhe context of aan educationaal program
orr activity witthout a legitim
mate nondisccriminatory reeason and intterferes with or limits thee individual’ss ability to
paarticipate in or
o benefit from
m the servicess, activities, or
o privileges pprovided by thhe District.
H
Harassment occcurs when: (1)
( the target is subjected to unwelcom
me conduct rellated to a prootected categoory; (2) the
haarassment is both subjectively offensiv
ve to the targeet and wouldd be offensivee to a reasonaable person oof the same
agge and characcteristics und
der the same circumstance
c
s; and (3) thee harassmentt is sufficiently severe, pervasive, or
peersistent so as
a to interferre with or lim
mit an indiviidual’s abilityy to participaate in or bennefit from thee services,
acctivities, or op
pportunities offered
o
by thee District.
U
Upon witnessiing an act of discriminatio
on, harassmen
nt, intimidatiion and/or buullying based on actual orr perceived
chharacteristics of a protected
d category (as enumerated
d above), schoool personnel are required to take immeediate steps
too intervene when
w
it is safee to do so. On
nce a school or office has notice of disscriminatory, harassing, inntimidating
annd/or bullying
g conduct, wh
hether carried
d out by emplloyees, studennts, or third pparties, it should take imm
mediate and
apppropriate steps to invesstigate or oth
herwise deterrmine what occurred andd take prom
mpt and effecctive steps
reeasonably calculated to en
nd the conducct, eliminate a hostile envirronment, if oone has been created and pprevent the
coonduct from occurring
o
agaain. These steeps should be taken whetheer or not an inndividual maakes a complaaint or asks
thhe school or office
o
to take action.
a
This nondiscrim
mination poliicy applies to all acts relateed to school aactivity or schhool attendannce within anyy school or
offfice under th
he jurisdiction
n of the Superrintendent of the
t Los Angeeles Unified S
School Districct.
For inquiries or complaints related
r
to disccrimination, harassment, in
ntimidation an
nd/or bullying of students baased on the
actual or perrceived characcteristics listed
d above, conta
act your schoool’s administrrator, the schoool’s Title IX /Bullying
Compla
aint Manager or:
Julie Hall-Panameñ
H
ño
Educational
E
Eq
quity Compliaance Office
Distrrict Section 50
04 and Title IX
X Coordinatorr
(21
13) 241-7682
For inquiriies or complaiints related to employee-to-eemployee, stu dent-to-emplooyee, or work//employment related
discriminatiion, harassment, and/or intiimidation, con
ntact your sch
hool administrrator or:
Eq
qual Employm
ment Opportun
nity Section
(21
13) 241-7685
Both Offices
O
located at:
Los Angeles Unified
U
Schoool District
33
33 South Beau
udry Avenue – 20th Floor
Los An
ngeles, CA 900017
June 23, 2014
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Attaachment B

DISTRIT
TO ESCO
OLAR UN
NIFICAD
DO DE LO
OS ÁNGELES

DECL
LARA
ACIÓN AN
NTIDISCRIIMINA
ATOR
RIA
do de Los Án
ngeles está com
mprometido a mantener uun ambiente llaboral y de aaprendizaje
El Distrito Esccolar Unificad
ostigamiento, intimidación
n y/o acoso eescolar. El D
Distrito prohíbbe la discriminación, el
libbre de discriminación, ho
hoostigamiento,, la intimidacción y/o el acoso escolar basado en laas característticas actualess o percibidaas según el
C
Código Penal § 422.5, el Código de Educación
E
§2
220, e incluyyendo sexo rreal o percibiido, orientaciión sexual,
geenero, identid
dad de géneero, expresión
n de género, raza o étniia, identificacción de gruppo étnico, asscendencia,
naacionalidad, origen
o
nacion
nal, religión, color,
c
discapaacidad mentall o física, edaad, o en base a la asociacióón con una
peersona o grup
po con uno o más de estass característiccas reales o ppercibidas, en cualquier proograma o acttividad que
coonduzca o al cual
c proporciiona una asistencia consideerable.
n base de unaa categoría prrotegida en ell contexto de un programaa educativo
La discriminacción es el tratto diferente en
n motivo legíítimo antidisccriminatorio y que interfiiere con o lim
mita la capaciidad del indivviduo para
ó actividad sin
des o privilegiios proporcionnados por el D
Distrito.
paarticipar en o beneficiarse de los serviciios, actividad
El hostigamien
nto ocurre cuando: (1) el objeto
o
es som
metido a una conducta no deseada relaccionada a unaa categoría
prrotegida; (2) el
e hostigamieento es subjetivamente ofen
nsivo al objetto y sería ofeensivo para unna persona razzonable de
laa misma edad
d y característticas bajo lass mismas circcunstancias; y (3) el hostiggamiento es suficientemennte severo,
peenetrante y peersistente con
n el fin de inteerferir o limittar la capaciddad del individuo para partticipar en o beneficiarse
dee los servicios, actividadess u oportunidaades que ofrecce el Distrito..
A
Al presenciar un
u acto de disccriminación, hostigamiento,
h
, intimidación y/o acoso esccolar, el persoonal del planteel educativo
esstá obligado a tomar medidaas inmediatas para interveniir siempre y cuuando sea segguro hacerlo. A
Al reportar tal conducta a
unn administrad
dor o a la perrsona asignadaa al Título IX
X/Administraddor de Quejass del Acoso E
Escolar puedee hacer una
inntervención ap
propiada. Unaa vez que el plantel escolar u oficina tennga conocimieento de conduuctas discriminnatorias, de
hoostigamiento, de intimidaciión y/o de aco
oso escolar, yaa sean realizaadas por los em
mpleados, esttudiantes, o poor terceros,
deebe tomar meedidas inmediaatas y apropiaadas para inveestigar y deterrminar lo suceedido. El plaantel escolar ddebe tomar
m
medidas inmed
diatas y eficacees, razonablem
mente calculad
das, para poneer fin a la connducta, y elim
minar un entornno hostil, si
ess que ha sido creado y evittar que la conducta vuelva a ocurrir. Estaas medidas see deben tomarr aunque el inndividuo no
prresente una qu
ueja, o bien si éste pide al pllantel escolar u oficina que ttome medidass.
Esta política an
ntidiscriminato
oria se aplica a todos los actos relacionaados con la acctividad escolaar o asistenciaa dentro de
cuualquier planteel escolar u officina bajo la jurisdicción deel Superintenddente del Distrrito Escolar Unnificado de Loos Ángeles.
P
Para consultass o quejas rela
acionadas con la discriminacción, hostigam
miento, intimid
dación y/o acooso escolar bassado en las
caracterrísticas reales o percibidas mencionadas
m
arriba
a
contactte a su directoor, la persona aasignada al Tíítulo
IX/Admin
nistrador de Quejas
Q
del Acooso Escolar o a la :
Oficina pa
ara el Cumpliimiento de la E
Equidad Educcativa
Julie Hall-Panameñ
H
ño
Coordinad
dor de la Secciión 504 y el Tíítulo IX del D
Distrito
(21
13) 241 7682
Para
P
pregunta
as o quejas relacionadas con
n el empleadoo a empleado, estudiante a eempleado,
o diiscriminación u hostigamien
nto laboral coontacte a su diirector o a la:
Secció
ón de Igualdad
d de Oportuniidad de Empleeo
(21
13) 241 7685
Ambas oficin
nas están ubiccadas en:
Disstrito Escolar Unificado de Los Ángeles
333
3 South Bea
audry Avenuee - Piso 20
Los Án
ngeles, CA 900017
M
MEM-5818.2
O
Office of Generaal Counsel
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Attachment C

LOS ANGELES UNIFIED SCHOOL DISTRICT

SEXUAL HARASSMENT POLICY
The Los Angeles Unified School District (LAUSD) is committed to providing a working and learning environment
free from sexual harassment. The District prohibits sexual harassment of or by employees, students, or persons
doing business with or for the District on the basis of actual or perceived sex, sexual orientation, gender, gender
identity or gender expression. Failure to follow this policy is a violation of state and federal law.
Sexual harassment is defined by California Education Code § 212.5 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 educational 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
educational institution.
Upon witnessing an act of discrimination, harassment, intimidation and/or bullying based on actual or perceived
characteristics of a protected category (as enumerated above), school personnel are required to take immediate steps
to intervene when it is safe to do so. Reporting such conduct to an administrator or Title IX/Bullying Complaint
Manager can be an appropriate intervention. Once a school or office has notice of discriminatory, harassing,
intimidating or bullying conduct, whether carried out by employees, students, or third parties, it should take
immediate and appropriate steps to investigate or otherwise determine what occurred. School personnel are to take
prompt and effective steps reasonably calculated to end the conduct, eliminate a hostile environment, if one has
been created, and prevent the conduct from occurring again. These steps should be taken whether or not an
individual makes a complaint or asks the school or office to take action. This policy applies to all acts related to
school activity or school attendance within any school or office under the jurisdiction of the Superintendent of the
Los Angeles Unified School District.
Any student or employee of the District who believes that she or he has been a victim of sexual harassment should
bring the problem to the attention of the school-site administrator or the school’s Title IX/Bullying Complaint
Manager so that appropriate action may be taken to resolve the problem. The District prohibits retaliatory behavior
against anyone who files a sexual harassment complaint or any participant in the complaint investigation process.
Complaints must be promptly investigated in a way that respects the privacy of the parties concerned.
For inquiries about District policies and procedures related to sexual harassment,
including how to file a sexual harassment complaint contact:
Educational Equity Compliance Office

Julie Hall-Panameño
LAUSD Section 504 and Title IX Coordinator
(213) 241-7682
For inquiries or complaints related to employee-to-employee, student-to-employee, or
work/employment related discrimination or harassment, contact:
Equal Employment Opportunity Section
(213) 241-7685
Both Offices located at:

Los Angeles Unified School District
333 South Beaudry Avenue - 20th Floor
Los Angeles, CA 90017
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Attachment D

DISTRIT
TO ESCO
OLAR UN
NIFICAD
DO DE LO
OS ÁNGELES

POLÍT
P
TICA SOBRE
S
E EL A
ACOSO
O SEX
XUAL
El Diistrito Escolarr Unificado dee Los Ángeles está comprom
metido a propoorcionar un am
mbiente laboraal y de aprenddizaje libre deel
acosoo sexual. El Distrito
D
prohíb
be el acoso seexual hacia y departe de loos empleados,, los estudianttes o las perssonas haciendo
o
negoccios con o parra el Distrito en
e base al sex
xo real o percib
bido, orientacción sexual, iddentidad de géénero o expressión de género
o.
El inccumplimiento a esta políticaa es una violacción a las leyees estatales y ffederales.
d California § 212.5 comoo cualquier coonducta de índdole sexual no
o
El accoso sexual ess definido porr el Código dee Educación de
deseaada, pedir favo
ores sexuales y otra conduccta verbal, visu
ual o física dee naturaleza seexual hecha ppor un trabajaddor o cualquieer
otra ppersonal en el plantel educativo, bajo cuallquiera de las siguientes conndiciones:
 L
La rendición a la conducta se
s hace explíciita o implícitaamente como uuna condiciónn de empleo, eestatus académ
mico o ascenso
o
laboral.
 L
La rendición a la conducta del
d individuo o el rechazo dee la misma, ess usado como plataforma deel empleo o dee las decisiones
aacadémicas qu
ue afectan al in
ndividuo.
 L
La conducta tiene el propósiito o efecto dee causar un im
mpacto negativ o en el trabajoo, en el rendim
miento académ
mico o el efecto
o
dde crear un am
mbiente de trab
bajo o de estudio intimidantte, hostil u ofeensivo para el individuo.
 L
La rendición a la conducta del individuo
o o el rechazo de la misma se usa como bbase para cuallquier decisiónn que afecte al
a
inndividuo con respecto a lass prestaciones,, servicios, recconocimientoss, programas o actividades ddisponibles enn o a través deel
pplantel educatiivo.
a
de discrim
minación, hosstigamiento, in
ntimidación yy/o acoso escoolar basado enn las caracteríísticas reales o
Al prresenciar un acto
percibbidas de una categoría pro
otegida (como
o se enumerarron arriba), el personal del plantel educaativo está oblligado a tomaar
medidas inmediataas para interveenir siempre y cuando sea seguro hacerllo. Al reportaar tal conductta a un adminnistrador o a la
a Título IX/Ad
dministrador de
d Quejas del Acoso Escolaar puede hacerr una intervencción apropiadaa. Una vez que
persoona asignada al
el plaantel escolar u oficina teng
ga conocimien
nto de conducctas discriminnatorias, de hoostigamiento, de intimidaciión o de acoso
o
escollar, ya sean reaalizadas por lo
os empleados, estudiantes, o por terceras personas, debbe tomar mediidas inmediataas y apropiadaas
para investigar y determinar lo
o sucedido. El plantel escolar debe toomar medidass inmediatas y eficaces, raazonablemente
oner fin a la co
onducta, y elim
minar un ento
orno hostil, si ees que ha sidoo creado y evitar que la connducta vuelva a
calcuuladas, para po
ocurrrir. Estas mediidas se deben tomar aunquee el individuo no presente uuna queja, o biien si éste pidee al plantel esscolar u oficina
que tome medidas.. Esta política se aplica a tod
dos los actos relacionados
r
ccon la actividaad escolar o assistencia dentrro de cualquieer
j
deel Superintend
dente del Distrrito Escolar U
Unificado de Loos Ángeles.
plantel escolar u officina bajo la jurisdicción
nte o empleado
o del Distrito que
q cree que ha
h sido víctim
ma de acoso seexual debe llevvar la queja all administrado
or
Cualqquier estudian
del pllantel escolar o la persona asignada
a
al Títtulo IX/Admin
nistrador de Q
Quejas del Acooso Escolar paara que se tomen las medidaas
adecuuadas para ressolver el probllema. El Distrrito prohíbe laas represalias en contra de ccualquier perssona que presente una queja
de accoso sexual o cualquier partticipante en ell proceso de la investigacióón de la queja. Las quejas ddeberán ser invvestigadas con
n
pronttitud de una manera
m
que resp
pete la privaciidad de las parrtes involucraddas.
Para consulttas sobre las pollíticas del Distriito y los proced
dimientos relaciionados al acosoo sexual,
que incluye cómo presenta
ar un queja de aacoso sexual, coontacte:
Oficina para el Cumplimiento de la E
Equidad Educattiva

Julie Hall-Panameñ
H
ño
Coordin
nador de la Seccción 504 y el Títtulo IX del Disttrito
(213) 241 7682
Para pregu
untas o quejas relacionadas
r
co
on el empleado a empleado, esttudiante a empleado,
o discrim
minación u hostiigamiento laborral, comuníquesse a:
Seccción de Igualdad de Oportunid
dad de Empleo
(213) 241 7685
Ambas oficinas están ubicaadas en:
Distrito
D
Escolarr Unificado de L
Los Ángeles
333 South Beeaudry Avenue - Piso 20
Los Án
ngeles, CA 900117
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Attachment E

THE TITLE IX/BULLYING
COMPLAINT MANAGERS
FOR OUR SCHOOL ARE:
________________________________________________________
ROOM #

________________________________________________________
ROOM #

________________________________________________________
ROOM #

Report discrimination, harassment,
intimidation and bullying to any of the people
listed here or to any school administrator.

THEY CAN HELP!
MEM-5818.2
Office of General Counsel

June 23, 2014
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Attachment F

LOS ADMINISTRADORES DEL
TÍTULO IX/
ADMINISTRADORES DE
QUEJAS DE ACOSO ESCOLAR
DE NUESTRA ESCUELA SON:
________________________________________________________
SALÓN #

________________________________________________________
SALÓN #

________________________________________________________
SALÓN #

Reportar la discriminación, hostigamiento,
intimidación y el acoso escolar a cualquiera de las
personas mencionadas aquí o a los
administradores de la escuela.

¡ELLOS PUEDEN AYUDARLE!
MEM-5818.2
Office of General Counsel

June 23, 2014
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BOARD	
  RESOLUTION	
  REAFFIRMS	
  COMMITMENT	
  
TO	
  RESPECTFULL	
  TREATMENT	
  OF	
  ALL	
  PERSONS	
  
	
  
	
  
	
  

	
  	
  	
  	
  	
  “The	
  Los	
  Angeles	
  Unified	
  School	
  District	
  reaffirms	
  its	
  
policy	
  that	
  students	
  and	
  adults	
  in	
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Ask Ethics: (866) 322-5788 www.lausd.net/ethics
Building Trust
Inside and Out

Los Angeles Unified School District
Employee Code of Ethics
Adopted: 9/98; Revised: 12/00, 2/03
As employees of the Los Angeles Unified School District (LAUSD), our mission is to educate all students to their
maximum potential. Our success depends on our teamwork, trust and commitment. Our Code of Ethics is intended to help
us achieve success by setting common expectations and increasing trust, commitment and teamwork within the District,
and between the District and the community.
Core Principles
To help us achieve our mission, we are committed to three core ethical principles:
• Commitment to Excellence
• District and Personal Integrity
• Responsibility
Purpose
Our Code of Ethics helps develop trust by describing what the public can expect from us, and what we can expect from
each other and our District. It plays a central role in our District’s commitment to help District personnel achieve the
highest ethical standards in their professional activities and relationships. Our goal is to create a culture that fosters trust,
commitment to excellence and responsibility, personal and institutional integrity, and avoids conflicts of interest and
appearances of impropriety.
Application and Enforceability
The Code of Ethics applies to all District personnel including Board Members. Provisions of this Employee Code of Ethics
are supported by State law, and District Board and Personnel Commission Rules, regulations, bulletins and collective
bargaining agreements. Violations of this Code of Ethics may result in administrative or disciplinary action under those
laws, rules, regulations, bulletins and agreements.
Making Ethical Decisions
While the Code of Ethics provides general guidance, it does not provide a complete listing or a definitive answer to every
possible ethical situation. When making decisions, we should use good judgment to fulfill the spirit as well as the letter of
the Code. The References section of the Code lists other documents such as laws, rules, policies and bulletins that
provide more detailed guidance. When making decisions:
• Evaluate the situation and identify the ethical issues.
• Follow the rules. Consult the Code of Ethics, law, and District rules, regulations, bulletins, policies and procedures,
and apply them to the situation.
• Ask for guidance from your supervisor. If your supervisor is involved in the problem, contact his or her supervisor, or
the Ethics Office for help. Ask for help early—before you act.
• Make and carry out a decision that is consistent with the rules and develops excellence, integrity and responsibility.
Contacting the Ethics Office
For advice, help, training, copies of ethics publications, or more information on the ethics program visit our website or
contact us directly.
LAUSD Ethics Office
333. S. Beaudry Ave, 20th Floor
Los Angeles, California 90017
T: 213-241-3330
www.lausd.net/ethics

333 S. Beaudry Avenue, 20th Floor • Los Angeles • California 90017
Tel: (213) 241-3330 • Fax: (213) 241-3319
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Commitments and Expectations
To achieve our mission of educating students, we strive to create a District culture that fosters trust and focuses on
excellence. Our goal is to develop a culture that is personally fulfilling, supports ethical decision-making, and provides an
environment where hard work, creativity and innovation are the norm. To succeed, we must have the same expectations
about how we will practice our commitment to excellence, integrity and responsibility in our everyday work.

A. Commitment to Excellence. We are committed to being the best school district and personnel we can be, educating
our students to their maximum potential. Everything we do has an impact on the classroom.
1. Set the example. We are committed to providing the best example we can, striving to demonstrate excellence,
integrity and responsibility in our work.
2. Create an environment of trust, respect and non-discrimination. We are committed to creating an
environment of trust, care and respect. We will not tolerate discriminatory or harassing behavior of students or
colleagues.
3. Provide honest, accurate and timely information. We are committed to candor in our work relationships,
providing other District personnel including supervisors, senior staff and Board members with accurate, reliable
and timely information. We will not tolerate falsification or cheating.
4. Identify problems and help create solutions. We are committed to identifying areas for improvement within our
District, and suggesting and implementing solutions that make us more successful.
5. Keep policies, procedures and rules. Our rules, policies and procedures are the foundation of trust and how
our District conducts everyday business. They define our expectations and evaluation criteria. We are committed
to following our Code of Ethics, laws, and District rules, regulations, bulletins, policies and procedures,
recommending changes required to make them better, and will not tolerate improper conduct.
6. Report improper conduct. When someone does well, it reflects well on all of us. When we make a mistake, we
strive to correct it and learn from it. We are committed to reporting gross mismanagement, significant waste of
funds, abuse of authority, threats to safety, violations of our Code of Ethics, laws, rules, regulations, bulletins,
policies and procedures, or other conduct that damages our integrity or reputation, to our supervisor, the Ethics
Officer or the Inspector General.
7. Keep colleagues safe from retaliation. We are committed to creating a work environment where problems can
be reported and solved. We are prohibited from threatening, harassing, punishing or retaliating against employees
who make good faith complaints.

B. District and Personal Integrity. To maintain our integrity, we are committed to making decisions in the best interests
of the District. We will avoid conflicts of interest and the appearance of impropriety.
8. Avoid conflicts of interest and improper outside income. A conflict of interest can exist anytime our position
or decisions provide us a financial benefit or improper advantage. We are permitted to receive outside income as
long as it does not create a conflict with our District work. We are committed to declining outside income that
might be perceived as inconsistent, incompatible or in conflict with our official duties. We will not make decisions
or use our position for personal benefit or to gain an improper advantage.
9. Decline gifts. A gift is a benefit we receive for which we did not pay. Gifts can include merchandise, food, tickets,
use of facilities, investments, rebates or discounts not offered to the public, or forgiveness of debt from vendors,
lobbyists, parents, students or others. We will not accept gifts or gratuities in excess of $100 from a single source
in a single year (aggregate retail value) or that give the appearance that the gift improperly influenced our
decisions regardless of the amount. We will not solicit vendors, lobbyists, parents or others for anything that
provides us a personal benefit different from the public.
10. Improper influence of family members and associates. We are committed to abstaining from decisions that
could result in a direct benefit to a close relative or co-habitant including, but not limited to, hiring, promotion,
discipline, evaluation or direct supervision.
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11. Maintain appropriate relationships with students. We are committed to ensuring that employee-student
relationships are positive, professional and non-exploitative. We will not tolerate improper employee-student
relationships.
12. Keep procurement information confidential. To reinforce public trust and confidence in our procurement
processes, we are committed to ensuring that procurement information is kept confidential, used only in the
performance of our duties, and not released early to potential contractors.
13. Keep the contracting process objective. We are committed to making contract award recommendations in the
best interest of the District. From the time an RFP, specification or other contract document is issued until the staff
recommendation is made public (the contract’s board report is published by the Board Secretariat), we will not
have contact concerning the contract with contractors participating in the process or their representatives.
14. Future employment. In order to prevent conflicts of interest, District personnel are not permitted to discuss the
possibility of future employment with a person or organization that might benefit from their official decisions.
Contractors are required by the District to disclose all personnel, consultants and sub-contractors who were
employees of the District in the previous three years. The District will not contract with a contractor who
compensates a former District employee to influence an action on a matter pending with the District if that
employee, within the last twelve (12) months, held a District position in which the employee personally and
substantially participated in that matter. The District will not contract with a contractor that employs a former
District employee who, while serving in a District position within the last two years, substantially participated in the
development of the contract’s RFP, requirements, specifications or in any other part of the contracting process.
No former District official is permitted to lobby the District for one year after leaving the District. We are committed
to avoiding discussions about future employment with people or organizations who can benefit from our decisions,
and will not take or influence official actions that might benefit that person or organization.
15. Uphold District interests in hiring and promotion. We are committed to hiring and promoting District personnel
based on their qualifications and the job-criteria of the position, and will not tolerate improper practices.

C. Responsibility. We are committed to holding each other responsible for our performance as a District and as
individuals.
16. Proper use of public position. We are committed to ensuring that our power and authority are used in an
appropriate, positive manner that enhances the public interest and trust. We will not use our authority to
improperly influence people or obtain preferential treatment.
17. Proper use of public resources. Except for occasional and limited personal use that does not interfere with
performance of duties or create an appearance of impropriety, we are committed to ensuring that District facilities,
equipment, supplies, mailing lists or other District resources are used for District purposes only. Except for
occasional and limited personal use, we will not tolerate improper use of public resources, and will report and
reimburse the District for significant costs of any limited personal use.
18. Leadership of District personnel and use of District time. We are committed to ensuring that District personnel
are tasked to perform only District work on District working-time. We will not direct or permit District personnel to
perform personal services on District working time and will report such incidents to our supervisor, Ethics Officer
or Inspector General.
19. Uphold confidentiality. To achieve excellence, our District employees, parents and students must be able to
discuss issues frankly, and when appropriate, in confidence. We are committed to abiding by all laws and District
policies concerning confidential information, including student records, personnel files, agreements, and District
records and policies. We will not reveal confidential information, including meeting content and the sources of
comments, from staff, faculty, parent and closed Board of Education meetings.
20. Waivers. The LAUSD General Superintendent or his/her designee upon a showing of good cause may waive an
ethics prohibition in writing with notification to the Board of Education.
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References
These references can also provide additional information for sections 6-19. If you need further guidance, please contact
the Ethics Office or check the resources on our website at: www.lausd.net/ethics.

6. Report improper conduct.
• California Education Code 44110 (http://leginfo.ca.gov)
7. Keep colleagues safe from retaliation.
• LAUSD Whistleblower Policy
• Education Code 44113 (http://www.leginfo.ca.gov)
• LAUSD Personnel Commission Rule PC 902
8. Conflicts of interest and outside income.
• California Government Code Sections 87100, 87103, 87200, 1090, 1098, 1126 (http://www.leginfo.ca.gov)
• California Fair Political Practices Commission (www.fppc.ca.gov)
9. Decline gifts.
• California Government Code Sections 89500, 89503
• LAUSD Board Rule 1721
• California Fair Political Practices Commission (www.fppc.ca.gov)
10. Improper influence of family members and associates.
• California Government Code Sections 87100-87103 (http://www.leginfo.ca.gov)
• LAUSD Board Rule 1911
• LAUSD Personnel Commission Rule PC 720
11. Maintain appropriate relationships with students.
• California Education Code Section 44932
• LAUSD Personnel Commission Rule PC 902
12. Keep procurement information confidential.
• California Government Code Section 1098
• LAUSD Contractors and Consultants Code of Conduct Sections 11 and 12
13. Keep the contracting process objective.
• California Government Code Section 1098 (http://www.leginfo.ca.gov)
• LAUSD Board Rule 1821
• LAUSD Contractors and Consultants Code of Conduct Section 13a
14. Future employment.
• LAUSD Contractors and Consultants Code of Conduct Section 15
• California Business and Professions Code (http://www.leginfo.ca.gov)
15. Uphold District interests in hiring and promotion.
• LAUSD Board Rules 4200 and 4201(http://www.laspd.com/lausdboardrules.asp)
• LAUSD Personnel Commission Rules Sections VI and VII
19. Uphold confidentiality.
• California Government Code Section 1098 (http://www.leginfo.ca.gov)
• California Education Code Sections 49073-49079 (http://www.leginfo.ca.gov)
• LAUSD Board Rules 4200 and 4201 (http://www.laspd.com/lausdboardrules.asp)
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DATE:
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POLICY:

The Los Angeles Unified School District is committed to providing a safe and civil
learning and working environment. The District takes a strong position against bullying,
hazing, and any behavior that infringes on the safety or well-being of students, employees,
or any other persons within the District’s jurisdiction or interferes with learning or the
ability to teach. The District prohibits retaliation against anyone who files a complaint or
participates in the complaint investigation process.
District policy requires all schools and all personnel to promote mutual respect, tolerance
and acceptance among students and staff. “All students and staff of public primary,
elementary, middle and senior high schools have the inalienable right to attend campuses
which are safe, secure and peaceful” [Article 1, Section 28 (c) of the California State
Constitution]. Schools’ compliance with the Bullying and Hazing Policy and the Discipline
Foundation Policy is to be referenced in their Safe School Plan, Volume 1.
This policy shall encompass behaviors or actions that occur among students, District
employees and associated adults. The policy is applicable in all areas of the District’s
jurisdiction, including school and District-related activities, events, programs and traveling
to and from school.

MAJOR
CHANGES:

This bulletin replaces Bulletin No. 5212.1, Bullying and Hazing Policy (Student-toStudent, Adult-to-Student and Student-to-Adult) dated September 17, 2012, issued by the
Senior Deputy Superintendent School Operations. It reaffirms District policy against
bullying in all areas of the District’s jurisdiction, updates the definition and types of
bullying and provides recommendations on the investigations, monitoring, documentations
and communications regarding incidents of bullying and hazing.
Bullying, harassment and hazing between employees, elected parent officials, contracted
service providers and associated individuals are governed by BUL-5798.0, Workplace
Violence, Bullying and Threats (Adult to Adult) and in BUL-1325.1, Visitors to School
Campuses and Locked Campuses During Class Hours at All Schools.
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GUIDELINES: Bullying and hazing are part of a continuum of aggressive or violent behaviors. Some acts
of bullying or hazing may constitute other categories of misconduct, such as assault,
battery, child abuse, hate-motivated incident, criminal activity, or sexual harassment and,
as such, violate other District policies. In such cases, District personnel are obligated to
follow appropriate District reporting guidelines as detailed in the Related Resources
section of this policy bulletin.
I. DEFINITIONS
A. Bullying is any deliberate and unwanted severe or pervasive physical, verbal, or
electronic act* that has the intention of, or can be reasonably predicted to have the
effect of, one or more of the following:
1.
2.
3.
4.

Reasonable fear of harm to person or property.
Substantially detrimental effect on physical or mental health.
Substantial interference with academic performance.
Substantial interference with the ability to participate in or benefit from school
services, activities, or privilege.

* “Electronic act" means the creation and transmission originated on or off the
school site, by means of an electronic device, including, but not limited to, a
telephone, wireless telephone, or other wireless communication device,
computer, or pager, of a communication [CA Ed. Code § 48900 (2)(A)].
Impersonating a person through electronic means for purposes of harming,
intimidating, threatening or defrauding a person is a violation of California
Penal Code §§ 528.5 – 529.
B. Hazing is a method of initiation or pre-initiation into a pupil organization or body,
whether or not the organization or body is officially recognized by an educational
institution, which is likely to cause serious bodily injury, personal degradation or
disgrace resulting in physical or mental harm to a former, current, or prospective
pupil. Hazing does not include athletic events or school-sanctioned events [(CA Ed.
Code § 48900(q, r), CA Penal Code § 245.6)].
C. Students are any person enrolled in a Los Angeles Unified School District school,
including adult students. Adult students are also held to the guidelines associated
with their enrollment in an adult education program.
D. Associated individuals are non-students who are affiliated with the District,
including but not limited to parents/guardians, volunteers, vendors, contracted
service providers, former students, former employees, spouses, domestic partners,
and relatives or friends of employees or students.
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II. TYPES OF BULLYING
All incidents must meet the impact criteria of bullying to be considered as such:
A. Cyberbullying is committed by means of an electronic communication device, such
as a cellular phone, computer, or tablet. Cyberbullying may include messages,
texts, sounds, images, posts on social network, Internet websites, and the creation
of false profiles or credible impersonations of another actual person without their
consent (CA Ed. Code § 32261 (a-g), CA Penal Code §§ 528.5 – 529).
B. Physical bullying includes intentional, unwelcome acts of beating, biting, fighting,
hitting, kicking, poking, punching, pushing, shoving, spitting and tripping.
C. Social or relational bullying includes spreading rumors, manipulating relationships,
exclusion, blackmailing, isolating, rejecting, using peer pressure and ranking
personal characteristics.
D. Verbal and non-verbal bullying include gossiping, making rude noises, namecalling, spreading rumors, hurtful teasing and threatening gestures.
E. Playful teasing is good-natured joking and name-calling among friends with the
intention of building closeness. By contrast, bullying is malicious teasing among
individuals who are not friends with the intention of invoking harm, fear or
humiliation. Teasing may have the unintended outcome of invoking
embarrassment, whereas in bullying, invoking embarrassment is the intended goal.
Teasing and bullying may appear similar, but the differentiating variables are the
relationship between the parties and the intention of the perpetrators.
III. DISCRIMINATION AND HARASSMENT
All pupils have the right to participate in the educational process free from
discrimination and harassment. Discrimination is different treatment on the basis of a
protected category in the context of an educational program or activity, without a
legitimate nondiscriminatory reason, that interferes with or limits the ability of the
student to participate in or benefit from the services, activities or privileges provided
by the District. Protected categories include an individual's actual or perceived sex,
sexual orientation, gender, gender identity, gender expression, race or ethnicity, ethnic
group identification, ancestry, nationality, national origin, religion, color, mental or
physical disability, or age, as well as a person’s association with a person or group of
these protected categories, or any other basis protected by federal, state, local law,
ordinance, or regulation.
A. Sexual Harassment is unwelcome conduct of a sexual nature directed at or about an
individual on the basis of actual or perceived sex, sexual orientation, gender
identity or gender expression. Anti-gay and sexist epithets are forms of sexual
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harassment. Schools should investigate and respond to such incidents under the
guidelines of the relevant policy (see BUL-3349.1, Sexual Harassment Policy;
BUL-2047.0, Responding to and Reporting Hate-Motivated Incidents and Crimes
and BUL-6224.1, Transgender Students – Ensuring Equity and Nondiscrimination).
B. Hostile Environment Harassment occurs when: (1) the target is subjected to
unwelcome conduct related to a protected category; (2) the harassment is both
subjectively offensive to the target and would be objectively offensive to a
reasonable person of the same age and characteristics under the same
circumstances; and (3) the harassment is sufficiently severe, pervasive, or persistent
so as to interfere with or limit the target’s ability to participate in or benefit from an
educational program or activity.
IV. SCHOOL PRINCIPAL OR SITE ADMINISTRATOR(S) RESPONSIBILITIES
Safe campuses require a multi-faceted approach with strategies to prevent, respond to,
and recover from incidents of bullying and hazing. The school principal and site
administrators shall create an environment where the school community upholds the
standards of respect and civility and understands that bullying and hazing are
inappropriate, harmful and unacceptable. Toward this goal, schools shall:
A. Communicate with and ensure that all certificated and classified staff, activity
directors, and volunteers on campus:
1. Understand school and District policies regarding bullying and hazing.
2. Recognize the indicators of bullying and hazing.
3. Understand their individual responsibilities to respond to, intervene, and report
any act or incident of bullying or hazing.
4. Promote mutual respect and acceptance.
B. Provide instruction to ensure that students and staff are educated about appropriate
online behavior and cyberbullying awareness (see BUL-999.9, Responsible &
Acceptable Use Policy (RAUP) for District Computer and Network Systems; BUL5688.0, Social Media Policy for Employees and Associated Persons, and BUL6399.0, Social Media Policy for Students.)
C. Certify compliance with the Bullying and Hazing Policy and the Discipline
Foundation Policy in their Safe School Plan and Administrator Certification Form.
The District takes reported cases of bullying and hazing seriously and utilizes
positive behavior support strategies, progressive discipline, interventions, and
corrective measures to address inappropriate behaviors.
D. Identify the Title IX/Bullying Complaint Managers responsible for documenting
and managing complaints of bullying or hazing. The Complaint Manager must
maintain records of complaints of bullying or hazing (see Attachment M, sample
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Bullying Complaint Log).
E. Ensure that all reports of bullying or hazing are investigated and documented and
that appropriate interventions are implemented and monitored. There must be at
least one documentation of monitoring within 30 days and resolution within 60
days. For incidents of student misconduct related to bullying or hazing, document
the investigation, interventions, and resolution in the MiSiS Student Support
Module. Incidents that substantially disrupt school operations, require additional
resources or sustained monitoring, should also be documented in iSTAR (see BUL5269.2, Incident System Tracking Accountability Report).
F. Ensure that disciplinary actions are in compliance with District guidelines. Bullying
or hazing that warrants suspension or expulsion must be reviewed by the standards
set forth in BUL-5655.2, Guidelines for Student Suspension and BUL-6050.1,
Expulsion of Students - Policy and Procedures.
G. Peer-to-peer bullying typically does not rise to the level of suspected child abuse.
However, if child abuse is reasonably suspected, it must be reported to the
appropriate child protective agency (see BUL-1347.2, Child Abuse and Neglect
Reporting Requirements).
H. Display the English and Spanish Title IX/Bullying Complaint Manager posters
(Attachments E-H) in prominent locations such as in offices and classroom where
notices regarding rules, regulations, procedures, or standards of conduct are
regularly posted.
I. Post expectations of positive behavior throughout the school to communicate
norms of socially appropriate behavior for classrooms, restrooms, yard, eating
areas, and other school activities.
V. STAFF RESPONSIBILITIES
A. Model and enforce appropriate behavior by creating an environment where mutual
respect, tolerance, civility, and acceptance among students and staff are promoted,
and students understand that bullying and hazing are inappropriate, harmful, and
taken seriously.
B. Be familiar with the indicators of and appropriate responses to bullying and hazing.
C. Communicate and reinforce positive behavior expectations and norms for
classrooms, restrooms, yards, eating areas, and other school activities.
D. Discuss all aspects of the Bullying and Hazing Policy with students including
strategies to prevent, respond to, and report bullying and hazing (see Attachment
G-L, Title IX/Bullying Complaint Manager posters and BUL-999.9, Responsible
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& Acceptable Use Policy (RAUP) for District Computer and Network Systems).
E. Intervene immediately and safely with any act of discrimination, harassment,
intimidation, hazing or bullying.
F. Document incidents of bullying and hazing in MiSiS and/or iSTAR. Incidents that
exceed classroom management protocols should be referred to the Title
IX/Bullying Complaint Manager for follow up.
G. Report any complaints or incidents of bullying or hazing involving a District
employee to the site administrator immediately.
VI. TITLE IX/BULLYING COMPLAINT MANAGER RESPONSIBILITIES
A. The Title IX/Bullying Complaint Manager must ensure that the school employs a
comprehensive system through which allegations of bullying and hazing can be
safely and easily reported, and that the ensuing investigations, interventions,
monitoring, and resolution are documented (Attachment M, sample Bullying
Complaint Log). The principal or designee has the authority to delegate the tasks of
investigating, responding, documenting, and monitoring alleged bullying and
hazing. For incidents of student misconduct related to bullying or hazing, document
the investigation, interventions, and actions taken in the MiSiS Student Support
Module. Incidents that substantially disrupt school operations or require additional
resources or sustained monitoring should also be documented in iSTAR (see BUL5269.2, Incident System Tracking Accountability Report).
B. Ensure that the English and Spanish Title IX/Bullying Complaint Manager posters
(Attachments E-H) are displayed in prominent locations such as in offices and
classroom where notices regarding rules, regulations, procedures, or standards of
conduct are regularly posted.
VII. STUDENT RESPONSIBILITIES
Students are significant contributors toward creating a safe school environment.
Students should:
A. Be safe, respectful, and responsible for their actions at all times, during, before, and
after school, and during school-related events and activities.
B. Treat everyone with respect. Participate in school-wide efforts to celebrate
diversity. Be sensitive as to how others might perceive actions or words.
C. Practice safe and respectful behavior while on-line and while using electronic
devices. Electronic behavior that causes a substantial disruption to school, even if it
occurred during non-school hours, may be subject to disciplinary action, including
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suspension and expulsion as described in CA Ed. Code § 48900 (r).
D. Report bullying or hazing to the Title IX/Bullying Complaint Manager or a
District staff person.
E. Never engage in retaliatory behavior or ask, encourage, or consent to anyone to
retaliate on their behalf.
VIII.

RESPONDING TO BULLYING AND HAZING
It is imperative that schools investigate to determine if the behavior meets the
criteria of bullying and hazing, make efforts to prevent its recurrence, and provide
appropriate responsive actions. The following procedures should be followed in
addressing incidents:
A. Secure student safety.
B. Assure involved parties that allegations are taken seriously.
C. Obtain factual written statements from the involved parties and if appropriate,
witnesses (see Attachments A and B, Bullying and Hazing Complaint Form).
D. Provide the Title IX/Bullying Complaint Manager with copies of the complaint
and supportive documentation.
E. Investigate promptly and thoroughly.
F. Develop an action plan to respond to and monitor the behavior. An Individual
Student Safety Plan (Attachment D) and the No Bullying and Hazing Contract
(Attachments G and H) are resources to assist in documenting agreements and
interventions for the parties involved but are not required for all situations.
G. California Education Code Section 48900 stipulates that schools may respond
to bullying that is created by electronic means (i.e., cyberbullying) that
originated on or off of the school site if the incident meets the impact criteria of
bullying and can be reasonably predicted to have the effect of one or more of
the following:
1.
2.
3.
4.

Reasonable fear of harm to person or property.
Substantially detrimental effect on physical or mental health.
Substantial interference with academic performance.
Substantial interference with the ability to participate in or benefit from
school services, activities, or privileges.

H. For student misconduct related to bullying or hazing, document the
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investigation, interventions, and actions taken in the MiSiS Student Support
Module. Incidents that substantially disrupt school operations, or require
additional resources or sustained monitoring, should also be documented in
iSTAR (see BUL-5269.2, Incident System Tracking Accountability Report).
I. Consult with Administrator of Operations or Operations Coordinator in the
Educational Service Center (ESC) or Intensive Support and Innovation Center
(ISIC); Human Relations, Diversity and Equity; Educational Equity
Compliance Office; Student Discipline and Expulsion Support Unit; and other
offices as appropriate.
J. Confidentiality laws prohibit the sharing of information about a child to persons
other than the custodial parents/guardians and authorized staff. The
determination of findings and resolution must be documented and
communicated to the complainant (see Attachments E and F, sample Letter of
Findings). Upload any supportive documentation (e.g., Letter of Findings,
minutes from a meeting, or an Individual Student Safety Plan) to iSTAR or
MiSiS and give a copy to the Title IX/Bullying Complaint Manager.
K. Monitor to ensure that the misconduct has ceased. If there is a possibility that
the incident has not been resolved, document at least one follow-up within 30
days of the initial filing to indicate the status of the investigation and actions
taken. Within 60 days, document how the incident has been resolved.
L. Targets and perpetrators of bullying and hazing may benefit from support to reengage with the school community (see BUL-6231.0, Discipline Foundation
Policy: School Wide Positive Behavior Intervention and Support). Interventions
should be reasonable, fair, age-appropriate, match the severity and nature of the
misbehavior, and be paired with meaningful instruction and guidance.
M. Bullying, hazing or harassment that is based on the person’s actual or perceived
characteristics or association with any protected classes, may also constitute
discrimination or a hate-motivated incident and must be investigated (see BUL2047.0, Responding to and Reporting Hate-Motivated Incidents and Crimes).
The school will follow its standard procedures of documenting its investigation,
intervention, and monitoring. The Educational Equity Compliance Office can
provide technical assistance as needed.
N. Peer-to-peer bullying typically does not rise to the level of suspected child
abuse. However, if child abuse is reasonably suspected, it must be reported to
the appropriate child protective agency (see BUL-1347.2, Child Abuse and
Neglect Reporting Requirements).
O. The determination of findings and resolution must be documented and
communicated to the complainant (see Attachments E and F).
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P. Complainants who disagree with the outcome of a bullying or hazing complaint
may appeal the decision with the ESC or ISIC Administrator of Operations.
Complainants who are still dissatisfied with the response may appeal at the
central office level through Human Relations, Diversity and Equity. Hatemotivated incidents and bullying or harassment on the basis of a protected class
can be appealed to Educational Equity Compliance through the Uniform
Complaint Procedure.
IX.

MONITORING AND EVALUATION
Data collection and analysis are critical tools that can inform efforts to create and
refine school wide, classroom and individual student interventions to promote a
positive school culture.
Every school has a School Safety Committee that is “accountable for writing,
implementing, monitoring, and evaluating a comprehensive, integrated plan unique
to its health and safety needs” (Safe School Plan, Volume 1). Schools also have a
discipline review team “to support and monitor the implementation of the schoolwide positive behavior intervention and support policy; to evaluate the outcomes;
and to modify strategies as needed” (see BUL-6231.0, Discipline Foundation
Policy: School Wide Positive Behavior Intervention and Support).
The Safe School Committee and the Discipline Review Team examine bullying and
hazing from the lenses of prevention and intervention/response. They recognize
that bullying and hazing are important indicators of school safety evaluate the
efficacy of the school’s bullying and hazing prevention and response efforts.
Numerous metrics can be considered in an evaluation of positive school
engagement. The Safe School Committee and the Discipline Review Team must
maintain minutes of their meetings with an agenda, sign-in sheet, a log of the data
they reviewed and next steps. External variables can inflate or suppress the number
of bullying reports. Improved accuracy in reporting is a more reliable measure than
a change in the number of reports. The following indicators may be considered in
evaluating school climate:
1. Reporting patterns of allegations of bullying and hazing
2. Decrease of chronic bullying and/or hazing
3. Disciplinary office referrals, interventions and disciplinary action generated
from the MiSiS Student Support Module
4. Incident reports generated from iSTAR
5. Title IX/Bullying Complaint Manager complaint logs
6. School Experience Survey
7. Overall climate for traditionally stigmatized or vulnerable populations, such
as lesbian, gay, bisexual, transgender students, and students with
disabilities, as evidenced through bias-related incidents on campus.
8. School-wide efforts to increase student engagement, such as Gay Straight
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Alliances, restorative justice practice, and student-led social justice
campaigns
X. RESOLUTION OF INCIDENTS OF BULLYING
Reported allegations of bullying must be investigated, monitored, and documented
within 30 calendar days and resolved within 60 calendar days. “Resolution” means that
an incident has been investigated and appropriate interventions have been taken to
reasonably ensure that the specific behavior has ceased. A new incident should be
regarded as a new report and investigated accordingly, unless it is determined to be a
continuation of the initial complaint, in which case, the initial complaint could be
reopened.
The determination of findings and resolution must be documented and communicated
to the complainant (see Attachments E and F).
XI. CONFIDENTIALITY AND NON-RETALIATION
The reports and investigations of bullying or hazing shall respect the privacy of all
parties to the fullest extent possible. Every effort shall be made to limit the distribution
of information to those personnel who need to know within the confines of the
District’s reporting procedures and investigation process.
The District will not tolerate retaliation against anyone who reports suspected bullying
or hazing or participates in the investigation process. Confidentiality and nonretaliation requirements extend to all parties involved.
AUTHORITY:

This is a policy of the Superintendent of Schools. The following legal authorities are
applied in this policy:
California Constitution, Article I § 28(c)
California Education Code §§ 200, 220, 233, 234.1
California Education Code §§ 32228 et seq.
California Education Code §§ 32260 et seq.
California Education Code §§ 35160 et seq.
California Education Code §§ 35294.1 et seq.
California Education Code §§ 48900 (q - r)
California Penal Code § 245.6
California Penal Code §§ 422.55-422.57
California Penal Code §§ 528.5 – 529
http://leginfo.legislature.ca.gov/faces/billNavClient.xhtml?bill_id=201320140AB256

RELATED
RESOURCES:

Board Resolution, Development of Bullying Policy, passed November 27, 2001
Board Resolution, To Enforce the Respectful Treatment of All Persons, passed October
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10, 1988
Administrator Certification, Memorandum issued annually by the Office of the
Superintendent
Child Abuse and Neglect Reporting Requirements, BUL-1347.2, dated July 1, 2011
Code of Conduct with Students- Distribution and Dissemination Requirement, BUL5167.0, dated July 1, 2010
Discipline Foundation Policy: School-Wide Positive Behavior Support, BUL-6231.0
dated February 14, 2014
Employee Inappropriate Conduct Allegation Policy and Procedures, BUL-6211.0,
dated December 20, 2013
Expulsion of Students - Policy and Procedures, BUL-6050.1, dated August 19, 2013
Guidelines and Procedures Relating To Student Behavior On School Bus, BUL-6385.0,
dated September 29, 2014
Guidelines for Student Suspension, BUL-5655.2, dated August 19, 2013
Incident System Tracking Accountability Report, BUL-5269.2, July 10, 2013
LAUSDMAX Discipline Module Required Usage, BUL-5808.2, dated September 27,
2013
Name and/or Gender of Pupils for Purposes of School Records, BUL-5703.2, dated
July 17, 2014
Nondiscrimination Required Notices and Ordering of Student Brochures, issued
annually
Opportunity Transfer (OTs) - Policy and Procedures, BUL-6362.0, dated August 14,
2014
Policy Regarding Internet Safety for Students, BUL-5181.2, dated June 1, 2013
Responding to and Reporting Hate-Motivated Incidents and Crimes, BUL-2047.0,
dated October 10, 2005
Responsible & Acceptable Use Policy (RAUP) for District Computer and Network
Systems, BUL-999.9, dated November 3, 2014
Safe School Plan - Volume 1 (CSHS Plan, Prevention Programs), issued annually
Sexual Harassment Policy (Student-to-Student, Adult-to-Student and Student-toAdult), BUL-3349.1, dated August 6, 2014
Social Media Policy for Employees and Associated Persons, BUL-5688.0, dated
February 1, 2012
Social Media Policy for Students, BUL-6399.0, dated October 9, 2014
Suicide Prevention, Intervention and Postvention (Students), BUL-2637.1, dated July
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16, 2012
Threat Assessment and Management, (Student-to-Student, Student-to-Adult), BUL5799.0, dated July 16, 2012
Title IX Policy/Complaint Procedures, BUL-2521.1, dated June 7, 2006
Transgender Students-Ensuring Equity and Nondiscrimination, BUL-6224.1, dated
August 15, 2014
Uniform Complaint Procedures (UCP), BUL-5159.3, dated May 15, 2014
Use of Cellular Telephones and Other Electronic Devices by Students, BUL-5468.0,
dated May 4, 2011
Visitors To School Campuses and Locked Campuses During Class Hours at All
Schools, BUL-1325.1, dated December 7, 2009
Workplace Violence, Bullying and Threats (Adult to Adult), BUL-5798.0, dated July
16, 2012
ASSISTANCE:

For further information, to ask questions, to seek assistance, or for related resources,
contact any of the following District offices:
Crisis Counseling and Intervention Services - (213) 241-8264
Division of Special Education, Behavior Support Office - (213) 241-8051
Educational Equity Compliance Office - (213) 241-7682, http://achieve.lausd.net/eeco
Educational Service Center Operations Coordinators
Health Education Programs Office - (213) 241-3508
Human Relations, Diversity and Equity - (213) 241-5337
http://achieve.lausd.net/human-relations
Interscholastic Athletics Office - (213) 241-5847
Los Angeles School Police Department - (213) 625-6631
Office of General Counsel - (213) 241-7600
Office of School Operations - (213) 241-5337
School Mental Health - (213) 241-3841
Student Discipline and Expulsion Support Unit - (213) 202-7555

ATTACHMENTS:

Attachment A: Bullying and Hazing Complaint Form, English
Attachment B: Bullying and Hazing Complaint Form, Spanish
Attachment C: Bullying and Hazing Complaint Response Worksheet
Attachment D: Sample Individualized Student Safety Plan
Attachment E: Sample Response Letter to Complainant, English
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Attachment F: Sample Response Letter to Complainant, Spanish
Attachment G: No Bullying or Hazing Contract, English
Attachment H: No Bullying or Hazing Contract, Spanish
Attachment I: Title IX/Bullying Complaint Manager Poster, Secondary, English
Attachment J: Title IX/Bullying Complaint Manager Poster, Secondary, Spanish
Attachment K: Title IX/Bullying Complaint Manager Poster, Elementary,
English
Attachment L: Title IX/Bullying Complaint Manager Poster, Elementary,
Spanish
Attachment M: Sample Bullying Complaint Log
Attachment N: Together We Stand Against Bullying Brochure, English
Attachment O: Together We Stand Against Bullying Brochure, Spanish
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Los Angeles Unified School District
Employee Attendance Policy

While the vast majority of employees have a strong commitment to their work and
excellent attendance, it is also clear that unnecessary absenteeism has a negative impact
upon student achievement due to interruption of the continuity of instruction, and results
in reduced productivity, loss of service, and significant costs to the Los Angeles Unified
School District (“LAUSD”). The LAUSD Board of Education expects:
•

Employees to maintain regular attendance and avoid absenteeism;

•

Employees to work every hour that they are assigned;

•

Employees to be at their work stations on time every working day;

•

Employees to comply with legal restrictions, LAUSD policy and procedures, and
the respective collective bargaining rules regarding reporting of absence and
providing appropriate documentation;

•

Supervisors to explain and insist upon regular attendance, maintain accurate
employee attendance records, monitor employee attendance, provide performance
feedback to employees and enforce all employee attendance policies and
standards through employee performance evaluations and discipline processes.

•

The District will make every attempt to avoid scheduling activities that contribute
to staff absenteeism.

LAUSD seeks to assist administrators and supervisors to efficiently manage attendance,
improve employee effectiveness through reduced absenteeism, and guide employees in
appropriate use of illness and personal necessity time. Illness leaves are provided to ease
the financial burden on employees who are unavoidably required to be absent from duty
due to legitimate illness, injury, or personal necessity. Personal necessity leaves are
provided for only eleven specific causes. Employees who use illness and personal
necessity leaves for unauthorized reasons are in violation of District policy and related
laws. Failure to comply with this policy can result in appropriate disciplinary action, up
to and including termination.

Reference: Bd. Of Ed. Report No. 393 – 0304

Adopted 7/13/04
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TITLE:

Policy Regarding Internet Safety for Students

ROUTING
Administrators
Principals
Teachers
Parent Community
Representatives

NUMBER:

BUL-5181.2

ISSUER:

Ronald S. Chandler,
Chief Information Officer

DATE:

June 1, 2013

POLICY:

All students who are provided access to the Internet must participate in an Internet
Safety Education Program. Teachers, administrators, and staff are responsible to
provide Internet safety education and must comply with this policy.

MAJOR CHANGES:

Changes have been made to accommodate and clarify more strict Federal laws around
accountability.

BACKGROUND:

The use of the Internet in schools and at home can have a major positive impact on a
student’s education. The use of the Internet also presents certain risks, which can be
reduced greatly when students learn how to use their online access safely and
appropriately.
State and Federal laws require K-12 institutions to provide a safe learning environment,
which includes Internet use at schools. The Protecting Children in the 21st Century Act
was signed into law in October 2008 as part of the Broadband Data Improvement Act.
In November 2009, the Federal Communications Commission (FCC) proposed
rules and procedures for implementing this legislation, including the following:
• “The Internet safety policy adopted and enforced pursuant to 47 U.S.C. 254(h) …
must educate minors about appropriate online behavior, including interacting with
other individuals on social networking websites and in chat rooms and cyber bullying
awareness and response.”
• “A recipient of E-rate funding for Internet access and internal connections should be
required to certify, on its FCC Form 486 for funding year 2010, that it has updated its
Internet safety policy to include plans for educating minors about appropriate online
behavior … as required by the Protecting Children in the 21st Century

PROCEDURES:

LAUSD’s network infrastructure that provides Internet access to students is
supported in large part through the Federal E-rate program. Participating in Erate as well as other Federal funds requires all schools to comply with Bulletin
999.5: Acceptable Use Policy (AUP) for District Computer and Network
Systems (May 1, 2012).
Schools providing Internet access to students must educate their students in
accordance to the Protecting Children in the 21st Century Act, described
above.
In an effort to make compliance with the law and provide a safe online
environment for students and staff, several free resources that can be used by
elementary, middle, and high schools. These resources can be found at

BUL-5181.2
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http://edtech.lausd.net/safety.
School site principals must certify that education was provided to all students
about appropriate online behavior, including interacting with other individuals
on social networking websites and in chat rooms and cyber bullying awareness
and response to assure compliance with Federal law.
Using the age appropriate resources available at http://edtech.lausd.net/safety,
principals may:
•
•
RELATED
RESOURCES:

•

•

•
•
•
•
CONTACTS:

Hold a school assembly (or set of assemblies)
Ask teachers that educate their students

Administrator Certification Online System – 2012-13, MEM-4207.6, dated
August 13, 2013, issued by the Senior Deputy Superintendent, School
Operations
Anti bullying policy (In Schools, at School-Related Events, and Traveling to
and from School), Bulletin No. BUL-1038.1, dated August 16, 2004, issued by
the Office of the Chief Operating Officer
Social Media Policy for Employees and Associated Persons, Bulletin No. BUL5688.0, dated February 1, 2012, issued by the Office of the Superintendent
http://edtech.lausd.net/safety
http://www.lausd.net/lausd/techplan
http://edtech.lausd.net

For further information, please contact Dr. Themy Sparangis
(themy.sparangis@lausd.net), Chief Technology Director by email at
themy.sparangis@lausd.net or by telephone at (323) 224-2240
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TITLE:

Suicide Prevention, Intervention and Postvention
(Students)

NUMBER:

BUL-2637.1

ISSUER:

Michelle King, Senior Deputy Superintendent
School Operations

ROUTING
All Employees
All Locations

Rene Gonzalez, Executive Director
Student Health and Human Services

DATE:

July 16, 2012

POLICY:

The Los Angeles Unified School District (LAUSD) is committed to providing a safe,
civil and secure school environment. It is the District’s charge to respond
appropriately to a student expressing or exhibiting suicidal ideation or behaviors and
to follow-up in the aftermath of a completed suicide.
This policy is applicable to all schools, District and school-related activities and in
all areas within the District’s jurisdiction.
For guidelines regarding adults with suicidal ideation or behaviors, refer to BUL5798.0 Workplace Violence, Bullying and Threats (Adult-to-Adult), July16, 2012.

MAJOR
CHANGES:

This Bulletin replaces BUL-2637.0 Youth Suicide Prevention Program, on the same
subject issued by Student Health and Human Services, dated July 1, 2006. This
bulletin also incorporates MEM-3342.0 Forms of the Youth Suicide Prevention
Program, issued by Student Health and Human Services, dated October 3, 2006. It
provides updated information and clarification of guidelines and practices for
addressing suicide prevention, intervention, postvention and self-injury in youth.

PURPOSE:

The purpose of this bulletin is to outline administrative procedures for intervening
with suicidal and self-injurious students and offer guidelines to school site crisis
teams in the aftermath of a student death by suicide.

BACKGROUND: In 2009, LAUSD’s Youth Risk Behavior Survey indicated that over 30% of students
reported a prolonged sense of sadness or hopelessness over the past year and nearly
13% of students seriously considered attempting suicide. Furthermore, 8.8% of
LAUSD students reported they actually attempted suicide over the past year
compared to 6.3% of students nationwide.
Suicide is not the result of one issue, but is a manifestation of multiple, complex
problems of child/adolescent development and adjustment. School personnel are
instrumental in helping to save lives by identifying students at-risk and linking them
to essential school and community mental health resources.
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GUIDELINES:

I.

DEFINITIONS
Self-Injury
Self-injury is the act of deliberately harming one’s own body, such as cutting
or burning oneself. Although self-injury often lacks suicidal intent, youth
who self-injure are more likely to attempt suicide. Self-injury is an
unhealthy way to cope with emotional pain, intense anger and/or frustration.
Warning Signs
Warning signs are behaviors that may signal the presence of suicidal
thinking. They might be considered “cries for help” or “invitations to
intervene.” Warning signs indicate the need to inquire directly about whether
the individual has thoughts of suicide or self-injury. Warning signs include
the following: suicide threat; suicide notes and plans; prior suicidal behavior;
making final arrangements; preoccupation with death; changes in behavior,
appearance, thoughts and/or feelings.

II.

RESPONSIBILITIES OF DISTRICT EMPLOYEES
All District employees are expected to:
• Inform the school site administrator/designee immediately or as soon as
possible of any concerns, reports or behaviors relating to student suicide
or self-injury.
• Adhere to the Suicide Prevention, Intervention and Postvention (SPIP)
policy and act in accordance with the policy.
A. Administrator or Designee must:
1. Respond to reports of students at risk for suicide immediately or as
soon as possible.
2. Monitor and follow-up to ensure that the risk has been mitigated
through support and resources.
3. Establish a safe, respectful and welcoming school environment.
4. Ensure that the SPIP policy is implemented.
B. Educational Service Center (ESC) Administrators and Staff must:
1. Be responsible for enforcing the SPIP policy.
2. Designate ESC staff to ensure the implementation of the SPIP policy
and provide guidance and support, as needed, to the school site.
C. Central Office Staff must:
1. Support the SPIP policy by assisting ESCs and schools with guidance
and consultation, as needed.
2. Align this policy with related District initiatives.
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III.

PREVENTION
Suicide prevention involves school-wide activities and programs that
enhance connectedness, contribute to a safe and nurturing environment and
strengthen protective factors that reduce risk for students. Prevention
includes:
A. Promoting and reinforcing the development of desirable behavior such as
help seeking behaviors and healthy problem-solving skills.
B. Increasing staff, student and parent/guardian knowledge and awareness of
risk factors and warning signs of youth suicide and self-injury.
C. Monitoring and being involved in young people’s lives by giving
structure, guidance and consistent, fair discipline.
D. Modeling and teaching desirable skills and behavior.
E. Promoting access to school and community resources.
For information and resources related to suicide prevention, visit
http://suicideprevention.lausd.net.

IV.

INTERVENTION: PROTOCOL FOR RESPONDING TO STUDENTS
AT RISK FOR SUICIDE AND/OR SELF-INJURY
The following are general procedures for the administrator/designee to
respond to any reports of students at risk for suicide and/or exhibiting selfinjurious behaviors in schools, at District and school-related activities and in
all areas within the District’s jurisdiction. (See Attachment A, Protocol for
Responding to Students At Risk for Suicide/Self-Injury for an abbreviated
version of the protocol indicated below.)

The urgency of the situation will dictate the order and applicability in which
the subsequent steps are followed.
A. Respond Immediately
1. Report concerns or incidents to the administrator/designee
immediately or as soon as possible. Make direct contact with the
administrator/designee. For example, do not leave a note in their
mailbox, send an e-mail, leave a voicemail or wait until the end of the
day to report concerns about a student at risk for suicide.
2. Ensure that any student sent to the office for assessment is
accompanied by a staff member, not a student. Do not leave the
student unsupervised.
B. Secure the Safety of the Student
1. Supervise the student at all times.
2. For immediate, emergency life threatening situations call 911.
3. If a student is agitated, unable to be contained or for immediate
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assistance, contact the Los Angeles School Police Department
(LASPD) (213) 625-6631 or the local law enforcement agency.
4. District employees should not transport students exhibiting the
behaviors noted above. This does not pertain to LASPD officers.
5. Contact law enforcement to conduct a welfare check, as appropriate.
6. For technical assistance and consultation, contact School Mental
Health Crisis Counseling and Intervention Services (SMH CCIS) at
(213) 241-3841.
C. Assess for Suicide Risk
1. The administrator/designee collaborates with the designated school
site crisis team member and at least one other school site crisis team
member to determine level of risk (see Table 1, Levels of Suicide
Risk).
2. The student should be supervised at all times by another designated
staff member.
3. The administrator/designee or designated crisis team member should
gather essential background information that will help with assessing
the student’s risk for suicide (e.g., what the student said or did,
information that prompted concern or suspicion, copies of any
concerning writings or drawings).
4. Phone calls for consultation should be made in a confidential setting
and not in the presence of the student of concern.
5. The administrator/designee or the designated school site crisis team
member should meet with the student to complete a risk assessment
using Attachment B, Suicide Risk Assessment Checklist. The
questions should be used as a guide while assessing the student and
should not be read directly to them.
6. For assistance and consultation, contact ESC Operations Staff, call
SMH CCIS at (213) 241-3841 or see Attachment C, Resource List for
additional phone numbers.
The privacy of all students should be protected at ALL times, disclose
information only on a need to know basis.
Table 1. Levels of Suicide Risk
LEVELS
DEFINITION
Low Risk Does not pose
imminent danger to
self; insufficient
evidence for suicide
potential.

INDICATORS
Passing thoughts of suicide; no plan; no
previous attempts; no access to weapons or
means; no recent losses; support system is
in place; no alcohol/substance abuse; some
depressed mood/affect; evidence of
thoughts found in notebooks, internet
postings, drawings; sudden changes in
personality/behavior (e.g., distracted,
hopeless, academically disengaged).
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Moderate
Risk

High Risk

May pose imminent
danger to self, but
there is insufficient
evidence to
demonstrate a viable
plan of action to do
harm.
Poses imminent
danger to self with a
viable plan to do
harm; exhibits
extreme and/or
persistent
inappropriate
behaviors; sufficient
evidence for violence
potential; qualifies for
immediate arrest or
hospitalization.

Thoughts of suicide; plan with some
specifics; unsure of intent; previous
attempts and/or hospitalization; difficulty
naming future plans; past history of
substance use, with possible current
intoxication; self-injurious behavior; recent
trauma (e.g., loss, victimization).
Current thoughts of suicide; plan with
specifics, indicating when, where and how;
access to weapons or means in hand;
finalizing arrangements (e.g., giving away
prized possessions, good-bye messages in
writing, text, on social networking sites);
isolated and withdrawn; current sense of
hopelessness; previous attempts; no support
system; currently abusing
alcohol/substances; mental health history;
precipitating events, such as loss of loved
one, traumatic event, or bullying.

D. Suspected Child Abuse or Neglect
If child abuse by a parent/guardian is suspected or there is reasonable
suspicion that contacting the parent may escalate the student’s current
level of risk, and/or the parents/guardians are contacted and unwilling to
respond, report the incident to the appropriate child protective services
agency following the District’s Child Abuse and Reporting Requirements,
BUL-1347.2. This report should include information about the student’s
suicide risk level and any concerning ideations or behaviors. The
reporting party must follow directives, as indicated by the child
protective services agency personnel.
E. Determine Appropriate Action Plan
1. The administrator/designee should collaborate with the designated
school site crisis team member and at least one other school site crisis
team member to determine appropriate action based on level of risk
(see Table 2, Action Plan).
2. If the Psychiatric Mobile Response Team (PMRT) or law
enforcement determines that the student will be transported to an
emergency mental health hospital, the school site administrator
should designate a certificated staff member to accompany the
student.
3. The administrator/designee or designated school site crisis team
member should contact the parent/guardian or consult the emergency
card for an appropriate third party. Communication with
parent/guardian may include:
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a. Communicating concerns and making recommendations for safety
in the home (e.g., securing firearms, medications, cleaning
supplies, cutlery, razor blades).
b. Providing school and/or local community mental health resources.
Students with private health insurance should be referred to their
provider.
c. Facilitating contact with community agencies and following-up to
ensure access to services.
d. Providing a copy of Attachment D, General Guidelines for
Parents (Elementary) or Attachment E, General Guidelines for
Parents (Secondary). For handouts in additional languages, visit
http://suicideprevention.lausd.net.
e. Obtaining parent/guardian permission to release and exchange
information with community agency staff using Attachment F,
Parent Authorization for Release/Exchange of Information.
Table 2. Action Plan
LEVEL OF
ACTION PLAN
RISK
Reassure and supervise student; communicate concerns with
Low Risk
parent/guardian (see Section IV E 3); assist in connecting with
school and community resources, including crisis lines;
mobilize a support system; develop a safety plan that identifies
caring adults, appropriate communication and coping skills;
establish a follow-up plan and monitor, as needed.
Moderate and Supervise student at all times (including restrooms); contact the
Los Angeles County Department of Mental Health ACCESS
High Risk
(800) 854-7771 for a mental health evaluation to evaluate for
possible hospitalization; notify and hand off student to
parent/guardian who commits to seek immediate mental health
assessment (see Section IV D, Suspected Child Abuse or
Neglect), law enforcement or psychiatric mobile responder;
establish a follow-up and/or re-entry plan and monitor, as
needed.
F. Determine Appropriate Follow-up Plan
The follow-up plan will be based upon severity and potential risk. There
are circumstances that might increase a student’s suicide risk. Examples
may include bullying, suspension, expulsion, relationship problems,
significant loss, interpersonal conflict, or sexual orientation/gender bias
(see Section VII-Responding to Students Who Are Targets of LGBTQ
Bias).
The follow-up plan determined by the team should be documented and
managed by the school site administrator/designee. Actions may include:
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1. Develop a safety plan.
a. Identify caring adults in the school, home and community
environment.
b. Discuss and identify helpful coping skills.
c. Provide after hours resource numbers, Suicide Prevention Crisis
Line (877) 727-474. For additional resources, see Attachment C,
Resource List.
2. Mobilize a support system and provide resources.
a. Connect student and family with social, school and community
supports.
b. For mental/physical health services, refer the student to School
Mental Health, a community resource provider, or their health
care provider.
3. Monitor and manage.
a. The administrator/designee should monitor and manage the case
as it develops and until it has been determined that the individual
no longer poses an immediate threat to self.
b. Maintain consistent communication with appropriate parties on a
need to know basis.
c. Plan for re-entry, as needed (see Section IV G, Student Re-entry
Guidelines).
G. Student Re-entry Guidelines
1. A student returning to school following hospitalization, including
psychiatric and drug or alcohol inpatient treatment, must have written
permission by the health care provider to attend school (see
Attachment H, Medical Clearance for Return to School).
2. If the student has been out of school for any length of time, including
mental health hospitalization, the school site administrator/designee
may consider holding a re-entry meeting with key support staff,
parents, and student to facilitate a successful transition. See
Attachment G, Student Re-entry Guidelines for a checklist of action
items to consider.
3. As appropriate, consider an assessment for special education for a
student whose behavioral and emotional needs effect their ability to
benefit from their educational program (see REF-5578.0 Guidelines
for Individualized Education Program Teams Regarding the SocialEmotional Needs of Students with Disabilities, October 17, 2011).
4. If the student is transferred to another school or location, the site
administrator/designee should communicate with the receiving school
to assist with the transition and ensure continued support services for
the student. See Attachment G, Student Re-entry Guidelines for a
checklist of action items to consider.
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H. Document All Actions
1. The administrator/designee shall maintain records and documentation
of actions taken at the school for each case by completing an incident
report and Risk Assessment Referral Data (RARD) in the Incident
System Tracking Accountability Report (iSTAR).
2. If the student is assessed by a member of the crisis response team
who does not have reporting access to iSTAR, the crisis team member
should complete Attachment I, RARD and submit it to the school site
administrator within 24 hours or by the end of the next school day, for
submission on iSTAR. The RARD should no longer be mailed to
School Mental Health.
3. Notes, documents and records related to the incident are considered
confidential information and remain privileged to authorized
personnel. These notes should be kept in a confidential file separate
and apart from the student’s cumulative records.
4. If a student for whom a RARD has been completed transfers to a
school within or outside the District, the sending school may contact
the receiving school to share information and concerns, as
appropriate, to facilitate a successful supportive transition.
V.

RESPONDING TO STUDENTS WHO SELF-INJURE
Self-injury is the act of deliberately harming one’s own body, such as cutting
or burning oneself. Although self-injury often lacks suicidal intent, youth
who self-injure are more likely to attempt suicide. Therefore, it is important
to assess students who cut or exhibit other types of self-injurious behaviors
for suicidal ideation.
A. Indicators of Self-Injury
• Frequent or unexplained bruises, scars, cuts or burns.
• Consistent, inappropriate use of clothing to conceal wounds (e.g.,
long sleeves or turtle necks, especially in hot weather; bracelets to
cover the wrists; not wanting to change for PE)
• Possession of sharp implements (e.g., razor blades, shards of glass,
thumb tacks)
• Evidence of self-injury (e.g., journals, drawings, social networking
sites)
B. Protocol for Responding to a Student who Self-Injures
1. Respond immediately or as soon as possible.
2. Supervise the student.
3. Assess for suicide risk using the protocol outlined in Section IV.
4. Communicate with and involve the parent/guardian, even if the
student is not suicidal, so the behavior may be addressed as soon as
possible. Provide the handout Self-Injury and Youth - General
Guidelines for Parents (see Attachment J). For handouts in additional
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5.
6.
7.
8.
9.

languages, visit http://suicideprevention.lausd.net.
Encourage appropriate coping and problem-solving skills; do not
discourage self-injury.
Listen with calm and caring; reacting in an angry or shocked manner
or using punishment may inadvertently increase self-injurious
behaviors.
Provide resources.
Identify a support system at home and at school.
Document all actions in the RARD on iSTAR.

C. Self-Injury and Contagion
Self-injurious behaviors may be imitated by other students and can spread
across grade levels, peer groups and schools. The following are
guidelines for addressing self-injurious behaviors among a group of
students:
1. Respond immediately or as soon as possible.
2. Respond individually to students, but try to identify peers and friends
who may also be engaging in self-injurious behaviors.
3. As students are identified, they should be supervised in separate
locations.
4. Each student should be assessed for suicide risk individually using
the protocol outlined in Section IV.
5. If the self-injurious behavior involves a group of students, the
assessment of each student individually will often identify a student
whose behaviors have encouraged the behaviors of others. This
behavior may be indicative of more complex mental health issues for
this particular student.
D. Other Considerations for Response to Self-Injury and Contagion
The following are guidelines for how to respond as a school community
when addressing self-injurious behaviors among a group of students:
1. Self-injury should be addressed with students individually and never
in settings, such as student assemblies, public announcements, school
newspapers, the classroom, or even in groups.
2. When self-injurious behaviors are impacting the larger school
community, schools may respond by inviting parent(s)/guardian(s) to
an information parent meeting at the school. Considerations should
be made for supervising students and children during this time; the
meeting should be reserved for parent(s)/guardian(s) only (see
Attachment K for a sample parent letter).
3. Consult and work with the Office of Communications (213) 241-6766
for dissemination of information, as needed.
4. For consultation and assistance with parent information meetings,
contact ESC Operations staff or call SMH CCIS (213) 241-3841.
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VI.

RESPONDING TO STUDENTS WITH DISABILITIES
For matters related to students with disabilities whose behavioral and
emotional needs are documented to be more intense in frequency, duration, or
intensity; affect their ability to benefit from their special education program;
and are manifested at the school, at home, and in the community, follow
guidelines as indicated in REF-5578.0 Guidelines for Individualized
Education Program Teams Regarding the Social-Emotional Needs of
Students with Disabilities, October 17, 2011 and contact the Division of
Special Education (213) 241-8051 for further assistance.
For matters related to students with disabilities who are self-injurious, but the
behavior is not related to suicide or suicidal ideation, follow guidelines as
indicated in BUL-5376.0, Behavior Intervention Regulations for Students
with Disabilities with Serious Behavior Problems, January 17, 2011 and
contact the Division of Special Education (213) 241-8051 for further
assistance.

VII.

RESPONDING TO STUDENTS WHO ARE TARGETS OF LESBIAN,
GAY, BISEXUAL, TRANSGENDER, QUEER/QUESTIONING
(LGBTQ) BIAS
For matters related to students who are targets of LGBTQ bias and are
exhibiting suicidal ideation and/or behaviors, the following should be
considered:
A. Assess the student for suicide risk using the protocol in Section IV.
B. Do not make assumptions about a student’s sexual orientation or gender
identity. The risk for suicidal ideation is greatest among students who are
struggling to hide or suppress their identity.
C. Be affirming. Students who are struggling with their identity are on alert
for negative or rejecting messages about sexual orientation and gender
identity.
D. Do not “out” students to anyone, including parents/guardians. Students
have the right to privacy about their sexual orientation or gender identity.
E. LGBTQ students with rejecting families have an eight-fold increased risk
for suicidal ideation than do LGBTQ students with accepting families.
F. Provide LGBTQ-affirming resources (see Attachment C, Resource List).
G. Ensure safe campuses (see REF-1557.1 Transgender and Gender Variant
Students-Ensuring Equity and Nondiscrimination, September 9, 2011).

VIII.

RESPONDING TO THREATS AND SCHOOL VIOLENCE
For matters related to students exhibiting threatening and/or violent
behaviors towards other, follow guidelines as indicated in BUL-5799.0
Threat Assessment and Management (Student-to-Student, Student-to-Adult),
July 16, 2012 or contact the ESC Operations staff.
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IX.

RESPONDING TO BULLYING AND HAZING
For matters of student-to-student, adult-to-student, and student-to-adult
bullying or hazing follow guidelines as indicated in BUL-5212.1 Bullying
and Hazing Policy, August 27, 2010 or contact the ESC Operations staff.

X.

RESPONDING TO HATE VIOLENCE
For incidents or threats related to hate-motivated violence follow guidelines
as indicated in BUL-2047.0 Responding to and Reporting Hate-Motivated
Incidents and Crimes, dated October 10, 2005 or contact the ESC Operations
staff.

XI.

POSTVENTION: PROTOCOL FOR RESPONDING TO A STUDENT
DEATH BY SUICIDE
The following are general procedures for the administrator/designee in the
event of a completed suicide. (See Attachment L, Protocol for Responding to
a Student Death by Suicide for an abbreviated version of the protocol
indicated below.)
A. Gather Pertinent Information
1. Confirm cause of death is the result of suicide, if this information is
available.
2. The administrator/designee should designate a certificated staff
member to be the point of contact with the family of the deceased.
Information about the cause of death should not be disclosed to the
school community until the family has been consulted and has
consented to disclosure.
B. Notify on a Need to Know Basis
1. ESC Operations Staff.
2. Office of Communications (213) 241-6766.
3. Other offices, as appropriate (see Attachment C, Resource List).
C. Mobilize the School Site Crisis Team
Concerns and wishes of family members regarding disclosure of the death
and cause of death should always be taken into consideration when
providing facts to students, staff and parents.
1. Assess the extent and degree of psychological trauma and impact to
the school community (see BUL-962.1 Organizing for Crisis
Intervention, December 7, 2005, for protocol on responding to
school-wide crisis).
2. Develop an action plan and assign responsibilities.
3. Establish a plan to notify staff of the death, once consent is obtained
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4.

5.
6.

7.

by the family of the deceased.
a. Notification of staff is recommended as soon as possible (e.g.,
emergency meeting before school or after school).
b. To dispel rumors, share accurate information and all known facts
about the death.
c. Emphasize that no one person or event is to blame for suicide.
Suicide is complex and cannot be simplified by blaming
individuals, drugs, music and/or school.
d. Allow staff to express their own reactions and grief; identify
anyone who may need additional support and provide resources.
Establish a plan to notify students of the death, once consent is
obtained from the family of the deceased.
a. Discuss plan for notification of students in small group settings,
such as the classroom. Do not notify students using a public
announcement system.
b. Provide staff with a scripted notification of death for students,
including possible reactions, questions and activities students
may engage in (e.g., writing, drawing, referral to crisis counselor)
c. Review student support plan, making sure to clarify procedures
and locations for crisis counseling
Establish a plan to notify other parents/guardians of the death, once
consent is obtained from the family of the deceased. Prepare and
disseminate a death notification letter for parents.
Define triage procedures for students and staff who may need
additional support in coping with the death. Some actions to
consider:
a. Identify a lead crisis response staff member to assist with
coordination of crisis counseling and support services.
b. Identify locations on campus to provide crisis counseling to
students, staff and parents, as needed.
c. Request substitute teachers, as needed.
d. Maintain sign-in sheets and documentation on individuals
serviced for follow-up, as needed (refer to BUL-962.1
Organizing for Crisis Intervention, December 7, 2005, for crisis
response forms).
e. Provide students, staff or parents with after hours resource
numbers such as the 24/7 Suicide Prevention Crisis Line
(877) 727-4747 (see Attachment C, Resource List).
f. Request crisis counseling support from ESC Operations, as
needed.
Refer students or staff who require a higher level of care for
additional services such as School Mental Health, a community
mental health provider, or their health care provider. Indicators of
students and staff in need of additional support and/or referral may
include the following:
a. Persons with close connections to the deceased (e.g., siblings,
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8.

relatives, teacher).
b. Persons who experienced a loss over the past six months to a
year, a traumatic event, have witnessed acts of violence, or have
a history of suicide (self or family member).
c. Persons who appear emotionally over-controlled (e.g., a student
who was very close to the deceased but who is exhibiting no
emotional reaction to the loss) or those who are angry when
majority are expressing sadness.
d. Persons unable to control crying.
e. Persons with multiple traumatic experiences may have strong
reactions that require additional assistance.
Consult with SMH CCIS (213) 241-3841 for support and/or
guidance.

D. Document
The administrator/designee shall maintain records and documentation of
actions taken at the school by completing an incident report and RARD in
iSTAR. For more information regarding documentation, see Section IV
H, Document All Actions.
E. Monitor and Manage
1. The administrator/designee, with support from the school crisis
team, should monitor and manage the situation as it develops to
determine follow up actions.
2. Maintain consistent communication with appropriate parties.
3. Update all actions taken at the school in iSTAR, as needed.
F. Important Considerations
1. Memorials
Memorials or dedications to a student who has died by suicide should
not glamorize or romanticize either the student or the death. If
students initiate a memorial, the administrator/designee should offer
guidelines for a meaningful, safe approach to acknowledge the loss.
Some considerations for memorials include:
a. Memorials should not be disruptive to the daily school routine.
b. Monitor memorials for content.
c. Placement of memorials should be time limited. For example, they
may be kept in place until the services, after which the memorial
items may be offered to the family.
2. Social Networking
Students may often turn to social networking sites as a way to
communicate information about the death; this information may be
accurate or rumored. Many also use social networking as an
opportunity to express their thoughts, positive and negative, about the
death and/or about their own feelings regarding suicide. Some
considerations in regard to social networking include:
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a. Encourage parents to monitor internet postings regarding the
death, including the deceased’s wall or personal profile pages.
b. Social networking sites may contain rumors, derogatory messages
about the deceased, or messages that bully students. Such
messages may need to be addressed. In some situations, postings
may warrant notification to parents and/or law enforcement (see
BUL-5688.0 Social Media Policy for Employees and Associated
Persons, February 1, 2012).
3. Suicide Contagion
Suicide contagion is the process by which one suicide may contribute
to another. Some considerations for preventing suicide contagion are:
a. Identify students who may be at an increased risk for suicide,
including those who have a reported history of attempts, are
dealing with known stressful life events, witnessed the death, are
friends with or related to the deceased.
b. Provide mental health resources (see Attachment C, Resource
List)
c. Monitor media coverage. Consult and work with the Office of
Communications (213) 241-6766 for dissemination of
information, as needed.
4. School Culture & Events
It is important to acknowledge that the school community may
experience a heightened sense of loss in the aftermath of a death by
suicide, as significant events transpire that the deceased student would
have been a part of, such as culmination, prom or graduation.
Depending on the impact, such triggering events may require planning
for additional considerations and resources.
XII.

CONFIDENTIALITY
All student matters are confidential and may not be shared, except with those
persons who need to know. Personnel with the need to know shall not redisclose student information without appropriate legal authorization.
Information sharing should be within the confines of the District’s reporting
procedures and investigative process. The District will not tolerate retaliation
against anyone for filing a complaint or participating in the complaint
investigation process.

AUTHORITY:

This is a policy of the Superintendent of Schools. The following legal authorities are
applied in this policy:
California Civil Code sections 56-56.10, 1798;
California Constitution Article 1, §28(c);
California Education Code §32210 et seq.;
California Education Code §35160;
California Education Code §44808 ;
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California Education Code §48900 et seq.;
California Education Code §48950 ;
California Education Code sections 49060 et seq.;
California Health & Safety Code sectiom123100-123149.5, 124260;
California Penal Code §626 et seq.;
Code of Civil Procedure §527.6;
Family Educational Rights and Privacy Act;
Health Insurance Portability and Accountability Act; and
Los Angeles Municipal Code §63.94.

RELATED
RESOURCES:

Acceptable Use Policy (AUP) For District Computer and Network Systems,
BUL-999.5, dated May 1, 2012.
Behavior Intervention Regulations for Students with Disabilities with Serious
Behavior Problems, BUL-5376.0, dated January 17, 2011.
Bullying and Hazing Policy (Student-to-Student, Adult-to-Student, and Student-toAdult), BUL-5212.0, dated August 27, 2010.
Discipline Foundation Policy: School-Wide Positive Behavior Support,
BUL-3638.0, dated March 27, 2007.
Enrollment of Students Returning from Juvenile Justice Facilities and Other
Placements, BUL-5553.0, dated September 6, 2011.
Guidelines for Individualized Education Program Teams Regarding the SocialEmotional Needs of Students with Disabilities, REF-5578.0, dated October 17, 2011.
Guidelines on Use of Privately Owned Vehicles for Authorized School District
Business, BUL-5310.0, dated October 20, 2010.
Incident System Tracking Accountability Report, BUL-5269.0, dated November 12,
2010.
Information Protection Policy, BUL-1077.1, dated December 5, 2006.
Organizing for Crisis Intervention, BUL-962.1, December 7, 2005.
Parent Student Handbook, Los Angeles Unified School District, 2012-2013.
Pupil Records: Access, Confidentiality, and Notice of Education Rights, BUL-2469,
dated April 24, 2006.
Records Retention and Destruction (Other than Pupil Records), BUL-5503.0,
dated July 1, 2011.
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Responding to and Reporting Hate-Motivated Incidents and Crimes, BUL-2047.0,
dated October 10, 2005.
Safe School Plans Update for 2012-2013, REF-5511.0, Revised Annually.
Section 504 and Students/Other Individuals with Disabilities , BUL-4692.0,
dated May 15, 2009.
Social Media Policy for Employees and Associated Persons, BUL-5688.0,
dated February 1, 2012.
Threat Assessment and Management, BUL-5799.0, dated July 16, 2012.
Title XI Policy/Complaint Procedures, BUL-2521.1, dated June 7, 2006.
Transgender and Gender Variant Students-Ensuring Equity and Nondiscrimination,
REF-1557.1, dated September 9, 2011.
Uniform Complaint Procedures (UCP), BUL-5159.1, dated July 1, 2011.

ATTACHMENTS: Attachment A – Protocol for Responding to Students at Risk for Suicide/Self-Injury
Attachment B – Suicide Risk Assessment Checklist
Attachment C – Resource List
Attachment D – General Guidelines for Parents (Elementary)
Attachment E – General Guidelines for Parents (Secondary)
Attachment F – Parent Authorization for Release/Exchange of Information
Attachment G – Student Re-Entry Guidelines
Attachment H – Medical Clearance for Return to School
Attachment I – Risk Assessment Referral Data (RARD)
Attachment J – Self-Injury and Youth-General Guidelines for Parents
Attachment K – Sample Letter to Parent/Guardian RE: Self-Injury
Attachment L – Postvention: Protocol for Responding to a Student Death by Suicide
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ASSISTANCE:

For assistance and information, please contact any of the following offices:
LAUSD RESOURCES
Crisis Counseling and Intervention Service, School Mental Health (213) 241-3841 for assistance with threat assessments, suicide prevention and mental health issues.
Division of Special Education (213) 241-8051– for assistance with cases involving
students with disabilities.
Education Equity Compliance Office (213) 241-7682 – for assistance with alleged
student discrimination and harassment complaints.
Human Relations, Diversity and Equity (213) 241-5337 – for assistance with issues
of bullying, conflict resolution, and diversity trainings.
Los Angeles School Police Department (213) 625-6631 – for assistance with any law
enforcement matters.
Office of Communications (213) 241-6766 – for assistance with media requests.
Office of General Counsel (213) 241-7600 – for assistance/consultation regarding
legal issues.
School Operations Division (213) 241-5337 – for assistance with school operations
and procedures concerning students and employees.
NON-LAUSD RESOURCES
Los Angeles County Department of Mental Health ACCESS (800) 854-7771 –
collaborates with Crisis Counseling & Intervention Services for the administration
and coordination of all mental health and law enforcement mobile response services
in the event of a critical incident, including Psychiatric Mobile Response Teams
(PMRT) and School Threat Assessment Response Teams (START). These teams
respond to schools, offices, and homes.
Mental Evaluation Unit (MEU), including Staff Management Advisory and Response
Team (SMART) (213) 996-1300 or 1334 – for law enforcement and mental health
response, when an individual is a flight risk, violent, or high risk for harm to self or
others.
National Suicide Prevention Lifeline (800) 273-8255 – a 24 hour crisis line for
individuals who are contemplating, threatening, or attempting suicide, including
their family and friends.
Suicide Prevention Crisis Line (877) 727-4747 – a 24 hour crisis line for individuals
who are contemplating, threatening, or attempting suicide, including their family and
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friends.
Trevor Project (866) 488-7386 – a 24/7 hotline providing crisis intervention and
suicide prevention services to lesbian, gay, bisexual, transgender, and questioning
youth.
Valley Coordinated Children’s Services (818) 708-4500 – a county funded resource
to provide crisis intervention, assessment, short term stabilization and treatment, and
evaluation and referral for psychiatric mobile response team. This agency serves
children ages 3 - 17 years old in the San Fernando Valley.
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ATTACHMENT A
(Page 1 of 2)

PROTOCOL FOR RESPONDING TO STUDENTS AT RISK FOR SUICIDE / SELF-INJURY
The following is a summary checklist of general procedures for the administrator/designated crisis
team member to respond to any reports of students exhibiting suicidal behavior/ideation and/or selfinjury. The urgency of the situation will dictate the order in which the subsequent steps are followed.
For a complete description of each procedure, refer directly to the Bulletin 2637.1.
A.

RESPOND IMMEDIATELY
Report concerns to administrator/designee immediately or as soon as possible.
Do not leave the student unsupervised.

B.

SECURE THE SAFETY OF THE STUDENT
Supervise the student at all times.
This may include calling law enforcement, the Los Angeles County Department of Mental
Health or consulting with Crisis Counseling and Intervention Services, School Mental
Health.

C.

ASSESS FOR SUICIDE RISK (see Attachment B, Suicide Risk Assessment Checklist)
Administrator/designee or designated crisis team member meets with the student at risk
for suicide.
The administrator/designee collaborates with the designated school site crisis team
member and at least one other school site crisis team member to determine level of risk.

D.

SUSPECTED CHILD ABUSE (When reporting child abuse, include information about the student’s
suicide risk)

E.

DETERMINE APPROPRIATE ACTION PLAN (see Table 2, Action Plan in BUL-2637.1)
Determine action plan based on level of risk.
If student is transported to hospital, designated staff should accompany student.
Communicate with parent/guardian.

F.

DETERMINE APPROPRIATE FOLLOW-UP PLAN
Develop a safety plan.
Mobilize a support system and provide resources.
Monitor and manage.

G.

STUDENT RE-ENTRY GUIDELINES
Re-entry plan when student out of school, such as for hospitalization.
If student transfers to new school, coordinate re-entry with that school.

H.

DOCUMENT ALL ACTIONS ((Maintain records and complete RARD on iSTAR.)
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ATTACHMENT A
(Page 2 of 2)
RESPONDING TO STUDENTS WITH DISABILITIES
For matters related to students with disabilities whose behavioral and emotional needs are documented to be
more intense in frequency, duration, or intensity; affect their ability to benefit from their special education
program; and are manifested at the school, at home, and in the community, follow guidelines as indicated in
REF-5578.0 Guidelines for Individualized Education Program Teams Regarding the Social-Emotional Needs of
Students with Disabilities, October 17, 2011 and contact the Division of Special Education (213) 241-8051 for
further assistance.
For matters related to students with disabilities who are self-injurious, but the behavior is not related to suicide
or suicidal ideation, follow guidelines as indicated in BUL-5376.0, Behavior Intervention Regulations for Students
with Disabilities with Serious Behavior Problems, January 17, 2011 and contact the Division of Special Education
(213) 241-8051 for further assistance.
RESPONDING TO STUDENTS WHO ARE TARGETS OF LESBIAN, GAY, BISEXUAL, TRANSGENDER,
QUEER/QUESTIONING (LGBTQ) BIAS
For matters related to students who are targets of LGBTQ bias and are exhibiting suicidal ideation and/or
behaviors, the following should be considered:
H. Assess the student for suicide risk using the protocol in Section IV.
I.
Do not make assumptions about a student’s sexual orientation or gender identity. The risk for suicidal
ideation is greatest among students who are struggling to hide or suppress their identity.
J. Be affirming. Students who are struggling with their identity are on alert for negative or rejecting messages
about sexual orientation and gender identity.
K. Do not “out” students to anyone, including parents/guardians. Students have the right to privacy about
their sexual orientation or gender identity.
L. LGBTQ students with rejecting families have an eight-fold increased risk for suicidal ideation than do LGBTQ
students with accepting families.
M. Provide LGBTQ-affirming resources (see Attachment C, Resource List).
N. Ensure safe campuses (see REF-1557.1 Transgender and Gender Variant Students-Ensuring Equity and
Nondiscrimination, September 9, 2011).
RESPONDING TO THREATS AND SCHOOL VIOLENCE
For matters related to students exhibiting threatening and/or violent behaviors towards other, follow guidelines
as indicated in BUL-1119.2 Threat Assessment and Management, XX-XX-XXXX or contact the ESC Operations
staff.
RESPONDING TO BULLYING AND HAZING
For matters of student-to-student, adult-to-student, and student-to-adult bullying or hazing follow guidelines as
indicated in BUL-5212.1 Bullying and Hazing Policy, August 27, 2010 or contact the ESC Operations staff.
RESPONDING TO HATE VIOLENCE
For incidents or threats related to hate-motivated violence follow guidelines as indicated in BUL-2047.0
Responding to and Reporting Hate-Motivated Incidents and Crimes, dated October 10, 2005 or contact the ESC
Operations staff.
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ATTACHMENT B
(Page 1 of 2)
SUICIDE RISK ASSESSMENT CHECKLIST
Student Name/DOB:__________________________________Location:_________________Date:________
The administrator/designee or the designated school site crisis team member will meet with the student to complete
a risk assessment. The questions below should not be read to the student, but rather should be used as a guide while
assessing the student:
CATEGORY
1. Current Ideation

ASSESSMENT QUESTIONS
Is the student thinking of suicide now?

2. Communication of
Intent
3. Plan

Has the student communicated directly or indirectly ideas or
intent to harm/kill themselves? (Communications may be verbal,
non-verbal, electronic, written.)
Does the student have a plan to harm/ kill themselves now?

4. Means and Access

Does the student have the means/access to kill themselves?

5. Past Ideation

Has the student ever had thoughts of suicide?

6. Previous Attempts

Has the student ever tried to kill themselves (i.e. previous
attempts, repetitive self-injury)?
In the past year, has the student ever felt so sad he/she stopped
doing regular activities?
Has the student demonstrated abrupt changes in behaviors?

7. Changes in Mood /
Behavior

8. Stressors

9. Mental Illness
10. Substance Use
11. Protective Factors

YES NO

*

Has the student demonstrated recent, dramatic changes in
mood?
Has the student ever lost a loved one by suicide?
Has the student had a recent death of a loved one or a significant
loss (e.g., death of family member, parent separation/divorce,
relationship breakup)?
Has the student experienced a traumatic/stressful event (i.e.
domestic violence, community violence, natural disaster)?
Has the student experienced victimization or been the target of
bullying/harassment/discrimination?
Does the student have a history of mental illness (i.e. depression,
conduct or anxiety disorder)?
Does the student have a history of alcohol/substance abuse?
Does the student have a support system of family or friends at
school and/or home?
Does the student have a sense of purpose in his/her life?
Can the student readily name plans for the future, indicating a
reason to live?
* = NEED MORE INFORMATION
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ASSESSMENT RESULTS:
RISK LEVEL
Low Risk

DEFINITION

INDICATORS

ACTIONS

Does not pose
imminent danger
to self; insufficient
evidence for
suicide potential.

Passing thoughts of suicide; no
plan; no previous attempts; no
access to weapons or means; no
recent losses; support system in
place; no alcohol/substance
abuse; depressed mood/affect;
evidence of thoughts in
notebooks, internet postings,
drawings; sudden changes in
personality/behavior (e.g.,
distracted, hopeless,
academically disengaged).

Reassure and supervise student;
communicate concerns with
parent/guardian (see Section IV E3
in BUL-2637.1); assist in connecting
with school and community
resources, including crisis lines;
mobilize a support system; develop
a safety plan that identifies caring
adults, appropriate communication
and coping skills; establish a followup plan and monitor, as needed.
*Document all actions in RARD on
iSTAR.
SEE HIGH RISK.
*Document all actions in RARD on
iSTAR.

Moderate May pose
Risk
imminent danger
to self, but there is
insufficient
evidence to
demonstrate a
viable plan of
action to do harm.
High Risk Poses imminent
danger to self with
a viable plan to do
harm; exhibits
extreme and/or
persistent
inappropriate
behaviors;
sufficient evidence
for violence
potential; qualifies
for immediate
arrest or
hospitalization.

Thoughts of suicide; plan with
some specifics; unsure of intent;
previous attempts and/or
hospitalization; difficulty naming
future plans; past history of
substance use, with possible
current intoxication; selfinjurious behavior; recent trauma
(e.g., loss, victimization).
Current thoughts of suicide; plan
with specifics, indicating when,
where and how; access to
weapons or means in hand;
finalizing arrangements (e.g.
giving away prized possessions,
good-bye messages in writing,
text, on social networking sites;
isolated and withdrawn; current
sense of hopelessness; previous
attempts; no support system;
currently abusing
alcohol/substances; mental
health history; precipitating
events, such as loss of loved one,
traumatic event, or bullying.

Supervise student at all times
(including rest rooms); contact the
Los Angeles County Department of
Mental Health ACCESS (800) 8547771 for a mental health evaluation
to evaluate for possible
hospitalization ; notify and hand off
student ONLY to parent/guardian
who commits to seek immediate
mental health assessment, law
enforcement or psychiatric mobile
responder; establish a follow-up
and/or re-entry plan and monitor, as
needed.
*Document all actions in RARD on
iSTAR

*Please refer to BUL-2637.1, Section IV for guidelines on determining an appropriate follow-up/re-entry
plan and for protocol on documenting actions in RARD on iSTAR.
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RESOURCE LIST
This list includes selected offices and community resources that can be helpful before, during and after
a crisis. Remember that your first call in a life-threatening emergency should be to 911. To reach
specific personnel, refer to the LAUSD Guide to Offices at www.lausd.net, under “Offices”.

EMERGENCY RESOURCES
LA County Department of Mental Health ACCESS (Psychiatric Mobile Response
Team) - 24/7 -collaborates with Crisis Counseling & Intervention Services for the
administration and coordination of all mental health and law enforcement mobile
response services in the event of a critical incident, including Psychiatric Mobile
Response Teams (PMRT) and School Threat Assessment Response Teams (START).
These teams respond to schools, offices, and homes.

(800) 854-7771

LA County INFO Line (24 hour hotline) – for community resources and information
within Los Angeles County.

211

Mental Evaluation Unit (MEU), including SMART - for law enforcement and mental
health response, when an individual is a flight risk, violent, or high risk for harm to
self or others.

(213) 996-1300
(213) 996-1334

National Suicide Prevention Lifeline (24 hour hotline) – a crisis line for individuals
who are contemplating, threatening, or attempting suicide, including their family
and friends.

(800) 273-8255

Parents, Families and Friends of Lesbians & Gays (PFLAG) Helpline -for individuals
or families experiencing issues related to sexual orientation and/or gender identity

(888) 735-2488

Suicide Prevention Crisis Line (24 hour hotline) - a 24 hour crisis line for individuals
who are contemplating, threatening, or attempting suicide, including their family
and friends.

(877) 727-4747

Teen Line (6PM – 10PM) - a hotline for teens operated by teens.

(800) 852-8336
(800) TLC-TEEN

Trevor Project (24 hour hotline) - providing crisis intervention and suicide
prevention services to lesbian, gay, bisexual, transgender, and questioning youth,
www.trevorproject.org.

(866) 488-7386

Valley Coordinated Children’s Services - a county funded resource to provide crisis
intervention, assessment, short term stabilization and treatment, and evaluation
and referral for psychiatric mobile response team. This agency serves children ages
3 - 17 years old in the San Fernando Valley.

(818) 708-4500
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LAUSD RESOURCES
School Mental Health (including Crisis Counseling & Intervention Services, Suicide
Prevention and Trauma Informed Services)

(213) 241-3841

Division of Special Education, Behavior Support Unit

(213) 241-8051

Education Equity Compliance Office

(213) 241-7682

Human Relations, Diversity and Equity – School Operations

(213) 241-5337

Educational Service Center (ESC) Operations Coordinators

Refer to ESC
Directory

Los Angeles School Police Department (LASPD)
Watch Commander (24/7-entire year)

(213) 625-6631

Office of Communications

(213) 241-6766

Office of General Counsel

(213) 241-7600

School Operations Division

(213) 241-5337

Student Discipline Proceedings and Expulsion Unit

(213) 202-7555

WEBSITES
Crisis Counseling and Intervention Services , Los Angeles Unified School District - http://ccis.lausd.net
Family Acceptance Project – http://familyproject.sfsu.edu - for research-based, culturally grounded
approaches to helping ethnically, socially and religiously diverse families decrease rejection and
increase support for their LGBT children.
School Mental Health, Los Angeles Unified School District – http://smh.lausd.net
Suicide Prevention Services, School Mental Health, Los Angeles Unified School District http://suicideprevention.lausd.net – for resources, guidelines and parent handouts in multiple
languages related to youth suicide prevention and self-injury.
Suicide Prevention for Schools in Los Angeles County - http://preventsuicide.lacoe.edu – for resources,
training modules, handouts, data, and research as it relates to youth suicide prevention, intervention,
postvention and self-injury.

268

Click here to go back
to Table of Contents

ATTACHMENT
D
(Page 1 of
2)

Youth Suicide in the United States*
• Suicide is the third leading cause of death for youth aged 10-24 in the United States.
• In recent years more young people have died from suicide than from cancer, heart
disease, HIV/AIDS, congenital birth defects, and diabetes combined.
• For every young person who dies by suicide, between 100-200 attempt suicide.
• Males are four times as likely to die by suicide as females - although females attempt
suicide three times as often as males.
SUICIDE IS PREVENTABLE.
•

•
•
•
•

•
•

Here’s what you can do:
Talk to your child about suicide. Don’t be afraid; you will not be “putting ideas into
their heads.” Asking for help is the single skill that will protect your student. Help
your child to identify and connect to caring adults to talk to when they need
guidance and support.
Know the risk factors and warning signs of suicide.
Remain calm. Establish a safe environment to talk about suicide.
Listen to your child’s feelings. Don’t minimize what your child says about what is
upsetting him or her. Put yourself in your child’s place; don’t attempt to provide
simple solutions.
Be honest. If you are concerned, do not pretend that the problem is minor. Tell the
child that there are people who can help. State that you will be with him or her to
provide comfort and love.
Be supportive. Children look for help and support from parents, older brothers and
sisters. Talk about ways of dealing with problems and reassure your child that you
care. Let children know that their bad feelings will not last forever.
Take action. It is crucial to get professional help for your child and the entire family.
When you are close to a situation it is often hard to see it clearly. You may not be
able to solve the problem yourself.
o Help may be found at a suicide prevention center, local mental health agency, family
service agency or through your clergy.
o Become familiar with the support services at your child’s school. Contact the
appropriate person(s) at the school, for example, the school social worker, school
psychologist, school counselor, or school nurse.

*M. Heron, D. L. Hoyert, S. L. Murphy, J. Xu, K. D. Kochanek, & B. Tejada-Vera. (2009, April). Deaths: Final Data for 2006.
National Vital Statistics Reports, 57(14).
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Youth Suicide Risk Factors
While the path that leads to suicidal behavior is long and complex and there is no
“profile” that predicts suicidal behavior with certainty, there are certain risk factors
associated with increased suicide risk. In isolation, these factors are not signs of suicidal
thinking. However, when present they signal the need to be vigilant for the warning
signs of suicide. The behaviors listed below may indicate that a child is emotionally
distressed and may begin to think and act in self-destructive ways. If you are concerned
about one or more of the following behaviors, please seek assistance at your child’s
school or at your local mental health service agency.
Home Problems
• Running away from home
• Arguments with parents / caregivers
Behavior Problems
• Temper tantrums
• Thumb sucking or bed wetting/soiling
• Acting out, violent, impulsive behavior
• Bullying
• Accident proneness
• Sudden change in activity level or
behavior
• Hyperactivity or withdrawal

Physical Problems
• Frequent stomachaches or headaches
for no apparent reason
• Changes in eating or sleeping habits
• Nightmares or night terrors
School Problems
• Chronic truancy or tardiness
• Decline in academic performance
• Fears associated with school

Serious Warning Signs
• Severe physical cruelty towards people • Risk taking, such as intentional running
or pets
in front of cars or jumping from high
places
• Scratching, cutting or marking the body
• Thinking, talking, drawing about suicide • Intense/excessive preoccupation with
death
• Previous suicide attempts
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Youth Suicide in the United States*
• Suicide is the third leading cause of death for youth aged 10-24 in the United States.
• In recent years more young people have died from suicide than from cancer, heart
disease, HIV/AIDS, congenital birth defects, and diabetes combined.
• For every young person who dies by suicide, between 100-200 attempt suicide.
• Males are four times as likely to die by suicide as females - although females attempt
suicide three times as often as males.
SUICIDE IS PREVENTABLE.
•

•
•
•

•
•
•

Here’s what you can do:
Talk to your child about suicide. Don’t be afraid; you will not be “putting ideas into
their heads.” Asking for help is the single skill that will protect your child. Help
them to identify and connect to caring adults to talk to when they need guidance
and support.
Know the risk factors and warning signs of suicide.
Remain calm. Establish a safe environment to talk about suicide.
Listen without judging. Allow for the discussion of experiences, thoughts, and
feelings. Be prepared for expression of intense feelings. Try to understand the
reasons for considering suicide without taking a position about whether or not such
behavior is justified. Ask open-ended questions.
Supervise constantly. Do not leave your child alone.
Ask if your child has a plan to kill themselves, and if so, remove means. As long as it
does not put the caregiver in danger, attempt to remove the suicide means such as a
firearm, knife or pills.
Take action. It is crucial to get professional help for your child and the entire family.
When you are close to a situation it is often hard to see it clearly. You may not be
able to solve the problem yourself.
o Help may be found at a suicide prevention center, local mental health agency, family
service agency or through your clergy.
o Become familiar with the support services at your child’s school. Contact the
appropriate person(s) at the school, for example, the school social worker, school
psychologist, school counselor, or school nurse.

*M. Heron, D. L. Hoyert, S. L. Murphy, J. Xu, K. D. Kochanek, & B. Tejada-Vera. (2009, April). Deaths: Final Data for
2006. National Vital Statistics Reports, 57(14).
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Youth Suicide Risk Factors
While the path that leads to suicidal behavior is long and complex and there is no “profile” that
predicts suicidal behavior with certainty, there are certain risk factors associated with increased
suicide risk. In isolation, these factors are not signs of suicidal thinking. However, when
present they signal the need to be vigilant for the warning signs of suicide. Specifically, these
risk factors include the following:
•
•
•
•

History of depression, mental illness or
substance/alcohol abuse disorders
Presence of a firearm or rope
Isolation or lack of social support
Situational crises

•
•
•
•

Family history of suicide or suicide in
community
Hopelessness
Impulsivity
Incarceration

Suicide Warning Signs
Warning signs are observable behaviors that may signal the presence of suicidal thinking. They
might be considered “cries for help” or “invitations to intervene.” These warning signs signal
the need to inquire directly about whether the individual has thoughts of suicide. If such
thinking is acknowledged, then suicide interventions will be required. Warning signs include
the following:
• Suicide threats. It has been estimated that up to 80% of all suicide victims have given
some clues regarding their intentions. Both direct (“I want to kill myself”) and indirect (“I
wish I could fall asleep and never wake up”) threats need to be taken seriously.
• Suicide notes and plans. The presence of a suicide note is a very significant sign of
danger. The greater the planning revealed by the youth, the greater the risk of suicidal
behavior.
• Prior suicidal behavior. Prior behavior is a powerful predictor of future behavior. Thus
anyone with a history of suicidal behavior should be carefully observed for future suicidal
behavior.
• Making final arrangements. Giving away prized possessions, writing a will, and/or
making funeral arrangements may be warning signs of impending suicidal behavior.
• Preoccupation with death. Excessive talking, drawing, reading, and/or writing about
death may suggest suicidal thinking.
• Changes in behavior, appearance, thoughts, and/or feelings. Depression (especially
when combined with hopelessness), sudden happiness (especially when preceded by
significant depression), a move toward social isolation, giving away personal possessions,
and reduced interest in previously important activities are among the changes considered
to be suicide warning signs.
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Los Angeles Unified School District

STUDENT HEALTH AND HUMAN SERVICES

SCHOOL MENTAL HEALTH

Lo s

S h

Parent Authorization for Release/Exchange of Information
Date: _____________________ To Parent/Guardian (s) of : _____________________________
We are requesting your written authorization for release/exchange of information from the
individual, agency, or institution indicated below.
The information received shall be reviewed only by appropriate professionals in accordance
with the Family Educational Rights and Privacy Act of 1974.
TO: ________________________________

RE:____________________ _____________________

Name / Title

Student Last Name

____________________________________

First Name

Date of Birth: ________ /________ /________

Agency, Institution, or Department

Month

Day

Year

____________________________________

_____________________________________________

Street Address

Street Address

_____________________ _____ _______

_____________________ ________ __________

City

City

State

Zip

State

Zip

I hereby give you permission to release/exchange the following information:
Medical/Health

Speech & Language

Educational

Psychological/Mental Health

Other – Specify:_______________________________

The information will be used to assist in determining the needs of the pupil.
THIS INFORMATION IS TO BE SENT TO:
____________________________________________

_______________________________________

Name

Title

_____________________________________________________________________________________
Address & Telephone Number

This authorization shall be valid until ____________________________________ unless revoked earlier.
I request a copy of this authorization:

Yes

No

Signature: _________________________________________

Date: _____________________

Parent/Legal Guardian

Note: This information will become part of the pupil’s educational records and shall be made
available, upon request, to the parent or pupil age 18 or older.
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Los Angeles Unified School District

STUDENT HEALTH AND HUMAN SERVICES

SCHOOL MENTAL HEALTH

Lo s

S h

Consentimiento de Padres Para Dar/Intercambiar Información
Fecha: _____________________ A los Padres/Tutores de : ____________________________________
Les estamos pidiendo su autorización por escrito para poderles dar/intercabiar información sobre su
niño/a a el individuo, agencia, o institución indicado abajo.
La información recibida será revisada únicamente por profesionales apropriados en acuerdo con Los
Derechos Educativos Familiares y Acto de Privacia de 1974.
TO: ________________________________

RE:____________________ _____________________

Nombre / Titulo

Apellido del Estudiante

____________________________________

Primer Nombre

Fecha de Nacimiento: ________ /________ /________

Agencia, Institucion, o Departmento

Mes

Dia

Ano

____________________________________

_____________________________________________

Direccion

Direccion

_____________________ ______ ______

_______________________ ________ __________

Ciudad

Ciudad

Estado

Codigo Posta

Estado

Codigo Postal

I hereby give you permission to release/exchange the following information:
Médica/Salud

Hablar y Lenguaje

Educacional

Psicológico/Salud Mental

Otra Cosa:____________________________________

La información será usada para determinar las necesidades del alumno.
ESTA INFORMACIÓN SERÁ ENVIADA A:
____________________________________________

_______________________________________

Nombre

Titulo

_____________________________________________________________________________________
Direccion y Numero de Telefono

Esta autorización será válida hasta _________________________ solo que sea revocada antes.
Yo requiero una copia de esta autorización:

Si

No

Firma: _______________________________________________

Fecha:____________________

Padre / Tutor Legal

Nota: Esta información se hará parte de los archivos educativos del alumno y estará a
disposición de los padres o alumno a la edad de 18 años o mayor.
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ATTACHMENT G
STUDENT RE-ENTRY GUIDELINES
Student Name/DOB:_______________________________Location:________________Date:__________
In planning for the re-entry of a student who has been out of school for any length of time, including mental
health hospitalization, or if the student will be transferring to a new school, the school site
administrator/designee may consider any of the following action items:

Returning Day

Have parent escort student on first day back. Develop a re-entry
communication and safety plan in the event of future emergencies.

Hospital Discharge
Documents

Request discharge documents from hospital or Medical Clearance for
Return to School (see Attachment H) from parent on first day back.

Meeting with
Parents

Engage parents, school support staff, teachers, and student, as appropriate in
a Re-Entry Planning Meeting.
Identify on-going mental health resources in school and/or in the
community.
Modify academic programming, as appropriate.
Consider an assessment for special education for a student whose
behavioral and emotional needs effect their ability to benefit from their
educational program (see REF-5578.0 Guidelines for Individualized
Education Program Teams Regarding the Social-Emotional Needs of
Students with Disabilities, October 17, 2011)
If the student is prescribed medication, monitor with parent consent.
Offer suggestions to parents regarding monitoring personal
communication devices, including social networking sites, as needed.
Notify student’s teachers, as appropriate.

Identify Supports

Assist the student in identifying adults they trust and can go to for assistance
at school and at home.

Address Bullying,
Harassment,
Discrimination
Designate Staff

As needed, ensure that any bullying, harassment, discrimination is being
addressed.

Release/Exchange
of Information

Obtain consent by the parent to discuss student information with outside
providers using the Parent Authorization for Release/Exchange of
Information (see Attachment F).

Manage and
Monitor

Case management and monitoring – ensure the student is receiving and
accessing the proper mental health and educational services needed.

Designate staff (e.g., Psychiatric Social Worker, Pupil Services and Attendance
Counselor, School Nurse, Academic Counselor) to check in with the student
during the first couple weeks periodically.
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ATTACHMENT
H

Date:______________________________
Dear Doctor:
The student named below was either hospitalized or received mental health services recently for being a danger to
himself/herself, danger to others and/or gravely disabled. Medical information from you is essential in planning for the
student’s safety, educational and health needs.
Student: __________________________________________________________

DOB:______________ Grade: ______

Please complete the following information and return to school nurse. Your cooperation is much appreciated.
Diagnosis/description of problem:
_____________________________________________________________________________________________________
Please indicate any prescribed medications and dosages:
_____________________________________________________________________________________________________
If the student no longer poses a threat to self or others at the time of discharge and can return to school, please sign below
and indicate restrictions, if any.
The above named student does not pose a threat to self and/or others at the time of discharge and may return to school:
without restrictions
with the following modifications/restrictions (indicate below)
Restrictions:___________________________________________________________________________________________
Doctor’s Name (print)______________________________________

Doctor’s Signature____________________________

Return to School Nurse: ___________________________________

Contact Number:_____________________________

AUTORIZATION TO RECEIVE/RELEASE MEDICAL INFORMATION
_______________________________________
Practitioner/Agency/Clinic

_______________________________________
Name (Last, First)

_______________________________________
Agency/Practitioner Address: Street, City, Zip

Re: _________________________ ___________________
Last Name
First Name

________________________________________________

Student Address: Street, City, Zip

____________________________

Chart #

_________________
DOB

Purpose for which information may be used: _______________________________________________________________
____________________________________________________________________________________________________
___________________________
School /Office

___________________________________
Address

_______________________ _________
City
Zip

This authorization shall be valid until __________________________________ unless revoked earlier.
I request a copy of this authorization:

Yes

No

________________________________________________________

______________________________

Parent/Legal Guardian Signature
Date
Note: This information will become part of the pupil’s educational records and shall be made available, upon request, to
the parent or pupil age 18 or older.
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TO BE COMPLETED BY THE SCHOOL SITE CRISIS TEAM MEMBER
LOCATION OR COST
CENTER NAME:

EDUCATIONAL
SERVICE CENTER:

DATE OF INCIDENT:

TIME OF INCIDENT:

INCIDENT
OCCURRED:

ON CAMPUS
DISTRICT
FACILITY

OFF CAMPUS

DATE:
AM

PM

EXACT LOCATION OF INCIDENT:

DISTRICT SCHOOL
BUS/VEHICLE

NAME OF STUDENT:
(Last, First Name)

STUDENT ID:
(10-digit number ONLY)

TYPE OF INCIDENT/ISSUE (An Injury Report must also be completed for issue in red.)
SUICIDAL BEHAVIOR
5150 Hospitalization

Self-Injury/Cutting

Suicidal Behavior/Ideation (injury)

Suicidal Behavior/Ideation (non-injury)

INFORMATION FOR RARD TAB ON ISTAR
Reason for Referral: (Check one or more)
Current Attempt

Sudden changes in behavior

Frequent complaints of illness/
body aches

Direct Threat

Drug or alcohol abuse

Indirect Threat

Self-injury

Psychosocial stressors

Giving away prized possessions

Mood swings

Previous attempt(s)

Signs of depression

Truancy or running away

Other (Specify)

Student Referred By: (Check one or more)
Self

Administrator

PSA Counselor

Parent

Teacher

Psychologist

Student/Friend

Psychiatric Social Worker

Nurse

K-12 Counselor

Other (Specify)

Was a previous RARD submitted for this student?

Yes Date:_______________
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INFORMATION FOR RARD TAB ON ISTAR
The following action items are MANDATORY.
Refer to BUL-2637.1 Suicide Prevention, Intervention & Postvention for guidelines and attachments.
Was the student assessed for risk using the District guidelines and procedures?
Yes

No If NO, please explain:_______________________________________________________________

Was the parent/guardian notified?
Yes

Name of person notified:___________________________ Relationship to student:_________________

No

If NO, please explain:___________________________________________________________________
____________________________________________________________________________________
If parent/guardian was not notified due to suspected child abuse, please follow the mandates of BUL1347.2 Child Abuse and Neglect Reporting Requirements, by completing the Suspected Child Abuse
(SCAR) form and calling the appropriate authorities.

Was the parent/guardian provided the appropriate handouts – General Guidelines for Parents?
Yes

No If NO, please explain:_______________________________________________________________

What services were provided and/or resources offered to the student/family: (Check one or more)
Contacted Psychiatric Mobile Response Team for evaluation
Referral to School Mental Health Clinic
Referral to school-based group counseling
Referral to school-based individual counseling
Referral to Community Mental Health Agency
Recommendation for program modification (i.e., smaller class, IEP,…)
Other (please specify)_____________________________________________________________________
Assessed by Crisis Team Member:
Employee No.:

Email Address:

Name:

Contact No.:

Date student was assessed:

Date RARD was completed:

Assessor Job Title:
PSW

Psychologist

Counselor

Nurse

Administrator

Other (please specify)

PSA

School Police
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GENERAL INFORMATION
•

Self-injury (SI) is a complex behavior, separate and distinct from suicide.

•

Self-injury provides a way to manage overwhelming feelings and can be a way to bond
with peers (rite of togetherness).

•

SI is defined as intentional tissue damage that can include cutting, severe scratching,
pinching, stabbing, puncturing, ripping or pulling skin or hair and burning.

•

The majority of students who engage in SI are adolescent females, though research
indicates that there are minimal gender differences. Students of all ages and socio
economic backgrounds engage in SI behavior, as it is commonly mentioned in media,
social networks and other means of communication.

•

Individual mental health services can be effective when focused on reducing the negative
thoughts and environmental factors that trigger SI.

•

Tattoos and body piercing are not usually considered self-injurious behaviors, unless they
are done with the intention to hurt the body.

SIGNS OF SELF-INJURY
•

Frequent or unexplained bruises, scars, cuts, or burns.

•

Frequent inappropriate use of clothing designed to conceal wounds (often found on the
arms, thighs or abdomen).

•

Unwillingness to participate in activities that require less body coverage (swimming,
physical education class).

•

Secretive behaviors, spending unusual amounts of time in the bedroom, bathroom or
isolated areas.

•

Bruises on the neck, headaches, red eyes, ropes/clothing/belts tied in knots (signs of the
“choking game”).

•

General signs of depression, social-emotional isolation and disconnectedness.

•

Possession of sharp implements (razor blades, shards of glass, thumb tacks).

•

Evidence of self-injury in drawings, journals, pictures, texts, and social networking sites.

•

Risk taking behaviors such as gun play, sexual acting out, jumping from high places or
running into traffic.
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LISTEN
• Address the behavior as soon as possible by asking open questions and listening to what
they say and how they act.
• Talk to your son/daughter with compassion, calm and caring.
• Understand that this is his/her way of coping with pain.
PROTECT
• Foster a protective home environment by maintaining structure, stability, and
consistency.
• Maintain high expectations for behavior and achievement.
• Set limits and provide supervision and consistency to encourage successful outcomes.
• Provide firm guidelines and set limits around technology usage.
• Be cautious about giving out punishments or negative consequences as a result of the SI
behavior, as these may inadvertently encourage the behavior to continue.
CONNECT
• Check in with your child on a regular basis.
• Become familiar with the support services at your child’s school. Contact appropriate
person(s) at the school, for example, the school social worker, school psychologist,
school counselor, or school nurse.
MODEL
• Model healthy and safe ways of managing stress and engage your child in these
activities, such as taking walks, deep breathing, journal writing, or listening to music.
• Be aware of your thoughts, feelings and reactions about this behavior. Lecturing,
expressing anger or shock can cause your child to feel guilt or shame.
TEACH
• Teach about normal changes that can occur when experiencing stressful events.
• Teach your child about common reactions to stress and help them identify alternative
ways to cope.
• Teach your child help seeking behaviors and help them identify adults they can trust at
home and at school when they need assistance.
*REFERENCES
Lieberman, R., Toste, J.R., & Heath, N.L. (2008). Prevention and intervention in the schools. In M.K. Nixon & N.
Heath (Eds.), Self injury in youth: The essential guide to assessment and intervention. New York, NY: Routhledge.
Lieberman, R. & Poland, S. (2006). Self-mutilation. In G.G. Bear & K.M. Minke, Children’s Needs III. Bethesda, MD:
National Association of School Psychologists.
Sweet, Miranda & Whitlock, Janis (2011) Self-Injurious Behavior in Adolescents and Young Adults. Cornell
University Research.
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ATTACHMENT K

USE SCHOOL LETTERHEAD
Sample Letter to Parent/Guardian RE: Self-Injury
DATE
Dear Parents/Guardians:
On ___________________________, many students in a ____ grade classroom were involved in
hurting themselves outside of their classrooms. These students were involved in using razor blades to
cut themselves. Our mental health staff has advised us that this is known as a “rite of togetherness” in
which students choose to bond together by hurting themselves. The ____________________ School
Crisis Team and staff are working collaboratively with the Department of Mental Health, Los Angeles
School Police Department and Educational Service Center Office staff. We believe we have identified
all the students involved and have responded to each individually.
I would like to take this opportunity invite you to attend an important informational meeting for
parents regarding youth who self-injure and how we can help our children. We hope you can join us.
The parent meeting will be held as follows:
SCHOOL NAME
LOCATION
DATE
TIME
Also, please see the attached handout “Self-Injury and Youth – General Guidelines for Parents” for
suggestions on how to respond to your child. At ____________________ School, the safety of every
student and staff member is very important to us. Should you or your child have any concerns, please
feel free to contact __________________ (school psychologist, nurse, or administrator) at (XXX) XXXXXXX. We are all involved in creating a safe environment for our students.
Sincerely,

NAME, Principal
For a copy of the sample letter in Microsoft Word, visit http://suicideprevention.lausd.net.
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ATTACHMENT L

POSTVENTION: PROTOCOL FOR RESPONDING TO A STUDENT DEATH BY SUICIDE
The following is a summary checklist of general procedures for the administrator/designated crisis
team member to respond in the event of a completed suicide.
For a complete description of each procedure, refer directly to the Bulletin 2637.1.
A.

GATHER PERTINENT INFORMATION
Confirm death and cause of death, if this information is available.
Contact family of the deceased.

B.

NOTIFY
ESC Operations Staff
LAUSD Office of Communications
Other offices

C.

MOBILIZE THE SCHOOL SITE CRISIS TEAM
Review information and assess impact.
Develop an action plan and assign responsibilities.
Establish a plan to notify staff.
Establish a plan to notify students.
Establish a plan to notify parents.
Define triage procedures.
Know indicators of those who may need additional support.
Consult with Crisis Counseling and Intervention Services, School Mental Health, as needed.

D.

MONITOR AND MANAGE (When reporting child abuse, include information about the student’s
suicide risk)

E.

IMPORTANT CONSIDERATIONS
Memorials
Social Networking
Suicide Contagion
School Culture and Events
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