


The mission of Kennedy-San Fernando Community Adult School is to provide instruction
and support to the members of our diverse community so they may acquire the knowledge
and skills necessary to meet their individual goals and participate more effectively in
society.

Students at Kennedy-San Fernando Community Adult School will:

1. Gain skills to participate effectively in civic, community, or family activities:
- by acquiring knowledge about school, community, state, and national issues;
- by learning and assuming the responsibilities of community member or citizen;
- by acquiring skills and behaving as a responsible family member.

2. Seek and acquire learning and apply it to life situations:

- by acquiring and using fundamental speaking, listening, math, reading, writing,
physical, creative, and/or technological skills;

- by integrating academic, aesthetic, career-technical, personal-interpersonal,
and/or life skills to accomplish daily work and leisure activities.

3. Apply critical thinking skills to problem solving:
- by synthesizing, analyzing, and evaluating information;
- by working both independently and with others.

4. Be respectful of others:
- by acknowledging the uniqueness of the individual,
- by accepting differences of opinions, beliefs, and practices.
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The faculty's most important responsibility is the delivery of quality instruction to the students.
Below is a chart of the school organization that supports instruction. Following that, there is a brief
summary of instructional duties and procedures.

Organization for Instructional Support:

This chart lists instructional programs offered at Kennedy-San Fernando CAS and the instructional

advisor or administrator in charge.

Program
Adult Basic Education
Adult Secondary Education

Adults with Disabilities

Career Technical Education

Community Based English
Tutoring (CBET)

Distance Learning

English as a Second Language
Rinaldi
San Fernando

Sylmar
Branch sites

Older Adults
Parent Education

WIA/CASAS

Support Person (s)

Lisa Baskin, APACS
Lisa Baskin, APACS
Julie Carson

Audra Tabarez

Kathy Javaheri, Principal
Terry Wetzel, Specialist
Julio Wetzel

Julio Melara, APO

Karla Galleguillos

Marty Winkler
Ewa Lichwa

Maura Sakhakorn

Jason Johansen

Jason Johansen

Karla Galleguillos

Judy Sahm

Kathy Javaheri, Principal
Bernadette Haderlein
Mark Washington, APO
Georgia George

Judy Sahm

Office Location

Rinaldi Adult Center

Rinaldi Adult Center

Rinaldi (pm)

San Fernando (pm)
Kennedy Adult School
Rinaldi Adult Center (DSP)
Rinaldi Adult Center (DSP)
San Fernando Adult School
Rinaldi Adult Center (CBET)

Rinaldi Adult Center (am)
Rinaldi Adult Center (Sat)

Rinaldi Adult Center (am/pm)
San Fernando (pm)

San Fernando (pm)

Rinaldi Adult Center (CBET)
Rinaldi Adult Center (CBET)

Kennedy Adult School
Rinaldi Adult Center

Rinaldi Adult Center
Rinaldi Adult Center

Rinaldi Adult Center (CBET)



Summary of Instructional Duties

1.

Instructional Planning:

a.

e.

All teachers must have daily lesson plans. The plans contain not only the objectives for the
day but also the activities (whole-group, small-group, and/or individual) through which
students will learn and apply what they learn. Formats for lesson plans and course syllabi
may vary by program, student population, and teacher preference. They may be formal or
informal in style.

All teachers must have a syllabus of required work/activities for the term.

In the event of an absence, the teacher must provide the substitute with a lesson plan.

All teachers must have their current course outline from the Division of Adult and Career
Education. Meeting the course outline objectives is the backbone of the instructional plan.
Teachers should produce and share a course syllabus with the students so they can
participate more fully in the learning process.

Class Presentation and Management:

a.

b.

C.

Teachers will use a variety of teaching strategies to present lesson material and provide
practice and application opportunities for the students.

Teachers will use a variety of groupings and activities to encourage full participation of all
students.

Teachers will establish an organized classroom and a knowable or predictable class
schedule that encourages and enables students to function as autonomously as possible.

Assessment and Evaluation:

a.

c.
d.

e.

Teachers will use a variety of assessments throughout the term: such as, pre-assessment
for placement, progress tests and daily teacher observations, post tests, promotional tests,
and/or certification testing. In addition, career technical programs will conduct safety tests,
passage of which is required for a student to participate in the program.

These tests will be formal or informal, as appropriate to the student population and
program.

If required by the program, teachers will also administer the CASAS tests.

Teachers will share the results of student assessment and evaluation with the individual
student.

Teachers will use these assessment results in monitoring individual student progress and
determining student completion of the course.

Meeting Students' Individual Needs:

a.

All classes have students at different skill levels. Some are mixed level by definition, such
as a multi-level ESL/CBET program. Instructional plans need to contain a range of
activities appropriate to the range of student skill levels.

All teacher-directed classes should be designed to allow a period of time in the instructional
period for individual work, which allows the instructor time to meet one-on-one with
students.

While individualizing instruction to the students' ability is expected and desirable, the
standards for mastery do not change. Some students may require more time to reach
mastery and may repeat the course if more time is needed.

Reporting and Recording:

a.

b.

Teachers must record and report student progress, completion, and/or certification as
required by the instructional program and the SIS system.

In addition, teachers are responsible to keep their own records to be able to answer
guestions that often arise in the future.
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ENROLLMENT PROCEDURES:

Registration in the Office:

When a student completes registration, the pink copy of the form goes in teacher's mailbox. The
student receives the blue copy. Teachers must confirm that the student is enrolled in the class,
by checking the pink copy

Registration in the Classroom:  Branch teachers will receive a packet of registration materials
and should seek individual instruction on their use. All white registration forms must be turned-in
to the SIS Office weekly

1. When a student is registered in the classroom, they should print clearly and firmly, and the
teacher should review all registration forms.

2. Complete forms contain: name, address, telephone number, birthdate, birthplace, and social
security number (if the student will allow). If the student knows his/her SIS Computer I.D.
number, please have him or her enter it on the registration form.

3. Student Status section (center box) information is needed in order for our school to submit
accurate reports.

4. TOPS information is completed in the stamped-in lower left corner. Since only the top white
copy is stamped, have students write single word answers rather than marking with a check.

5. Teachers keep the pink registration forms until the end of the semester. (See sample
below.)

5 $ $3 $$ 0 7@ TA
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3121563 REGISTRATION FORM

Alignment Los Angales Unified School District - Division of AGut Education, and Carear Education

TERM: YEAR:
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Soc Sec Na. Emergency Phone No.

INFORMA] TOTAL PAYMENT
VERIFICATION REQUIRED

FIRST Ci DUHSE STUDENT STATUS; SPECIAL STATUS:
[ e ——— Select only one: May be any of the folowing:|
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Adult Diploma Student AEWC.
Concurrent Student ESL #/ oo
Day School F-1VISA & T—
BM . NOT Cancurrent CmzEN _ ABE
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‘CalWORKs.
Am Ind. Whita DISABILITY;
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SAOE " ¥ LocaLusE FiELDs:
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WORK STATS Enr EMP, Local 1 SouHens
RETIRED ____  UNEMP. Local 2 - Oves

NGT LOGKING . o3

Are youa X new, or
wate TR Femal
U emae L returning student?

/ ransterred from:
Signature of District Employee Student's Signature T 3aAEHAT (51KF3681221606) REV. 040
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REGISTRATION/ENROLLMENT POLICIES —IT IS IMPORTANT TO REMEMBER THAT:
$ $ )s 7 $ 3

$ $)$ A8 2 $<
1. Submit changes in address and/or telephone number to SIS.

2. Accurately record attendance and financial data for every class, both as a matter of
professional ethics and to insure a smooth audit.

0 $ 8%) $$ $ (% ) $ « A
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Your adherence to these policies and procedures is part of your professional responsibilities.
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REGISTRATION & CREDIT GUIDELINES

Registration Procedures:

1.

2.

When a student comes to enroll for classes leading to a High School Diploma, the adult
school counselor must help the student complete the registration form by filling-in the
subject, time, room, etc.

With concurrently enrolled high school students, the counselor must collect the permit
signed by the home school counselor and enter the student’s home high school and
grade level in the verification box on the registration form.

The student must complete the registration form.

The teacher must be given a pink copy of the registration form. If you do not receive one,
contact the office at your site. The blue copy must be given to the student.

Credit Guidelines:

1.

All academic courses, including ESL, are five (5) credits, issued upon completion of the
course. Students will not receive credit until all coursework is completed and graded by
the instructor.

Concurrently enrolled students receive credit from their high school for all non-academic
classes, such as career technical education. Students should be issued a credit slip with
hours and a grade that will be forwarded to the high school. A guideline for hours in
these classes is 60 hours of class time for five (5) credits.

To earn credits in a teacher-directed class, students must attend a minimum of 80% of
the time class is in session. In lab classes, students must attend sufficient time in order
to satisfactorily complete competencies.

Attendance alone does not make a student eligible f  or credit. Both satisfactory
coursework and attendance must be considered as the basis for evaluating credit.
Failure in either coursework or attendance automatically cancels any claim for credit in
the course.

Additional credit may not be granted through repetition of a subject for which credit
has been previously granted.

The teacher issues a credit slip when the student has completed all course
requirements. ALL pertinent information requested on the credit slip must be completed.
In addition to the requested information, print the student’s date of birth in the space
directly below the course title. Also indicate the name of the home high school of each
concurrently enrolled high school student on the left-hand margin of the slip. The white
portion of the credit slip must be submitted to the Adult Counseling Office (2 copies, if
concurrent) and the pink portion must be given to the student.

When credit slips are prepared, teachers must enter the student’s final mark on the
weekly SIS Attendance Roster and bubble in “C” for completer in the last column

Procedures may vary to fit the needs at different sites. If teachers have any questions, they
should consult with Ms. Lisa Baskin, Assistant Principal, Adult Counseling Services.

*
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REPORTING STUDENT ATTENDANCE

Generating the Initial Weekly Attendance Form:

Student attendance is reported using the Adult-Weekly Attendance Form. This form is an
original legal document: i.e., the controlling document to verify the amount of attendance hours
that control state funding. PLEASE:

Do not fold, staple, tape, or cut-up.

Erase errors completely.

Do not use white-out.

Leave no stray marks in the bubble area.

Turn in the completed form to the SIS Computer Office weekly.

At main sites where students were able to pre-register most classes will have printed Adult-Weekly
Attendance Form(s) the first week of school. Throughout the year, the Rinaldi, Kennedy, and San
Fernando sites turn-in registration forms on a daily basis.

At branch sites where instructors register their class the first week of school the instructor will
complete the Adult-Weekly Attendance Form(s), manually. PLEASE:
List students in alphabetical order.
Obtain blank Attendance Forms at Kennedy, Rinaldi, San Fernando, and Sylmar offices.
Enter the student’s computer ID number on the top of the registration form.
Include the completed white (original) registration forms with the Attendance forms.
Submit completed registration forms even before submitting the Attendance form, if possible,
to facilitate receiving a fully printed roster.

Checking for Accuracy:

Each teacher must review their printed Adult-Weekly Attendance Form(s) for accuracy. PLEASE
CHECK:
The course number and the subject.
Day(s) the class meets and hours assigned. It is very important that you are aware of the
hours assigned for each section and know your section number(s).
Correct spelling of students' names.
Make neat corrections of printed errors, using a red pen.



Adding New Students:

Double check for the student's name on the printed Attendance form before adding to
the list.

If you must add students, use black ink.

List their date of birth. Lab (forum) classes must also include the course number.

Do not skip lines.

Include a copy of the pink registration form for each student you added to the
Attendance Form(s).

Recording Attendance:

All attendance must be bubbled-in with a special “PRIMARY” PENCIL issued by the SIS office.
Bubble-in each hour the student attends. Count the hours from the start of the class,
counting the half-hour (if the class is 2.5 hours) at the end. Any amount of attendance
within the hour(s) or half hour counts for a full hour or half-hour period.

If a student is absent leave it blank.
Make sure that you sign and date each page where it is required, using a black ball point
pen.

Recording Drops and Completions:

The last column on the Adult-Weekly Attendance Form has an “L” for leaver and a “C” for
completer. Bubbling in either "L" or "C" will cause the student to be dropped from the roster.
A student who has not attended for four consecutive weeks must be dropped by
bubbling in the “L".
When a student completes a course, bubble in the “Final Mark”, the "Credit" and the “C".

Weekly Deadlines for Rosters:

San Fernando Campus Thursday at 9:30 p.m.
Sylmar Campus Thursday at 9:30 p.m.
Rinaldi Campus Friday at 1:00 p.m. or Monday for Saturday classes

Kennedy Campus and Branches Friday at 4:30 p.m. or Monday for Saturday classes

IMPORTANT NOTICES

The Kennedy SIS Computer Office cannot accept  unsigned attendance
forms. You will be asked to come to the Kennedy Sis Comput  er Office to
sign the attendance form before it is processed.

| Late attendance forms must be turned in directly __to the Kennedy SIS office.

If you have questions, problems, or need training, please call the SIS Computer Office at the
Kennedy Campus at (818) 271-2550.
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TOPS AND CASAS OVERVIEW

Accountability:

The California Department of Education has contracted with the Comprehensive Adult Student
Assessment Survey (CASAS) to provide testing materials, data collection, and summary reports
assistance to California Funded Agencies of the Workforce Investment Act (WIA) and the Adult
Education and Family Literacy Act (AEFLA). CASAS is an adult basic skills assessment system
that has been approved and validated by the U. S. Department of Education to measure
functional reading, math, listening, speaking, and higher order thinking skills in everyday adult
life and work contexts. Funds received are based upon the attainment of “benchmarks” through
achieving gains on CASAS test scores, passing all of sections of the GED, and/or earning a
high school diploma.

TOPS (Tracking of Programs and Students) and CASAS test procedures are State mandated
for all adult students enrolled in Adult Basic Education, English as a Second Language, ESL-
Citizenship, GED Test Preparation, and High School Subject areas. Student demographic
information is identified on the TOPS Entry Record and student outcomes are reflected on the
TOPS Update Record. CASAS testing, which measures student progress, is required for adult
students in the above programs.

Written Guidelines:

Following are written guidelines for
TOPS Entry Form
TOPS Update Form
TOPS Test Record Form
Questionnaire for ABE 225/231 Programs

Please refer to these instructions in administering your data collection and testing and in
completing the forms.

Assistance:

The TOPS data collection and CASAS testing may present some challenges to teachers.

If you have questions or require assistance, do not hesitate to contact Judy Sahm at
(818) 366-1931.
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TOPS Entry Record Forms—Two Different Scantrons: The Scantrons vary by what is
combined on the front and back of the form. They are combined as follows:

1. TOPS Entry Record/CASAS Pretest Form for all ESL, High School Diploma, GED Test
Preparation, & ABE classes: The TOPS Entry Record and Pretest Record are found on
opposite sides of the same form. The Entry Record is blue in color and the Pretest Record is
brown. Students only need to be pre-tested once even if they are enrolled in more than one
class.

2. TOPS Entry Record/Update Record Form: These forms are currently not being used. The
TOPS Entry Record and Update Record are found on opposite sides of the same form. The
Entry Record is blue in color and the Update Record is green.

TOPS Entry Record Procedures

Entry Record item numbers 1 through 18 are to be fully completed. Each student will complete
a TOPS Entry Record for every enrolled class: i.e., a student has enrolled in two classes, then
he/she will need to complete two TOPS Entry Record forms. This form must be completed by all
students with one hour or more of attendance enrolled in the programs listed in item #1 above.
Instructors and students will be responsible for filling out the form correctly and completely,
using a #2 pencil.

Instructions for TOPS Entry Record by Item #
Item:

1. Print the student’s name clearly — Last, First, Middle.

2. Print instructor name, course title, and 4-digit section number for item # 2.

3. Right justify the SIS Student Identification number, i.e., 29012242
Would be written and bubbledas 29012242
a. Bubble “No” for Social Security #.

b. Bubble “No” for informed consent signed.
c. Exception : GED Test Preparation will use the student’s Social Security # with “Yes”
bubbled for Social Security # and “No” for consent signed.

4. “Male: or “Female” would be bubbled.

5. Print “Date of Birth” in boxes and bubble information below—bubble next to the correct
month, using leading zeros for day and year when needed.

6. Indicate the number of years attended school in the United States or another country
prior to enrolling in the current program. Use leading zeros for numbers fewer than 10:
i.e., 2 years would be 0 2.

7. Indicate highest diploma or degree earned in the United States or another country. On
bottom of this item bubble “if earned outside the United States” when diploma/degree
earned in another country.

8. Complete 8a to indicate ethnicity (either Hispanic or Latino or NOT Hispanic or Latino)
and 8b to indicate race (must mark one ).

9. Indicate the one prevalent language spoken at home when the student was a child. If
the prevalent language is not listed, bubble “Other,” and print the native language on the
“Name other” line; i.e., French.
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10.
11.
12.

13.

14.

15.

16.
17.

18.
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Print and bubble “Date of Entry” into the class -- 200 does not need to be bubbled.
Indicate the instructional program for your class.

Mark two student goal choices — a different one in each of the two columns. If there is
only one choice, mark the one choice in column 1 and “None” in column 2.

Note. Work-based Project does not apply to community adult schools.

“Special Programs” -- the vast majority of students will fall under “None.” Some will
bubble “Distance Learning” (Distance Learning classes) or “Non-traditional Training.” A
very few will come under the “Jail, Corrections, or Homeless.”

NOTE: “Non-traditional training” will include a female enrolled in Carpentry, Auto, or
Janitor/Building & Grounds.

Mark all that apply for “Personal Status" or leave blank. Most choices define themselves.
NOTE: “TANF” represents funding received through TANF or CalWORKS for children;
“Other Public Assistance” reflects individuals who are receiving federal, state or local
financial assistance including food stamps, refugee cash assistance, general assistance,
and aid to the blind or totally disabled -- employment-funded disability, Social Security,
and unemployment insurance are not included; and “Concurrent” is a concurrently
enrolled high school student.

Indicate the appropriate labor force status. “Unemployed” is someone who is not
working but looking for work.

Print and bubble “Home Zip Code.”

Print and bubble 3- or 4-digit class section number -- right justify; i.e., 901 would be _
_ 901 (No leading zeros ).

“Instructional Level” applies to: ESL (according to level) under the ESL heading; ABE or
Basic Reading classes would be Beginning under the ABE heading; and GED or High
School Subjects would be bubbled as ASE High under the ABE heading. NOTE: All
other instructional programs should leave item # 18 blank.

TOPS ENTRY RECORD EXAMPLE:

Maria Ramos Hernandez is a student in Joe Jones’ ESL/Beginning Low class.
Her SIS Student ID # is 29012242 and the ESL/Beginning Low class section # is 4235.
She is taking only this one class at Kennedy-San Fernando CAS.
Mrs. Hernandez was a stay at home mom until her husband passed away three months
ago.
She was born on March 6, 1978.
As a child she spoke Spanish and completed ten years of education in Mexico where she
earned her high school diploma.
Mrs. Hernandez considers her ethnicity to be Hispanic and her race to be White.
She began this class on September 7, 2004.
She hopes to improve her English skills and get a job.
She lives in San Fernando (zip code 91340).

The example follows:



(Mark one) (Mark one in each column) (Mark all that apply) O Other Public Assistance
SEP | 0 I 710 ]4 O Basic Skills (ABE) | 1] 2] (1-primary, 2-Secondary)| @ None O WAIB
Jan O | @@ |200 @ @ ESL O|O| Improve basic skills | O Jalil O Rehabilitation
FebO | @I |200 @D O ESL/ Citizenship DIC) Improve English skills | O Community Corrections | O %0,;}‘5?,';‘2?,%5“}8"2“ .
MarO | @@ |200 @ O Citizenship (O|O[ H.S. Diploma / GED | O State Corrections O Dislocated Worker
Apr O | @@ |200 B O High School Diploma |O|@| Get a job O Homeless Program O Veteran
May O @ |200 @ O GED (O|O)| Retain job O Family Literacy O Disabled
Jun € & |200 B O Spanish GED (O|O| Enter college or training| O Workplace Ed. O nDisplaced Homemaker
Ju O ® |200 ® O Voc. / Occup. skills |O]O] Work-based project | O Tutoring @ Single Parent
Aug O ® |20 O Workforce Readiness  [O|O| Family goal (O Distance Learning O Other
Sep ® |200 ® O Adults w/ Disabilities [O]O] U.S. Citizenship O Special Needs ({5 LABOR FORCE STATUS
Oct O @ |200 & O Health & Safety O|O) Military O Alternative Ed. [K12] O Employed
Nov O O Home Economics |O|0)| Personal goal (O Non-traditional Training Unemployed
Dec O O Parent Education O| None OEL Civics (O Not employed and
O Older Adults O|Of Other (O Carl Perkins not seeking work
O Other O Cther . O Retired
N YA
@ { ,CwLASS NUMBER v INSTRUCTIONAL LEVEL SKILL LEVEL @ PROVIDER USE
* (Mark one) &
| \ ' ESL Basic Skills (ABE) |
T O Beg. Literacy |O Beg. Literacy | 2 00 T
a) = {

@ Beginning O Beginning
O Int. Low O Int. Low
O Int. High O Int. High 443447

ISERESES

O Adv. Low O ASE Low 55 5§55 [&
O Adv. High  |O ASE High §58666 |[5553553
LILTTTH |EEE
88838 |ZTIZTT
§ 93 39l |BEE
0f0f0i (39

©ALLRIGHTS D. Zoundation for : . CASAS 2001 * = required for TOPSpro software wcasasog  CAYAS
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TOPS Update Record Forms—Two Different Scantrons: ~ The Scantrons vary by what is
combined on the front and back of the form. They are combined as follows:

1.

TOPS Update Record/CASAS Post-Test Form for all ESL, GED Test Preparation, High
School Diploma, & ABE classes: The TOPS Update Record and Post Test Record are found
on opposite sides of the same form. The Update Record is green in color and the Post Test
Record is brown.

TOPS Entry Record/UPDATE Record Form: This form is currently not being used. The
TOPS Entry Record and Update Record are found on opposite sides of the same form. The
Entry Record is blue in color and the Update Record is green.

TOPS UPDATE RECORD PROCEDURES

The TOPS Update Record form reflects student outcomes and results — what happened to the
student as a result of taking the class. Student input will be extremely helpful in your
completing items #9 (Learner Results) and #13 (Reason for Exiting). Use a #2 pencil.

Instructions for Update Record by Item #:

Item:

1.
2.
3.

N o g s

Print the student’s name clearly — Last, First, Middle.
Print instructor name, course title, and 4-digit section number for item #2.
Right justify the SIS Student Identification number, i.e., 29012242 would be written

will use the student’s Social Security #.

Print and bubble the date that TOPS Update Record is completed.
Leave field #5 blank.

Indicate the instructional program for your class.

Mark only one choice for “Status”: Retained in Program = ESL student remains in ESL
program, etc. Left Program = Student leaves ESL program to enter High School Diploma
or ABE program, or student no longer attends class at Kennedy-San Fernando CAS.
NOTE: If “Left Program” is bubbled, then item #13 must be bubbled. No Show or Did
Not Attend 12 hours = Student attends fewer than 12 hours.

Mark the highest level for “Progress”: Progressed within Level or Program = Student
made progress but remained at same level class. Completed Level or Program =
Student completed the class and no longer attends Kennedy-San Fernando CAS.
Advanced to a Higher Level or Program = Student completed the class and goes to a
higher level at Kennedy-San Fernando CAS.
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9. Mark all that apply. Get student feedback and try not to leave item #9 blank. NOTE:
“Met Work-based Project Goal” and “Acquired Workforce Readiness Skills” under
WORK do not apply to community adult schools. Also “Mastered Course
Competencies/Educational Plan” under EDUCATION indicates that the student
Successfully completed the course. “Returned to K-12” under EDUCATION shows that
a minor or concurrently enrolled high school student returned or continued to study at a
K-12 high school. Do not mark “Earned High School Diploma” —this reflects adult
students only.

10. Print and bubble class section number, right justified without preceding zeros.

11. Indicate the appropriate level of ESL or ABE. GED or High School Subjects should be
bubbled as ASE High. NOTE: All other instructional programs leave #11 blank.

12. Leave item #12 blank.

13. Complete item #13 if “Left Program” is bubbled for item #7 under STATUS.

14. Item #14 is completed only if the student takes GED Exam during the term.

15. Only High School Subjects students complete item #15 where credits are earned.

TOPS Update Record Example:

Maria Ramos Hernandez is from Joe Jones’ ESL/Beginning Low class and will be entering
ESL/Beginning High next term.

Her SIS Student ID # is 29012242.

ESL/Beg. Low class section # is 4235..

Mr. Jones completed the Update Record on February 2, 2005.

Mrs. Hernandez has 150 “Accumulated Hours” printed on the SIS Attendance Roster.

She attended 10 hours this week, and she attended class 10 hours last week.

Mrs. Hernandez informed Mr. Jones that her ESL class has been a great learning experience for
her:: she is working as an aide at the ABC Child Center, joined the PTA at her son’s school, sings
ABC songs and reads bedtime stories to her daughter, joined a group of neighbors who
cleaned/painted off graffiti in the neighborhood last weekend, and looks forward to continuing her
education at Kennedy-San Fernando CAS.

The example follows:
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The CASAS test is multiple choice format, testing basic skills in a life skills context. A pre-test
and post-test will be scheduled each semester, including summer session. The test is not timed
but should not take more than an hour.

ESL, ABE, ESL-Citizenship, GED Test Preparation, and High School Diploma Subjects are the
only programs that participate in CASAS testing. Only adults are tested.

TOPS Test Record Procedures:

The TOPS Test Record is the answer sheet used by the students to bubble the answers for
their CASAS tests. They must bubble completely and cleanly using a #2 pencil: no “x’s,” no
donuts/unfilled spaces within the circle, and no bubbles overlapping onto other choices.

The test booklet number is printed inside the Agency # boxes of the Test Record form. The test
booklet number is handwritten at the top right corner of each test booklet over. There is to be no
writing in or on the test booklets, with the exception of the literacy test.

NOTE: Students enrolled in multiple classes (in the same course/program)
take only ONE test per testing period. Duplicate te  sts are not valid.

Instructions for Test Record by ltem #:

Item:

1. Print the student’s name clearly — Last, First, Middle.

2. Print instructor name, course title, and 4-digit section number for item #2.

3. Right justify the SIS Student Identification number; i.e., 29012242 would be written and
Bubbledas _ 2901224 2. noleading zeros. Bubble “No” for “Is this your Social Security
#?"Exception: GED Test Preparation must use the student’s Social Security # and bubble
“Yes” for “Is this your Social Security #.”

4. The CASAS Test Form Number is printed on the cover of each test booklet; i.e., 82R. The
number represents the CASAS test level and the letter “R” is for reading and the “M”
represents mathematics. Print and bubble with a leading zero.  Bubble

5. Print and bubble the date that the test is given. The “200” does not need bubbling.

6. Print and bubble 3- or 4-digit class section number — right justify; i.e., 901 wouldbe _ 90
land 4235wouldbe _ 4 235. Noleading zeros.

7. See #11 of “Entry Record Insights” regarding item #7.

8. Leave item #8 blank.

9. If a student has insufficient skills to test, bubble “Student does not yet have the skills to be

tested” at the bottom of the TOPS Test Record.

TOPS Test Record Example:

Maria Ramos Hernandez is from Joe Jones’ ESL/Beginning Low class.
Her SIS Student ID # is 29012242.
The ESL/Beginning Low class section # is 4235.
Mrs. Hernandez took the CASAS test during the summer term.
This semester she is taking the 81R CASAS TEST on Sept. 22, 2008. (NOTE: Odd and
even numbered CASAS tests are used alternately for pre- & post testing purposes; i.e., this
term Maria Hernandez is taking 81R, her post test might be 82R.)
She has test booklet #3.

The example follows:
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The Instructional Questionnaire for ABE 225/231 Programs defines the class itself: its location,
instructional emphasis, use of technology, as well as scheduled time and days of instruction per
week. It is an 18-item questionnaire and is completed with a #2 pencil.

Instructions for Questionnaire for ABE 225/231 Prog  rams by ltem #:

At the top of the questionnaire print Kennedy-San Fernando CAS for the Agency/School and the
teacher’s name for Instructor Name (First, then Last).

1. Leave blank.

2. Print and bubble the Site Number with 9365, left justified with three blank spaces to right.

3. Use leading zeros with the 4-digit class section number, left justified; with blank spaces
to the right

4. Bubble the appropriate “Instructional Program.”

5. Something must be bubbled for each instructional emphasis.

6. Bubble one for “Instructional Setting” and one for “Physical Setting.”

7. Indicate the time class BEGINS. Morning = before 12:00 p.m.

Afternoon = 12:30 — 4:59 p.m.
Evening = 5:00 p.m. and later

8. Print and bubble the “Number of DAYS the Class meets PER WEEK.”

9. Print and bubble the “Number of HOURS the Class meets PER WEEK.”

10. Print and bubble the “Number of Students ATTENDING at PRESENT — NOT the number
of students listed on the SIS Attendance Roster.

11. Do you have an Instructional Aide? Yes or No.

12. Is a computer lab available to supplement student instruction for your class?

13. Do the students use computers as part of the class?

14. If the response for item #13 was Yes to either question, indicate whether the computers
are linked to the internet.

15. Answer all portions regarding your access to a computer at work.

16. Answer both parts A and B.

17. Answer all strategy items.

18. Answer all activity items.

EXAMPLE:

Joe Jones is teaching his ESL/Beginning Low class on the San Fernando site, which is
shared with San Fernando High School.

The class meets Monday through Thursday 6:45 — 9:30 p.m.

There are 43 students on his SIS Attendance Roster but only 40 attend on a regular basis.
He teaches the class without an aide but has several computers in the classroom.

The example follows:
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CONDUCTING FINANCIAL TRANSACTIONS WITH STUDENTS

Office staff and branch teachers will often need to conduct financial transactions with students,
including fee collections and sales of books and Student Body ID's

Making Collections of Fees: A yearly memo from the principal indicates the amount of fees
charged for the year. Additionally, this information is included in the school brochures.

1. Allfees are collected at time of registration. Students will not be enrolled prior to paying
fees.

2. Branch teachers should consult the Financial Manager for instructions and a receipt book for
recording fee collections.

3. Do not change the fee schedule for your class without permission from the Principal.

4. You must get authorization from the Principal before making a collection of money not
previously authorized.

Making Refunds: Registration and/or class fees can only be refunded prior to the third class
session following enrollment. There is a $10.00 drop fee when a student elects to drop a class.
If a class is discontinued by the administration, fees will be refunded to active students.

1. “Refund of Registration Fees” voucher must be completed and submitted to the Financial
Manager, together with the blue (student receipt) copy of registration form.

2. The Financial Manager will issue checks for all refunds. Allow two to four weeks.

Making Book Sales: The Financial Manager distributes a yearly memo with the price of student
books for sale.

1. Sales made in the offices are recorded in the cash register. Sales at branch sites are
recorded into the receipt book, giving the name of the student purchasing, the book title, and
amount of money collected.

2. The money collected is turned in to the Financial Manager. She will enter it into the cash
register and issue a receipt.

3. There is no refund on textbooks or workbooks.
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Making Student Body ID Sales: Student Body ID cards are $2.00 and are good for the
academic year beginning in July and ending in June. Purchase of a card is voluntary.

1.

3.
4.

Sales are recorded on the registration form. The Student Body ID number is recorded in the
upper left hand corner and the amount collected is recorded in the box on the left hand side.

The money collected is turned in to the Financial Manager, prior to handing in the
registration forms to the SIS Office

Issue the Student Body ID cards numerically. Every number is to be accounted for.
There is no refund on Student Body ID cards.

Financial Stationery: Items such as Student Body ID cards and sales receipt books are
referred to as Financial Stationery.

1.

Financial stationery is turned-in to the Financial Manager two weeks before the end of the
semester.

Collected money is turned in at least monthly.

Report loss of financial stationery immediately. Employees are accountable for each piece
of financial stationery issued to them.

PURCHASING MATERIALS:

Purchases Made by the School: To obtain materials, you will need to fill out a Purchase
Requisition form.

1. A separate form is completed for each vendor and should be filled-in completely and legibly:
including the ISBN number (for books) or stock number (for supplies), vendor’s full name,
address, telephone number, and contact person.

2. All requests require the Principal’s approval prior to being processed by the
Financial Manager.

3. Class sets of books must be stamped “Property of Kennedy-San Fernando CAS” prior to
use.

Getting Reimbursed for Self Purchased Items: It is necessary to get permission from the

Principal prior to purchasing items for which you will want to be reimbursed.

1. In programs that collect class fees, teachers may request reimbursement from their class
fee accounts for allowable purchases that include materials and services.

2. In other programs, teachers may request reimbursement for allowable purchases from
school funds.

4. All requests require the Principal's approval prior to being processed by the Financial

Manager.
The Principal will not approve reimbursement of non-allowable items.
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When a class is held other than on one of our four main sites (Kennedy-Rinaldi-San Fernando-
Sylmar), the procedures described below are followed. If you have any questions, call the
Kennedy Office at (818) 271-2550.

Reporting an Absence:

Off campus teachers must notify both their worksite and the Kennedy Office when they anticipate an
absence. All absent teachers must indicate the reason for the absence and the date of expected
return.

Morning teachers should arrange for a substitute in case of illness or emergency absence. Use
teachers on our substitute list only. On the day of your absence, call the Kennedy Office after 1:00
p.m. to report your absence and the name of the substitute. This will ensure that your substitute
receives his/her pay on time. Please remind your substitute to also call our office. Evening branch
teachers must call the Kennedy Office to report an absence and request for a substitute.

Absence Forms:

It is urgent that you notify the Kennedy Office each time you are absent. If you are absent
because of bereavement, iliness, or personal necessity, the appropriate form will be placed in
your mailbox. If this is not done, please ask for one. You must complete and sign a form each
time you are absent. An absence will be reported as unpaid if no complet  ed, signed
absence form has been submitted by the employee . Requests for unpaid absence are
submitted to the principal for approval on the non-illness form. Failure to do the above may
result in the delay of your pay.

Facility Administration

When a class is held at a branch location, the local site administrator is directly responsible for
the physical conditions of your class. Questions regarding keys, restrooms, parking, custodial
needs, etc., should be directed to the site administrator.

Pupil-Free Days and Other Schedule Changes:

When the off-campus site has a pupil-free day or other event that precludes offering the adult
education class, teachers should attempt to offer instruction at another time. If this is not possible,
teachers are required to report to work at another site designated by the adult school administrator.
Teachers must notify the administrator of necessary changes in schedule as soon as possible.
Teachers may not change a class’ schedule unlessth e principal has approved the change in
advance.
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Registration:

Branch location teachers register their own students. See Enrollment and SIS sections for
instructions. Registration materials and assistance can be obtained from the SIS Coordinator.

Monthly Teacher Attendance Form for Payroll:

This yellow form must be completed and returned to the Kennedy Office on the dates listed on
the form. This is extremely important to ensure correct payroll reporting. If you are absent on
one of those days, please call the Kennedy Office to speak to the time reporter.

Book Sales:

Branch location teachers should collect money for book sales from students and enter list of students
who paid in a sales receipt book provided by the Financial Manager. Also, please be sure to obtain a
receipt from the Kennedy Office when turning in money. Please keep receipts until the close of the
fiscal year.

Collecting Money:

Before collecting money for registration fees, material fees, deposits, and student body cards,
you must see the Financial Manager to obtain a receipt book. The student body cards, the
receipt book, and accurate money handling is the responsibility of the instructor. Lost financial
stationery may be charged to the instructor. (See Finances section.)

Money must be turned in at least monthly. However, if a large sum is collected, that money
should be turned in within the week. Be sure to obtain a receipt when turning-in money or
financial stationery.

Duplication Service:

The Rinaldi Adult Center, San Fernando, and Kennedy Offices have copy machines that you
may use. If your branch site has a copier, our school can provide you the paper. Remember that
there are copyright restrictions that regulate the making of photocopies (see F.R.I. section).

Mailbox:

Your mailbox can either be at our Kennedy, Rinaldi, San Fernando, or Sylmar site. You must
check your mailbox weekly to pick up SIS materials, testing materials, correspondence, etc.
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Preventing Injuries:

Safety is a fundamental concern at Kennedy-San Fernando CAS. To promote maximum safety,
all faculty and staff must work to: (1) Prevent all accidents; (2) Provide a safe work place; (3)
Teach and model safe work practices; and (4) Enforce safety regulations.

All employees are asked to inspect their work sites and identify conditions that might create a
safety hazard. You should observe and report problems with:

Interior:
Blocked Exits Door /Drawers/Cabinets Spills
Ceiling/Floor Tiles Overhead Screens Windows/Venetian Blinds
Copy Machines Plugs/Extension Cords
Desks/Chairs Plumbing Problems
Exterior:
Driveways Hazardous Materials Parking Lots
Hazardous Limbs/Roots Lighting Pavement

Reporting Safety Hazards:

Employees can report any safety hazard observed through any of the following methods:
Direct reporting of safety/health hazards to immediate supervisor

Presenting safety/health concern or hazards at regularly scheduled staff meetings
Informing site Safety Committee representatives of the hazard

Informing site administrator through anonymous notification

Providing written documentation of the hazard by completing an “Employee Request for
Correction of Safety Hazard” Form (attached).

arwpdPE

Correcting Safety Hazards:

To correct unsafe or unhealthy conditions, the administrator will ensure that:
All workplace hazards will be corrected in a timely manner
Temporary control measures such as barricading or tagging will be established for hazards
that cannot be corrected immediately by on-site personnel
Hazards that cannot be corrected immediately by on-site personnel will be identified in writing
and forwarded to Maintenance and Operations Branch for correction.

Preventing the Spread of Infectious Diseases:

School employees are trained every year to understand how infectious disease is spread and what
procedures help with prevention. Universal precautions should be used in all situations when
handling discharges from another person’s body. These precautions include proper washing of
hands, using gloves, using disinfectants, disposing of trash correctly, and using precautions for
CPR.

Employees are expected to teach and model safe prac  tices and to report immediately.
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Emergency procedures must be reviewed with students. Please read all procedures then discuss
applicable items with students at the beginning of each semester. This discussion is not

optional; it is required . After your discussion, if you have any questions, please feel free to
contact the site administrator for clarification. Should potential problems at your site become
apparent, please communicate them to administration in a timely manner.

POWER FAILURE

It is prudent to prepare for the safe evacuation of classes/buildings in the event of a prolonged
power failure.

1.

Since most power interruptions are restored within 10 minutes, please wait at least that
amount of time before initiating evacuation procedures.

A battery-powered radio is available in each office. The office staff will be able to hear
news bulletins and communicate them to our security officers during that time.

When it is determined that power may not be restored in a timely manner, we will distribute
flashlights to members of the office staff, custodial staff, and security staff, who will
contact each teacher individually regarding escorting his/her class out of the building.

Remain in your room until directed to leave by ana  uthorized person with a
flashlight. It is important to prevent crowds of st udents blocking stairways and
corridors. Do not traverse hallways in the darkness, rather when directed to proceed, walk
slowly and carefully. Never use cigarette lighters or matches for illumination, since gas may
be leaking in the building.
It is not permissible for the administrator of a sc hool to cancel a class without
official notification from the Superintendent of Sc hools or his designee . Please wait
until power returns or until contacted by an administrator for further directions. If failure
occurs close to the usual ending time for your class, some students may opt to leave.
However, encourage those willing to stay to practice emergency procedures.
Concurrently enrolled high school students should remain with their teacher in a safe
central area. If parents or guardians come to school and properly identify themselves,
students may be released.
Once your classroom is cleared, and you have personally checked for stragglers and
unconscious people, secure the room, then:

Report to the office or alternate administrative area.

Be certain that the appropriate clerk records your classroom as being secured.

Wait for further instructions.
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EMERGENCY DRILLS - SIGNALS AND PROCEDURES

Teachers will review these procedures with students.
FIRE

Signal: Ten (10) short bells, pause. Cycle continues in this manner up to ten rings of automatic
succession until complete.

Action: Calmly and orderly, evacuate building per posted instructions and teacher’s directions.
All Clear: One long (10 seconds) bell.

EARTHQUAKE (Duck/Cover/Hold)

Signal: Signal from teacher (or a bona fide earthquake). Move away from all buildings. Assume
“drop” position.

Action: Seek shelter under chairs, tables, arches, etc. Evacuate building only after danger of
falling debris has ceased.

All Clear: Given by teacher or staff member.

DROP/TAKE COVER (used for explosions, shooting incidents)
Signal: Alternating long and short bells; command of DROP given by teacher or staff member.

Action: Take immediate cover, Drop, facing away from windows or hazards. Bury
face in arms to protect head.

All Clear: One long (10 seconds) bell.

LOCK DOWN (used to secure school during police action)

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

Action: Lock doors, close blinds, move away from windows. Remain until
emergency is over.

All Clear: One long (10 seconds) bell.

SHELTER-IN-PLACE (used to secure school during hazardous material leak)

Same procedure as LOCK DOWN except SHELTER-IN-PLACE involves shutdown of the HVAC
systems, and allows free movement of students within the building. During Shelter-In-Place, no
one should be exposed to outside air.

Protecting the Safety of Students during Class Acti vities:

Do not assume that students understand all oral and written instructions. Instead, ensure that
directions are understood by paraphrasing, explaining, questioning students, and demonstrating
for them.

Use universal signs, posters, bilingual texts, vocabulary lists, and audio-visual supplemental
materials.

Be succinct and very specific; do not generalize.
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Provide the Appropriate Degree of Supervision:

Supervise personally those activities that require the greatest precaution regarding safety. Assure
that a paraprofessional or peer tutor is capable of leading an activity before allowing him/her to
undertake that leadership.
Be consistent in the enforcement of safety rules and regulations as follows:

1. Enforce rules and procedures consistently to foster habitual safe behavior in students.
Create a room environment that reflects standards of safety.
Be a model of safe behavior for students.
Insist that students use only District-approved equipment, tools and safety devices.
Provide regular safety checks of tools and equipment.
Remove/correct all safety hazards in student work areas.
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MAJOR EARTHQUAKE DISASTER - ALL SITES

All students and personnel must take cover under worktable or chair facing away from the
windows and wait for staff or teacher to find a safe exit. Teachers should be aware of:
Designated waiting area, and
Possibility that aftershocks will delay evacuation. We will then follow the evacuation plan as
stated earlier (Power Failure, ltems 3-6).

No administrator of this school has the authority to cancel any class without official verification
from the Assistant Superintendent. If such permission is obviously unobtainable, bear in mind the
following:

Your students are adults and are not subject to mandatory attendance laws.
They have come voluntarily, and as adults, are free to leave at any time they deem fit.

Should any of our students or staff be injured, school personnel and other qualified help will assist
in administering first aid. First aid areas will be designated after the nature and scope of the
emergency has been determined. If necessary, a first aid station or morgue will be established in a
secured area.

Management personnel will provide first aid supplies and such other equipment as available. If
your class meets in an L.A.U.S.D. school (elementary, middle school, or high school), the first aid
supplies and other necessary equipment provided by the District for the school are to be used for
all Pre-K — Adult students.

Additional Instructions (Branch Locations)

In the event of an emergency during times when our main office is not open or otherwise available,
branch location teachers should follow procedures below:

1. If your class is housed in connection with another agency or school, proceed under that
agency’s master evacuation plan.

2. Be responsible for seeing that your students leave the site if it is in harm’s way.

3. Should any of your students be injured, regardless of your site location, summon qualified
help and to assist them to the best of your ability until such qualified help relieves you of
the obligation.

4. Communicate the situation at your site with the Adult School Office as soon as possible
and preferably prior to, or immediately after, your departure from that site.
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ABSENCE - All employees will call the Kennedy Office at (818) 271-2550 to report an absence.
Those working at another site will call that site as well. When calling the Kennedy Office, be
prepared to give the reason of your absence as pertains to paid illness and non-iliness conditions.
When possible, give the date of return. (See separate FAQ's for jury duty and leaves of absence.)

In addition , teachers will follow these procedures for getting a substitute:
Evening teachers will call Kennedy Office preferably no later than 2:00 PM.
Morning teachers may call a substitute using our approved list, in those times when it is not
possible to call the day prior to the absence. Please inform the substitute to call to report his or
her time. When the Kennedy Office opens, the absent teacher will call to report the absence.
Lesson plan(s) must be provided for the substitute.

ACCIDENTS AND SECURITY INCIDENTS - Report all accidents and security incidents pertaining
to employees or students to the office immediately. Please do not discuss accidents or security
incidents with victim, or others. In some cases, the student’s Safety Test must accompany each
accident report.

ASSIGNED HOURS - Teachers on an hourly rate are expected to teach for the entire number of
hours assigned. Teachers should be in their classroom prepared to teach at the starting time of
their assignment and remain in their room until the end of the class.

Teachers initial their individual time cards upon arrival and upon departure. Classified employees
write the time of arrival and departure on their time card. Your signature is required at the end of
each pay period. Please do not sign in or out in advance.

AUDIO-VISUAL, PROJECTORS & PRESENTATIONS - Use of AV or other projection equipment
can be arranged with your site administrator. Presentation of commercially produced materials
must be appropriate to instructional goals. Movies rated “R” and above must have administrator’s
approval.

BENEFITS - Teachers are encouraged to review the current contract between UTLA and the
District regarding their benefits. The current collective bargaining agreement is available in the
adult school offices.

BULLETINS -The school issues weekly and monthly bulletins of information pertaining to your job.
You are accountable to know the information delivered through the bulletins, whether delivered to
you school mailbox or your school email account.
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CATERER - A catering truck will be on campus during break times at the Rinaldi, San Fernando
and Sylmar sites.

CHANGE OF ADDRESS/PHONE NO. - It is your responsibility to inform the Kennedy Office of a
change in your address and/or phone number. A Change of Address and a new Emergency Card
must be completed.

CHILD ABUSE - Any employee observing or suspecting child abuse must report the incident, or
any suspicions, to the proper authorities. As a mandated reporter, it is your responsibility to
ensure that the appropriate authorities are notified (refer to the summary, “Child/Dependent Adult
Abuse,” regarding reporting procedures, which is in the Appendix Section of this handbook).

CHILDREN IN CLASSROOMS - Children in an adult setting may be injured or cause a disruption to
instruction. Therefore, children are permitted only in the Parent Education and CBET classes.

CODE OF CONDUCT AND ETHICS — The District enforces a code of conduct with students and a
code of ethics to govern the actions and interactions of all employees in performing their jobs.
Employees have the responsibility to familiarize themselves with these codes and to act in accordance
with their intent. (Refer to the summaries contained in the Appendix Section of this handbook.)

COMPLIANCE ISSUES - This handbook contains summaries of policies and codes of conduct to
which all employees must comply as part of their employment in the District. They are:

Bullying & Hazing Policy * Injury & lliness Prevention Program
Child /Elder Abuse Reporting Non-Discrimination Statement *

Code of Conduct: Ethics Sexual Harassment Policy *

Code of Conduct with Students Student and Employee Security Policy *
Hate Motivated Crimes Policy * Uniform complaint Procedures (UCP) *

Employees must review these requirements yearly and sign to attest to their compliance to the
policies and procedures. In addition, all teachers must affirm that they will review certain policies
(those indicated by an asterisk) with their students each semester.

CREDENTIAL — All LAUSD teachers must be credentialed by the State of California. A copy of
your current teaching credential must be on file in the administration office at Kennedy and at
Central Offices. It is your responsibility to renew your credential.

DISCIPLINE - Unacceptable behavior in classrooms or any place on campus should be
reported to the appropriate site administrator or school police officer immediately.

DISCRIMINATION AND PREJUDICE - All employees will so conduct themselves in the course
of their employment by word, gesture, act and demeanor so as to assure that all others will be
accorded just and equitable consideration, regard, and treatment. Any violation of this policy will
result in disciplinary action (refer to LAUSD Nondiscrimination Policy and Ethics Statements
located in the Appendix Section of this handbook).

DUPLICATION OF MATERIALS - All teachers may use designated copy machines to duplicate
instructional materials. However, the copyright law of the United States restricts reproduction of
copyrighted material. Teachers are cautioned that they may be held responsible for violation of
copyright laws. Teachers should be prepared with duplicated materials prior to starting class.
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EATING IN THE CLASSROOM - Do not allow students to eat in any LAUSD classroom without
permission from the site administrator.

ELDER ABUSE - Any employee observing or suspecting abuse of an elder or dependent adult
must report the incident, or any suspicions, to the proper authorities. It is your responsibility to
ensure that the appropriate authorities are notified (refer to our bulletin, “Child/Dependent Adult
Abuse,” regarding reporting procedures, which is in the Appendix Section of this handbook).

FIELD TRIPS - Teachers planning field trips are required to file a “Field Trip Request” form two
weeks prior to the scheduled trip. Blank forms are available in the office at the Rinaldi and
Kennedy sites. After approval by the administrator, a copy is returned to the teacher.

HATE INCIDENTS/CRIMES - Any employee observing or suspecting that a hate crime or bias-
motivated incident has occurred must report the incident to the Principal or site administrator
(Bulletin BP-5, “Reporting Procedures - Motivated Incidents/Hate Crimes”).

HOUSEKEEPING - Some classrooms are shared by as many as five teachers. If you share a
classroom, be certain to erase your chalkboards at the end of class, rearrange the furniture as it
was when you arrived, return borrowed chairs, turn-off the lights, and lock all the windows and
doors when you leave. Show the kind of respect that you would wish others to show you.

JURY DUTY - It is District policy to encourage employees to provide jury service during periods
when the continuity of instruction and District operations will not be adversely affected. Notify
your administrator if you receive a jury summons. As a condition of paid absence, the employee
must seek postponement of jury service to the employee’s recess or “off-track” period.

KEYS - Teachers at main locations must return keys to the office each day after class. For
security reasons, keys are the total responsibility of the instructor. They are not to be entrusted
to a student for any reason.

LEAVES - The Family and Medical Leave Act (FMLA) entitles covered employees up to 12
weeks of unpaid leave for certain family and medical reasons. Teachers are eligible for other
permissive leaves as defined in the collective bargaining agreement. Unpaid time off is not an
employee’s prerogative. However, staff may make written request in advance to the principal
for unpaid time.

LESSON PLANS - Lesson plans and/or instructional planning sheets are required by the
District. They should be available in the classroom.

LETTERHEAD - On some occasions, it may be appropriate for instructors to write to an
individual or firm on our letterhead stationery. Such letters must have prior administrative
approval before they are mailed.

MAILBOXES - Please check your mailbox before going to class and check it again before
leaving school. Neighborhood branch teachers have a box at a major campus location. Clear
its contents weekly.

MINOR STUDENTS - Day high school students (concurrent enrollees) are permitted to enroll in
adult school, only with permission from their parents/guardian and both the adult and high
school counselors. A special form requiring signatures must be submitted upon registration.
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ORGANIZATIONS - We encourage you to join organizations that are dedicated to the
advancement of adult education and the adult education teacher.

PAYROLL - It is helpful for us to have a copy of your warrant stub when we pursue payroll
inquiries with the Payroll Branch. Call the Kennedy Office at (818) 368-3702. You may also call
the LAUSD Employee Helpdesk at (213) 241-6655.

PRESS RELEASES - The administration office will prepare and distribute news releases upon
request. Instructors are urged to submit pertinent details about newsworthy stories, such as
special events, field trips, speakers, success stories, special teacher achievements, new
equipment, and programs. Press release ideas should be submitted to your site administrator

REPAIR - It is important that you promptly report any “out of order” classroom equipment to
your site administrator. Please follow the procedures established for your site.

SAFETY - All teachers should be aware of the following with regard to school safety:
Location of First Aid Kit and replenishment of any used items

Condition of electrical cords/outlets

Cluttered aisles/doorways/tops of cabinets

Guards provided on shop machinery -- goggles worn as necessary

Storage of flammable materials

Appropriate student dress
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SAFETY TESTS - Instructors in CTE, Parent Education and ALL activity classes must give
safety instructions and safety tests to all students prior to any hands-on activity. This test must
be 100% correctly answered, signed, dated, and kept on file. Instructors must give continuous
attention to safety and safety instructions. Report all accidents.

SECURITY - Security staff are on duty during the day and evening at our main sites. Teachers
are asked to report any and all unusual incidents or concerns to the office. Our security staff is
on campus to provide a safe, quiet, and pleasant learning environment.

SEXUAL HARASSMENT - It is District policy to maintain a working and learning environment
that is free from sexual harassment. If you have knowledge of conduct by other employees,
students, or individuals which may constitute sexual harassment, report such conduct to the site
administrator (refer to Sexual Harassment Policy in the Appendix section of this handbook).

SMOKING - Smoking is not allowed anywhere on campus or where District classes are
conducted.

STUDENT COUNCIL - We encourage teachers to support their students in establishing a
Student Council. Student Council officers may be limited to one term.

SUBSTITUTES - (See Absences )
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SUPPLIES AND EQUIPMENT - Ordinary supplies and other material are available from the
main offices upon request. Class sets of textbooks, along with teacher’s copies and teacher’s
editions, can be checked out from a teacher advisor, site administrator, or the Financial
Manager. If you need books, supplies, or equipment that is not available at a main office, it can
be ordered. All requests must first be submitted to the Principal for approval using the Purchase
Requisition form, which is available at the main offices. Submit your written request for supplies
and/or equipment to a teacher advisor, the site administrator, or the Financial Manager. Every
effort will be made to provide you with all necessary instructional materials.

TB TEST - All District employees are required to be certified as free from active tuberculosis
every four years. Without this certification or upon the lapse of the certification, employees will
not be able to report to work.

UNIFORM COMPLAINT PROCEDURES - have been established to handle complaints against
the District that allege unlawful discrimination. The contact person at Kennedy-San Fernando
CAS is Lisa Baskin, AP Adult Counseling Services. Complaint forms are available from the
main office.

WAITING LIST - It is the teacher’s responsibility to notify the office whenever space is available
for new students to enroll. Questions regarding the waiting list should be directed to the site
administrator.

WEEKLY ATTENDANCE/MARK ROSTER SHEETS - Weekly attendance must be taken hourly
at each class session. These sheets are to be submitted on a weekly basis.

WORKERS' COMPENSATION - All work-related injuries or illness must be reported
immediately to the site administrator. Employees with work-related injury or illness would be
referred to an authorized workers’ compensation medical provider. If you wish to be treated by
your personal physician, you must file a Pre-designation of Physician form prior to an injury.
Contact the Kennedy Office to request the form.
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Section 2.0:

Sign-in and Sign-out: All employees shall, upon each arrival to and departure from their
assigned work location, enter their initials on a form provided by the District.

Section 3.3:

Adult education employees shall be at their assigned duty station at least ten (10) minutes
before the first daily class or other assignment begins, shall remain at their assigned duty
station at least ten (10) minutes after the last class or other scheduled period of work ends and
shall also remain on-site beyond the minimum on-site hours as reasonable necessary to
perform duties described in Section 4.0 below.

Section 4.0:

Other Professional Duties: Each employee is responsible not only for classroom duties (or, in
the case of non-classroom teachers, scheduled duties) for which properly credentialed, but also
for all related professional duties. Such professional duties include the following examples:
instructional planning; preparing lesson plans in a format appropriate to the teacher’s
assignment; preparing and selecting instructional materials; reviewing and evaluating the work
of pupils; communicating and conferring with pupils, parents, staff and administrators;
maintaining appropriate records; providing leadership and supervision of student activities and
organizations; supervising pupils both within and outside the classroom; supervising teacher
aides when assigned; cooperating in parent, community and open house activities; participating
in staff development programs, professional activities related to their assignment, independent
study and otherwise keeping current with developments within their areas or subject of
assignment; assuming reasonable responsibility for the proper use and control of District
property, equipment, material and supplies; and attending faculty, departmental, grade level and
other meetings called or approved by the immediate administrator.

Section 4.1:

Lesson plans or evidence of planning in a format appropriate to the teacher’s assignment, shall
be furnished by each classroom teacher upon request from the teacher’'s immediate
administrator. No special format for a lesson plan shall be required.

Section 4.3:

Faculty, Departmental, Grade Level, Staff Development and Committee Meetings: No employee
shall be expected to attend more than three (3) such meetings per school month, plus three
additional meetings during the school year (but not more than four in any month). Exempt from this
limitation are administrative conferences with individual employees, meetings on released time,
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community meetings, voluntary meetings and meetings necessitated by special circumstances or
emergencies. In secondary schools, under special circumstances, only one of the above meetings
per month may be held during the employee’s preparation period. These meetings should not, except
in special circumstances or emergencies, exceed one hour in duration. Agendas for faculty meetings
are to be distributed at least one day in advance, and employees shall be permitted to propose
agenda items. Employees shall be permitted to participate in discussions during the meetings. If a
meeting is scheduled after school, it should be started as soon as practicable after the student day is
completed.

Article XX| — Adult and Career Education
Section 7.0:

The Division shall observe class size minimums of twenty in General Education, eighteen in
Occupational courses and eighteen in Adults with Disabilities.

a. A notice that a class may be terminated shall be given by the instructor of the class to
the students and to the site administrator when attendance reaches twenty of less in
General Education, or eighteen or less in Occupational or Adults with Disabilities
classes.

b. If class attendance drops below an average of twenty for three consecutive class
meetings (eighteen in Occupational and Adults with Disabilities) the class may be
closed.

c. If class attendance reaches fifteen students (fewer than twelve in Occupational classes
and fewer than fourteen in Adults with Disabilities) the class shall be canceled. If a
class is being canceled due to loss of enrollment, the teacher shall be so advised as
soon as practical during a conference with the administrator and with written notice to
the teacher no later than the last scheduled class meeting. The conference may be
conducted by telephone if the teacher is not readily available to the administrator (e.g.,
satellite location, or teacher absent). A class which has reached the level for
cancellation may be continued under compelling circumstances at the sole discretion
of the Division Superintendent.
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Kennedy-San Fernando Community Adult School

COMPLIANCE FORM

I have received my set of Compliance Policies and Statements and understand my role and
responsibilities as an employee of the Los Angeles Unified School District. Moreover, | realize that
I am responsible for reading and understanding the information in the 2010-2011 Faculty and Staff
Handbook found on the Kennedy-San Fernando Community Adult School website at
www.kennedysanfernandocas.net. | may request a printed copy from Grace Manalo at the
Kennedy Office. If | have questions about the following compliance policies and procedures, | will
address them to my site administrator.

Furthermore, | understand that | am responsible for presenting information about the following
policies and reporting procedures to my students and certify that | will do so each semester:

Anti-Bullying Policy Sexual Harassment Policy
Hate Motivated Crimes Policy Student and Employee Security Policy
Non-Discrimination Statement Uniform complaint Procedures (UCP)
Print Name Signature
Date

RETURN TO: Grace Manalo
DUE: Friday, September 24, 2010
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BULLYING AND HAZING POLICY & REPORTING
SUMMARY

The Los Angeles Unified School District is committed to providing a safe and civil working
and learning environment; will not tolerate bullying or any behavior that infringes on the
safety or well-being of students, employees, or any other persons within the District's
jurisdiction; and will not tolerate retaliation in any form when bullying has been reported.

District policy requires all schools and all personnel to promote mutual respect, tolerance,
and acceptance among students and staff.

Definition:

Bullying is defined as deliberate antagonistic action or creation of a situation with the intent of
inflicting emotional, physical, or psychological distress. Bullying seeks to secure or maintain
an imbalance of power between the perpetrator(s) and the target(s) and has a reasonable
likelihood of emotional, physical, or psychological harm. Typically, the behavior is repeated
over time and includes the use of hurtful words and/or acts.

Types of Bullying Behavior:

Bullying behaviors may include, but are not necessarily limited to, the following:

Cyber-Bullying, Electronic Bullying, or Sexting: Use of electronic communication
technology to embarrass, humiliate, spread rumors, threaten, or intimidate.

Disability Bullying: The act of treating someone negatively because of actual or
perceived disability.

Emotional, Psychological, Relational, or Social Bullying: The act of blackmailing,
defaming, extorting, humiliating, intimidating, ostracizing, rejecting, or using peer
pressure.

Indirect Bullying: The use of intimidation to cause physical or psychological harm on
a third party.

Nonverbal Bullying: The use of gestures, leering, posting threatening graffiti,
posturing, stalking, or property destruction to demean, distress, or frighten.

Physical Bullying: The intentional act of beating, biting, fighting, poking, pushing,
spitting, or tripping to cause or attempt to cause physical discomfort, injury, or pain.

Racial/Ethnic/Religious Bullying: Bias based on ancestry, culture, ethnicity, language,
nationality, race, religion, or skin color.

Sexualized bullying: Unwanted or demeaning conduct or comments directed at or
about an individual on the basis of actual or perceived gender, sex, sexual behavior,
or sexual orientation with the intention to humiliate.

Verbal Bullying: Hurtful gossiping, making rude noises, making threats, name-calling,
spreading rumors, or teasing to cause emotional or psychological harm.

Staff Responsibilities:

Model appropriate behavior and create an environment where mutual respect and
acceptance are promoted, and students understand that bullying and hazing are
inappropriate, harmful and are taken seriously.
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Recognize indicators of bullying and hazing.

Discuss all aspects of the “Bullying and Hazing Policy” with students, including
strategies to prevent bullying and hazing.

Encourage students to report bullying and hazing.

Intervene immediately and take corrective action when bullying or hazing is reported,
observed, or suspected.

Report incidents and actions to the appropriate District personnel or outside agency,
if necessary.

Report any complaints or incidents of bullying or hazing involving a District employee
to the site administrator immediately.

Student Responsibilities:

Do not engage in or contribute to bullying or hazing behaviors or words.

Treat everyone with respect. Be sensitive as to how others might perceive your words
or actions.

Report bullying or hazing to a trusted District teacher or administrator.

Never engage in retaliatory behavior or ask, encourage, or consent to anyone
retaliating on your behalf.

Responding to Bullying Complaints:

Obtain specific information relevant to any bullying complaint such as: the date, time,
location, witnesses, and whether this was an isolated incident or related to previous
incidents.

Intervene immediately and take corrective action to stop bullying behavior.
Assure the target of the bullying that steps will be taken to monitor that the bullying

behavior does not continue. Provide the individual with the names of school
personnel who can help if the situation continues, escalates, or arises again.

Reporting Procedures:

(0]

Report complaints of bullying or hazing to the site administrator/complaint manager
immediately.

Reports of bullying or hazing shall be handled confidentially to respect the privacy of
all parties.

The District will not tolerate retaliation against anyone who reports suspected bullying
of hazing.
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CHILD/DEPENDENT ADULT ABUSE POLICY & REPORTING
SUMMARY

Pursuant to State law and district policy, all district employees are mandated reporters
and as such are required to report cases of suspected child and dependent adult
abuse/neglect. All mandated reporters with actual knowledge or reasonable suspicion of
child abuse/neglect must telephone the Department of Children and Family Services
(DCFS) or local law enforcement immediately upon becoming aware of it. The mandated
reporter must also submit a written report to the agency within 36 hours of receiving the
information .

Abuse includes:

1. PHYSICAL ABUSE — A physical injury (external or internal) inflicted by other than
accidental means on a child by another person.

2. SEXUAL ABUSE - Sexual assault or sexual exploitation, annoyance or molestation
of a child.

3. NEGLECT - The negligent failure of a person having the care or custody of a child to
protect the child and/or to provide adequate food, clothing, shelter, supervision or
medical care.

4. LIFE ENDANGERMENT, WILLFUL CRUELTY, EMOTIONAL ABUSE - Any act by
a person who willfully causes, inflicts or permits any child to endure
cruel punishment, mental suffering, or causes or permits the child to be placed in a
situation in which the child’s person or health is endangered.

Abuse does not include:

1. The use of an amount of force that is reasonable and necessary for a person
employed or engaged in a public school to quell a disturbance threatening physical
injury to person 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, as
authorized by California Education Code Section 49001.

2. A mutual affray or physical altercation between minors.
3. Pregnancy in and of itself (unless sexual abuse is suspected).

Prohibited Actions:

Never contact the child’s home or the alleged perpetrator if indicators point to
possible abuse or if abuse is suspected.

Never conduct an investigation of any kind once abuse or neglect is suspected or
prior to making a report.

Never report suspected child abuse or neglect to School Police. The law specifically
states that School Police is not a child protective agency

No removal or arranging of any clothing to provide visual inspection of the under
clothing, breast, buttocks, or genitalia of a pupil is permitted.
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Reporting Suspected Child/Dependent Adult Abuse—Tel  ephone Report

If you suspect child abuse or neglect, it is your responsibility to immediately telephone the
appropriate child protective agency. Child abuse reports are made to the Department of
Children and Family Services (DCFS) or to the local law enforcement agency, but not school
police.

Contact Information
The numbers of local child protective agencies and law enforcement are:

LA County Dept. of Children and Family Services
Hotline (800) 540-4000

LAPD Child Abuse Unit San Fernando Police Dept.

100 W. First St., Rm. 351 910 First Street
Los Angeles, CA 90012 San Fernando, CA 91340

(213) 486-0530 (818) 898-1267

Reporting Suspected Child/Dependant Adult Abuse—Wri tten Report

The appropriate State reporting form must be completed and mailed within 36 hours from
the time information concerning the incident is received:

1. “Suspected Child Abuse Report” Form SS 8572

2. “Report of Suspected Adult/Elder Abuse” Form SOC 341

These forms are available from your site administrator.

The identity of a District employee who reports suspected child abuse will remain
confidential and disclosed only between designated child protective agencies, by court
order, or when needed for specified court actions.

For legal questions concerning child/elder abuse, call the District’s Office of General Counsel at
(213) 241-7600.

Prohibition Against Corporal Punishment

THE USE OF CORPORAL PUNISHMENT AS A DISCIPLINARY OPTION AT ANY GRADE
LEVEL AND WITH ANY STUDENTS IN ANY FORM IS NOT TO BE USED WITHIN THE LOS
ANGELES UNIFIED SCHOOL DISTRICT.
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CODE OF CONDUCT

Ethics Policy Statement and Code of Conduct:

At the Los Angeles Unified School District, it is critical that all employees strive for excellence in
the public service that they provide. As an employee of the District, you are expected to
conduct yourself fairly, honestly and with the highest integrity. This means treating co-workers,
students, parents, and other customers with respect, and in a manner that is exactly the way
you would want to be treated. This also means being respectful of the District’s resources and
property. Recognizing that each of us plays a critical role in student success, striving for
excellence is not only a personal commitment, but a personal responsibility that all District
employees share.

This code of ethics provides general guidelines for employees to follow in carrying out their
critical roles as District employees. Not all ethical issues that employees face on the job are
covered in this code. However, the code does capture some of the critical areas that help
define ethical and professional conduct for District employees. The provisions of this code were
developed from existing laws, rules, policies and procedures as well as from concepts that
define generally accepted good business practices. Employees are expected to strictly adhere
to the provisions of this code of ethics.

This code of ethics is consistent with statutes addressing conflict of interest and supplements those
provisions of law.

EMPLOYEE AND STUDENT RELATIONS: District employees are entrusted with the
physical and mental well-being of every student. Therefore, employees shall treat
students with respect and care and be aware of their proper roles as public servants, role
models and contributors to student development. Employees shall not exploit, harass, or
discriminate against any student or require students to perform work or services that could
be detrimental to their health.

ACTIONS AND CONDUCT OF DISTRICT EMPLOYEES: District employees shall not
only be aware that public service is a public trust, but also conduct themselves, both inside
and outside the school district’s service, in a manner that deserves the respect of the
students, parents and the communities the District serves.

CONFLICT OF INTEREST: Employees shall not make or influence a District decision
which will benefit the employees’ outside employment, business, or personal finances or
benefit a family member or personal friend. (For provisions relating to private instruction,
see Board Rule 1272.)

ACCEPTANCE AND OFFERING OF GIFTS, FAVORS AND GRATU ITIES: Employees of
the District shall not accept any gifts, money, or favors which might reasonably be
interpreted as an attempt to influence their actions with respect to District business. It will
be presumed that gift(s) valued in excess of $100.00 during a calendar year from any
single person or organization (exclusive of gift exchanges based on personal relationships
outside of the District) constitute an attempt to influence official District business.
Employees shall not offer gifts, money, or favors which might be interpreted as an attempt
to influence the official actions of another employee or service provider with respect to
District business.

DISTRICT RECORDS: District employees shall not create, in any manfadse,

misleading, or artificial documents or entries iistiict accounts, time reporting records or
other manual or electronic records. Records alatieek documents must be maintained in
accordance with relevant laws and regulations.
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Ethics Policy Statement and Code of Conduct:

USE OF CONFIDENTIAL INFORMATION: Employees of the District shall not disclose
confidential information acquired by them in the course of their employment with the
school district, or use such information for speculation or personal gain.

USE OF DISTRICT FACILITIES, EQUIPMENT AND EMPLOYME NT STATUS:
Employees shall not use the District’s facilities, equipment, or supplies for other than
District authorized purposes. Employees shall not use or attempt to use their position to
secure unwanted privileges for themselves or others. (For provisions relating to prohibited
and approved activities on school premises, see Board Rule 1251.)

OUTSIDE EMPLOYMENT: District employees shall not use their authority over a
particular matter to negotiate future employment with any person or organization.
Employees shall not make or influence a District decision involving the interests of a
person with whom they have an agreement concerning current or future employment, or
remuneration of any kind. For one year after leaving District service, former District
employees may not represent any person or organization for compensation other than the
District in connection with any matter pending before the District that, as District
employees, they participated in personally and substantially. Nothing in this paragraph
shall be taken to limit in any manner the outside employment of employees where the
interests of the District are protected.

CONDUCT WITH RESPECT TO PERFORMANCE ON THE JOB: Employees of

the District are responsible for, and accountable for, the performance of the specific
assignments they are employed to perform. Employees shall not conduct personal
business or outside employment activities during their assigned District work hours.

COMMITMENT: District employees are expected to uphold the federal and California
Constitutions, the laws and regulations of the United States and the State of California
(particularly the Education Code) and all other applicable government entities, and the
policies, procedures, rules and regulations of the Los Angeles Unified School District
Board of Education.

FAIRNESS: District employees are expected to conduct themselves in the course of their
employment by word, gesture, act, and demeanor to ensure that all others are given fair
and just consideration, regard and treatment. Understanding that, employees are
encouraged to, and should, report unethical or fraudulent practices. Employees shall not
be subject to retaliation for so doing.

For purposes of this policy statement, the term “employees” is intended to include: officers,
commissioners, appointed committee members, independent contractors and consultants,
volunteers and other representatives of the District in addition to all paid employees.

Below follows the Code of Conduct with Students:
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HATE-MOTIVATED INCIDENTS/CRIMES POLICY & REPORTING
SUMMARY

A hate-motivated incident is defined as  an act or attempted act which constitutes an
expression of hostility against the person or property of another because of the victim’s race,
color, national origin, religion, disability, sex, sexual orientation, or gender identity. This may
include using bigoted insults, taunts, or racial slurs, or disseminating racist leaflets.

A hate-motivated crime is defined as  a hate-motivated incident that has been investigated by
law enforcement and determined to be criminal in nature and violation of law. This includes, but
is not limited to, threatening phone calls, hate mail, physical assault, vandalism, cross burnings,
destruction of religious symbols and fire bombings.

It may be helpful to consider the following in determining whether an act or action is a hate-
motivated incident/crime:

1. Was an actual crime or attempted crime, such as vandalism, assault or battery,
committed? Both verbal and written threats may be included in this consideration.

2. Was the incident/crime directed at a particular person or group of persons because of the
actual or perceived race, color, national origin, religion, disability, nationality, sex, sexual
orientation, or gender identity of the person or group of persons (protected categories)?

3. Did the perpetrator intentionally select the target because of his or her belonging to a
protected category? There must be some indication that the perpetrator’s actions were
motivated by bias/prejudice against deliberately selected target.

4. Was a substantial motivation for the perpetrator’s action because the target was a member
or perceived member of one of the “protected” classes referenced above?

5. Did the perpetrator perceive that the target fell within one of the protected categories?

If answers to the above-listed indicators have been determined to be true, then the incident may
be hate-motivated or rise to the level of a hate-motivated crime. However, conduct that does not
rise to the level of a “hate-motivated crime” may still be considered to be a hate-motivated
incident, unlawful discrimination, and/or inappropriate behavior, and may require some type of
corrective or administrative action and/or discipline.

Ensure the safety of the target by offering any assistance that may be appropriate and by
advising the target to contact the site administrator/complaint manager.

IT IS THE RESPONSIBILITY OF THE SCHOOL TO PROMOTE M UTUAL
RESPECT. ALL EMPLOYEES ARE TO CREATE A LEARNING EN VIRONMENT
WHERE STUDENTS AND STAFF KNOW THAT HATE-MOTIVATED | NCIDENTS

OR CRIMES WILL NOT BE TOLERATED.

ANY EMPLOYEE SUSPECTING THAT A HATE CRIME OR HATE-M OTIVATED
INCIDENT HAS OCCURRED MUST REPORT THE INCIDENT TO THE SITE
ADMINISTRATOR/COMPLAINT MANAGER IMMEDIATELY.

WITNESSES TO OR TARGETS OF A HATE-MOTIVATED INCIDEN T/CRIME ARE
RESPONSIBLE TO REPORT SUCH AN INCIDENT TO THE COMPL AINT
MANAGER/SITE ADMINISTRATOR

! ) +:9-/0 6 # 6 #2 P
! =/5 1 $> /,8,8+.*

% %"



INJURY & ILLNESS PREVENTION PROGRAM SUMMARY

Kennedy-San Fernando C.A.S.

California Code of Regulations, Title 8, Section 3203, requires
each employer to develop and implement an Injury & lliness
Prevention Program (IIPP). The following is a summary of the
IIPP for Kennedy-San Fernando C.A.S.

Overall responsibility for ensuring site conditions and
operations are in strict compliance with applicable health and
safety requirements is designated to the Site Administrator.

The Safety Committee is responsible for assisting the Site
Administrator by:

- Reviewing work-related injury and illness statistics;
Making recommendations to the Site Administrator on
necessary corrective actions;

Conducting periodic site inspections;

Conduct accident investigations and recommend
corrective measures to prevent the recurrence of similar
accidents; and

Reviewing the IIPP and recommending necessary
revisions to the Site Administrator.

To ensure employees comply with applicable standards, the
IIPP includes:

Recognition/Incentive Programs

Disciplinary Action

Training/Retraining Programs

To ensure communications between employees and
supervisors, the IIPP requires that safety-related information is
disseminated via District bulletins, memorandums, safety
grams or other pertinent documents. These materials will be
distributed in the following manner:
- posting on bulletin boards accessible to all employees;
and
discussion at Safety Committee meetings, staff
development sessions and during new employee
orientation.

Employees should report safety hazards through the following
methods:
Direct reporting of safety/health hazards to immediate
supervisor;
Presenting safety/health concerns at staff meetings;
Informing Safety Committee representatives of the
hazard,
Informing the Site Administrator through anonymous
notifications;
Reporting the condition to OEHS at (888) 455-4665;
and
Submitting an “Employee Request for Correction of
Safety Hazard Form.”
Submitting a inquiry or complaint to OEHS at (213) 241-
3199 or www.laschools/org/oehs.
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Hazards will be assessed and corrected in the following
manner:
Safety Inspections will be conducted as often as
necessary or at least semi-annually
The Plant Manager or designee will conduct a daily
survey to identify and correct unsafe conditions.
The Site Administrator will ensure that identified
hazards are corrected in a timely manner.
When imminent hazards are identified which cannot be

immediately abated, engineering controls,
administrative controls or appropriate PPE must be
used.

Temporary control measures such as barricading or
tagging will be used to mitigate hazards that cannot be
corrected immediately by on-site personnel.
The Site Administrator or designee will ensure that all
identified hazards have in fact been corrected.
Following an occupational injury or illness, the Site
Administrator or designee will take the following steps:
. ensure injured personnel receive first aid or medical
attention;
take necessary actions to prevent recurrence;
investigate the accident scene and interview victim
and witnesses;
complete the “Accident Investigation Report” form and
forward a copy to OEHS; and
if medical treatment is required, complete the Workers’
Compensation Claims Forms and refer the employee
to the appropriate medical provider.

Employees will be trained in general safe work practices and

will be provided specific instructions with respect to hazards

unique to their job assignments. Training should include the

following:
. New employee safety orientation

Emergency procedures

Hazard Communication

Bloodborne Pathogen

Asbestos Awareness

The Site Administrator will ensure retention of the following
documents at the facility for at least 5 years:
safety inspection reports;
regulatory citations and Corrective Action Notices;
minutes from Safety Committee meetings;
Cal/lOSHA Form 300 “Summary of Occupational
Injuries and llinesses”;
accident investigation reports; and
training records

For more information, employees should see their supervisor
or may contact OEHS at (213) 241-3199 or
www.laschools/org/oehs




LOS ANGELES UNIFIED SCHOOL DISTRICT
NONDISCRIMINATION STATEMENT

The Los Angeles Unified School District is committe to providing a working and learning environment tha
is free from unlawful discrimination and harassment The District prohibits discrimination and harasament
based on an individual’s actual or perceived agenaestry, color, disability (mental or physical), einic group
identification, gender (including gender identity), mairtal status, national origin, race, religion (including
religious accommodation), sex (actual or perceivedncluding pregnancy, childbirth, or related medicd
condition), sexual orientation, on the basief a person’s association with a person or group Wi one or more
of these actual or perceived characteristics, or gnother basis protected by federal, state, local g ordinance
or regulation. Harassment based on any of the abewrotected categoriesis a form of unlawful
discrimination and will not be tolerated by the Didrict. Harassment is intimidation or abusive behavor
toward a student or employee that creates a hostikenvironment and can result in disciplinary actionagains
the offending student or employee. Harassing conduct may take manyims, including verbal remarks anc
name-calling, graphic and written statements, or caduct that is physically threatening or humiliating.

This nondiscrimination policy covers admission ocess topr treatment or employment in, all District progs
and activities, including vocational education.eTack of English language skills will not be armrto admissio
to or participation in District programs or acties.

Additional information pohibiting other forms of unlawful discriminatiorr darassment, inappropriate beha
and/or hate crimes may be found in other Distradices that are available in all schools and effic It is the intel
of the District that all such policies areviewed consistently to provide the highest leoklprotection fror
unlawful discrimination in the provision of eduaatal services and opportunities.

The District prohibits retaliation against anyondwowfiles a complaint or who participates in amgbain
investigation.

For_inquiries or complaints related to adult-to-student, student-to-student, or nonemployee
discrimination or harassment based on the individuBs actual or perceived age, ancestry, colc
disability (mental or physical), ethnicgroup identification, gender, gender identity, natonal origin,
race, religion, sex, or sexual orientation, contact

Educational Equity Compliance Office
Sue Spears, Director
District Section 504 and Title IX Coordinator
(213) 241-7682

For inquiries or complaints related to employee-tcemployee, student-toemployee, or work
employment related discrimination or harassment, cotact:

Equal Employment Opportunity Section
(213) 241-7685

Both offices located at:
Los Angeles Unified School District
333 South Beaudry Avenue — 20Floor

Los Angeles, CA 90017
June 201(
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LOS ANGELES UNIFIED SCHOOL DISTRICT
SEXUAL HARASSMENT POLICY

The Los Angeles Unified School District is commites maintaining a working and learning environménatt is
free from sexual harassment. Sexual harassmentlmf employees or students, or persons doing essiwith ¢
for the District is a form of sex discriminatiom that it constitutes differential treatment on Hasis of sex, sext
orientation, or gender, and, for that reason \Mkation of state and federal laws and a violatéthis policy.

The District considers sexual harassment to be @rnufense which can result in disciplinary actitm the
offending employee or the suspension expulsion of the offending student in grades fdrough twelve
Suspension or expulsion as a disciplinary consempufor sexual harassment shall not apply to stsdemtolled il
Kindergarten and grades one through three. Howeedents enrolleth Kindergarten and grades one thrc
three may be subject to other disciplinary actions.

Any student or employee of the District who belgvhat she or he has been a victim of sexual haergssha
bring the problem to the attention of the sitenadstrator or Title X Complaint Manager so thaipaopriate actio
may be taken to resolve the problem. The Dispiochibits retaliatory behavior against anyone wihesfa sexui
harassment complaint or any participant in the damp investigationprocess. Complaints will be promg
investigated in a way that respects the privadyefparties concerned

California Education Code Section 212.5 defines seal harassment as any unwelcome sexual advanc
requests for sexual favors, and other verd, visual, or physical conduct of a sexual naturenade by someor
from or in the work or educational setting, under axy of the following conditions:

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

» Submission to, or rejection of, the conduct by thandividual is used as the basis of employment or ademic
decisions affecting the individual.

» The conduct has the purpose or effect of having aegative irrpact upon the individual’s work or academic
performance, or of creating an intimidating, hostik, or offensive work or educational environment.

» Submission to, or rejection of, the conduct by théndividual is used as the basis for any decision fafcting
the individual regarding benefits and services, haors, programs, or activities available at or throudp the
educational institution.

Sexual harassment may include, but is not limited t

» Unwelcome verbal conduct such as suggestive, denggar vulgar comments, sexual innuendos, slur
unwanted sexual advances, invitations, or commeu@stering for dates; making threats; and/or spmg
rumors about or rating others as to sexual actostgerformance.

» Unwelcome visual conduct suels displays of sexually suggestive objects, pisiupesters, written materi
cartoons, or drawings; graffiti of a sexual natwuned/or use of obscene gestures or leering.

» Unwelcome physical conduct such as unwanted tog¢hpmching, kissing, paihg, hugging, blocking ¢
normal movement, assault; and/or interference wibhhk or study directed at an individual becausdaha
individual's sex, sexual orientation, or gender.

» Threats and demands or pressure to submit to seequagsts in orddo keep a job or academic standing ¢
avoid other loss, and offers of benefits in retiomsexual favors.

For inquiries about District policies and procedures related to sexual harassment,
including how to file a complaint of sexual harassmnt, contact

Educational Equity Compliance Office — SelSpears, Director and District Title IX Coordinator,
at (213) 241-7682, when issues or comptaiinvolve students or non-employees
or
Equal Opportunity Section, at (213) 241685, when issues or complaints involve employees 6/10
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RESPONSIBILITY FOR IMPLEMENTATION OF POLICY:

Employees shall:

- Cooperate with the District’s efforts to eliminate and prevent sexual harassment.
Encourage anyone alleging to be a target of sexual harassment to report the incident.
Cooperate in any investigation of a sexual harassment complaint.

Guard against any actions that would be considered retaliatory against anyone who files
a complaint.

Students shall be informed that:
They are expected to act with respect towards everyone and should consider how others
may perceive their actions and words.
They should report any incidents of sexual harassment to the site administrator.
If they are terminating a consensual peer relationship, they should inform the other
person that any conduct of a sexual nature is no longer consensual or welcome and
must cease.

Responding to Sexual Harassment Complaints:

When a complaint or a report (oral or written) of sexual harassment is received, it shall be given
immediate attention. Informal resolutions of sexual harassment complaints should be addressed at
the school site. It shall be bypassed if the complaint names a school site administrator as a
respondent. In that case, the complainant may file directly with the Educational Equity Compliance
Office.

For further assistance, contact your site administrator or the Director of Educational Equity
Compliance at (213) 241-7682.
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STUDENT AND EMPLOYEE SECURITY

The following safety suggestions for staff are provided as a supplement to various existing
safety practices at school sites.

1.

10.

11.

Report to the main office or other designated office prior to proceeding to assigned
classroom or work area.

Lock classroom doors when working alone before or after school hours.

Establish and maintain a buddy system when working in isolated areas and/or traveling
to and from parking areas at the start and close of school.

Exercise stringent control of assigned school keys, and do not give/loan assigned school
keys to students.

Secure all personal valuables.

Report any person loitering in or adjacent to parking areas, etc. and/or sitting in a parked
car.

Instruct minor students to avoid strangers and provide strategies for avoiding contact
with strangers. Utilize the following resources as appropriate: LAUSD crime prevention
drug resistance and human relational programs, and child abuse and traffic safety
bulletins.

Ensure that all visitors report to the Main Office upon arrival to be issued a Visitor's Pass
to wear while on campus.

Review school discipline policies and expectations with students.

Monitor student access to cars during school hours.

Instruct students about the prohibition against the wearing of gang apparel or the use of
gang-related symbols.
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PROCEDURES FOR REPORTING ABSENCES

If you are going to be absent, please follow these procedures:

All employees must call the Kennedy Office to report an absence. You should give the reason
for your absence as pertains to illness or non-illness conditions that are paid absences. If the
reason for your absence is not allowable for pay, you will request an unpaid absence. At the
time of reporting an absence, please give the expected date of return, if you are able.

Teachers will follow these additional guidelines:

1. All evening teachers will call the Kennedy Office preferably no later than 2:00 p.m. to
request a substitute. The office staff will obtain all evening substitutes.

2. All off-campus teachers will notify both their work -site and the Kennedy office as
soon as possible.

3. All day teachers (classes before 3:00 PM) are reque  sted to arrange for their own
substitutes for absences that are not reported the day prior.

Day Teachers must use the daytime substituterlistigled by the Kennedy Office. Only
teachers on this list may be called to substitute.

Day teachers must inform the substitute to contact the Kennedy Office to report
the substitute time.

On the day of the absence, the teacher must also notify the Kennedy Office of the
absence and the name of the substitute. The teacher must indicate the reason for
the absence and the date of his/her expected return.

All teachers must provide lesson plans for the subs titute.

FAILURE TO FOLLOW THE ABOVE GUIDELINES MAY RESULT I N
LATE PAY AND EVEN NO PAY FOR THE SUBSTITUTE.

ILLNESS THAT LASTS MORE THAN A WEEK REQUIRE A DOCTO R'S
VERIFICATION.

SOME REASONS QUALIFY FOR PAID PERSONAL NECESSITY;
SOME DO NOT. YOU WILL NEED TO PROVIDE AN EXPLANATIO N
WHEN REQUESTING PERSONAL TIME.
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