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SECTION | — ADMINISTRATIVE RESPONSIBILITIES

Jan Lyons, Principal

Instructional
Administrative Professional Development
API/School Data
Conference Attendance
Curriculum Council
District Mandates
Fulfillment Fund
GEAR-Up Program
Guest Speakers
Journalism

Yearbook

School Operations
Accident Reporting
Administrative Training and Field Work
Budgets
Clerical Staff
Department Meetings
Faculty Meetings
Imprest Account
Personal Property Registration
Personnel Issues
Coordinatorships
Grievances
Leave of Absence
Payroll
Staff Relations
Staff Selection
Stull Evaluation Process
Transfers, Staff
Parent Newsletter
Publicity-News
School Accountability Report Card
School Leadership Council
Sexual Harassment (Employees)
Student Body Finance
Student Teachers
UTLA Contract Compliance

Note: All administrators are responsible for campus supervision, graduation and related activities,
and supervision of instruction.



Harold Boger, Assistant Principal

Instructional
Academic Decathlon Team
Departments
Agriculture
Business
Computer
Home Economics
Industrial Education
Math
Math Cadre and Coaches

School Operations
Back to School Night
Categorical Programs
Compensatory Education Advisory Council
ELL Program
English Learners Advisory Council
Parent Center
School Site Council
Single School Plan
Title | Program
EPALS
Equipment Inventory & Security
Handbook, Staff
Junior Class Activities
Marquees
Open House/Showcase
School Volunteers
Technology

Note: All administrators are responsible for campus supervision, graduation and related activities,
and supervision of instruction.



Kay Burr, Assistant Principal

Instructional
Accreditation
Choral Program
Course Descriptions
Departments:
English
English as a Second Language
Performing Arts
Visual Arts
Drill Team & Flag Team
Drama Productions
Language Arts Programs
High Point
Literacy Cadre and Coaches
Quarterly Assessments
Homework Policies
Instructional TV
Library
Debt Clearance
Staff & Services
New Teacher Support/BTSA Program
Staff Development:
Banked Tuesdays
Buyback Days
Testing and Assessment
Tutorial Program
Videotape Approval
504 Plans

School Operations
Graduation and Related Activities
Guest Teachers
Sophomore Class Sponsors and Activities
Student Surveys (Approval)
Teacher Attendance and Tardies
Textbooks:
Budget
Debt Clearance
Textbook Room

Note: All administrators are responsible for campus supervision, graduation and related activities,
and supervision of instruction.



Karen Waligun, Assistant Principal, SSS

Instructional
Departments:
Special Education

Operational
Area Use Approval

Attendance Office:
Attendance Procedures and Improvement
Bus Tokens and Stamps
Estimated Enrollment Report
Federal Impact Survey
Federal Lunch Program Applications
Foster Home Report
Lunch Passes
Non-Immigrant Report
Open Enrollment
PSA Counselors
Registration Procedures
School Program Survey
Senior Attendance Incentive Program
Short Day Pass
Bulletin — Weekly
Calendar - Master
Curricular Trips/Buses
Modified Consent Decree
Debt Clearance:
Candy
Clubs/Organizations
Master List
Handbook, Students
Human Relations Program
Identification Pictures/Cards
Insurance, Student (Optional)
Phone Master
Sexual Harassment (Students)
Student Activities
Candy Drive
Clean CampusProgram
Clubs and Organizations
Drives and Campaigns
Grad Night
Senior Class Activities
Student Government
Special Day and Week Observances
Title IX

Note: All administrators are responsible for campus supervision, graduation and related activities,
and supervision of instruction.



Victor Rodriguez, Assistant Principal, SCS

Instructional
Adult School & Community College Liaison
Advanced Placement Program
Armed Forces Liaison
Ballet Folklorico
Career Technical Education
Departments:

Counseling

Foreign Language

School for Advanced Studies
Course Descriptions
Experimental Courses
Gifted & Talented Programs
Magnet Program

School Operations

Articulation

Opening/Closing Procedures

Child Abuse Reporting

College and Career Centers
College Advisement
College/Career Night

Crisis Team/Counseling

Cumulative Records

Diplomas

Freshman Class Activities

Health Office Staff & Services

Honor Roll Activities

Impact Program

Itinerant Teachers

Marking Standards and Procedures

Master Program

Options Programs

Progress Reports/Report Cards

Publicity - News Releases

Rollbooks

Room Assignments

ROP/ROC

SAT Preparation

SB 813

Senior Awards Night

SIS Coordinator

Student Study Team

Summer School Preparation

Note: All administrators are responsible for campus supervision, graduation and related activities,
and supervision of instruction.



Casey Browne, Assistant Principal, SSS

Instructional
Cheerleaders
Departments:
Health
Physical Education
Science
Science Cadre

School Operations
Accident Prevention
Acting Principal
Athletics
Bell Schedules
Band/Booster Club
Bomb Threats
Civic Center Permits
Classroom Policy Packets
Copy Machines
Discipline:
Campus Security
Expulsions
Opportunity Transfers
Police Liaison
Probation Officer Liaison
Referral Room
Safe School Plan
Supervision Schedule
Tardy Sweeps
Emergency Drills and Procedures
Plant:
Alterations and Improvements
Building and Grounds Workers
Cafeteria Staff & Services
Intrusion Alarm System
Keys
Maintenance and Operation Projects
Parking Permits
Telephone Systems
T.U.P.E. Program
Youth Services

Note: All administrators are responsible for campus supervision, graduation and related activities,
and supervision of instruction.



Christopher Perdigao, Smaller Learning Community Facilitator

Instructional
Academies
9" Grade Houses

School Operations

Grant Writing

Loop Program

Smaller Learning Communities Grant

Note: All administrators are responsible for campus supervision, graduation and related activities,
and supervision of instruction.
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Ken Barker, Required Learning Administrator

Instructional
Beyond the Bell Program
Close-Up Program
Departments:
Ed/Career Planning
Social Studies
Developing Readers & Writers Program
Intervention Programs
Service Learning
Social Studies Cadre
Tutorial Programs

School Operations
Data Team

Note: All administrators are responsible for campus supervision, graduation and related activities,
and supervision of instruction.
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SECTION Il - SCHEDULES

Bell Schedules

REGULAR SCHEDULE
Period 1......cccoooe 800 - 853 53 minutes
*HOMEroom ......coevevieeiieiiiiieiieeieeeeee 9:01 - 91l 10 minutes
Period 2.......cccooiiis 9:19 - 10012, 53 minutes
Period 3., 10:20 - 1113 53 minutes
LUNCR o, 11:13 - 1147 34 minutes
Period 4......ccooeiiiiiiiiii, 11:55 - 12149 53 minutes
Period 5.....cccooiiiiiiii, 12:57 - 1Bl 53 minutes
Period 6........cccco 1:59 - 283 53 minutes

SHORTENED DAY SCHEDULE

Period 1......cccooois 800 - 842 ., 42 minutes
*HOMErooM ......covveevieiiieiiiieeieeeieeeee 850 - 900, 10 minutes
Period 2.......cccoooii 9:08 - 950, 42 minutes
Period 3. 9:58 - 10040, 42 minutes
LUNCh 10:40 - 1124 34 minutes
Period 4......ccoooiiiiiiiii, 11:22 - 12:06..ccccciiiiiiiiiiiiiiinan, 44 minutes
Period 5.....ccooiiiiiiiii 12:14 - 1257 43 minutes
Period 6........ccccos 1:05 - 148..iiiiiiiiiiiiiiees 43 minutes

BANKED TUESDAY SCHEDULE

Period L......cccoooiines 8:00 - 838, 38 minutes
*HOMEroom ......cooovevviiieiiiiieeeei 8:46 - 856 10 minutes
Period 2......cccccov 9:04 - 942, 38 minutes
Period 3......cccooois 9:50 - 10:28.cciiiiiii, 38 minutes
LUNCA oo, 10:28 - 11:02..ccciiiiiiiiiieein, 34 minutes
Period 4.....cccooeevieiiieiiiie, 1110 - 1249, 39 minutes
Period 5.....cccoveiviiiiiie, 11:57 - 12:36.cccceiiiiiiiieeieeeeiinen, 39 minutes
Period 6......ccooeeveeeiieeiiieie e, 12:44 - 123, 39 minutes
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SECTION IlI- POLICIES AND PROCEDURES
ABSENCE OF TEACHERS

It is the responsibility of teachers to be present at school ten minutes before the first class. If they
cannot do so, they must arrange for a substitute to take their place. Main Office personnel should be
informed of anticipated absences. If this is not possible, teachers must call the school between 7:30
a.m. and 7:45 a.m. the day of the absence. To request a substitute, teachers must call the Substitute
Unit. The School Administrative Assistant will provide each teacher with an instruction card on how to
do so. Seating charts, roll sheets and lesson plans must be left in the classroom or in the Main
Office/Sub Folder.

For information concerning absences other than illness, contact the School Administrative Assistant.
CHANGE OF ADDRESS
It is the responsibility of each employee to keep the District informed of their official home address by

maintaining an accurate, up-to-date "Name and Address Card" (Form 8201). This form can be
obtained from the Human Resources website www.teachinla.com/hr_forms.html.

FACULTY AND DEPARTMENT MEETINGS
General faculty meetings are held as needed in the afternoons (on Tuesdays). These meetings are
scheduled by the Principal and attendance is required. Requests to be absent from meetings must

be approved by the Principal. Staff members are reminded to avoid scheduling personal
appointments at the time of the faculty meetings.

Department meetings and Department Chair meetings are held as needed. Concerned personnel are
expected to attend.

FUNDRAISING

All fundraising activities must be approved by either the Assistant Principal in charge of Student
Activities or the Assistant Principal in charge of Athletics at least two weeks prior to the beginning of
the fundraising activity.

KEYS

At the beginning of each semester, necessary keys will be issued to each teacher. Teachers are

responsible for the security of the assigned keys. Loss of keys must be reported promptly to the
School Administrative Assistant and School Police.

LEAVING THE SCHOOL PREMISES
Absence during a teaching period must be approved by an administrator. Those who need to leave

campus for any reason during the teaching day must notify the school administrative assistant and
sign out in the appropriate place.
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MAILBOXES/EMAIL

Teachers are to clear their mailboxes and read their email in the morning and again in the afternoon
before leaving school. Messages, not of an emergency nature, will be placed in the mailboxes and/or
emailed and will not be delivered to the teacher.

PARENT CONFERENCE NIGHT

Faculty attendance is required for PHABO Parent Conference Night in the fall and in the spring
semesters. Requests to be absent must be approved by the Principal.

PARKING

Upon registering your vehicle, you will be given a parking permit. This permit must be displayed while
your vehicle is parked in any school parking lot. If you need to drive an unregistered car to school,
the Main Office should be notified so that a temporary parking permit can be issued. Faculty parking
is in the upper Borden Street lot, the Borden Street lot in front of the shop classrooms, the lot
adjacent to the two-story building, and the faculty lot adjacent to the Agriculture area.

PERSONAL TELEPHONE CALLS
Board Rules 1471 and 1471-1 prohibit the use of school telephones for personal use.
RETURNING FROM ABSENCES

Teachers must telephone the school prior to 2:00 p.m. signifying their return the following day. If the
school is not notified by 2:00 p.m., the substitute will be notified to return the next day. If both the
teacher and substitute report to the school, the substitute will be retained for the day. Unless
otherwise notified, all substitutes are released Friday afternoon.

Upon return to school from an absence, teachers will complete the absence certificate and give it to
the School Administrative Assistant.

If the absence exceeds twenty (20) consecutive working days, please contact the School

Administrative Assistant to request a formal illness leave. Extended absences may require the
approval of a District physician before returning.

SIGNING IN AND OUT

The teaching day is considered to be from ten minutes before the beginning of the first period until ten
minutes after the last class period. Each teacher is expected to sign in (before 7:50 a.m.) and out
(after 2:55 p.m.) in the proper place daily. The red tab on the attendance card must be moved to the
right to indicate that you have signed in.

TARDINESS

If emergencies arise and you will be late, please contact the Main Office so that provisions to cover
your class may be made. Upon the third tardy, docking of pay will occur.
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SECTION IV - CLASSROOM MANAGEMENT
ASSEMBLIES
A special bulletin will be issued giving specific instructions for each assembly.

The teachers will take roll in the classroom before escorting the class to the assembly site. The
teacher will remain with the class during the assembly to help maintain a courteous attitude by the
students. At the end of the assembly, the teacher will insure the students follow the dismissal
instructions.

AUDIO-VISUAL EQUIPMENT

Some audio-visual equipment is assigned to departments. Teachers will share the equipment by
making arrangements with the department chairperson who will be responsible for coordinating the
use of the equipment.

CALENDAR, BULLETINS AND P.A. ANNOUNCEMENTS

All school activities, either during or outside school hours, must be included in the school master
calendar. "Applications for Calendar Event" forms are available in the Assistant Principal's Office.

The weekly bulletin is published each Monday to convey essential information to faculty and students.
Information must be submitted to the Assistant Principal's Office or mail box by 4:00 p.m. on
Thursday, if it is to appear in the bulletin on Monday. Forms are available in the Main Office.

The public address system is used Tuesdays and Thursdays to inform pupils of events and to
publicize upcoming events of interest to faculty and pupils. Announcements are made during
Homeroom.

P.A. announcements must be submitted on the form available in the Main Office no later than 8:00
a.m. of the day it is to be read. It is the responsibility of the sponsor to check the P.A. announcement
for accuracy and need, before signing it. No P.A. announcement will be read without the signature of
a teacher. Forms are available in the Main Office.

CLASS DISMISSAL

Classes should be dismissed by teachers only upon the ringing of the passing bell unless specific
instructions have been given to release students by the clock. Occasionally, due to security/safety
problems, classes need to be kept in the classroom past regular dismissal time.

CLASSROOM HOUSEKEEPING

The teacher is responsible for reporting to the Main Office any vandalism or theft in the classroom.
The teacher should report any needed repairs or cleaning to the Plant Manager, and should inform
the Assistant Principal in charge of the Plant if corrections are not made within a reasonable length of
time. Teachers are reminded to close all windows and lock all doors at the close of the school day.
Do not leave students unattended in the classroom.
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CLASSROOM PARTIES
Classroom parties are not authorized. No food and/or beverages may be in classrooms.

EMERGENCY DRILLS

Review emergency drills with classes during the first week of each semester. All emergency drill
instructions are posted in classrooms. If none are posted, see the Assistant Principal to obtain a copy
of the Emergency Instructions. It is each teacher's responsibility to ensure that emergency
instructions are clearly posted in the room

EQUIPMENT

It is the responsibility of the teacher to be properly trained in the use of any equipment before
operating it.

GUEST SPEAKERS
The Principal must approve all guest speakers. The Guest Speaker Form must be submitted to the
Principal a week before the presentation. Efforts should be made to insure that students are

presented balanced information regarding controversial issues. The forms can be obtained in the
Main Office.

HALL PASSES

It is the responsibility of the classroom teacher to insure that any student leaving the classroom has
an office summons or a proper hall pass. New hall passes are issued each month.

LESSON PLANNING
It is the responsibility of each teacher to have evidence of adequate planning for each class.
Planning should follow the District courses of study, pacing plans, and the State Standards. District

courses of study are available from the Textbook Room or the appropriate department chair.
Additional planning resources can be found in the index of this handbook.

MOVING CLASSES

If it becomes necessary to leave your classroom for other than for a school-wide scheduled activity,
place a note on the door stating where you have moved.

OFF-CAMPUS ACTIVITIES

To schedule off-campus activities, the teacher should coordinate with the Assistant Principal. The
teacher will insure that any participating student will have a properly signed "Field Trip Slip" on file
and a release from class signed by the teachers of the classes the student will miss before the
student takes part in the activity.

PRIVATE PROPERTY/EQUIPMENT

Teachers wishing to use private property/equipment in their classroom teaching must have a
completed property registration form on file in the Main Office.
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SAFETY OF PUPILS

Faculty members are at all times responsible for the general health and safety of pupils under their
direct or indirect supervision. In case of an accident or injury, send the pupil to the Health Office or
send for the Nurse. An accident report must be filed for all injured students. For help in preparing
this report, contact the nurse or administrator in charge.

One safety factor each teacher should strictly enforce is the wearing of shoes. Any student observed
without shoes will be instructed to put them on. If student states he/she does not have shoes
available, direct the student to the Dean's Office.

STUDENT ACTIVITY PARTICIPATION

The Board of Education requires students in grades 4-12 to maintain a "C" average in all subjects as
a condition of participation in extra-curricular activities. Teachers will check to make sure that all
participating students fulfill this requirement.

SUPERVISION AND DISCIPLINE

Teachers will aid in supervision and discipline of pupils in various areas of the campus, both by
assignment to specific duties and by implied teacher-pupil responsibility relationship.

VISITOR POLICY

This policy is based upon, and is consistent with the following statement that is posted on the
perimeter of the school grounds:
"Persons must obtain approval of the principal before visiting in classrooms or on school
grounds.”" Board Rule # 1265
1. Visitors, including parents not on school business, will present themselves to an adult
employee in the Main Office upon arrival at the school. If an employee can reasonably
ascertain that the visitor has a viable reason for visiting, the person(s) will be asked to
sign in on the Visitors Log and be issued a Visitors Pass which shall be affixed in a visible
location. If the employee cannot make a reasonable decision, an administrator shall be
asked to make the decision.
2. Friends, siblings, etc. of students are not to be approved for visitors status.
3. Alumni are to be discouraged from visiting during school hours. This includes lunch.
4.  Staff, whenever possible, is to be encouraged to conduct parent conferences in offices in
the Administration Building.
5.  Staff are responsible to determine, inquire, challenge, report, etc. any person who
appears to be a "Visitor" and who does not have a Visitor's Pass.
6. Teachers must have the prior approval of the Principal before guest speakers are
scheduled to make classroom presentations. These persons must obtain a Visitor's
Pass.
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SECTION V- ATTENDANCE POLICIES AND PROCEDURES

GENERAL ROLLBOOK INSTRUCTIONS FOR TEACHERS

A.

The rollbook documents a student's attendance each period and is a legal document.

1. Temporary roll sheets may be used at the beginning of each semester. After
rollbooks are issued:
a. All information on the temporary roll sheets should be transferred into the
rollbook.
b. The temporary roll sheet shall be kept inside the rollbook.
C. If the rollbook is lost, advise the Assistant Principal as soon as it is noticed

that it is missing.

ATTENDANCE PROCEDURES

A.

All Homeroom teachers shall maintain a rollbook and a computer attendance roster for
their Homeroom.

1. Rollbook is that document which stays in the possession of the Homeroom
teacher.
2. Computer roster is that document which travels from Homeroom to the

Attendance Office.
During Homeroom, the computer Homeroom roster will be collected by a student
monitor. If the computer roster has not been collected, send it to the Attendance Office
at the end of Homeroom.
Re-admittance procedures after mass absences will take place in Spartan Hall.
Absences, Periods 2 - 6 (all periods except Period 1 and Homeroom)

1. Request a re-admittance slip upon the return to class of each student following
his absence.
a. If a student does not have a re-admittance slip, cross the absence symbol
in your rollbook with a vertical line.
b. Do not send the students anywhere. Keep them in class
C. Inform the students that they must have an absence slip tomorrow. Do
not tell the students that they are being marked truant.
2. If a student does not have a re-admittance slip on the second day, and their

name does not appear on the computer generated Teacher Absence Report,

send them to the Attendance Office to get one. The student is to be marked

tardy for the day and will be sent to the Referral Room to record the tardy.

a. If the student does not return, please go to the Attendance Office during
your conference or after school to find out why. Report the problem to the
student’s Counselor, if necessary. Call the parent, if necessary.

b. Follow up and find out what was done. If the Counselor doesn't find you, you

need to find the Counselor.
3. To be effective, all of the above must take place today or no later than your
conference period tomorrow.
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RE-ADMITTING STUDENTS TO CLASS AFTER AN ABSENCE
A. It is the duty of each pupil returning to school after an absence (whether full day or
partial day) to report directly to the Attendance Office for clearance. Students must
bring a note, dated and signed by a parent or guardian, indicating the date(s) of
absence and the reason for absence.
1. Talk to returning students. Inquire about their health and whether they know how
to get make-up work for all of their classes.

2. Request an absence slip (PRC) for re-admittance.

3. If a student does not have a re-admittance slip, send him/her to the office to get
one. (Homeroom and Period 1 only).

4, Do not mark a student as excused on the roster unless he/she has presented a

"PRC" and you have signed or initialed it.

B. A student must have one of the following to be re-admitted to class.
1. Yellow Permit to Re-enter Class (PRC) issued by the Attendance Office.

2. Yellow office excuse, dated and signed by office personnel.
3. Yellow office summons, dated and signed by office personnel.
4, Prior notification of absence due to school activity. Mark as an "A" in the
rollbook.
5. Notification of an "In-House Suspension”, mark the date(s) with a "C".
C. Teachers are to mark their rollbooks and the Homeroom Computer Attendance

Roster with the required symbols as described below.
"H" shall be placed above the date column for holidays.

"O" shall be placed above the date column for school days on which a class
did not meet.

REQUIRED DISTRICT SYMBOLS ARE AS FOLLOWS
- Pupil Absent
Pupil re-admitted:

Reason for absence unverified

Absence verified as #1 - apportionment

Absence verified as #2 - non- apportionment

Absence verified as #3 - truancy

Absence verified as #4 - suspension/home

Absence verified as #5 religious, court, employ conf.
Absence caused by school activity (field trip, athletics, etc.)
Absence caused by In-School Suspension (Referral Room)
"No Show" - student on roster but has not enrolled in class
Tardy

Tardy excused

Entered and attended class on this date

FMA——OP> s W0

Left - Last day of class membership: may be during absence
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All changes in the rollbook shall be understandable. Therefore, no erasures or white-
outs shall be allowed. (Note - errors may be corrected in a manner that, in the judgment
of the teacher, does not make the original entries unreadable).

Attendance entries in the rollbooks shall be in BLACK or BLUE INK only.

Attendance shall be recorded only by the teacher (not by teacher aides, or students.

Date Entered (E) and Date Left (L) in the rollbook.

1. The Date Entered in the rollbook indicates the date a student first attended the
class during the semester. (In a year-long course, there is an entry date for
each semester.) In a ten-week course, there is an entry date for each ten-week
period. The "E" symbol should be placed in the appropriate square of the
attendance section for each student.

2. The Date Left indicates the last day of enroliment in the class. The "L" symbol is

placed in the appropriate square of the attendance section indicating the date

the student left (withdrew) before the last day of the semester. Also, write the

destination of the student (i.e., to room 54).

USING THE TEACHER ABSENCE REPORT
Individualized Teacher Absence Reports are placed daily in each teacher's box at the close of

school.

In order to make full use of the information contained on these reports and to

decrease the number of students out of class, please observe the following once the report
has been received:
A. Duplicate PRC's

1. Do not send students out of class to obtain a duplicate if names appear on
Absence Report as returned. Mark your rollbook according to symbols on the
Computer Generated Teacher Absence Report.

2. Continue to send students to the Attendance Office for a duplicate if they have
not been indicated as returned.

After receiving a Teacher's Absence Report, teachers should compare Pupil Absence in

each period with those indicated on the Teacher Absence Report. Discrepancies

should be reported to the Attendance Office if:

1. Student's name appears as absent on the Teacher Absence Report and student
is in class.

2. Student's name does not appear on the Teacher Absence Report and student is
not in class.

ACTIVE/INACTIVE ENROLLMENT STATUS

Active/lnactive enrollment status is contingent upon actual attendance and the reason
for consecutive absences beyond ten days.

EXCUSE TO GO HOME DURING THE SCHOOL DAY
Teachers should inform students of the school policy regarding early leaves:

A.

oo

Students must bring a note from parent/guardian to the Attendance Office before 7:45
a.m. The note must include a phone number for the parent, and the parent will be
called for verification before the "PRC" is issued.

Student swill be given a permit to leave campus or will be summoned at the appropriate
time by the Attendance Office staff.

Students will show the classroom teacher the permit and should be dismissed.

Upon return to school, the student will use a PRC for the classes missed.
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ROLLBOOK AUDIT

A. Once each semester rollbooks are submitted to administrators for audit of items in
rollbook audit check list. (See Forms)
B. If a rollbook does not meet the standards indicated on the check list, the rollbook is
returned to the teacher for revisions and is to be resubmitted to administrator.
ENROLLMENT
A. Student enrollment consists of:

1. All enroliment forms completed.

2. School personnel assigning the student a program classes

3. The student reporting to the Homeroom teacher and having his/her name
entered into the Homeroom Rollbook

4. The Homeroom teacher positively reporting to the Assistant Principal, by the use

of the New Student Enrollment Form, that the student has been entered into the

Homeroom rollbook.

B. Students previously enrolled and students who have pre-registered will have met the
above requirements for enrollment on the first day of actual attendance.

1. Student's name will appear on the Homeroom teacher's computer roster.

2. On the first day of actual attendance, Homeroom teacher will place an "E" in the
appropriate date column on the office attendance roster and the Homeroom
rollbook roster. This is sufficient to positively report the student's enroliment.

C. New Student Enrollment

1. New student and parent will complete registration materials in the Attendance
Office.

2. A counselor will assign a program of classes.

3. New students will be sent to their classes with a white program card to be signed

by all of their teachers.

4, The counselor will send, by teacher's aide (T.A.), the New Student Enroliment
Form to the Homeroom teacher to be signed and returned by the same T.A. to
the Attendance Office.

5. Teachers are to place the student's name on the rollbook classroom roster, place
an "E" indicating enrollment in the appropriate date column and sign the program
card. The computer operator will add names to Homeroom rosters. The student
receives an "E" for the first day in Homeroom, even if the sign-in is after 9:10a.m.

6. The student will return the signed program card to the Attendance Office at the
end of the day.

D. Norm Date Student Enrollment Lists (SEL)

1. An SEL and sheet accompanying it will be prepared for the Homeroom teacher.
2. All requested information shall be completed by the Homeroom teacher on the
sheet accompanying the SEL.
3. Homeroom teachers must sign their own SEL.
a. If a Homeroom teacher is absent on Norm Day, the Assistant Principal will
sign the SEL after confirming its accuracy.
b. The Homeroom teacher must validate and sign the SEL on the first day of

return from absence.
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STUDENT WITHDRAWL
A. When notification is received that a pupil will transfer, the Attendance Office personnel
will prepare a "Clearance Card".
1. Student Checking Self Out:

a. The student will give the teacher the Clearance Card at the beginning of
the period and will return books or other school issued property.
b. The teacher should determine the check-out mark, sign the Clearance

Card and return it to the student at the end of the period. The student is to
remain in class the entire period.

C. The student is to bring the completed Clearance Card to the Attendance
Office during Period 6. (S)He will be given a Pupil Accounting Report and
a copy of the cum and immunization records to take to the new school.

2. There will be some instances when a student will have to get the required
signatures as soon as possible and the above procedure may not be followed.
3. In a case where students cannot check themselves out, a monitor will be sent to
each class with the Clearance Card to do so.
B. Teachers should enter an "L" in the appropriate attendance column of the rollbook and

computer attendance roster to indicate the official date of withdrawal. The student's
destination should also be entered following the “L”.

FIELD TRIPS AND IN SCHOOL ABSENCE
A. Numerous Board of Education policies apply to curricular trips. To aid you with this, all
steps are outlined below. The trip is not approved until all steps have been completed.
1. 30 days prior to trip date
a. Pick up "Curricular Trip Request" form work sheet from the Assistant
Principals’ Office.
b. Get Budget Authorization for your planned trip.

C. Fill out specific trip information on Curricular Trip Request (Attachment A)
2. 25 days prior to trip date
a. Return completed Curricular Trip Request work sheets to the Assistant
Principals’ Office.
b. Pick up Parent Permit and Medical Release slips, Private Car Insurance

forms (if applicable) and Permit for Special Excuse for Students from the
Assistant Principal's Office

C. Complete Master Calendar Request form and turn it in to the Assistant

Principal's Office.
3. 15 days prior to trip date

a. Send Parent Permit Slips home with students.

b. Circulate "Permit for Special Excuse" with each student who is traveling.
Each of the student's teachers must sign and record the appropriate
attendance symbol "A" in their rollbook on the day students are to travel.

4. 5 days prior to trip date

a. Check to ensure that the District has approved your trip.

b. Compile a list of all traveling students, indicate the date, time and
destination of trip on the top of the list. Have the list copied. Provide
copies to the Attendance Office.

C. Separate Parent Permission Slips from the Medical Authorization. Turn
Parent Permission Slips stapled to Permit for Special Excuse to the
Assistant Principals' Office. Teacher keeps medical consent slips for use
in case of emergencies during your trip.

5. On the day of the trip
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a. Have all traveling students meet in the pre-defined location at a pre-

defined time.

b. Move all students to the bus in a group.

C. The sponsor must take roll as students board the bus. Indicate on a list
which students boarded the bus and which students were "no-shows."

d. Turn the list into the Attendance Office prior to your departure.

NOTE: Students may not travel if:

1. Parent Permission and Medical Release slips are not returned and on file.

2. Requests for Curricular Trips are not submitted 25 days prior to the
planned trip date.

3. The student's teachers do not approve their absence from class.

4. The District denies trip approval.
*IN CASE OF EMERGENCY, NOTIFY THE SCHOOL AT (818) 367-1971 AS SOON AS YOU CAN.
**|F YOU MUST CANCEL YOUR TRIP, NOTIFY ALL TEACHERS AS SOON AS POSSIBLE.
**TRIPS UTILIZING ADULT OR STUDENT DRIVERS IN PRIVATE AUTOMOBILES ARE NEVER
APPROVED UNLESS SPECIAL ARRANGEMENTS ARE MADE WITH THE ASST. PRINCIPAL.

B. Other in-school absences including those resulting from a teacher initiated suspension
from class or a student being detained in an office, should be dealt with as follows:
1. As with any absence, teachers should require proper clearance from the
student who is re-admitting.

2. Absences should be indicated by an "A or "C™ in rollbook.
3. No teacher should detain a student who belongs in another teacher's
class.

CLASS-CUT / TRUANCY POLICY

A. A class cut or truancy is defined as a student being absent from class without the
parent's permission, and must be verified by school personnel in the Attendance Office.
B. A student who is absent from class and whose name does not appear on the Teacher's
Absence Report is suspected of "cutting” classes.
1. Teachers should submit the names of such students to the appropriate office
personnel in the Attendance Office.
2. Counselor will investigate the reason for the student's absence from class and
will communicate the results to the teacher.
C. Teachers should inform the students of the consequences of truancies:
1. Disciplinary action will be taken by the Referral Room Dean and/or Discipline
Dean.
2. There is the possibility of poor marks due to missed work while truant.
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SECTION VI - STUDENT EVALUATION
PROCESS FOR COMPLETING COMPUTER ROSTER REPORT CARDS
1. Meeting "needs of the Computer":
Use the provided "My Pal" pencil. (PLEASE return to Counseling Office).
Make sure entire inside of bubble is marked darkly.
Watch stray marks and erasures; erase completely; DO NOT write anything on
either side of computer sheets (computer reads both sides). Mark bubbles only.
Do not fold rosters except at perforation.
Complete marks for EVERY name on the roster.

mo owp

2. Recording information:
A. On left side of Marking Report write in all information (Marks,
Work Habits, Cooperation, Absences, Tardies).
B. On right side of Marking Report bubble information as follows:
(1) Academic Marks
A B,C,D,ORF (Standard Marks)
N (Only for the students enrolled in Sylmar High School for less than
15 school days). Not given on Final Marking Period.
I (Incomplete) Before issuing a mark of Incomplete, teachers need
to confer with the Assistant Principaland submit an "Incomplete”
Form, available in Counseling Office. Students have the first 5
weeks of the following semester to clear this mark of "Incomplete”.
(2) Work Habits, Cooperation
E, S, or U in each column.
If academic mark is N, no marks are necessary in Work Habits and

Cooperation.
(3) Days Absent/Days Tardy - Bubble humber in both columns as follows:
no days absent/tardy.................... bubble zero
6 days absent/tardy.................... bubble 6
16 days absent/tardy.................... bubble 6 and 10
36 days absent/tardy.................... bubble 6, 10 and 20
79 days absent/tardy.................... bubble 9, 10, 20 and 40

C. Near middle bottom on page, bubble in the roster number as indicated--
CAREFULLY AND ACCURATELY.

MARKING OF T.A. GRADE REPORT
A. Use special T.A. Marks Report (included with Marks Reporting Rosters).
B. Write in period, student name, grade level, complete grade and
attendance for each T.A.
C. Check bottom of T.A. Marks Report if you do not have any T.A.'s.

IF A STUDENT'S NAME IS NOT ON THE SCAN SHEET, PLEASE SEE THE ASSISTANT PRINCIPAL,
SECONDARY COUNSELING SERVICES, IMMEDIATELY.
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STUDENT PROGRESS

Student progress will be evaluated at the fifth, tenth, fifteenth, and twentieth weeks. Specific
procedures will be detailed in bulletins from the Assistant Principal.

Any student who has been enrolled in the school for fifteen days must be issued a mark for all
classes. If the student has transferred with marks, from another school or class, that mark should be
considered. Any student who has been enrolled in a class but has never attended should be given a
Fail.

NOTIFICATION OF FAILURE

After the fifth week progress report, parents must be notified, in writing, of potential student failure.
This may be done by a "Special Report of Unsatisfactory Work to Parents," previous mark of FAIL on
a report card or progress report, or a mark of "D" with the notation, "In Danger of Failing."

COMPLIMENTARY REPORT TO PARENTS

It should be noted that the "Complimentary Report to Parents" affords the opportunity for the teacher
to notify the parents of outstanding, sincere and diligent effort and improve achievement. Teachers
are encouraged to issue complimentary forms.
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SECTION VII - HEALTH SERVICES AND INFORMATION

HEALTH INFORMATION
The Health Office is open from 7:30 a.m. to 4:00 p.m. Teachers should avail themselves of health
information regarding their students. The school nurse will interpret health data for teachers.

CIRCULATING HEALTH INFORMATION CARDS

Some students have special health problems about which their teacher should be informed. The
school nurse will circulate cards with this information to teachers. These cards should be read,
initialed and passed on to the next teacher as soon as possible; the last teacher should return the
card to the school nurse. If there are any questions concerning the health condition, contact the
school nurse. All health information is considered confidential.

STUDENT RE-ADMISSIONS AFTER ILLNESS
Prior to a student returning to class, the Health Office must clear all student absences of:

1. 5 or more days of illness
2. Contagious illnesses, (regardless of length of student absence.)
3. Injury involving the use of casts, crutches, slings, braces, or canes.

ILLNESS AND ACCIDENTS AT SCHOOL
Except in emergencies, students must obtain a pass from their teacher before reporting to the Health
Office. In case of serious accident or illness, notify the Health Office immediately and request help.

MEDICAL REFERRALS
If you have a student that you believe should be seen by the doctor or nurse, inform the school nurse.

ACCIDENT REPORTS

Accident reports are mandatory for all accidents that occur on the school campus and during all
school sponsored activities. This report will be initiated by the Health Office at the time that first aid is
given. The report will be completed by the teacher who was responsible for the student at the time of
the accident. The school nurse will assist in completing the forms.
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SECTION VIl - EMERGENCY PROCEDURES
EMERGENCY DRILLS

The sole purpose of emergency drills is the saving of lives and the reducing of injury to students and
school personnel. The value of drills cannot be over-emphasized. In order to make an Emergency
Drill as effective as possible:

1. Review and teach the drill procedures the first few days of each
semester. Emergency instructions are posted in each room.

2. When an alarm is sounded, each teacher should act immediately and
effectively. Instill respect for fire drills by maintaining a serious attitude at
all times.

3. During any real emergency or drill, teachers must keep their rollbooks in

their possession at all times.
FIRE DRILLS

Fire drills are to be held once each semester. The first drill each semester will be held during the first
week of school.

The signal is an intermittent bell for 10 seconds, followed by 5 seconds of silence, then repeated
several times. All Clear Signal will be one (1) long continuous bell.

Procedure
1. Everyone must leave the buildings.
2. Work shall stop immediately. Turn off all motors, torches, gas, and water
outlets.
3. Students must leave quickly and in an orderly fashion, proceeding to
assigned areas (as posted in each classroom).
a. Students out of their assigned rooms when alarm sounds shall proceed directly
to the assigned fire drill assembly area for their classes.
b. Students must be kept 25 feet away from all buildings. All driveways must be
kept clear so that fire fighting equipment can move easily.
4. The teacher must take the rollbook, check to be sure everyone is out of the room, and
close the door.
5. If the fire drill occurs:
a. Before or after school - clear all buildings. Move 25 feet away from all structures.
b. Not during a class period - proceed directly to the assigned drill assembly area

for the next class.
6. When the ALL CLEAR BELL is sounded, classes should return to their rooms in a quiet,
orderly manner.
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DROP DRILL

Drop drill is held once each school month in preparation for the earthquake drill.

1. REMEMBER no advance signal will be given. The drill will be conducted
by each individual teacher. It is important that you explain to the students
that the purpose of this drill is to provide maximum protection in case of
an earthquake.

2. Teachers should instruct students as to the quickest and safest manner
to achieve the desired protective position, students should kneel under
equipment (desks, chairs, etc.) and students should hold on to the legs of
the desk/chair.

3. When the earthquake is over, evacuation of the building will be
conducted as outlined in the EMERGENCY ORGANIZATION PLAN.

EARTHQUAKE PROCEDURE
All faculty members and staff are to familiarize themselves with procedures to be followed in case of
an earthquake. Homeroom teachers are to discuss the procedures with their students, so that the
students know what to do should such an emergency arise.
A. Teachers and other staff personnel in direct charge of students at the
time of the quake should:

1. Stay indoors. Initiate DROP procedure.

2. Immediately evacuate building when trembling stops, utilize fire drill procedure
without bell signal. Teachers escort classes to the Emergency Assembly Area.

3. Check the room for total evacuation.

4. Assemble class in pre-assigned area.

5. Take roll.

6. Keep the class together and maintain maximum supervision.

7. Assess extent of injuries to pupils.

8. Release pupils only with administrative approval. Record in your rollbook the
names of those released, to whom released, and time of release.

B. Administrators, teachers without classes, clerks, custodians and all other staff not

directly in charge of pupils at the time of the emergency are to report to the Emergency
Assembly Area or to other posts/ positions as established by the EMERGENCY
ORGANIZATION PLAN.
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SECTION IX-STUDENT DISCIPLINE HANDBOOK
STUDENT CODE OF CONDUCT

Proper student behavior provides an atmosphere conducive to learning that is the first step to
achievement and success. While Sylmar students have a sense of responsibility for correct behavior
and the need to provide a healthy, quiet and clean school environment, the following information
provides guidelines for obvious situations to help the students to behave appropriately. This
summary obviously cannot provide guidelines for every situation; if one is not sure about the correct
action, there are several steps one should take. First, use common sense and good judgment. If
doubt still exists, seek the advice of a teacher, a grade counselor, or one of the administrators.

ATTENDANCE

Sylmar students are aware that being present in class everyday and participating in class activities
are the most important keys to learning. However, occasionally absence from class is necessary.
When this happens, remember the following guidelines:

RETURNING FROM ABSENCES: When a student returns from an absence, he/she must
bring a note signed by the parent or guardian explaining the reason for absence. The student
is to report to the Attendance Office at least ten minutes before first period; picking up a re-
admittance slip is not an excuse for reporting to class late.

LEAVING THE CAMPUS: Students who need to leave campus during the school day must
report to the proper office and receive permission to leave. The student must have a note from
the parent, including a telephone number at which the parent may be contacted, requesting the
student to leave campus before the office may give official permission to leave. Students who
leave campus without proper authority are considered truant. Not only do they face possible
disciplinary action from the school, there is the possibility they will be picked up by the police
and detained until the parents obtain their release and/or cited.

HALL PASSES: Students know they are to be in the classroom during the class period and
that whenever it is necessary to leave, they must obtain a pass from the teacher. Any student
outside of the classroom during class time without an authorized pass will be considered
truant. Parents will be contacted and the student may be subject to suspension.

TARDIES: Sylmar students realize the importance of being in the classroom on time.
Reporting late to class is a sign of disrespect as well as disruptive to the educational process.
Tardies can result in a "U" in Work Habits. The one question employers ask on
recommendations is about the number of tardies one has. In many occupations, tardiness
results in termination. Students should practice good attendance now and prevent problems in
the future.

LUNCH PASSES: Senior students, who have maintained a"C" average with no fails, who wish
a Lunch Pass (permission to leave campus during the lunch period) must have a parent come
to Registration (prior to school beginning) and personally sign the request. Excessive
tardiness or absences from any class, will result in having the Lunch Pass revoked. If students
have more than two U's on the tenth week or final report card, they will become ineligible to
use the Lunch Pass. A Lunch Pass may be terminated as part of disciplinary action as well.
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CHANGE OF ADDRESS OR TELEPHONE NUMBER

Los Angeles City Unified School District Policy states that it is the responsibility of the parent or
guardian to inform the school of any change of address within 30 days of the change. Failure to
comply with this policy could be reason for denial of a continuing enrollment permit for a student.
Change of home or business telephone must be reported also. The change should also be reported
to the student's counselor as well as to the Attendance Office.

It is very important that emergency phone numbers be on file at the school. In the rare event that
students become ill or are injured, they may not be released from school until a parent is contacted,
nor may they be given any medical treatment without parental consent.

TEXTBOOKS

Sylmar students accept responsibility for caring for any textbook that has been issued them. When
the textbook is issued, the student should print his/her name, the teacher's name, and the date in ink
inside the front cover of the book. Also, to give the book maximum protection, all hardbound books
should be covered.

Any student who loses or damages a textbook or library book is liable for the cost to replace the
textbook. Any book debt must be cleared before a student is allowed to graduate.

IDENTIFICATION CARDS

Sylmar High students are required to have a student identification card at all times when on campus
and must show it when requested to do so. This simple procedure is very effective in keeping
outsiders who may be a disturbing element off the campus. If a student loses an 1.D. card, it may be
replaced in the Attendance Office for a fee. Any person on the campus without proper authority
and/or identification is liable to be charged with trespassing and/or loitering. Visitors on campus must
report to the Main Office to procure proper authorization and a pass.

MISCONDUCT

Sylmar students normally conduct themselves well and abide by the rules of good conduct. Some
students need to be reminded of the limits of good conduct. Any student engaged in fighting,
vandalism, vulgarity or disrespect to any member of the faculty or staff, theft, assault or battery,
smoking on the campus, or attendance problems is guilty of misconduct. Such behavior will, at a
minimum, result in a parent conference, and can result in suspension, transfer to another school, or in
extreme cases, expulsion. Under current Board policy, any student in possession of a weapon faces
automatic expulsion.
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SCHOOL ENVIRONMENT

Pleasant surroundings make school a pleasant place to be and it creates the best atmosphere for
education to take place. To insure the best environment possible, and to reflect pride in the school
and in oneself, the following will be observed.

SCHOOL PROPERTY: Sylmar students have pride in their surroundings. Therefore, they
take every step to protect the property and avoid any damage. Not only is writing on the desks
or the walls among other forms of destruction of school property against the law, it reflects a
low self-esteem. Students would not write on the table at home, nor would they write on the
walls in their home. Why do it elsewhere?

NOISE: Boisterous activity interferes with others concentration and ability to perform. To
provide a quiet place to study, loud shouting and any type of radio on campus is against school

policy.

DRESS: Sylmar students are expected to dress in an appropriate manner. Cleanliness,
modest dress, and avoidance of extremes reflect good taste and personal pride. See Dress
Code for specific detalils.

CAMPUS CLEANLINESS: To show their pride in themselves and their school, students will do
their best to keep the campus clean of trash. A littered campus is not only a disgusting place
to be, it indicates to a visitor or casual observer a lack of respect for themselves on the part of
students. If everyone picked up his own paper, milk cartons, etc., there would be no litter. The
second it takes to place something in the trash can pay high dividends in cleanliness and
improved appearance.

AREA RESTRICTIONS: In order to control the mess made, during lunch, students are
required to remain in the quad, and eating areas. No students are to be on the grass areas
between the classroom buildings.

ELIGIBILITY
To be eligible to participate in extra-curricular activities, a student must have earned a "C" average
the previous semester, including P.E. There are no exceptions to this rule.
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DISCIPLINE AND MISCELLANEOUS INFORMATION

Sylmar High School students are responsible for correct behavior and need to help provide a healthy, quiet and clean
school environment. The following information provides guidelines for student behavior.

PHILOSOPHY: The primary responsibility of the student is to be in class to maximize his/her opportunities for success.
Excessive tardiness and absences have a direct correlation to poor student performance and are detrimental to the
learning environment. Parents, students, teachers, and administrators all have a shared responsibility to ensure that
obtaining a quality education is the top priority. This policy is directed at achieving that goal.

RESPECTFUL TREATMENT OF ALL PERSONS: "The Los Angeles Unified School District reaffirms its policy that
students and adults in both schools and offices should treat all persons equally and respectfully and refrain from the willful
or negligent use of slurs against any person on the basis of race, language spoken, color, sex, religion, handicap, national
origin, immigration status, age, sexual orientation, or political belief..." No hate crimes will be tolerated and those
engaging in any of the above will be subject to suspension, arrest, and/or an opportunity transfer.

HATE CRIME REPORTING: Sylmar High School adheres to the guidelines set down by Bulletin No. DP-1. All
procedures and guidelines for data collection and reporting of hate motivated incidents/hate crimes are followed> Mr.
Charles Miller, Dean of Students is the official reporter for the school. All appropriate protocols are followed at the school
site when hate motivated incidents/hate crimes occur.

LEAVING THE CAMPUS: **See Attendance Policy

TRUANCY: Any student absent from class or off campus without proper authorization is truant. Truancy will result in
disciplinary action and a citation resulting in a court appearance, fine and/or community service. **See Tardy/Truancy
Policy and the Juvenile Loitering Law.

EXCESSIVE TARDIES: **See Tardy/Truancy Policy.

LUNCH PASSES: Fall Semester: Only seniors who attend registration will be eligible.
10 week mark - again, only for seniors, and only seniors
who have a "C" average or higher and no more than 5
absences in any one class.

Spring Semester: Open to grades 9-12. Students must have "C" average or
higher and no more than 10 absences in any one class on
their final report card for the Fall Semester.

At each application period, students will be required to bring their report card and a parent to the Attendance Office to
sign the lunch contract. Lunch passes must be renewed each semester, and can be revoked at any time during the
school year because of disciplinary or attendance problems.

IDENTIFICATION CARDS: Sylmar High students are required to carry a Student Identification Card at all times when on
campus and must show it upon request. This procedure is effective in keeping outsiders off the campus. ID's are also
needed to check out books from the library and is used for other activities. If a student loses an ID card, it may be
replaced in the Attendance Office for a fee. Any person on the campus without proper authorization and/or identification
is liable, and may be charged with trespassing. Visitors on campus must report to the Main Office to obtain a Visitor's
Pass. The pass must be worn and be visible while the visitor is on campus.

SUSPENSIONS, OPPORTUNITY TRANSFERS AND EXPULSIONS: Students will be charged with misconduct for
engaging in any of the following: Fighting, theft and/or vandalism, vulgarity or disrespect to any member of the staff or
student body, assault and/or battery, smoking on campus, or attendance problems. Such behavior will result in
suspension, a parent conference, and/or transfer to another school, and in extreme cases expulsion. Under current
Board policy, any student in possession of a weapon or selling a controlled substance faces expulsion as well as being
arrested. Sylmar has a "ZERO TOLERANCE POLICY". Any student found under the influence or in possession of a
controlled substance will be subject to arrest, suspension, a parent conference and a possible Opportunity Transfer to
another L.A.U.S.D. school.

PAGERS, CELLULAR PHONES, HEADPHONES, RADIOS, CASSETTE/CD PLAYERS, LASER POINTERS:
These items are ABSOLUTELY NOT ALLOWED ON CAMPUS. Students bringing these items on campus will have them
confiscated and returned at the end of the semester.
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SKATEBOARDS, ROLLER BLADES, AND BICYCLES: Skateboards and roller blades are not allowed on campus at any
time. Bicycles must be locked in the bike racks provided behind the Administration Building near the flag pole. Bicycles
are not to be ridden on campus. Sylmar High School nor the Los Angeles Unified School District assumes any
responsibility for injury, damage or theft of any of these items. All students who ride a bicycle, under 18 years old, must
wear a helmet according to the California Helmet Law.

STUDENT PARKING: There is NO student parking on campus. Students who drive to school must find parking on
adjacent streets. The school is NOT responsible for vandalism or theft to any vehicle. STUDENTS PARKING ON
CAMPUS WILL BE TICKETED!

GRAFEFEITI: **See Graffiti Policy.

DRESS CODE: Sylmar students are expected to dress in an appropriate manner. Cleanliness, modest dress, and
avoidance of extremes reflect good taste and personal pride. **Please see Dress Code for specific details.

EATING AREA RESTRICTIONS: All students are to remain in the covered lunch area, and quad area. No students are
to be on the grass, including the grass between the classroom buildings. ALL OTHER AREAS ARE OFF LIMITS.
Students caught cutting in line or leaving trash anywhere on campus will be assigned trash pick-up at the end of the lunch
break. Food, drinks, or gum in the classroom or in the buildings are not allowed.

EXTRA-CURRICULAR ACTIVITIES: To be eligible to participate in extra-curricular activities (sports, cheerleading, drill or
dance team, band, etc.) a student must have a minimum of a "C" average (2.0) on the previous 10 week grading period.
There are no exceptios. Every student is encouraged to participate in individual or team activities, and to maintain his/her
grades at a high level.

MESSAGES AND DELIVERIES: NO MESSAGES OR UNNECESSARY CLASSROOM INTERRUPTIONS WILL BE
PERMITTED! Please make alternative arrangements with your student in advance, in case your usual plans change,
such as transportation, or other after school plans. We do not have a delivery service for our students nor do we wish to
interrupt a class; therefore, we will not accept balloons, flowers, food, or gifts of any kind to be delivered to your students.

CHANGE OF ADDRESS, TELEPHONE, EMERGENCY OR PARENTS WORK NUMBERS: Students are required to
provide the school with a current telephone number for emergency purposes, as well as to maintain a current home
address on file in the Attendance Office. District policy requires students to report any changes or address or phone
numbers to the Attendance Office within 30 days of the change. Failure to do so may result in disciplinary action.

Your support in helping us to maintain a safe and academically sound campus is appreciated.

Revised and Approved by School Leadership Council, June, 2003
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ZERO TOLERANCE DRUG POLICY

In accordance with the rules and regulations of the Los Angeles Unified School District, it is the intent of
Sylmar High School to maintain a campus free of drugs, alcohol, tobacco and other substances having harmful
effects on the lives of its students. It is also our intent to provide preventive educational programs for students,
staff and community members and support for students with problems related to drugs, alcohol and tobacco.

Any students, staff member or visitor who possesses, uses or sells narcotics, other drugs or intoxicants or
drug-related paraphernalia on school premises shall be subject to arrest, suspension, expulsion or other
disciplinary actions.

Any student who is under the influence or in possession of narcotics, other intoxicants or related paraphernalia
on campus shall be subject to consequences as outlined below. In addition, any student who smokes on
campus is subject to consequences as outlined below. Whenever possible an attempt will be made to deal
with the cause of the behavior and to obtain support, assistance and, if needed, professional treatment.

Any student who sells narcotics or other dangerous substances on campus will be recommended to the
Superintendent and the Board of Education for expulsion.

IMPLEMENTATION PROCEDURES
Education
A relevant and ongoing educational program focusing on drug, alcohol and tobacco use is offered
at Sylmar High School through health and science classes, and the Impact Program.

Discipline/Supervision

A firm disciplinary policy relative to substance abuse is maintained. Student P.E. lockers, grounds,
facilities and persons are subject to search for reasonable cause. Students found in possession of illegal
substances may be subject to arrest.

If a student is suspected of being under the influence, that student is taken to the nurse or an

appropriate administrator. The student is observed and questioned. If the student is determined to be under
the influence, the parent is called to come and take the student home. The student may also be subject to
arrest and/or school discipline.

Student is suspended/parent is notified.

Conference is held with student, parent and administrator.

Mandatory assignment is made to an Impact support group, unless student is
arrested. If arrest is made, student is given opportunity transfer.

Professional assessment is recommended and the parent is provided with a list of
community agencies.

Second Offense:

Student is suspended/parent is notified.

Second conference is held with student, parent, administrator.
Possible opportunity transfer.

Professional assessment and counseling are strongly recommended.
Referral to a list of agencies is made.

Third Offense:
Student is suspended/parent is notified.

Opportunity transfer given.
Impact Coordinator at receiving school is notified.
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If at any time an arrest occurs, the student will be asked to leave Sylmar High School for at least one
semester. The student must prove that he/she does not have a problem at the new school before
he/she can return to Sylmar.

Use or Possession of Tobacco

First Offense:

Student is assigned to detention/parent is notified.
Student is referred to Impact programs for placement in smoking cessation group.
A citation may be given.

Second Offense:

Parent is notified/conference is requested.
Continued participation in Impact Program.
Student is subject to suspension/citation.

Third Offense:

Student is suspended/parent is notified.

Assessment/counseling by community agency is strongly recommended.
Referral is made

Student is subject to citation.

Self-Referrals

Students who recognize that they may have a problem with drug, alcohol or tobacco use may
refer themselves to Impact through team members, counselors, teachers or other staff
members. forms are readily available in the Main Office or Counseling Office.

Staff, Parent and Other Referrals

Staff members, parents, police or community agency personnel may refer students to the
Impact Program through any Impact team members, counselor or administrator.

Referral of Friends

Students are encouraged to help friends who are having substance-abuse problems by
making referrals to the Impact Program. Referrals can be made as described above.

An intervention by the Impact Referral Team is done upon receipt of any of the above referrals.
Impact participation by these students is voluntary and non-punitive.
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PERIOD 1:

TARDY & TRUANCY POLICY
SPARTAN THEATRE

1st Tardy/Truancy
2nd Tardy/Truancy

3rd Tardy/Truancy

4th Tardy/Truancy

5th Tardy/Truancy
6th Tardy/Truancy

7th Tardy/Truancy
8th Tardy/Truancy

PERIOD 2 - 6 and HOMEROOM:

Tardy and Truancy Policy explained - 8:20 a.m. sent to class
Letter sent home - 8:20 a.m. to class

Parent contacted - by Dean - 8:20 a.m. to class

Parent contacted - After school detention - 1 hour

Parent contacted - After school detention - 3 hours

Parent contacted - Detained all Period 1 - Class Suspension
Informal Suspension - Parent/Student/Dean Conference

Drop class (Loss of Credit, Fail) or other appropriate measures

REFERRAL ROOM

1st Tardy/Truancy

2nd Tardy/Truancy

3rd Tardy/Truancy
4th Tardy/Truancy
5th Tardy/Truancy

6th Tardy/Truancy

7th Tardy/Truancy
8th Tardy/Truancy

Tardy and Truancy Policy explained and sent to class with blue
"Unexcused Tardy Slip"

Parent contacted - by Dean

Parent contacted - After school detention - 1 hour

Parent contacted - After school detention - 3 hours

Parent contacted - Detained all period - Class Suspension
Informal Suspension - Parent/Student/Dean Conference
Suspension and put on School Behavior Contract

Opportunity Transfer or other appropriate measures

This policy applies to two separate groupings:

1. An accumulation of Period 1 tardies and truancies.
2. An accumulation of tardies and truancies, Periods 2-6 and Homeroom.

The only excused tardies for Period 1 are:

1.

2.

3.
4.

5.

Late because of dental or medical appointment - bring documentation which is documented
in the Health Office (asthma, diabetes, etc.).

Medical/dental appointment verified by medical office's printed form and parent/legal
guardian's signature.

Clearance by the school nurse after 5 or more days of iliness.

Arrived in the Counseling/Attendance Office by 7:50 a.m., but WAS NOT reported absent
by the Homeroom teacher.

Received an Official Office Excuse written by a faculty or staff member.

Any student who has been absent should be in the Attendance Office with a signed note to verify the

absence NO LATER THAN 7:50 a.m. to avoid being tardy to Period 1. A student is considered absent to

Period 1 if he/she arrives after 8:20 a.m. on a school morning. Any returning absentee who goes to Period 1 BEFORE
PICKING UP "PRC", is to be counted tardy that day. Period 1 teachers are to send the student to the Spartan Theatre
without a hall pass. ALL ATTENDANCE MATTERS INCLUDING EARLY LEAVES MUST BE TAKEN CARE OF BEFORE
8:00 a.m. OR THE STUDENT IS CONSIDERED TARDY!

Revised by the School Leadership Council - June, 2003

REGULAR BELL SCHEDULE

PERIOD TARDY PASSING
L 8:00 @M. covviiieiiieee e 8:53 a.m.
HOMEroom .......ccoeveeiiiiiiiiiiee e 9:00 @M. it 9:10 a.m.
2 e QL7 @M. i 10:10 a.m.
G PPN 10:17 @M. oo, 11:10 a.m
LUNCN oo, 11:10 @M. evreiviiiiiireierierrereeeerrerareaa, 11:45 a.m
PP PPPPPPPPPIRE 11:52 @M. weviviiivivinininininenenenereeererenens 12:45 p.m
D 12:52 PuM. ceviiiiiiiniiiiiiirinirirereriereernnae 1:45 p.m
B L2 PM. i, 2:45 p.m
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DRESS CODE

With the basic philosophy that school is a place of business, and that student attire should reflect such, the
following Dress Code has been developed with in-put from students, parents and staff.

All clothing must be neat, clean and in good repair. ANY clothing or accessories that are disruptive to the
instructional program are considered inappropriate.

The following items are prohibited:

Pagers, cellular phones, radios, laser pointers, headphones,

or cassette CD players

Hats or headgear of any kind may not be worn or carried!

Chains which are attached to wallets may not exceed one foot in length
or one quarter inch in diameter.

The following is prohibited gang related clothing:

White, ribbed undershirts

Hairnets

Unhemmed pants cut below the knee

Majer's Liquor Store clothing

Gang names or initials

Clothing or accessories that indicate affiliation with a rival group or
organization

The following inappropriate clothing is prohibited:

Midriff tops - No skin should show between tops, and skirts, pants or shorts
Backless or strapless tops or tops with less than 1 inch straps

Clothing that exposes undergarments, such as bras or bra straps

Sheer or see-through blouses

Low cut blouses exposing cleavage

Bathing suits, tube tops, sports bras, halter tops

Short shorts ("Daisy Dukes"), or unhemmed "cut-off" jean shorts

Pants or skirts that expose "belly button”

Skirts that are too short and inappropriate for school

Clothing or accessories depicting drugs, alcohol, or use of
offensive/obscene pictures or language
Skirts or shorts cannot be slit to expose the natural panty line

Muscle shirts

Students not adhering to this Dress Code are referred to the Dean of Students.
Revised by the School Leadership Council June, 2003
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GRAFFITI POLICY

The basic premise of the Sylmar High School Graffiti Policy is that there is no minor graffiti. All acts
of graffiti results in lost revenue and/or wasted custodial time. As such, every act of graffiti will result
in a student suspension and parent conference in addition to the following:

® Graffiti on a desk - five hours of after school clean-up/school
service.

® Etching on a desk - reimbursement for the desk; five hours of

after school clean-up/school service, or an Opportunity
Transfer to another school.

® Writing in a book - full reimbursement for the book; five
hours of after school clean-up, school service, or an
Opportunity Transfer to another school.

In support of this policy, graffiti is prohibited on book bags, notebooks, book covers or folders.

Additional acts of graffiti/'vandalism not addressed in the above will be handled at the discretion of the
Dean.

Revised by the School Leadership Council - 12/03

WEAPONS POLICY

The Board of Education revised its policy in February, 1993, on school

expulsion for weapons possession. Students of any age or grade level who bring guns of any kind to
school, are subject to arrest and expulsion from the District. This applies to all types of guns,
including air guns, stun guns and replica guns.
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Referral Room Policy
SUBJECT: REFERRAL ROOM POLICY

To be updated.
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[I. Tardy Lock Outs

A. Period 1 Tardy Lock Outs: Spartan Theatre

1.

2.

Those students arriving between 8:00 - 8:20 a.m. will be released
at 8:20 a.m. with an "Unexcused Tardy" slip to Period 1.

Those students arriving between 8:20 - 9:00 a.m. will be held the
remainder of Period 1. The student will return to Period 1 the next
day with a one period absence slip. (PRC)

B. Period 2-6 Tardy Lock Outs: Room 7

1.

Those students who are not seated when the tardybell rings are
tardy and should be sent immediately to Room 7.

Those students will return to class as soon as they are processed
with an "Unexcused Tardy" slip.

C. Homeroom Tardies:

1.

Record the tardy in your rollbook and on the "Traveling Computer
Roster."

Fill out the special form "Tardy to Homeroom" and put in the

computer traveling roster.
3. The "Tardy to Homeroom" form will be sent to
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REFERRAL TO STUDENT ASSISTANCE PROGRAMS AND PERSONNEL

Listed below are a variety of programs that provide support services to students. Teachers are
encouraged to refer students who they believe might benefit from these services. Samples of referral
forms can be found in the FORMS SECTION.

Bilingual Classroom Teacher Support Service
Career Center (Room 1)
College Advisement center (Room 1)
Health Services
IMPACT (substance-abuse prevention/intervention)
OUTREACH (Program for dropout prevention)
Peer Counseling
After School Tutoring
After School Tutoring ELL/BILINGUAL
Special Education:

Resource Specialist Program

Special Day Class

Visually Handicapped

Deaf & Hard of Hearing

Adaptive P.E.

Suicide Prevention Team (Health Office)
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SECTION X — AUXILIARY SERVICES

TEXTBOOK PROCEDURE

A. FORMS FOR NON BARCODED BOOKS FOR BARCODED BOOKS

34-H-111

34-H-113

Teacher's Textbook Order Card Textbook Order Card
(Blue) Teacher's copy Buff - 8878-T01
(White) Bookroom copy

Student Receipt Card
(Blue) Teacher's copy
(White) Bookroom copy

B. ORDERING BOOKS AT OPENING OF SCHOOL

P wnpE

Complete Form 34-H-111 or Form 8878-TOL1.
Send completed textbook order card to the Textbook Room.
The textbook clerk will fill your order according to the order card.

If the textbooks are barcoded, a list indicating the specific book assignment
will accompany the order.

C. ISSUING TEXTBOOKS TO STUDENTS
NON-BARCODED BOOKS

1. Students must fill out two students textbook receipt cards
34-H-113 (1 blue and white) for each book issued to them.
2. Cards should be carefully checked for book number, condition of book, copyright,

and teacher's name before returning the white card to the bookroom. Make sure
that the student's legal (school) name is on the cards.

3. Teachers sign and return the white student textbook receipt to the Textbook
Room. Keep the blue student textbook receipt for books issued to students. Do
not sign the blue student textbook receipt cards until students return books.

4. Students must fill in names, room number and date on the white label in the front
of the book.
BARCODED BOOKS
1. Issue books according to the Book Assignment Sheet which accompanied
the textbooks.
2. Have the students initial next to their name indicating the receipt of the book.

3. Send the initialed sheet to the Textbook Room. A copy of the sign sheet
will be sent back to the teacher.

42



PAYMENT FOR LOST BOOKS

1. a) Student will check with the textbook clerk to see if the book has been turned in.

b) Student pays the textbook clerk for the lost book.
Textbook clerk issues receipt for:

- Payment of the lost book (student record).
- Return textbook notice form 34-H-114 to be sent to teacher.

2. BOOKS LOST DURING THE SEMESTER MUST BE PAID FOR BEFORE A NEW
BOOK IS ISSUED.

RETURN OF TEXTBOOKS DURING THE SEMESTER

1. Students withdrawing from school will return barboded textbooks to the Textbook Room.
Non-barcoded textbooks will be returned to their teachers and the student will receive
the blue student receipt for each book returned. It is the teacher's responsibility
to see that each student receives their blue textbook receipt card for each book
returned.

2. Books returned by the teacher during the semester.

NON-BARCODED PROCEDURE
a) Send blue teacher's textbook order card with the books
to the Textbook Room.

b) Clerk will credit and date the number of books returned,
initial, and return the card to the teacher.

BARCODED PROCEDURE

a) Send the books along with the photocopied Book Assignment
Sheet. Indicate that the textbook was sent to the Textbook Room
by drawing a thin line through the number of each book returned.

b) The textbook clerk will return this list to the teacher after the list
has been verified.

RETURN OF BOOKS AT THE CLOSE OF THE SEMESTER
Before the last week of the semester, teachers should consult with the textbook
clerk to verify quantity of books still charged to their account.

1. On book collection day, teachers will collect all books from students
issuing the blue textbook receipt if the book was not barcoded.

2. If the book was barcoded indicate that it was turned in by drawing a
thin line through the book number on the Book Assignment Sheet.

3. Teachers should check the number against the blue card of the
Book Assignment Sheet.

4. If the numbers do not match do not return the blue card nor line out
the number on the Book Assignment Sheet.

5. Send the blue cards or the Book Assignment sheet to the Textbook

Room to indicate which books have not been turned in.
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LIBRARY POLICY AND PROCEDURES

The Libraryis open from 7:30 a.m. to 3:20 p.m. All students must have their I.D. card in order to
check out library materials. Each student may check out two books at a time.

Students must have a signed "Acceptable Use Policy” to use any computers which are connected to
the internet. Students can pick up "Acceptable Use Policy" Internet usage forms from their English
teacher.

If you wish to send students to the library on library passes, please use the uniform Library Pass,
(one for each student). You may send two students at a time. Do not send them unless they need to
study or need to use our books. Food and drink is not permitted in the library.

Library orientation is available for ninth grade English classes. Please sign up for it and pick up the
corresponding exercise forms. Please sign up for all class visits to avoid schedule problems. Thank
you for your help in maintaining a quiet library.

VIDEO:

The library has a list of the available tapes. Please review the Showing of Video Tapes Bulletin found
in this handbook.

GENERAL FINANCIAL POLICIES
The Principal of the school is responsible for the Student Body Financial activities.

All monies collected on campus must be deposited in the Financial Office and disbursed in the
proper manner. This includes all club accounts.

Authorized welfare collections are under the direction of the Principal, and only those
collections approved by the Board of Education may be held.

No money will be collected from pupils without approval of the Principal. Proper receipts must
be utilized (except in the case of authorized welfare collections). Receipts are available from
the Financial Manager.

PROCEDURE FOR REQUEST OF PURCHASE ORDER OR CHECK
To expend class, club or student body funds, the activity sponsor shall submit IN ADVANCE a
Request for Purchase Order or Check to the financial manager for issuance of a purchase
order, check or cash. This request must include the following information:

To whom, where, and how the payment is requested.

Purpose for which the purchase is to be used.

Which account is to be charged.

Description of item.

Quantity desired.

Unit and total price.

Signed approval by the Principal, activity sponsor, and student body elected
office (if the purchase is from student body funds).

No student body shall be obligated to pay for the expenditures made by a
student, club member, sponsor, or any other person who has not received
a purchase order in advance from the financial manager.

NogohkwbhpE
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Section XI — District Bulletins
Marking Procedures

DISTRICT POLICY - PATRICIPATION IN
EXTRACURRICULAR AND COCURRICULAR
ACTIVITIES

TITLE: Participation in Extracurricular and Cocurricular Activities

NUMBER: BUL-767

ISSUER: Deputy Superintendent Instructional Services

DATE: January 21, 2004

PURPOSE: To ensure that the “C” average policy is applied in a consistent and equitable manner in
all schools.

MAJOR CHANGES:

This bulletin replaces Office of the Deputy Superintendent, Instructional Services, Bulletin No. N-12 (Rev.) of
the same title, dated June 3, 2002. The content has been updated to reflect changes in District policy and
organization.

GUIDELINES: The following guidelines apply.

. "C" AVERAGE POLICY

This bulletin provides specific directions to ensure that the "C" average policy is applied in a consistent and
equitable manner in all schools. District policy requires students in grades 4-12 to maintain a "C" average in all
subjects as a condition of participation in extra/cocurricular activities. Elementary students who do not maintain
proficiency toward meeting grade-level standards with a rubric score of 3 or higher on trimester reports and
secondary students who do not maintain a "C" average on the ten-week, semester, or equivalent report card

will be ineligible to participate in extra/cocurricular activities as defined in Section Il. The ineligibility will be
in effect until the following report card or trimester report period. At that time, a student may regain his/her
eligibility by meeting the "C" average requirement.

I1. DEFINITIONS

A. Eligibility Criteria
1. Eligibility criteria are defined as satisfactory minimum progress toward meeting the high school
graduation requirements, meeting middle school matriculation requirements, and meeting grade-
level proficiency standards for elementary schools.
2. Eligibility requirements will apply equally to all students in grades 4-12, including those who
change schools within the District and those transferring from outside the District.

B. Extracurricular and Cocurricular Activities
1. Extracurricular activity is defined as a program that includes all of the following characteristics:
a. The program is supervised or financed by the District.
b. Students participating represent the school or District.
c. Students exercise some degree of freedom in either the selection, planning, or control of the
program.
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d. The program includes both preparation for a performance and performance before an audience
or spectators.

e. The activity is not part of the regular school curriculum, is not graded, does not offer credit,
and does not take place during classroom time.

2. Acocurricular activity is defined as a program that is associated with the curriculum in a regular
classroom.

3. Cocurricular activities are connected with the curriculum as stated in the District course outlines, in
the Guidelines for Instruction, Secondary School Curriculum, Office of Instruction (Pub. No. SC-
863.1-22), or in the California State Frameworks (EC-641). When this is the case, ineligible
students may continue the activity, performance, or competition as part of the class.

4. Students will not have a course mark lowered because of ineligibility to participate in the
extra/cocurricular portion of the activity when the experience is not part of the District course
outline, in the Guidelines for Instruction,_Secondary School Curriculum, or California State
Frameworks.

5. A program that has as its primary goal the improvement of academic or educational achievement of
students is not an extracurricular or cocurricular activity.

6. Ingeneral, the Youth Services Program of playground activities will not be affected by this policy
except where it may involve organized teams representing a school in interschool competition or
performance before an audience or spectators.

7. Ineligible students shall not be permitted to participate in out-of-class practice that infringes on the
class time of other courses in relation to extra/cocurricular activities, nor may they participate in
after school practices.

I11. GENERAL GUIDELINES FOR IMPLEMENTATION

A. Secondary

1. Student eligibility for performance in extra/cocurricular activities is determined on ten-week (or
equivalent) and semester marks. In yearround schools, student eligibility may be on a more
variable schedule because of the difference in marking periods.

2. Mark reporting dates for secondary schools and the corresponding dates for establishing
eligibility are published annually by Instructional Support Services in a reference guide titled
"Dates for Required Reports of Marks in Secondary Schools."

3. Progress reports and a special report to parents of unsatisfactory work are indicators of
achievement that may affect eligibility determined at the ten-week or twenty-week (or
equivalent) marking periods.

IV. MARKING PRACTICES - SECONDARY

A.

Criteria for marking students' subject achievement, work habits, and cooperation are found in the back
of the secondary teachers' Roll Book (traditional) and as an insert for secondary computerized roll
books.

The classroom teacher shall determine the mark given to each student in the class; and in the absence of
clerical or mechanical mistake, fraud, bad faith, or incompetence, these marks shall be final.

It is unethical, and a violation of District policy, for a coach, teacher, or sponsor of an
extracurricular/cocurricular activity to ask a teacher to change a mark for the purpose of eligibility. Any
teacher-initiated mark changes after the ten-week (or equivalent) or semester marking period must be
approved in writing by the principal or his/her designee.

Students and parents are to have adequate warning before a teacher issues a failing mark. (Bulletin No.
23 (Rev.), July 16, 1999, "Marking Practices and Procedures In Secondary Schools," Deputy
Superintendent, Instruction and Curriculum.)

47



Attendance, work habits, and cooperation may not be used as a part of any rigid formula for assigning
subject marks, e.g., a set number of tardies or absences may not result in the automatic lowering of a
subject mark or loss of class credit. However, daily classroom activities are customarily the most vital
and significant aspect of the instructional program; therefore, significant absences as well as habitual
and prolonged tardies may result in an absence of learning and a corresponding reduction in the mark
assigned. See Bulletin No. 10 (Rev.), December 17, 1984, "Marking Procedures in Relation to
Attendance (Grades 7-12)," Office of the Associate Superintendent, Instruction.

Achievement and effort scores must be assigned to all students who have been enrolled at a school for
15 or more days during regular reporting periods.

"Incomplete™ (Inc.) is used as the semester mark when a student has been absent during the latter part of
a marking period and if the student was passing when present. The nature of the work to remove the
"Inc." must be fully stated in the "Letter to Parents Regarding Incomplete Work™ (Form No. 34-H-20),
and the "Inc." must be made up by a specific date prior to the next regular mark recording period. The
"Inc.” would be disregarded in computation of the GPA and would not affect a student's eligibility until
the next mark recording period when the "Inc.” will be changed to a regular mark of "A," "B,”"C," "D,"
or Fail.

Calculation Guidelines

1. Students are expected to be enrolled in a full academic schedule of classes.

2. In computing a student's "grade point average" (GPA), all subjects undertaken by the student for
which a final mark is recorded are to be considered with the following exemptions:
a. Homeroom

b. Physical education class(es) beyond the one allowable per semester

c. Service class(es) taken beyond the one allowable per semester in a Class schedule and above

the maximum of ten credits allowable for graduation The total number of classes taken is divided

into the total number of "grade points" earned to determine the GPA.

3. Secondary students may use summer school or intersession courses to become eligible for
extra/cocurricular activities. Marks received in summer school or intersession shall not be the
basis for any loss of eligibility. If the exact class is repeated in summer school or intersession,
the higher mark may be substituted for the lower mark in computing the GPA.

a. In the subject areas of mathematics, science and foreign language only, marks in higher-level
classes taken in summer school or intersession may be substituted for marks in lower-
level classes in the same academic area. For example, a "C" in Geometry A can be
substituted for a "Fail" in Algebra 1B.

b. For purposes of substitution, different languages are considered to be different academic areas
and likewise, life and physical sciences are considered to be different academic areas. A
mark in French cannot be replaced by a mark in Spanish; a mark in Biology can be
replaced by a mark in Advanced Biology but not by marks in Chemistry or Physics.

c. If a student takes a class in intersession or summer session that does not meet the requirements
for substitution as listed above, the class may be added to the number of courses taken during
the previous marking period, with the total divided into the number of "grade points" earned
(including the summer session or intersession points), to determine the GPA.

4. Students may use adult school, university, and community college courses for which they have
received prior approval to raise grade point averages and become eligible for extra/cocurricular
activities.

5. A student may change a class without penalty through the end of the third week of the semester

(or equivalent). After the third week, principal (or designee) approval is necessary for a change
of class and/or drop of class. If a change of class occurs, the mark earned in the class from which
the student transfers must be used in calculating the mark for the new class. If a student drops a
class, a “Fail” mark will be received and that mark will be calculated in the ten-week (or
equivalent) and/or twenty-week grade point average(s).
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6. Reasonable efforts should be made to reschedule students who withdraw from a class into
another appropriate course so that credit may be earned and the student's record not adversely
affected.

7. If a student receives a “Fail” in a twenty-week (semester) course prior to the ten-week or
equivalent marking period, the “Fail” is to be counted on both the ten-week (or equivalent) and
final semester report cards.

8. A student enrolling from a school inside or outside the District is eligible only after the student's
grade point average can be established. Students from nonaccredited schools and from schools
on a pass/fail marking system that cannot produce a qualifying GPA will be required to wait
until their first District eligibility marking period.

9. A "C" average is defined as a "grade point average" of 2.0 or better on a 4.0 scale where an "A"
mark earns 4 points, a "B" is awarded 3 points, a "C" is worth 2 points, and a "D" is given a
value of 1 point and a mark of "Fail" is worth 0 points. There is no weighting of marks for the
“C” average eligibility GPA.

10.  Atthe secondary level, extracurricular activities may include but are not limited to athletic
teams, drill and flag teams, pep squads, spirit leaders, student government, musical performance
groups, dramatics, school publications, service clubs, academic teams, etc.

V1. IMPLICATIONS FOR SPECIAL EDUCATION STUDENTS AND ENGLISH LEARNERS

A. Special Education students and/or English Learners must meet the same
general requirements as all other students.
B. Reference should be made to existing District policies for marking practices for students in

special classes.

VIl. APPEALS

A. Appeals related to eligibility for extra/cocurricular activities at the local school level will be made to the
principal whose decision will be in accordance with the policy guidelines in this bulletin.

B. An appeal of the principal's decision in relation to extra/cocurricular eligibility would be made to
the appropriate Local District Superintendent.
RELATED
RESOURCES:

Guidelines for Instruction, Secondary School Curriculum, Office of Instruction (Pub.

No. SC-863.1-22) California State Frameworks (ED-641)

ASSISTANCE: For assistance or further information, please contact Bud Jacobs, Director, High
School Programs at (213) 241-6895, Jeanie Leighton, Director, Middle School

Programs at (213) 241-6040, or Barbara Fiege, Director, Interscholastic Athletics at

(213) 745-1980.
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Use of Videotapes As An Instructional Tool
LOS ANGELES UNIFIED SCHOOL DISTRICT

Office of the Chief Information Officer DISTRIBUTION: All Schools and Offices
ROUTING Local District

SUBJECT: BULLETIN NO. K-30 Superintendents

GUIDELINES FOR THE USE OF AUDIOVISUAL Local District Directors,

MEDIA NOT OWNED, BROADCAST, OR Instruction

RECOMMENDED BY THE DISTRICT Administrators Library Media Personnel

DATE: December 9, 2002 Teachers

ITAFs DIVISION: Information Technology
APPROVED: JAMES L. KONANTZ, Assistant Superintendent

For further information, please contact Sue Quinn, Director, Media Services, at (213) 625-6971 or
squinn@lausd.k12.ca.us; Karen Merman, Supervisor, Audiovisual and Educational Software Services, at
(213) 625-6982 or kmerman@lausd.k12.ca.us.

This revision replaces Division of Instructional Services, Bulletin No. 91 (Rev.), “Guidelines for
the Use of Videotapes and Films Not Owned, Broadcast, or Recommended by the District,”
issued August 8, 1997. The content has been revised to reflect current District policy and
changing technology.

I. BACKGROUND It is the policy of the Los Angeles Unified School District to provide students with
appropriate instructional materials that are relevant to the curriculum being studied and appropriate for the age
and maturity level of the students being taught. Because of the widespread use of videocassette recorders,
ease of home videotaping, and availability of rental videotapes and films, the Board of Education on October
17, 1988, established guidelines for the use of videotapes and films not owned, broadcast, or recommended
by the District. Because of the emergence of new technologies, this policy now applies to the use of filmed
programs in any format, including videocassette, 16mm film, DVD, CD-ROM, broadcast television, or streamed
file. The term “audiovisual media” is used in this bulletin to refer to all formats. Currently, videotapes and some
DVDs and CD-ROMs are available to District staff: (1) from the 3,000 plus titles circulated and/or encoded for
digital device playback by the AV Media Library at the Third Street Annex and its satellites; (2) by the
broadcasting of films owned by the District over KLCS-TV, which can be locally videotaped; and (3) by schools
purchasing videocassettes, DVDs, and CD-ROMs recommended in the Audiovisual Materials Resource List
compiled by Audiovisual and Educational Software Services and sent to schools. This resource list is available
on LAUSDnet at www.lausd.k12.ca.us/lausd/offices/avserv/ avresources.html.

The rating system of the Motion Picture Association of America (MPAA), established in 1968, is the basis for
the Board guidelines. (See Attachment A for MPAA definitions of the PG, PG-13, R, and NC-17 ratings.)

1. GUIDELINES

A. Audiovisual media shown at a school must be relevant to the curriculum being studied and
appropriate for the age and maturity level of students being taught.

B. Audiovisual media shown at a school must use the established District and state criteria for the
evaluation of instructional materials, especially with respect to racial and gender stereotyping and
the depiction of violence, even in animation. (Refer to the Division of Instructional Services, Bulletin
No. 82 (Rev.), September 17, 2001, “Criteria for Evaluating Instructional Materials and Off-Site
Instructional Activities” for details.)

C. Audiovisual media must be consistent with accepted standards of professional responsibility and
must not reflect advocacy, personal opinion, bias, or partisanship.

D. Audiovisual media which have not been MPAA rated and are not owned, broadcast, or
recommended by the District must be thoroughly reviewed by the instructor prior to their use.
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E. MPAA NC-17 rated audiovisual media or any unrated material which might fall into this category
shall not be shown in any elementary or secondary school classroom or as part of any District
activity involving elementary or secondary school students.

F. MPAA R-rated audiovisual media or any unrated materials which might fall into this category may
be used in high school grades 9—12 and in middle school grades 7 and 8 with principal and parental
written approval prior to the scheduled viewing date and must comply with the school’s policy on the
evaluation and selection of instructional materials. (See Attachments B and C for the prior approval
letter for parents and Attachment D for the prior approval form for the principal. Note: The parental
approval letter should include the MPAA rating of the material.)

G. MPAA PG-13-rated audiovisual media or any unrated materials which might fall into this category
may be used in high school grades 9-12 with the prior approval of the principal and must comply
with the school’s policy on the evaluation and selection of instructional materials. In middle school
grades 7 and 8, written parental approval prior to the scheduled viewing date is also required.
MPAA PG-13-rated videotapes may not be shown in elementary schools or in middle school grade
6.

H. MPAA PG-rated audiovisual media or any unrated material which might fall into this category may
be used in elementary schools or in middle school grade 6 with the prior approval of the principal
and parents and must comply with the school’s policy on the evaluation and selection of
instructional materials. MPAA G-rated videotapes and films may be used in elementary schools with
principal approval and teacher review.

I. If opinions differ over the appropriateness of the materials, the appeal process outlined in Article
XXV, Sections 1.0 and 1.2 of the Agreement between the District and UTLA shall be followed.

J.  The website for the Motion Picture Association of America contains a database of movie ratings.
The URL is http://www.mpaa.org/movieratings. When searching for a title, it is important to know as
many details about the film as possible, such as producer, production date, cast, etc., because
there are many films with the same title and the MPAA rating may be different for each one. For
example, a search for Hamlet yielded four film titles with four different ratings—G, PG, PG-13, and
R. Search results will show the film title, distributor, production date, rating, and the reason for the
rating. Many titles also contain a link to an additional database that provides further descriptive
information that will help identify a film. The MPAA website also contains a listing of the TV Parental
Guidelines, a rating system for all television programs which is modeled after the MPAA ratings.
The TV Parental Guidelines may provide additional assistance in determining whether a film is
appropriate. However, caution is necessary since the TV Parental Guide rating of a given film will
most likely be based on an edited broadcast version and not the original uncut version, which may
have received a harsher MPAA rating. More information about the TV Parental Guidelines may be
found at http://www.tvguidelines.org. K. For ready-reference, a chart summarizing the key points of
this bulletin appears on Attachment E. # # #

WHAT THE RATINGS MEAN

PG: “Parental Guidance Suggested; some material may not be suitable for children.” This is a film which clearly needs to be
examined or inquired about by parents before they let their children attend. The label PG plainly states that parents may consider some
material unsuitable for their children, but the parent must make the decision. Parents are warned against sending their children, unseen,
and without inquiry, to PG-rated movies. The theme of a PG-rated film may itself call for parental guidance. There may be some
profanity in these films. There may be some violence or brief nudity. But these elements are not deemed so intense as to require that
parents be strongly cautioned beyond the suggestion of parental guidance. There is no drug use content in a PG-rated film. The PG
rating, suggesting parental guidance, is thus an alert for examination of a film by parents before deciding on its viewing by their children.
Obviously such a line is difficult to draw. In our pluralistic society it is not easy to make judgments without incurring some disagreement.
So long as parents know they must exercise parental responsibility, the rating serves as a meaningful guide and as a warning.

PG-13: “Parents strongly cautioned. Some material may be inappropriate for children under 13.” PG-13 is thus a sterner warning
to parents to determine for themselves the attendance in particular of their younger children as they might consider some material not
suited for them. Parents, by the rating, are alerted to be very careful about the attendance of their under-teenage children. A PG-13 film
is one which, in the view of the Rating Board, leaps beyond the boundaries of the PG rating in theme, violence, nudity, sensuality,
language, or other contents, but does not quite fit within the restricted R category. Any drug use content will initially require at least a
PG-13 rating. In effect, the PG-13 cautions parents with more stringency than usual to give special attention to this film before they
allow their 12-year olds and younger to attend. If nudity is sexually oriented, the film will generally not be found in the PG-13 category. If
violence is too rough or persistent, the film goes into the R (restricted) rating. A film’s single use of one of the harsher sexually-derived
words, though only as an expletive, shall initially require the Rating Board to issue that film at least a PG-13 rating. More than one such
expletive must lead the Rating Board to issue a film an R rating, as must even one of these words used in a sexual context. These films
can be rated less severely, however, if by a special vote, the Rating Board feels that a lesser rating would more responsibly reflect the
opinion of American parents. PG-13 places larger responsibilities on parents for their children’s moviegoing. The voluntary rating system
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is not a surrogate parent, nor should it be. It cannot, and should not, insert itself in family decisions that only parents can, and should,
make. Its purpose is to give prescreening advance informational warnings, so that parents can form their own judgments. PG-13 is
designed to make these parental decisions easier for films between PG and R.

R: “Restricted, under 17 requires accompanying parent or adult guardian.” In the opinion of the Rating Board, this film definitely
contains some adult material. Parents are strongly urged to find out more about this film before they allow their children to accompany
them. An R-rated film may include hard language, or tough violence, or nudity within sensual scenes, or drug abuse or other elements,
or a combination of some of the above, so that parents are counseled, in advance, to take this advisory rating very seriously. Parents
must find out more about an R-rated movie before they allow their teenagers to view it.

NC-17: “No children under 17 admitted.” This rating declares that the Ratings Board believes that this is a film that most parents will
consider patently too adult for their youngsters under 17. No children will be admitted. NC-17 does not necessarily mean “obscene or
pornographic” in the oft-accepted meaning of those words. The Board does not and cannot mark films with those words. These are legal
terms and for courts to decide. The reasons for the application of an NC-17 rating can be violence or sex or aberrational behavior or
drug abuse or any other elements which, when present, most parents would consider too strong and therefore off-limits for viewing by
their children. From The Voluntary Movie Rating System, Motion Picture Association of America, 1994.
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LOS ANGELES UNIFIED SCHOOL DISTRICT

Los Angeles Unified School District Mr. Roy Romer,

Sylmar High School Superintendent

13050 Borden Ave., Sylmar, Cal. 91342

PHONE (818) 367-1971 FAX (818) 364-1037 Jan E. Lyons,
Principal

Date:

Dear Parents or Guardians:

Your child is currently involved in studying

. Itis our intention to use the videotape

on because

This letter is being sent to you in compliance with the District policy requiring parents/guardians to
approve the intended use of videotapes or films which are not owned, broadcast, or recommended by
the District prior to their scheduled showing. As part of that policy, we ask you to complete the form
below, authorizing or exempting your child from the videotape showing. Please return your
completed form to your child's teacher. Students exempted from this showing will be required to
complete an alternative assignment. Should you have any questions regarding the videotape, please
contact me.

Teacher

APPROVED: Jan E. Lyons,
Principal

SYLMAR HIGH SCHOOL
Name of student:
Please check A or B:
A:____| give permission for my child to view
B.___ | prefer that my child be given an alternative assignment.

Signature of parent or guardian:
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Los Angeles Unified School District Mr. Roy Romer,

Sylmar High School Superintendent

13050 Borden Ave., Sylmar, CA 91342

PHONE (818) 367-1971 FAX (818) 364-1037 Dr. Linda Calvo,
Principal

FECHA

Estimados Padres o Tutores,

Su hijo/a ahora esta participando en estudiar

. Tenemos la intencion de usar el video
el porque

Esta carta esta siendo enviada para cumplir con las normas del Distrito, las cuales requieren que los
padres/tutores aprueben el uso de peliculas y videos que no han sido transmitidos o recomendados,
ni son propiedad del Distrito antes de exhibirlos como han sido programados.Como parte de esas
normas, le suplicamos llenar la forma siguiente, autorizando o disculpando a su hijo/a de asistir a la
exhibicién del video. Por favor regrese esta forma al maestro/a de su hijo/a. Los estudiantes que
estan disculpados de asistir a esta exhibicion, tienen la obligacién de hacer otro trabajo. Si tiene
alguna pregunta relacionada con el video, por favor comuniquese conmigo.

Maestro

Aprobado por: Jan E. Lyons,
Directora

SYLMAR HIGH SCHOOL

Nombre del estudiante:
Por favor marque la A o B:
A: Doy permiso para que mi hijo/a vea

B: Prefiero que se le de a mi hijo/a otro trabajo.
Firma del padre o tutor:

Fecha:
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Office of the Chief Information Officer BULLETIN NO. K-30 ATTACHMENT D
December 9, 2002

SAMPLE FORM LOS ANGELES UNIFIED SCHOOL DISTRICT

SYLMAR HIGH SCHOOL STATEMENT REGARDING USE OF AUDIOVISUAL MEDIA WHICH IS NOT
OWNED, BROADCAST, OR RECOMMENDED BY THE DISTRICT

Date:
Teacher’'s name: Room:
Title or description of program:

Producer (if known):
Network (if known):

Material: Rented Purchased Taped at home/school

Parental permission is required: Yes No

MPAA Rating:

| plan to use the above program in my classroom on (date) for the following reason

(describe its use in relation to your academic goals and objectives):

This program

complies with the school’s policy on the evaluation and selection of instructional materials. It is appropriate for
the grade level, and the instructional content enhances the curriculum. If this program has been recorded off-

air or from a streamed site, | affirm that it will be erased according to “fair use” interpretations of federal
copyright regulations. Teacher’s signature:

Approved: Date:
Principal’'s signature
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SUMMARY OF LAUSD POLICY REGARDING THE USE OF AUDIOVISUAL MEDIA AUDIENCE

MPAA RATING COMMENTS

Elementary School NC-17, R, and PG-13 May not be shown
PG Needs principal and parental approval
Needs teacher review for appropriateness
G and principal approval
Middle School Grade 6 NC-17, R, and PG-13 May not be shown
PG Needs principal and parental approval
Middle School Grades 7 | NC-17 R May not be shown
ande PG-13 Needs principal and parental approval
PG Needs teacher review for appropriateness
High School Grades 9— NC-17 May not be shown
2 R Needs principal and parental approval
PG-13 Needs principal approval
PG Needs teacher review for appropriateness

Respectful Treatment of Individuals
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absence of teachers
leaves, 13
reporting, 12
returning from, 13
Absence Report, 19
accident report, 16
address
staff,change, 12
students,change, 29
Administrative Responsibilities, 3
assemblies, 14
attendance marking
holiday, 18
In-House Suspension, 18
school activity, 18
audio-visual equipment, 14
Back-To-School Night, 12
Bell Schedules, 11
classroom
moving, 15
parties, 15
curricular trips
procedures, 21
drug policy, 33
emergency drills, 15
drop, 27
earthquake, 27
fire, 26
equipment, 15
extra-curricular activities
eligibility, 30
requirements, 16
faculty parking
permit, 13
registering vehicle, 13
guest speakers
approval, 15
form, 15
hall passes, 15
identification card, 29
keys, 12
lost, 12
leave campus
teachers, 12
lesson planning, 15
Library, 44
mailboxes, 12
Mark Reporting
Bubble Rosters, 23
Marks
T.A., 23
meetings
department, 12
faculty, 12
Norm Day, 20
Open House, 12

PA Announcements, 14
parent notification
complimentary, 24
failure, 24
policy
graffiti, 37
student dress code, 36
weapons, 37
PRC
duplicate, 19
early leave, 19
private property
registration, 15
purchase order
request, 44
rollbook
audit, 20
enter date, 19
entries, 19
left date, 19
lost, 17
temporary roll sheets, 17
school master calendar, 14
seating charts, 12
sign in, 13
sign out, 13
student
accident report, 25
attendance, 28
behavior, 28
check-out, 21
health information, 25
lunch pass, 28
medical referrals, 25
readmittance, 18
truancy, 22
supervision, 16
support services, 40
tardy
lock outs, 39
staff, 13
telephone calls
personal, 13
textbook
issuance, 41
lost, 42
payment, 42
procedures, 41
responsibility, 29
return, 42
theft
reporting, 14
visitors
policy, 16
weekly bulletin
request, 14
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