LOS ANGELES UNIFIED SCHOOL DISTRICT

ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL

FALL 2019-2020
OPENING BULLETIN

August 20, 2019
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ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
BELL SCHEDULE 2019-2020

Regular Block Schedule: T/Th (Periods 2, 4, & 6) & W/F (Periods 1, 3, & 5) Reverse for Spring Semester
Class
Start
End
Length
Period 1 / 2
8:00
9:51
111 minutes
Nutrition
9:51
10:11
20 minutes
Passing
10:11
10:16
5 minutes
Period 3 / 4
10:16
12:07
111 minutes
Lunch
12:07
12:37
30 minutes
Passing
12:37
12:42
5 minutes
Period 5 / 6
12:42
2:33
111 minutes
Passing
2:33
2:38
5 minutes
Advisory/Homeroom
2:38
3:08
30 minutes

Monday
Class
Period 1
Passing
Period 2
Nutrition
Passing
Period 3
Passing
Period 4
Lunch
Passing
Period 5
Passing
Period 6
Passing
Homeroom

Start

End

8:00
8:53
8:58
9:51
10:11
10:16
11:09
11:14
12:07
12:37
12:42
1:35
1:40
2:33
2:38

8:53
8:58
9:51
10:11
10:16
11:09
11:14
12:07
12:37
12:42
1:35
1:40
2:33
2:38
3:08

2

Length
53 minutes
5 minutes
53 minutes
20 minutes
5 minutes
53 minutes
5 minutes
53 minutes
30 minutes
5 minutes
53 minutes
5 minutes
53 minutes
5 minutes
30 minutes

ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL BELL SCHEDULE FOR 2019-2020

BELL SCHEDULE 2019-2020
Bank-Time Tuesday:
08/27, 09/03, 09/10, 09/17, 09/24, 10/01, 10/08, 10/15, 10/22, 10/29, 11/05, 11/12, 11/19, 12/03,
12/10, 01/14, 01/21, 01/28, 02/04, 02/11, 02/18, 02/25, 03/03, 03/10, 03/17, 03/24 03/31, 04/14,
04/21, 04/28, 05/05, 05/12, 05/19, 05/26
Class
Start
End
Length
Period 2
8:00
9:38
98 minutes
Nutrition
9:38
9:58
20 minutes
Passing
9:58
10:03
5 minutes
Period 4
10:03
11:41
98 minutes
Lunch
11:41
12:11
30 minutes
Passing
12:11
12:16
5 minutes
Period 6
12:16
1:54
98 minutes

Minimum Day Dismissal: 12/20/19 & 06/12/21
Class
Start
Period 1
8:00
Passing
8:41
Period 2
8:46
Passing
9:27
Period 3
9:32
Brunch
10:13
Passing
10:33
Period 4
10:38
Passing
11:19
Period 5
11:24
Passing
12:05
Period 6
12:10

End
8:41
8:46
9:27
9:32
10:13
10:33
10:38
11:19
11:24
12:05
12:10
12:51
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Length
41 minutes
5 minutes
41 minutes
5 minutes
41 minutes
20 minutes
5 minutes
41 minutes
5 minutes
41 minutes
5 minutes
41 minutes

LOS ANGELES UNIFIED SCHOOL DISTRICT

ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
2019-2020 SCHOOL YEAR
Opening Day, August 20, 2019
As a follow up to the information sent home, there will be three lists with each student’s
information (last name, first name, and Homeroom location). These lists will be found in the
following locations:
1. Windows of the Main Entrance of the school (23rd and Grand)
2. Windows of the College Center facing the lunch area
3. The Bulletin board located outside of the Main Office and Assistant Principals Office
In addition to the three lists located on campus, all support staff will also have a copy. The
primary duty of all support staff, prior to 8:00 a.m., will be to direct students to the lists. After
the 8:00 a.m. bell, all support staff will direct students directly to their Homeroom.
All teachers are to be at their doors welcoming students into their classrooms. Ensure that any
student in your Homeroom Period is on your Homeroom Class Roster.
Support staff assignments are as follows:
“A” Building: Ms. Varty, Ms. Delgado, Mrs. Sanchez
“B” Building: Mr. Walton & Mr. Steinorth
Lunch/PE Area: Mr. Barrientos, Mr. Arellano
Distribution of Student Class Schedules
All students are to report to their Homeroom Class. Teachers please make sure that only
students who are on your Homeroom Roster are allowed to remain in your classroom. No
“Hall Passes” are to be issued during this time. Teachers will distribute “Student Class
Schedules” and take attendance. Teachers will keep accurate count of which students have
received their class schedules and which students have not picked up their class schedules.
Teachers will then alphabetize and send all uncollected “Student Class Schedules” to the
Main Office, in the “A” Building, by 8:30 a.m. on Tuesday, August 20, 2019.
If a student does not appear on your roster, but is in your class send that specific student to
their corresponding counselor, Ms. Delgado or Mr. Walton.
After Tuesday all distribution and collection of “Student Class Schedules” will be handled
through the Main Office –Mr. Kevin Asencio.
4

LOS ANGELES UNIFIED SCHOOL DISTRICT

ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
2019-2020 SCHOOL YEAR

Class Changes
The “Request to See Counselor” forms are to be used for program changes, programming
errors, or general concerns. These forms can be found on our school’s website
www.orthovipers.org. The online form is to be filled out completely and submitted to the
counselor. Forms received will be sorted and student’s individual needs will be addressed. Do
not allow or send students physically to the Main Office during the class period. Keep all
students in class.
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LOS ANGELES UNIFIED SCHOOL DISTRICT

ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
2019-2020 SCHOOL YEAR
Mark Reporting
Report card marks enable students, parents, and staff to identify subject areas where improvement is needed or
where progress and academic achievement has occurred. Marks are required for all students who have been
enrolled in school/class for 15 or more days. All students will receive a grade. Every student shall be reported for
every five week grading cycle.
To meet the expectation of parents of Magnet School students, this marking period will include a full set of
Academic marks (A, B, C, D, or Fail), Work Habits, and Cooperation mark (E, S, or U), with the exception of
Homeroom. Students are not given an academic grade for Homeroom. Ortho’s staff will be able to use this
information/data to design intervention programs to meet our students’ needs. In addition, all cumulative
attendance is reported for each class, each marking period.

PROCEDURES TO NOTIFY PARENTS/GUARDIANS OF POSSIBLE FAILURE
The District requires each pupil’s achievement to be evaluated for each marking period and requires a conference
with, or written report to, the parent or guardian whenever it becomes evident that the pupil is in danger of failing
a course. Teachers have the responsibility to communicate with parents whenever student achievement is not
commensurate with content standards identified for each course. Whenever a student is not meeting the
standards of the course and/or there exists the possibility of failure, the parent or guardian must be notified in one
or more of the following ways:
1. Marking a “Fail” or a “D” on the progress report prior to the midterm or final report is not adequate
warning of failure to the parent or guardian. However, a “Fail” or a “D” on a report, with written
comment “In danger of failing” can be considered adequate notification to the parent or guardian.
2. A “Special report to parents-Unsatisfactory” issued prior to the marking period as identified above is
considered sufficient notification to the parent or guardian. It should be issued with sufficient time for the
student to demonstrate improvement.
Work habits and cooperation marks are closely tied to the achievement mark; therefore, teachers should notify
the parent of a decline in these marks or the possibility of an unsatisfactory mark. The same procedures described
above for notification of possible failure should be followed for a decline in work habits and/or cooperation marks.
In addition to the above requirements of notification of possible failure, the teacher is encouraged to hold a
conference with the parents or guardian as soon as possible as it becomes apparent that the student would
benefit from additional help at home or intervention at the school site.
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ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
2019-2020 SCHOOL YEAR
The following Timeline and Reminders will assist you in preparing your progress reports for the parents.














Progress Report Timeline
The MISIS window for the first progress report mark reporting ENDS Friday, September 13, 2019.
Verification Rosters are to be submitted to Mr. Joseph Siefert, by 12pm on September 13, 2019.
Report Cards will be printed on Monday, September 16, 2019 to be mailed.
Reminders
Please use A, B, C, D, or F (Fail) for all Academic Marks.
Please use E, S, or U for all Work Habits and Cooperation Marks.
Marks of D or “Fail” in academic progress must be posted on the first quarter progress report.
Marks of U in Work Habits and/or a mark of U in Cooperation must be posted on the progress report.
Marks for all students who have been enrolled in a school for 15 or more days must be reported.
Do not forget to click “SUBMIT” once you have entered your grades. You will lose your data if you don’t
do this step.
Do not provide a letter grade for Homeroom. Enter Work Habits and Cooperation marks only.
Before you run your verification roster, please run the report for “Missing Marks” to determine any
missing data.

The dates for the Fall Semester mark reports are as follows:
Fall Semester
Optional Progress Report
Midterm Mark Report (10 week)
Progress Report (15 week)
Final Mark Report

8/22/19 ID Pictures
8/29/19 Emergency Evacuation Drill
9/12/19 Back-To-School Night
10/16/19 PSAT School Day

Other Fall dates of note
10/17/19 California Shake-Out Drill
10/17/19 Parent Conferences
12/16-12/18/19 Fall Semester Final Exams
12/20/19 Minimum Day

The dates for the Spring Semester mark reports are as follows:
Spring Semester
Optional Progress Report
Midterm Mark Report (10 week)
Progress Report (15 week)
Final Mark Report

3/12/20 Open House

MISIS MARKS REPORTING WINDOW
09/05/2019 –09/13/2019
10/03/2019 – 10/11/2019
11/07/2019 – 11/15/2019
12/12/2019 – 12/19/2019

MISIS MARKS REPORTING WINDOW
02/06/2020 – 02/14/2020
03/12/2020 – 03/20/2020
04/23/2020 – 05/01/2020
06/04/2020 – 06/11/2020

Other Spring dates of note
4/6/20-4/10/20 Spring Recess
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3/26/20 Parent Conferences
4/3/20 Caesar Chavez Day Observed

5/18/20 SBAC Testing begins
06/09-06/11/20 Spring Semester Final Exams

LOS ANGELES UNIFIED SCHOOL DISTRICT

ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
2019-2020 SCHOOL YEAR
My Integrated Student Information System (MISIS)
Acceptable Use Policy
The Los Angeles Unified School District MISIS and Online computers are provided by the District to assist with the
necessary clerical elements to accomplish the LAUSD Mission Statements. Computers are to be used only by
LAUSD paid employees.
My Integrated Student Information System (MISIS) Acceptable Use Policy Rules and Regulations:
 This policy applies to all LAUSD personnel.
 Each LAUSD employee may be provided an access code to MISIS and LAUSD.net.
 All SSIS computers are to be used in a responsible, efficient, ethical and legal manner.
 It is a privilege, not a right to have access to MISIS and LAUSD.net.
 Access is revocable at any time, without notice based upon administrative review.
 Only District authorized personnel will install software, change configuration settings, add hardware or do
internal hardware or cleaning.
Unacceptable uses of MISIS & LAUSD.net by employees:
 Using materials produced by MISIS and LAUSD.net for any purpose other than support of the LAUSD
Mission Statements.
 Providing his/her password to another person
 Permitting students and non-district employees access to information.
 Attaching modems, installing Internet software, installing software or adding hardware on MISIS &
LAUSD.net computers.
Responsibilities of MISIS Users:
 Each employee understands and agrees to follow all laws, regulations and policies that apply to LAUSD
Acceptable Use Policies.
 Each user is assigned a role that reflects the type of input he/she needs to accomplish their job
description.
 Each user is responsible for the security of his/her individual user ID and password and will not permit
other to use it.
 Each user is responsible for making sure that only District authorized software is installed on his/her MISIS
computer.
 Each user is to report program, equipment and/or other problems to the Administration.
 Each user is responsible for the audit paper trail for his/her computer input.
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Each user is responsible for the computer and printer assigned to them concerning:
o Security of the system
o Accessing the computer
o Printing information
o Turning computer off
o Programs user is authorized to access
o External care and cleaning of computer and printer
o Printer ribbon installation
o Location of supplies
o Emergency procedures during earthquake, fire, etc.
Each user is responsible for making sure MISIS Menu and lausd.net is not available to unauthorized
individuals when leaving a computer unattended.
Each user is responsible at the end of the workday to log off MISIS & lausd.net.

Signing the MISIS & LAUSD.net Acceptable Use Policy:
 I understand and agree to follow the rules and regulations as stated in the MISIS & LAUSD.net Acceptable
Use Policy.
 I understand that action may be taken for violating the MISIS & lausd.net Acceptable Use Policy.
 I understand that if I violate the rules of the MISIS & lausd.net Acceptable Use Policy, my access and
permission to use the computer system may be canceled.
 I understand that I am responsible for all information viewed, displayed, printed and changed on the
computer.
 I understand I am responsible for all external cleaning and care of the MISIS & lausd.net computer and
printer assigned to me.
 I will maintain security access to the MISIS & lausd.net computer assigned to me.

Print Last Name, First

Position

Signature

Date

Role

Submit to Ana Ortiz
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LOS ANGELES UNIFIED SCHOOL DISTRICT

ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
2019-2020 SCHOOL YEAR

PARTS OF THE OFFICIAL
ROLL BOOK/GRADE BOOK
**Your official Roll/Grade Book is due Friday, December 20, 2019**
The LAUSD ROLL BOOK is a legal document used by teachers for recording grades and other
information required for the proper operation of the District’s secondary schools.
The electronic grade book (Schoology) is a legal document used by teachers for recording
grades and other information required for the proper operation of the District’s secondary
schools.
An official roll book/grade book contains the parts listed below. The parts contained in MISIS
and Schoology in various screens are identified with an asterisk *. (Additional documentation
will not be needed for these pats.)
1.
2.
3.
4.
5.
6.
7.
8.

*Title information, including course title, teacher’s name, period, room number
*Class roster of student names and grade levels
*Dates entered and left. (Included in LAUSD attendance screen)
*Assignments, a minimum of one per week, including date and title of the assignment
*Marks earned by each student for the assignments, a minimum of one per week
Dates when unsatisfactory note are sent and parent/guardian contacts are made.
Log of parent/guardian contacts
*Progress report and report cards marks summary for each course indicating the
academic marks, work habit marks and cooperation marks for the progress reporting
periods, mid-semester marks, and end-of-course semester marks
9. Legend identifying grading rubric, course syllabus, grade break down per subject with an
explanation of marks
10. Certification page signed and dated by the teacher indicating that all marks are accurate
and a true reflection of the students’ demonstration of mastery of the course standards.
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ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
2019-2020 SCHOOL YEAR

CERTIFYING STUDENT MARKS
AND COURSE RECORDS
At the end of each semester of the course, the teacher is responsible for the certifying that all marks issued to
students are accurate and are a true reflection of the students’ demonstration of mastery of course standards.
Teachers will use the certification forms as listed below:
 LAUSD Roll Book, paper copy – certification form is located in the front of the book and is turned in with
the roll book at the completion of the course.

At the conclusion of each semester roll carrying personnel shall turn in to the appropriate administrator the
materials listed below:
 Roll Book paper copy
 Course syllabus, including an explanation of marks
 Certification form, if not in the Roll Book
 Log of parent/guardian contacts, if not in the Roll Book

The order in which class rosters/information needs to be arranged is as follows:
 Period 1
 Period 2
 Period 3
 Period 4
 Period 5
 Period 6
 Homeroom
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LOS ANGELES UNIFIED SCHOOL DISTRICT

ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
2019-2020 SCHOOL YEAR

Los Angeles Unified School District

CERTIFICATION PAGE
SCHOOL: ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
TEACHER:
DEPARTMENT:
TERM ENDING: Fall Term 2019-2020 School Year

CERTIFICATION
The following certification statement shall be signed at the end of the semester by the teacher assigned the
responsibility for the classes in this electronic grade book.
To the best of my knowledge and belief this electronic grade book has been kept as required by law and in
accordance with the instructions of the Superintendent of Public Instruction and the policies and instructions of the
Los Angeles Unified School District.

Teacher (Signed)

Date
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ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
INTEROFFICE MEMORANDUM

TO:

ALL FACULTY

FROM:

GUSTAVO BARRIENTOS, PRINCIPAL

SUBJECT:

REQUEST FOR COVERAGE AND EMERGENCY SIGN OUT

DATE:

08/20/2019

Complete the attached form when requesting coverage or if an emergency arises.
You will need to inform an administrator and submit the form for approval prior
to leaving early. Also upon leaving campus, sign out in the Off Campus Log located
in the Main Office.
There will be blank forms available in the Main Office.
You will also find instructions on using Smart Find Sub system.

Thank You
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Orthopaedic Hospital Medical Magnet High School

Request for Coverage, Request to Leave Campus, Emergency Sign-Out
**It is the teachers’ responsibility to request substitute**
Date (s) Needed:

_________________ ___________________

Name:

____________________________

Room:

____________________________

Reason:

Employee#:__________________

( ) Illness ( )Personal Necessity ( )Unpaid ( )*Other _______ (funding required)

SMARTFIND # 1 877-528-7378 https://lausd.eschoolsolutions.com
Administrative Approval:_________________________________________________
The approval of the administrator is required for all partial absences and emergency sign-outs
Specific reason for absence:______________________________________________________
Check one:( ) No coverage needed ( ) All day coverage needed ( ) Partial day Period (s) 1 2 3 4 5 6 H
Time Leaving:_____________am/pm
Please select one:
( )

I will contact Subfinder

Job Number:_______________

( )

Please hold Mr./Ms.:__________________________________ Employee#:___________
(The Main Office will try to hold a substitute teacher if she is informed ahead of time but there are no
guarantees)

** Teachers are reminded of their responsibility to leave a written lesson plan for the substitute
teacher. Sometimes absences are unexpected. For this reason, teachers are required to have
lesson plan information on file in the Main Office. These plans should be replenished and
updated at least once every semester or after each absence.
** It is the responsibility of the teacher to notify the Main Office if you will be returning to work
at least one hour before the end of the day before the anticipated return (usually by 1:30 p.m.)
The office will attempt to retain the same substitute when possible. If such notification is not
given and both the employee and the substitute report for duty, only the substitute is entitled
to work and be paid.

**If you leave campus during the day for a meeting, doctor’s appointment, or an
emergency, you must get administrative approval on this form and sign out in the
OFF-CAMPUS FOLDER. All staff is expected to work a full day. Medical and personal
appointments should be scheduled after school hours.
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ORTHOPAEDIC HOSPITAL MEDICAL MAGNET HIGH SCHOOL
2019-2020 SCHOOL YEAR
CERTIFICATED AND CLASSIFIED PROCEDURES
FOR SIGNING-IN AND SIGNING OUT
I.

II.

SIGNING IN AND SIGNING OUT
A. Each certificated staff member must sign his/her initials at the time of arrival and
at the time of departure. Certificated Start Time is 7:50 a.m.
B. Each classified staff member must indicate time arrived and time departed.
PROCEDURE FOR LATE ARRIVALS SHALL BE AS FOLLOWS:

A. Certificated Staff
Sign-In cards will be removed daily from the sign-in counter by 7:50 a.m.
Teachers not signed in by 7:50 will be marked Tardy.

B. Classified Staff
III.

IV.

V.

Sign-In cards will be removed daily from the sign-in counter by 8:00 a.m.
LATE ARRIVIALS
A. Certificated Staff:
1. Check in with the Main Office
2. Sign In the Late Arrivals Log, completing the following information:
*Date
*Print Name
*Employee Number
*Arrival Time
*Signature
If for any reason the late employee doesn’t sign the log, the office will indicate
the time of arrival based on coverage time.
3. Sign –in on the employee time card at the close of the work day by signing your
initials.
B. Classified Staff:
1. Check in with the Main Office upon arrival
2. Sign In the Late Arrivals Log, completing the following information:
*Date
*Print Name
*Employee Number
*Arrival Time
*Signature
Early Leave
ALL EMPLOYEES ARE EXPECTED TO COMPLETE THEIR SCHEDULED WORK DAY.
HOWEVER, IF AN EMPLOYEE NEEDS TO LEAVE EARLY YOU ARE REQUIRED TO
SIGN OUT ON THE EARLY LEAVE LOG TO ACCOUNT FOR YOUR MISSING TIME AS
WELL AS COMPLETE THE “REQUEST FOR COVERAGE, REQUEST TO LEAVE
CAMPUS, EMERGENCY SIGN-OUT” FORM.
Substitutes
All teachers are required to call Smartfind (1-877-528-7378) to request a substitute,
as well as notify the main office (phone or email) when absent.
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