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LETTER FROM A BEGINNING TEACHER
Dear New LAUSD Teacher –
Welcome to the district! A year ago I stood in your shoes: overwhelmed, apprehensive and unsure
where to even begin amidst the e-mails, signatures, and rumors that filled my head. LAUSD can be
a big and confusing place. But over time, with help from many colleagues and friends, I have found
ways to make working for the district feel smaller, more manageable, and above all – enjoyable!
My first piece of advice to you is to reach out within your school site to find a mentor. Your mentor
should be someone who has worked in the school a long time, and remains committed to the
profession and their students. Although I am in a credentialing program that offers me several
support resources, the person I found to be most helpful was the chair my department, who guided
me through the realities and difficulties of my own particular school while keeping me focused on
what I needed to do every day for my students.
Next, be open to making friends with other teachers. I realize that this advice may seem overly
simplistic or even silly, but I have found tremendous benefits in having people who can understand
my frustrations and the days when I might feel like running away. I enjoy my time with fellow
teachers together at school basketball games, grabbing meals before parent-teacher conferences,
or just chatting in the hallway. Don’t lock yourself away; having co-workers who support you will
help work feel less like “work,” and their presence will be invaluable in the tough times.
And there WILL be tough times. There will be days when none of the copiers work, the Internet is
down, and every child ate a bowl of sugar for breakfast. You will want to yell. You will want to
throw things. You will want to cry and give up because you don’t see yourself becoming the teacher
you’ve always wanted to be. But even after a few short months of teaching full-time, I have come
to recognize how much I have grown through the challenges. I am more patient. I let certain things
go. I am more confident with my voice, my abilities, and my general strengths as a human being.
Let your bad days make you better – as a teacher and as a human being.
Lastly, remain positive. You will get out of this year what you put forth in time, effort and
enthusiasm. Smile when you see a student, a teacher, an administrator. Become known for your
optimism, because that reputation will come to find you when you need it most. Avoid blame.
Avoid hopelessness. Avoid despair. Our students lead turbulent lives filled with questions about
their futures and the value of educations. Your positivity goes a long way to show them how much
you believe in them. Take the time to listen to their dreams, their stories, and their doubts and
fears. When you put your heart into your job, you are more than a teacher. You are a coach, a
counselor, and a mentor. Over time, you will see the child who you had nearly given up on pick up a
pencil and begin to write. You will overhear the child who never speaks tell someone that you are
their favorite teacher because you care. You will find notes on your desk telling you that you are, in
fact, the teacher you always wanted to be.
Best of luck,

Maya Suzuki Daniels
Washington Prep High School
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ABOUT LAUSD
The
The second
second largest
largest school district in the nation, the Los Angeles Unified School District (LAUSD) was
founded
founded in
in 1853,
1853, and now enrolls over 6540,000
40,000 students in grades K-12. In addition to offering the
highest
quality
education
to
elementary,
middle, and senior high school students, LAUSD provides
highest quality education
Early
Early Childhood
Childhood Education Centers, comprehensive programs for our special needs students, and
numerous
numerous learning
learning opportunities and employment training for adults. All in all, LAUSD consists of
over
one
thousand
over one thousand schools, Pre-K to Adult.
The
The LAUSD
LAUSD boundary
boundary spreads over 720 square miles and includes the greater metropolitan Los
Angeles
area
Angeles area as
as well
well as dozens of smaller municipalities and neighborhoods within the greater Los
Angeles
Angeles area.
area. The
The LAUSD boundaries stretch from the southern harbor of San Pedro to the rocky
high
high desert
desert of
of Chatsworth
Chatsworth and from the iconic bustle of Hollywood and Highland to the quiet horse
trails
of
Tujunga.
trails of Tujunga.
About
About 4.8
4.8 million
million people live within the District’s boundaries, and the LAUSD student population
reflects
the
reflects the scope
scope and diversity of this metropolis.

LAUSD STUDENT/FAMILY DEMOGRAPHICS
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Los Angeles is home to residents from 140 different countries, speaking 93 different languages. Los
Angeles boasts the largest Hispanic community outside Mexico City. Considered the cultural center
of the Pacific Rim, Los Angeles has the largest Asian/Pacific Island population in the United States.
In all, 93 languages other than English are spoken by LAUSD students and families. The District has
160,000 students who are learning to speak English proficiently. The home language for the
majority of LAUSD English learners is Spanish (93% of English learners), with other languages
including Armenian (1.2%), Korean (1.1%), and Tagalog, Cantonese, Arabic, Vietnamese and Russian
(> 1%).
In the 2014-2015 school year, certificated staff in LAUSD included over 27,000 teachers, 3,700
support personnel, and 2,200 administrators. In addition, LAUSD schools and offices are staffed and
supported by 26,000 classified employees.
All Youth Achieving, the mission of LAUSD, is reflected in continued double-digit growth on the
state Academic Performance Index (API), the upward trend in the graduation rate, steady progress
in the pass rate on the California High School Exit Exam (CAHSEE), and participation in Advanced
Placement courses. LA schools boast more winners of the United States Academic Decathlon
championships – 12 - than any other District in this country.
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MISSION, VISION AND GOALS
LAUSD
LAUSD MISSION
MISSION STATEMENT
STATEMENT
The
The teachers,
teachers, administrators,
administrators, and
and staff
staff of
of the
the Los
Los Angeles
Angeles Unified
Unified School
School District
District believe
believe in
in the
the
equal
equal worth
worth and
and dignity
dignity of
of all
all students
students and
and are
are committed
committed to
to educate
educate all
all students
students to
to their
their
maximum
potential.
maximum potential.

LAUSD
LAUSD VISION
VISION STATEMENT
STATEMENT
At
At Los
Los Angeles
Angeles Unified
Unified School
School District,
District, our
our focus
focus isis on
on student
student learning
learning and
and achievement.
achievement. Our
Our job
job is
is
to
to create
create conditions
conditions and
and environments
environments for
for students
students to
to flourish
flourish and
and to
to build
build aa culture
culture of
of curiosity
curiosity
and
and aa community
community of
of life-long
life-long learners.
learners. Our
Our vision
vision isis that
that every
every student
student will
will receive
receive aa quality
quality
education
education in
in aa safe,
safe, caring
caring environment,
environment, and
and will
will be
be college-prepared
college-prepared and
and career
career ready.
ready.
To
To realize
realize our
our vision,
vision, we
we must
must work
work together
together and
and focus
focus on
on our
our mission
mission of
of serving
serving all
all students
students every
every
day.
day. LAUSD
LAUSD will
will provide
provide high-quality
high-quality instruction
instruction and
and aa rigorous
rigorous curriculum
curriculum in
in every
every classroom
classroom to
to
facilitate
facilitate student
student learning
learning and
and achievement.
achievement.

Sco$
$%Schmerelson%

LAUSD
LAUSD GOALS
GOALS
We
We have
have identified
identified five
five goals
goals to
to help
help us
us deliver
deliver on
on our
our promise
promise that
that all
all youth
youth graduate
graduate from
from LAUSD
LAUSD
college-prepared
college-prepared and
and career-ready:
career-ready:
••
••
••
••
••

100%
100% graduation
graduation
Proficiency
Proficiency for
for all
all
100%
attendance
100% attendance
Parent
Parent and
and community
community engagement
engagement
School
School Safety
Safety

!Ref$Rodriguez

To
To help
help us
us achieve
achieve our
our goals,
goals, we
we have
have 17
17 specific
specific initiatives
initiatives laid
laid out
out in
in our
our Performance
Performance Meter,
Meter,
which
which we
we will
will use
use to
to chart
chart our
our progress.
progress. While
While implementing
implementing the
the Strategic
Strategic Plan,
Plan, the
the District
District will
will
collect
collect and
and analyze
analyze robust
robust data,
data, using
using itit to
to evaluate
evaluate the
the effectiveness
effectiveness of
of each
each of
of the
the Plan’s
Plan’s
components.
components.
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LAUSD BOARD OF EDUCATION
MICHELLE KING
George McKenna, Ed. D
Board District 1

Mónica García

LAUSD BOARD OF EDUCATION

Board District 2

Sco$
$%Schmerelson%
Board District 3

Steve Zimmer
Board District 4

!Ref$Rodriguez
Board District 5

Mónica Ratliff
Board District 6

Richard Vladovic, Ed. D
Board District 7
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LAUSD
LAUSD DISTRICT
DISTRICT SUPERINTENDENTS
CENTRAL
CENTRAL
•• Roberto
Roberto A.
A. Martinez,
Martinez, Superintendent
Superintendent
••333
333 S.
S. Beaudry
Beaudry Ave.,
Ave.,Los
Los Angeles,
Angeles, CA
CA 90017
90017
••(213)
(213) 241-0100
241-0100

EAST
EAST
•"José%P.%Huerta,%Superintendent
•"José%P.%Huerta,%Superintendent
••2151
2151 N.
N. Soto
Soto St.,
St., Los
Los Angeles,
Angeles, CA
CA 90032
90032
••(213)
(213) 224-3100
224-3100

NORTHEAST
NORTHEAST
•• Byron
Byron Maltez,
Maltez, Superintendent
Superintendent
••8401
8401 Arleta
ArletaAve.,
Ave., Sun
Sun Valley,
Valley, CA
CA 91352
91352
••(818)
(818) 252-5400
252-5400

NORTHWEST
NORTHWEST
•• Vivian
Vivian Ekchian,
Ekchian, Superintendent
Superintendent
••6621
6621 Balboa
Balboa Blvd.,
Blvd., Van
Van Nuys,
Nuys, CA
CA 91406
91406
••(818)
(818) 654-3600
654-3600

SOUTH
SOUTH
•• Christopher
Christopher Downing,
Downing, Superintendent
Superintendent
••1208
1208 Magnolia
Magnolia Ave.,
Ave., Gardena,
Gardena, CA
CA 90247
90247
••(310)
(310) 354-3400
354-3400

WEST
WEST
•• Cheryl
Cheryl Hildreth,
Hildreth, Superintendent
Superintendent
••11380
11380 W.
W. Graham
GrahamPlace,
Place, Los
Los Angeles,
Angeles, CA
CA 90064
90064
••(310)
(310) 914-2100
914-2100
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www.#
#nyurl.com/ResourceGuide2016

**

EMPOWER
EMPOWER

**

TRANSFORM
TRANSFORM

Updated June, 2016

LAUSD NEW TEACHER RESOURCE GUIDE 2015 | CHAPTER 1

KEY CONTACTS
ADULT AND CAREER EDUCATION
(213) 241-4953
http://achieve.lausd.net/dace-hr

Adult Education Teacher Staffing Assignments

BEGINNING TEACHER GROWTH, DEVELOPMENT AND INDUCTION
(213) 241-5478
http://achieve.lausd.net/Page/354

District-Sponsored Induction Program
Pathways to Clear Credential

BENEFITS ADMINISTRATION
Medical Benefits Enrollment
Retirement Plans
Life Insurance

(213) 241-4262
http://achieve.lausd.net/benefits

CAREER LADDER
Supports current classified employees studying
to be certificated teachers or school counselors
or psychologists

(213) 241-4814
http://achieve.lausd.net/ladder

CERTIFICATED ASSIGNMENTS AND SUPPORT SERVICES
(213) 241-5100
http://achieve.lausd.net/cass
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CREDENTIALS
CREDENTIALSAND
ANDCONTRACTS
CONTRACTS
(213)
(213)241-6520
241-6520
http://achieve.lausd.net/cccs
http://achieve.lausd.net/cccs

Credential
CredentialApplications
Applications
Credential
CredentialRenewals
Renewals

DISTRICT
DISTRICTINTERN
INTERNAND
ANDCLEAR
CLEAREDUCATION
EDUCATIONSPECIALIST
SPECIALISTINDUCTION
INDUCTIONPROGRAMS
PROGRAMS
(213)
(213)241-5466
241-5466
http://achieve.lausd.net/DistrictInternProgram
http://achieve.lausd.net/DistrictInternProgram

Guidance
Guidancefor
forAlternative
AlternativeCredential
CredentialPrograms
Programs
Teacher
Induction
programs
Teacher Induction programs

EARLY
EARLYCHILDHOOD
CHILDHOODEDUCATION
EDUCATION
(213)
(213)241-2404
241-2404
http://achieve.lausd.net/ece-hr
http://achieve.lausd.net/ece-hr

Early
EarlyChildhood
ChildhoodEducation
EducationTeacher
TeacherStaffing
Staffing
Assignments
Assignments

EMPLOYEE
EMPLOYEEHEALTH
HEALTHSERVICES
SERVICES
(213)
(213)241-6326
241-6326
http://achieve.lausd.net/employeehealth
http://achieve.lausd.net/employeehealth

Health
Healthand
andTB
TBClearance
Clearance

IT
ITHELP
HELPDESK
DESK
(213)
(213)241-5200
241-5200
http://achieve.lausd.net/Page/254
http://achieve.lausd.net/Page/254
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MASTER PLAN VERIFICATION
Master
Master Plan
Plan Teacher
Teacher
Training
Bilingual
Salary
Training Bilingual Salary Differential
Differential
CLAD/BCLAD
CLAD/BCLAD

(213)
(213) 241-5862
241-5862
http://achieve.lausd.net/Page/1449
http://achieve.lausd.net/Page/1449

NCLB TEACHER QUALIFICATIONS
(213)
(213) 241-2062
241-2062
http://achieve.lausd.net/Page/1451
http://achieve.lausd.net/Page/1451

Verification
Verification of
of “Highly
“Highly Qualified”
Qualified” status
status for
for
teachers
under
No
Child
Left
Behind
teachers under No Child Left Behind

PEER ASSISTANCE AND REVIEW
(213)
(213) 241-5501
241-5501
http://achieve.lausd.net/PAR
http://achieve.lausd.net/PAR

Voluntary
Voluntary Instructional
Instructional Support
Support for
for any
any classroom
classroom
teacher
teacher

SALARY ALLOCATION
Initial
Initial “Rating
“Rating In”
In” Salary
Salary
Advancement
Advancement
Career
Career Increments
Increments

(213)
(213) 241-5100
241-5100
http://achieve.lausd.net/salary
http://achieve.lausd.net/salary

SALARY POINT CREDIT
Information
Information on
on earning
earning salary
salary points
points
Forms
Forms
Assistance
Assistance

(213)
(213) 241-4106
241-4106
http://achieve.lausd.net/salary-point
http://achieve.lausd.net/salary-point
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SPECIAL EDUCATION DIVISION
Information about SPED
Recruitment of SPED Teachers
Contact Information

(213) 241- 6701
http://achieve.lausd.net/SPED

SUBSTITUTE TEACHER UNIT
(213) 241-6117
http://achieve.lausd.net/Page/3876

Automated Calling System
Assistance for SubFinder

TEACHER TRAINING ACADEMY
(213) 241-4252
http://achieve.lausd.net/tta

Training for Alternative Credentials

UNIVERSITY INTERN PROGRAM
(213) 241-5495
http://achieve.lausd.net/Page/356

BELIEVE
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PERSONNEL SPECIALISTS
Teacher Staffing

h"
"p://achieve.lausd.net/Page/3446

Transfers and
and Leaves
Leaves
Transfers

Resignations

NORTHEAST
•"William&Masis

• Debra Dillard
• debra.dillard@lausd.net
• (213) 241-4950

• william.masis@lausd.net
4552
• (213) 241-4950

NORTHWEST
• Miguel Garza
• miguel.garza@lausd.net
• (213) 241-6102

SOUTH
• Wade Hayashida
• wade.hayashida@lausd.net
• (213) 241-4550

!•!Darvina'Bradley'

••darvina.bradley@lausd.net
vkd8753@lausd.net
• (213) 241-2091

EAST
• Rachel Saldana
• rls5446@lausd.net
• (213) 241-4193

• Edward Salazar
• exs3827@lausd.net
• (213) 241-6328
BELIEVE
BELIEVE
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WEST
• Karen Castro
• karen.castro@lausd.net
• (213) 241-5436

• Brig Tratar
• brig.tratar@lausd.net
• (213) 241-4547

CENTRAL
• Carlos Madrigal
• carlos.madrigal@lausd.net
• (213) 241-4580

• Wing Fung
• wing.fung@lausd.net
• (213) 241-4549

INVESTMENT, PARTNERSHIP, & PILOT SCHOOLS
• Karol Mills-Marbury
• karol.marbury@lausd.net
• (213) 241-6357

SPECIAL EDUCATION/ITINERANTS
• Carol Shimizu
• cms6440@lausd.net
• (213) 241-2505

SUPPORT SERVICES
• Vanessa Franklin
• vanessa.franklin@lausd.net
• (213) 241-6923
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TEACHER QUALITY
QUALITY SPECIALISTS
SPECIALISTS
TEACHER
(213) 241-5100
241-5100
(213)
http://achieve.lausd.net/TeacherQuality
http://achieve.lausd.net/TeacherQuality

New Teacher
Teacher Support
Support
New

LEAD SPECIALIST
SPECIALIST
LEAD
Shelley Williams
Williams
••Shelley
shelley.williams@lausd.net
•• shelley.williams@lausd.net
(213) 241-5100
241-5100 Ext.
Ext. 29072
29072
•• (213)

NORTHEAST
NORTHEAST
Robin Share
Share
••Robin
rshare@lausd.net
•• rshare@lausd.net
(213) 241-5100
241-5100 Ext.
Ext. 29223
29223
•• (213)

NORTHWEST
NORTHWEST
Robin Share
Share
••Robin
rshare@lausd.net
•• rshare@lausd.net
(213) 241-5100
241-5100 Ext.
Ext. 29223
29223
•• (213)

SOUTH
SOUTH
Tiffany Christian
Christian
••Tiffany
tmc6331@lausd.net
•• tmc6331@lausd.net
•
(213) 241-5100
241-5100 Ext.
Ext. 29329
29329
• (213)

EAST
EAST
Michael Thompson
Thompson
••Michael
michael.a.thompson@lausd.net
•• michael.a.thompson@lausd.net
(213) 241-5100
241-5100 Ext.
Ext. 14854
14854
•• (213)

WEST
WEST
•!Cherika!Braxton
•!Cherika!Braxton

•cdb4541@lausd.net
•cdb4541@lausd.net
(213) 241-5100
241-5100 Ext.
Ext. 29199
29199
•• (213)

CENTRAL
CENTRAL
Lalaine Tan
Tan
••Lalaine
Ltan3@lausd.net
•• Ltan3@lausd.net
(213) 241-5100
241-5100 Ext.
Ext. 29090
29090
•• (213)
BELIEVE
BELIEVE
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LOS ANGELES UNIFIED SCHOOL DISTRICT
Division of Special Education
AT TACHMENT A
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Los Angeles Unified School District

Los Angeles Unified School District
VISITING LAUSD HEADQUARTERS
Visitor Parking
Please note the location of the two Beaudry Headquarters visitor lots.

The Los Angeles Unified School District headquarters is at 333 S. Beaudry Avenue, Los Angeles, CA
The main
lot is located
1221 west
West and
Thirdparallel
Street immediately
theBeaudry
BeaudryBuilding
Building.is
90017.
Beaudry
Avenueatruns
to the 110 northwest
Freeway. of
The
Although3rd
the Street
address
is for
Street, please note that the entrance to the lot is accessible from
between
and
4thThird
Street.
Miramar Street only.
One way
The main visitor parking
forstreet
LAUSD is in the Visconti Garage, 1221 West 3rd Street (immediately

northwest of the Beaudry Building). Please note that although the address is on 3rd Street, the
PARKING
LOTSt. only.
parking entrance VISITOR
is accessible
from Miramar
If the Visconti Visitor Parking Lot is full, parking lot attendants at the garage will re-direct you to an
Note: There is not validated LAUSD visitor parking in the Beaudry Building Parking Lot. If the
overflow lot. Please do NOT park in any overflow lot unless directed – your validation may not be
Visconti Visitor Parking Lot is full, parking lot attendants at the garage will re-direct you to an
honored.

overflow
Please
NOT
park in Building
any overflow
lot at
unless
– your validation
may
not be
Do notlot.
park
in do
the
LAUSD
Lot
333directed
S. Beaudry.
There is
no
honored.
visitor parking or validation for the parking lot in the LAUSD building.

Visconti

Enter Here
Visitor
Parking
Garage

LAUSD
Beaudry
Building

There is no validated LAUSD visitor parking in the Beaudry
Building Parking Lot. If the Visconti
For$the$convenience$of$employees,$there$is$a$shu5
5le$bus$that$travels$back$and$forth$between$Union$
Visitor Parking Lot is full, parking lot attendants at the garage will re-direct you to an overflow lot. Please

DRIVING
do NOT parkDIRECTIONS
in any overflow lot unless directed – your validation may not be honored. Morlin Management,
Facilities
From
the Management,
110 North: (213) 241-1320, 2nd Floor, Beaudry Headquarters.
110 North towards Downtown Los Angeles
Exit at 4th St. /3rd St.
Pass 4th St. exit; exit at 3rd St. West exit onto W 3rd St.
Continue across Beaudry; stay in right lane onto Miramar
Continue across Huntley Dr.; turn left into the Visconti garage parking lot

BELIEVE
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From the 110 South:
rd
3rd
St. exit to Beaudry Ave.
Left onto Beaudry Ave.
Right on Miramar St.
Continue across Huntley Dr.; left into the Visconti garage parking lot

From the 101 South:
101 South towards downtown Los Angeles
Merge onto 110 South Harbor Frwy/San Pedro; stay in the right lane
rd
3rd
St. exit to Beaudry Ave.
Left onto Beaudry Ave.
Right on Miramar St.
Continue across Huntley Dr.; left into the Visconti garage parking lot

ACCESS INTO LAUSD HEADQUARTERS
Access to the LAUSD Administrative Offices is through the main entrance of the Beaudry Building at
333 S. Beaudry Ave, Los Angeles 90017. Visitors may enter the building between 6:00 AM to 6:00
PM, Monday through Friday.
When visiting the LAUSD Headquarters, you will be required to check in at the Security desk
located in the lobby and be given a Visitor pass. To expedite this process:
Know the office you are visiting, or the name, time and location (floor and room number) of
your meeting.
For appointments, know the name and telephone number of the person(s) you are meeting.
Have a Government-issued identification (state driver's license, state identification card,
passport) to present when registering at the Visitor Desk.

PUBLIC TRANSPORTATION TO LAUSD HEADQUARTERS
District Shuttle
For$the$convenience$of$employees,$there$is$a$shu5
5le$bus$that$travels$back$and$forth$between$Union$
Station and the Beaudry Building, providing easy connections for those using the Metro system.
The shuttle pickup and drop off location at Union Station is curbside at Patsaouras Transit Plaza –
east of the train tracks. The shuttles make their stops near the top of the escalators across the
street from Bay #5 at the passenger loading zone.
The first morning shuttle of the day departs from Union Station at 5:30am, arriving at Beaudry
approximately ten to fifteen minutes later. Shuttles run continuously from Union Station from
5:30am until the last morning shuttle departs Union Station at 9:10am.
BELIEVE
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In In
thethe
afternoon,
shuttles
depart
every
fifteen
minutes
Beaudry
toto
Union
Station
beginning
at at
afternoon,
shuttles
depart
every
fifteen
minutes
Beaudry
Union
Station
beginning
3:00pm,
with
thethe
last
shuttle
departure
at at
6:45pm.
3:00pm,
with
last
shuttle
departure
6:45pm.
There
is no
shuttle
service
between
9:10am
and
3:00pm.
There
is no
shuttle
service
between
9:10am
and
3:00pm.
Public
Transportation
Public
Transportation
ToTo
plan
a trip
to to
LAUSD
Headquarters
onon
thethe
Metro
system,
you
can
use
thethe
convenient
Metro
plan
a trip
LAUSD
Headquarters
Metro
system,
you
can
use
convenient
Metro
planner
feature:
http://www.metro.net/riding/.
Type
in in
333
S. S.
Beaudry
Ave,
LosLos
Angeles,
90017
asas
planner
feature:
http://www.metro.net/riding/.
Type
333
Beaudry
Ave,
Angeles,
90017
your
destination.
your destination.

!!!!!When!visi)
)ng!Beaudry,!here!are!some!places!to!eat!nearby:
!!!!!By!the!Viscon-!Building!parking!structure:
Subway!and!Grace+Cafe
!!!!Inside!the!Beadry!Building!8!basement!"A"!level:
Trimana+Cafeteria
!!!!!Short!walk!from!Beaudry!Building:
Flix+Cafe!!!450!S.!Bixel!Street
!!!!!Across!the!110!frwy!bridge:
!!!!!In!the!445!S.!Figueroa!Street!complex:
Asian+Box++
Border+Grill
La+Salsa+Mexican+Grill
Starbucks
Jimmy+John's+Sandwiches
!!!!!Other!downtown!eateries:
Jersey+Mike's+Subs!!!!801!S.!Hope!Street
Fisherman's+Outlet!!!!!529!S.!Central!Ave.
Mendocino+Farms+!!444!S.!Flower
Grand+Central+Market!!317!S.!Broadway
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INSTRUCTIONAL
CALENDAR 2015-2016
INSTRUCTIONAL+CALENDAR+2016+2+2017
On
March 10, 2015, the Board of Education
for the Los Angeles Unified
School District approved
On#January#12,#2016,#the#Board#of#Educa7
7on#for#the#Los#Angeles#Uniﬁ
ﬁed#School#District#approved#
the following instructional Calendar:

AUGUST
17, 2015
AUGUST&15,&2016&
• FIRST SEMESTER (PUPIL-FREE DAY)

AUGUST&16,&2016&&
AUGUST
18, 2015
• FIRST DAY OF INSTRUCTION
SEPTEMBER(2,(2016(
SEPTEMBER
4, 2015
• ADMISSIONS DAY (HOLIDAY)
SEPTEMBER(5,(2016((
SEPTEMBER
7, 2015
• LABOR DAY (HOLIDAY)
OCTOBER'3,'2016
SEPTEMBER
14, 2015
• UNASSIGNED DAY (NO SCHOOL)
SEPTEMBER
23, 2015
OCTOBER'12,'2016
• UNASSIGNED DAY (NO SCHOOL)
NOVEMBER(11,(2016
NOVEMBER 11, 2015
• VETERAN'S DAY (HOLIDAY)
NOVEMBER(21(+(25,(2016(
NOVEMBER 23 - 27, 2015
• THANKSGIVING HOLIDAY
DECEMBER'16,'2016
DECEMBER 18, 2015
• LAST DAY OF FIRST SEMESTER
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INSTRUCTIONAL
CALENDAR 2015-2016
INSTRUCTIONAL+CALENDAR+2016+2+2017
DECEMBER
21, 2015 - JANUARY 8, 2016
DECEMBER'19,'2016'.'JANUARY'6,'2017
• WINTER BREAK
JANUARY
11, 2016
JANUARY'9,'2017'
• SECOND SEMESTER
JANUARY	
  16,	
  2017
• MARTIN LUTHER KING, JR. DAY (HOLIDAY)
FEBRUARY
15, 2016
FEBRUARY(20,(2017(
• PRESIDENTS' DAY (HOLIDAY)
MARCH
21 - 25, 2016
MARCH&31,&2017&
•! CESAR'CHAVEZ'BIRTHDAY'(HOLIDAY)'
SPRING BREAK
MARCH
28, 2016
APRIL&10&)&14,&2017&
• CESAR CHAVEZ BIRTHDAY (HOLIDAY)
•SPRING(BREAK
MAY
30, 2016
MAY$29,$2017$
• MEMORIAL DAY (HOLIDAY)
JUNE
13, 2016
JUNE%9,%2017%
• LAST DAY OF SECOND SEMESTER
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DISTRITO ESCOLAR UNIFICADO DE LOS ANGELES

LOS ANGELES UNIFIED SCHOOL DISTRICT
DISTRITO
ESCOLARUNIFIED
UNIFICADO
DE LOS
ANGELES
LOS ANGELES
SCHOOL
DISTRICT

AGOSTO

SEPTIEMBRE

SEPTEMBER
SEPTEMBER
SEPTIEMBRE

OCTOBER

OCTOBER
OCTUBRE
OCTUBRE

NOVEMBER

NOVEMBER
NOVIEMBRE
NOVIEMBRE

CICLO UNICO CALENDARIO ESCOLAR DE INSTRUCCIÓN

AUGUST
AUGUST
AGOSTO

DECEMBER
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BELIEVE
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FEBRUARY

MARCH

U
A

APRIL

U
A

MAY

UU U

UAUAUA
AA A

JUNE

79

79
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IMPORTANT DATES:

09-02-2016
09-05-2016
11-11-2016

Admissions Day
Labor Day
Veterans Day Observed

07-03-2015 Independence Day
08-17-2015 Pupil Free Day
08-18-2015
First Day of Instruction
IMPORTANT
DATES:
09-04-2015 Admissions Day
07-04-2016
Independence Day
09-07-2015 Labor Day
08-16-2016
First Day
of Instruction
11-11-2015
Veterans
Day Observed

#

12-19-2016 thru 01-06-2017
# 01-09-2017
01-16-2017
02-20-2017

Pupil Free Day

Birthday Observed
Spring Recess
Memorial Day
Last Day of Instruction

Spring Recess
Cesar E. Chavez
Birthday Observed
Memorial Day
Cesar E. Chavez
Last Day of Instruction

04-10 thru 04-14-2017
05-29-2017
* 06-09-2017

05-30-2016
03-31-2017
* 06-10-2016

03-21 thru 03-25-2016
03-28-2016

UA – Unassigned Day, no classes in session

UA – Unassigned Day, no classes in session

Winter Recess
Second Semester Begins
Dr. Martin L. King, Jr.’s Birthday
Presidents’ Day

U
A

11-26 & 11-27-2015
Thanksgiving Holiday
12-21-2015 thru 01-08-2016 Winter Recess
# 01-11-2016
Second Semester Begins
01-18-2016
Dr. Martin L. King, Jr.’s Birthday
11-24
& 11-25-2016
Thanksgiving
Holiday
02-15-2016
Presidents’ Day

U
A

101

2 3 4 5 6 9 10 111213 1617 1819 20 232425 2627 30 31 1 2 3 6 7 8 9 10 1314 15 16 172021 222324 27 28 1 2 3 6 7 8 9 1013 14 15 16 1720 21 2223 2427 2829 30 31 3 4 5 6 7 10 11 12 1314 17 18 19 20 21 24 252627 28 1 2 3 4 5 8 9 10 11 1215 16 17 18 19 22 23 24 25 2629 30 31 1 2 5 6 7 8 9 1213 1415 16 19 20 21 222326 27 28 29 30

JANUARY

U
A

APRIL
ABRIL
JANUARY
FEBRUARY
MARCH
MAY
JUNE
ENERO
FEBRERO
MARZO
MAYO
JUNIO
#
ABRIL
ENERO
FEBRERO
MARZO
MAYO
JUNIO
1 4 5 6 7 8 11 121314 1518 19 20 21 2225 26 2728 29 1 2 3 4 5 8 9 1011 1215 16 17 1819 22 2324 2526 29 1 2 3 4 7 8 9 1011 14 15 16 1718 21 22 23 2425 28 29 30 31 1 4 5 6 7 8 11 12 13 14 15 18 19 20 21 22 252627 28 29 2 3 4 5 6 9 10 11 1213 16 17 18 19 20 23 24 25 26 27 30 31 1 2 3 6 7 8 9 1013 14 15 16 17 20 21 222324 27 28 29 30

U
A

1 2 3 6 7 8 9 101314 151617 20 21 222324 27 28 29 30 31 3 4 5 6 7 101112 13 14 17 1819 20 21 2425 26 2728 31 1 2 3 4 7 8 9 10 1114 15 1617 18 212223 24 25 28 29 30 1 2 5 6 7 8 9 1213 14 15 1619 20 212223 26 27 2829 30 2 3 4 5 6 9 10 1112 13 16 1718 19 20 23 24 2526 27 30 1 2 3 4 7 8 9 1011 1415 16 17 18 21 222324 25 2829 30 31

1 4 5 6 7 8 11 1213 1415 181920 21 2225 2627 28 29 1 2 3 4 5 8 9 101112 15 1617 18 1922 232425 26 2930 31 1 2 5 6 7 8 9 121314 15 1619 20 21222326 27 28 29 30 3 4 5 6 7 1011 1213 14 17 181920 2124 2526 27 2831 1 2 3 4 7 8 9 10 111415 16 1718 2122 23242528 29 30 1 2 5 6 7 8 9 1213 14 15161920 21 222326 27 2829 30

JULIO

JULY
JULIOJULY

Board Approved
3/10/2015

101

Board Approved
1/12/2016

DECEMBER
DICIEMBRE
DICIEMBRE

HOLIDAY
DIA DE FIESTA

HOLIDAY
DIA DE FIESTA

SINGLE TRACK INSTRUCTIONAL SCHOOL CALENDAR 2016-2017
Day, then Monday, June 13, 2016
SINGLE
SCHOOL CALENDAR
2015-2016
CICLOTRACK
UNICOINSTRUCTIONAL
CALENDARIO ESCOLAR
DE INSTRUCCIÓN
becomes an Instructional Day

June
13, 2016
JanuaryMonday,
9, 2017 as
a Pupil
Free
Day, then
June Monday,
12, 2017
a school selects
* If Monday,
11, 2016 asDay
a Pupil Free
becomesJanuary
an Instructional

Monday,
17, 2015
selectsAugust
Monday,
* If a school

Pupil Free Day

Pupil Free Day
Monday, August 15, 2016
Monday, June 12, 2017
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GUIDE 2015
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INSTRUCTIONAL CALENDARS (SINGLE
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LOS ANGELES UNIFIED SCHOOL DISTRICT
DISTRITO ESCOLAR UNIFICADO DE LOS ANGELES

HOLIDAY
DIA DE FIESTA

Board Approved
1/12/2016

EMPOWER

*

FEBRUARY
FEBRERO

MARCH
MARZO

APRIL
ABRIL

MAY
MAYO

JUNE
JUNIO

Thanksgiving Holiday
Winter Recess
Dr. Martin L. King, Jr.’s Birthday
President’s Day

05-17-2017
05-29-2017
06-30-2017

Last Day of Instruction, Track D
Memorial Day
Last Day of Instruction, Tracks A, B, C

* All other schools will follow the Single Track Instructional Calendar. Todas las demás escuelas seguirán el ‘calendario de un solo ciclo escolar’.

UA – Unassigned Day, no classes in session

Pupil Free Day

95

11-24 & 11-25-2016
12-21-2016 thru 12-30-2016
01-16-2017
02-20-2017

96

C

D

Independence Day
First Day of Instruction, Tracks B, C, D
First Day of Instruction, Track A
Labor Day
Veterans Day Observed

92

B

07-04-2016
07-05-2016
08-15-2016
09-05-2016
11-11-2016

95

A

IMPORTANT DAYS:

2 3 4 5 6 9 10 111213 1617 18 19 20 2324 25 2627 30 31 1 2 3 6 7 8 9 10 1314 15 16 1720 21 22 23 2427 28 1 2 3 6 7 8 9 1013 14 15 16 1720 21 22 23 2427 28 29 30 31 3 4 5 6 7 10 11 12 13 14 17 18 19 20 21 24 252627 28 1 2 3 4 5 8 9 10 11 1215 16 17 18 19 22 23 24 25 26 29 30 31 1 2 5 6 7 8 9 1213 14 15 16 19 20 21 222326 27 28 29 30

#

JANUARY
ENERO

85

84

*

D

88

UUU
AAA
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DECEMBER
DICIEMBRE

C

NOVEMBER
NOVIEMBRE

85

OCTOBER
OCTUBRE
U UU
A AA

SEPTEMBER
SEPTIEMBRE

U UU
A AA

AUGUST
AGOSTO

A

JULY
JULIO

YEAR-ROUND INSTRUCTIONAL SCHOOL CALENDAR 2016-2017 FOR BELL HS*
CALENDARIO DE INSTRUCCIÓN DURANTE EL AÑO ESCOLAR 2016-2017 PARA LA PREPARATORIA BELL*

Cuatro Ciclos
(90 / 30)

Four - Track
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E-MAIL
Undoubtedly your mind is already swirling with thoughts about your new job: How will I set up my
classroom? What is a great opening lesson? How will I get to know my students? What will my
colleagues be like?
Before you leap into the adventure of teaching, there are things you should do first. What follows is
a primer on LAUSD important tasks: activating your email and single sign-on, enrolling in your
benefit plans, and insuring that your payroll information is correct.

ACTIVATE YOUR LAUSD EMAIL AND SINGLE SIGN-ON ACCOUNT

IT IS IMPERATIVE THAT YOU ACTIVATE YOUR LAUSD EMAIL/SINGLE
SIGN-ON (SSO) ACCOUNT IMMEDIATELY.
Check your LAUSD email at least once a day. It is via your LAUSD email that important information
from your school site administrators and the District is transmitted, and it is a key avenue of
communication between you and your students’ parents, and between you and colleagues.
IN ADDITION, YOU WILL NEED YOUR SINGLE SIGN-ON TO TAKE ATTENDANCE AND ACCESS KEY
DISTRICT DOCUMENTS.

Help With E-Mail/
Activation/Single Sign On
IT HELPDESK CALL CENTER
(213)
214-5200
(213)&241(5200&
www.achieve.lausd.net/Page/1095

ACTIVATING YOUR LAUSD EMAIL ACCOUNT
District employees use a single username and password to access District email, take attendance
and manage online tools. This is known as the employee single sign-on (SSO) account. Follow these
steps to activate your account:

1. Start at the single sign-on landing page at http://idmlogin.lausd.net/myprofile/. You can use
this page to activate a single sign-on account or change your account password (this must
be done every 180 days).
BELIEVE
BELIEVE
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2. Click on “Activate your LAUSD account”.
3. You will see the terms of the District's Acceptable Use Policy, to which every employee must
agree before using the District's computing environment. Select the Agree option to
indicate that you agree to the terms of the policy.
Follow these steps:
1. Enter your eight-digit employee number (usually with one or two zeroes at the front, e.g.,
01055335), your date of birth (follow the format MM/DD/YYYY), and the last four digits of
your social security number. Press Next.
2. You will see a screen showing you the email address you have on file. Now, you can select a
password. Be sure to follow the password guidelines listed below. Follow the directions to
enter a new password, and enter again to confirm. Press Next.
3. You will see a screen that says your account was set up successfully. If you do not see this
screen and are met with any error messages, try repeating the steps above paying careful
attention to the password guidelines.
Password Guidelines:
Your password must be between 8 and 20 characters long.
Your password cannot be the same as your user ID.
Your password must contain at least one alphabetic and at least one numeric character.
Your password cannot contain three repeated characters in a row (e.g., "password1111"
would be invalid).
Passwords with common letter combinations (e.g., "abcde" or "12345") or dictionary words
longer than six characters (e.g., "kitchen") will not be accepted.

LAUSD Employee Email: LAUSD.NET
If you are an LAUSD employee, please use this email service: mail.lausd.net
LAUSD Single Sign-On Self Service Console: www.achieve.lausd.net/Page/2127
Employees may use this page to activate their LAUSD Email accounts, reset their
email password, review information about themselves, or set/change passords or
password hint questions.
Contact the ITD Help Desk:
213-241-5200
http://achieve.lausd.net/Page/286
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BENEFITS
One
One of
of the
the most
most valuable
valuable aspects
aspects of
of employment
employment with
with LAUSD
LAUSD isis your
your employee
employee benefits
benefits program,
program,
and
LAUSD
is
proud
to
provide
active
employees
with
a
choice
of
health
insurance
programs
and LAUSD is proud to provide active employees with a choice of health insurance programs with
with
no
no out-of-pocket
out-of-pocket premium
premium cost
cost required
required from
from the
the employee.
employee. In
In addition
addition to
to medical,
medical, LAUSD
LAUSD
employee
employee benefits
benefits also
also include
include dental,
dental, vision,
vision, basic
basic life
life insurance,
insurance, and
and retirement.
retirement.
Generally
Generally new
new employees
employees select
select and
and enroll
enroll in
in their
their medical
medical and
and other
other benefits
benefits programs
programs at
at the
the
time
time of
of employment
employment processing,
processing, but
but this
this isis not
not automatic.
automatic. IfIf you
you have
have not
not yet
yet selected
selected and
and
enrolled
in
your
benefit
plans,
you
should
do
so
as
soon
as
possible.
enrolled in your benefit plans, you should do so as soon as possible.
Benefits
Benefits coverage
coverage will
will begin
begin the
the first
first day
day of
of the
the month
month following
followingthe
the date
date completed
completed enrollment
enrollment
applications
are
received.
applications are received.

MEDICAL
MEDICAL BENEFITS
BENEFITS
Once
Once enrolled,
enrolled, changing
changing health
health plans
plans isis permissible
permissible only
onlyduring
during the
the District’s
District’s annual
annual Open
Open
Enrollment
period
that
typically
takes
place
during
the
month
of
November.
Any
changes
Enrollment period that typically takes place during the month of November. Any changes to
to
existing
existing selections
selections made
made during
during the
the annual
annual November
November Open
Open Enrollment
Enrollment period
period will
will take
take effect
effect in
in
January
January of
of the
the following
followingyear.
year.
Outside
Outside of
of the
the Open
Open Enrollment
Enrollment period,
period, plan
plan changes
changes can
can only
only be
be made
made because
because of
of aa qualifying
qualifying
major
major life
life event,
event, such
such as
as aa birth,
birth, adoption,
adoption, marriage,
marriage, or
or death.
death.
The
The LAUSD
LAUSD Benefit
Benefit Guide
Guide and
and Health
Health Benefits
Benefits Enrollment
Enrollment Forms
Forms can
can be
be viewed
viewed and
and downloaded
downloaded
from
from Benefits
Benefits Administration
Administration at:
at: http://achieve.lausd.net/Page/2141.
http://achieve.lausd.net/Page/2141. (Click
(Click on
on “Active
“Active
Employees”).
You
can
also
reach
Benefits
Administration
in
person,
by
phone,
or
Employees”). You can also reach Benefits Administration in person, by phone, or by
by mail:
mail:
Benefits
Benefits Administration
Administration website
website
http://achieve.lausd.net/Page/5244
http://achieve.lausd.net/Page/5244
Benefits
Benefits Administration
Administration -- Physical
Physical Address
Address
333
South
Beaudry
Avenue,
28th
Floor
333 South Beaudry Avenue, 28th Floor
Los
Los Angeles,
Angeles, CA
CA 90017
90017
Mailing
Mailing Address
Address
PO
PO Box
Box 513307
513307
Los
Los Angeles,
Angeles, CA
CA 90051-1307
90051-1307
Email
Email
benefits@lausd.net
benefits@lausd.net
Phone
Phone
(213)
(213) 241-4262
241-4262
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OTHER BENEFITS
In
In addition
addition to
to medical,
medical, dental,
dental, vision
vision and
and prescription
prescription benefits,
benefits, LAUSD
LAUSD employees
employees receive
receive
retirement
retirement benefits
benefits managed
managed through
through CalSTRS
CalSTRS (or
(or occasionally
occasionally CalPERS,
CalPERS, when
when applicable).
applicable).
Retirement
Retirement information,
information, including
including informational
informational workshops,
workshops, beneficiary
beneficiary designation
designation forms,
forms, and
and
benefit
calculators,
are
available
at
the
CalSTRS
website
or
by
phoning
(800)
228-5453.
benefit calculators, are available at the CalSTRS website or by phoning (800) 228-5453.
Employees
Employees may
may choose
choose to
to make
make additional
additional contributions
contributions to
to their
their retirement
retirement savings
savings through
through 403(b)
403(b)
and
457(b)
voluntary
deferred
compensation
plans.
These
plans
allow
for
the
investment
of
pre-tax
and 457(b) voluntary deferred compensation plans. These plans allow for the investment of pre-tax
earnings,
earnings, through
through automatic
automatic payroll
payroll deductions,
deductions, to
to save
save for
for retirement.
retirement. In
In addition,
addition, any
any investment
investment
gains
gains and/or
and/or losses
losses are
are tax-deferred
tax-deferred until
until withdrawn.
withdrawn. Contributions
Contributions also
also lower
lower current
current income
income
takes.
More
information
on
these
plans
is
available
through
the
Benefits
Administration
takes. More information on these plans is available through the Benefits Administration Branch.
Branch.
The
The 403(b)
403(b) plan
plan is
is administrated
administrated by
by TSA
TSA Consulting
Consulting at
at (888)
(888) 796-3786.
796-3786. TIAA
TIAA CREF
CREF administers
administers the
the
457(b)
457(b) plan
plan at
at (888)
(888) 200-4073.
200-4073. For
For general
general questions
questions or
or assistance
assistance with
with Benefits
Benefits Administration,
Administration,
email
questions
to
benefits@lausd.net
or
phone
(213)
241-4262.
email questions to benefits@lausd.net or phone (213) 241-4262.
LAUSD
LAUSD employees
employees also
also automatically
automatically received
received basic
basic life
life insurance
insurance coverage
coverage of
of $20,000
$20,000 through
through
VOYA
Financial.
If
you
have
not
already
done
so,
make
sure
you
have
designated
a
beneficiary
VOYA Financial. If you have not already done so, make sure you have designated a beneficiary for
for
this
this policy.
policy. You
You can
can download
download this
this form
form from
from the
the Benefits
Benefits Administration
Administration –– Life
Life Insurance
Insurance website.
website.
In
In additional,
additional, optional
optional life
life insurance
insurance policies
policies with
with higher
higher limits
limits and
and additional
additional benefits,
benefits, including
including
coverage
for
eligible
dependents,
is
available
and
can
be
paid
through
monthly
automatic
coverage for eligible dependents, is available and can be paid through monthly automatic payroll
payroll
deductions.
deductions. Contact
Contact the
the Benefits
Benefits Administration
Administration Branch,
Branch, or
or phone
phone (877)
(877) 236-6564.
236-6564.
Flexible
Flexible Spending
Spending Accounts
Accounts (FSAs)
(FSAs) are
are voluntary
voluntary plans
plans that
that enable
enable active
active employees
employees to
to save
save money
money
by
paying
for
certain
dependent
care
and/or
health
care
expenses
using
pre-taxed
wages.
by paying for certain dependent care and/or health care expenses using pre-taxed wages.
Enrollment
Enrollment in
in the
the District’s
District’s Dependent
Dependent Care
Care FSA
FSA and/or
and/or Health
Health Care
Care FSA
FSA is
is not
not automatic.
automatic. Active
Active
employees
employees must
must re-enroll
re-enroll each
each year
year during
during the
the Open
Open Enrollment
Enrollment period.
period. More
More information
information and
and
forms
forms for
for FSAs
FSAs are
are available
available on
on the
the Benefits
Benefits Administration
Administration website:
website:
http://achieve.lausd.net/Page/2260.
http://achieve.lausd.net/Page/2260.
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PAYROLL
Help insure that you receive your paycheck in an accurate and timely manner, by providing the
Payroll Administration Branch with your current personal contact information, including your
address, phone number, and emergency contact information. You can update all this information
online through the Payroll division of the Employee Service Center website:
http://achieve.lausd.net/payroll.
Also make sure that your Federal and State tax exemptions are correct (your SAA can generally
handle this at your school site). The forms for all of this information is available on the Payroll
Administration website, http://achieve.lausd.net/Page/440, or by phone between 8am and 5pm at
213-241-6670.
The LAUSD Employee Service Center is your first resource for addressing a variety of payroll and
other employee-related issues. If you have a payroll or benefit question, need assistance with
employment resources, or if you need financial or legal services, an Employee Service Center
representative can help you find the answer or refer you to an expert in the field. The Employee
Service Center can be contacted by phone or via email. Forms and information are also available on
the website: http://achieve.lausd.net/payroll
Employee Service Center:
Monday – Friday, 8am – 5pm
333 South Beaudry Ave., 1st Floor
Los Angeles, CA 90017
Telephone Service Request:
(213) 241-6670
Fax: (866) 761-7413
Email Service Request:
employeeservices@lausd.net

PAYDAY
Payday for regular certificated employees is the fifth of the month. If you are enrolled in Direct
Deposit, your paycheck is deposited into your specified account on the fifth of the month. For
those not using direct deposit, paychecks are distributed at your school site. If the fifth of the
month falls on a weekend, paychecks are issued on the Friday before the fifth. Paychecks for
paydays falling during holidays are mailed to your home address.
Paydays&for&2016.2017&
Friday,(August(5,(2016(
Friday,(September(2,(2016(
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Wednesday,)October)5,)2016
Friday,(November(4,(2016
!Monday,(December(5,(2016
Thursday,(January(5,(2017(
Friday,(February(3,(2017(
Friday,(March(3,(2017(
Wednesday,(April(5,(2017(
Friday,(May(5,(2017(
Monday,(June(5,(2017(

LAUSD MyPay is a District initiative to ensure that paychecks are accurate, efficient, and
environmentally friendly. All employees have convenient, secure web-based access to view, save
and print their pay stub and other payroll information by logging onto the LAUSD Employee Self
Service (ESS) website. With this feature, employees are encouraged to Go Green by taking
advantage of these MyPay features. Information about LAUSD MyPay is available here:
http://achieve.lausd.net/Page/4662.
Employment Verification
The District utilizes The Work Number (TALX), an automated service, to enable employees to
quickly request and provide employment verification to third parties (e.g. mortgage lenders, rental
agencies, social service agencies, etc). Employment verification can include job title, date of hire,
and current salary. The Work Number website (http://achieve.lausd.net/Page/4298) can be
accessed 24/7, or by phone at (800) 367-2884.
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PERSONAL
LISTFIRST DAY
PREPARINGTO-DO
FOR THE
Your planning for the upcoming school year is probably front and center on your mind. But this is
VISIT
YOUR
also
a good
time SCHOOL
to get yourSITE
personal life in order before the school year takes off and your free
There
is so much
to doHere
to prepare
for your
firstlist
day!
Of course
you’ll
eagerstart
to get
time
becomes
scarce.
is a personal
to-do
to help
you plan
forbe
a great
tointo
the your
school
classroom, so try to arrange at least a day or two at your school site. But before you roll up your
year:
sleeves and get busy in your room, take time to talk with the key people who can answer many
questions
and will help
you settle
in:any medical or dental concerns you may have been putting
Make
appointments
to take
care of
off. Get your regular prescriptions filled, see your eye doctor to double-check your glasses, and go
Principal
have
that check-up you have been meaning to schedule. A teeth cleaning may seem like a small
Your principal
theofinstructional
and can
administrative
of the
school.
principal:
thing,
but take is
care
it now and you
check it off leader
your to-do
list.
If youThe
have
children, this is a
good time to make their check-up appointments too. You may not do everything before school
starts, but
call
now
and secure
one of those
appointments.
Sets
and
reinforces
expectations
for coveted
student late-afternoon
and staff behavior
Supports and guides the faculty toward excellence
Make some
plans for
whatconflicts
you will eat during the work day. Decide what snacks and lunches you
Arbitrates
student
will takeCommunicates
each day, and make
yourself
shopping list so you are prepared from week to week. Keep
and works
witha parents
a regularCoordinates
supply of healthy
morning
grab-and-go
collaboration among staff items, so you are not racing to snag a coffee on
the way Manages
to work (or
tempted toand
skipchallenging
meals altogether.)
Get
a good
bottle to stay hydrated
emergencies
situations
within
thewater
school.
during the day, and coffee drinkers might save time in the morning with a sturdy travel mug.
The principal also guides the development of new teachers from emerging to effective educators.
Plan
your transportation.
If youand
are using
public
transportation,
figure out yourwith
bestyour
bus principal,
or Metro
It is important
that you create
maintain
a strong
line of communication
route
and you
yourstrive
timetable.
If you
be driving,
get yourthat
car the
serviced.
Knowing
your transportation
and that
to meet
thewill
specific
expectations
principal
has established
for your
isschool
reliable
will
save
you
worry,
and
trying
to
work
in
a
service
appointment
after
school
hours
–
staff.
even for a simple oil change – can be challenging for most teachers. Transportation problems, like
health
are notAssistant
always predictable,
but being proactive may head off some unpleasant
Schoolproblems,
Administrative
(SAA)
surprises.
Your SAA is the direct administrative assistant to the principal and handles communication with the
principal as well as managing the principal’s clerical tasks. In addition, the SAA is a key person who
Akeeps
tidy and
wardrobe,
including
comfortable
canof
make
feel at ease
and
the professional
school running,
and the one
who can
generally shoes,
field most
youryou
day-to-day
questions.
confident.
Take
some
time
to
organize
your
work
wardrobe
so
you
have
a
selection
of
outfits
ready
The SAA is generally the best person to instruct you on:
to go. Consider purchasing a few sets of those items that make you feel most professional and
comfortable to mix and match.
Signing in and out each day (required)
Locating your school mailbox
Connect with friends and family. Share your hopes and excitement about the coming adventure.
Understanding school procedures
Have a barbeque, take in a concert, or just talk over coffee. Treat yourself with a massage or short
Reporting student attendance
getaway. It is important to put time into planning for your new adventure, but starting your new
school
when you
teachingInforming
job restedthe
and
rejuvenated
willwill
alsobegoabsent
a long way to keeping you energized during the

year.
The SAA also manages payroll, keeps track of faculty absences and substitute requests, stores and
locates supplies, relays phone messages, is the first contact for parents, and generally knows who
does what on campus.
The SAA keeps emergency information regarding staff members, and it is important that you
provide the SAA with these names and phone numbers (emergency contacts, physician name and
number, and alternative phone numbers where you can be reached).
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PREPARING FOR THE FIRST DAY
VISIT
VISIT YOUR
YOUR SCHOOL
SCHOOL SITE
SITE
There
There is
is so
so much
much to
to do
do to
to prepare
prepare for
for your
your first
first day!
day! Of
Of course
course you’ll
you’ll be
be eager
eager to
to get
get into
into your
your
classroom,
so
try
to
arrange
at
least
a
day
or
two
at
your
school
site.
But
before
you
roll
up
classroom, so try to arrange at least a day or two at your school site. But before you roll up your
your
sleeves
sleeves and
and get
get busy
busy in
in your
your room,
room, take
take time
time to
to talk
talk with
with the
the key
key people
people who
who can
can answer
answer many
many
questions
questions and
and will
will help
help you
you settle
settle in:
in:
Principal
Principal
Your
Your principal
principal is
is the
the instructional
instructional and
and administrative
administrative leader
leader of
of the
the school.
school. The
The principal:
principal:
Sets
Sets and
and reinforces
reinforces expectations
expectations for
for student
student and
and staff
staff behavior
behavior
Supports
Supports and
and guides
guides the
the faculty
faculty toward
toward excellence
excellence
Arbitrates
student
conflicts
Arbitrates student conflicts
Communicates
Communicates and
and works
works with
with parents
parents
Coordinates
collaboration
among
Coordinates collaboration among staff
staff
Manages
emergencies
and
challenging
Manages emergencies and challenging situations
situations within
within the
the school.
school.
The
The principal
principal also
also guides
guides the
the development
development of
of new
new teachers
teachers from
from emerging
emerging to
to effective
effective educators.
educators.
It
is
important
that
you
create
and
maintain
a
strong
line
of
communication
with
your
principal,
It is important that you create and maintain a strong line of communication with your principal,
and
and that
that you
you strive
strive to
to meet
meet the
the specific
specific expectations
expectations that
that the
the principal
principal has
has established
established for
for your
your
school
staff.
school staff.
School
School Administrative
Administrative Assistant
Assistant (SAA)
(SAA)
Your
SAA
is
the
direct
administrative
Your SAA is the direct administrative assistant
assistant to
to the
the principal
principal and
and handles
handles communication
communication with
with the
the
principal
as
well
as
managing
the
principal’s
clerical
tasks.
In
addition,
the
SAA
is
a
key
person
who
principal as well as managing the principal’s clerical tasks. In addition, the SAA is a key person who
keeps
keeps the
the school
school running,
running, and
and the
the one
one who
who can
can generally
generally field
field most
most of
of your
your day-to-day
day-to-day questions.
questions.
The
SAA
is
generally
the
best
person
to
instruct
you
on:
The SAA is generally the best person to instruct you on:
Signing
Signing in
in and
and out
out each
each day
day (required)
(required)
Locating
your
school
mailbox
Locating your school mailbox
Understanding
Understanding school
school procedures
procedures
Reporting
student
attendance
Reporting student attendance
Informing
Informing the
the school
school when
when you
you will
will be
be absent
absent
The
The SAA
SAA also
also manages
manages payroll,
payroll, keeps
keeps track
track of
of faculty
faculty absences
absences and
and substitute
substitute requests,
requests, stores
stores and
and
locates
supplies,
relays
phone
messages,
is
the
first
contact
for
parents,
and
generally
knows
who
locates supplies, relays phone messages, is the first contact for parents, and generally knows who
does
does what
what on
on campus.
campus.
The
The SAA
SAA keeps
keeps emergency
emergency information
information regarding
regarding staff
staff members,
members, and
and it
it is
is important
important that
that you
you
provide
the
SAA
with
these
names
and
phone
numbers
(emergency
contacts,
physician
name
provide the SAA with these names and phone numbers (emergency contacts, physician name and
and
number,
number, and
and alternative
alternative phone
phone numbers
numbers where
where you
you can
can be
be reached).
reached).
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Plant
Plant Manager
Manager
The
Plant
The Plant Manager
Manager is
is responsible
responsible for
for the
the maintenance,
maintenance, safety
safety and
and cleanliness
cleanliness of
of the
the school
school facility.
facility.
The
Plant
Manager
can
assist
you
with
your
classroom
furniture,
projectors
and
screens,
trash
The Plant Manager can assist you with your classroom furniture, projectors and screens, trash
collection
collection and
and recycling,
recycling, and
and arrange
arrange for
for repairs.
repairs. The
The Plant
Plant Manager
Manager also
also oversees
oversees the
the school
school
grounds
keeping,
supervises
custodial
services,
and
usually
knows
where
the
handcarts
grounds keeping, supervises custodial services, and usually knows where the handcarts are
are when
when
you
need
to
move
boxes
from
your
car.
you need to move boxes from your car.

OTHER
OTHER ADMINISTRATORS
ADMINISTRATORS AND
AND COORDINATORS
COORDINATORS
Assistant
Assistant Principals
Principals and
and Instructional
Instructional Specialists
Specialists share
share administrative
administrative duties
duties with
with the
the principal,
principal,
often
often focusing
focusing on
on instruction
instruction and
and professional
professional development,
development, intervention
intervention for
for targeted
targeted student
student
populations,
security
and
operations,
and/or
counseling.
populations, security and operations, and/or counseling.
Assistant
Assistant Principal,
Principal, Elementary
Elementary Instructional
Instructional Specialists
Specialists (APEIS)
(APEIS) are
are administrators
administrators who
who coordinate
coordinate
ongoing
collaboration
between
Special
Education
and
General
Education
staff,
and
monitor
ongoing collaboration between Special Education and General Education staff, and monitor the
the
implementation
of
District
procedures
regarding
students
with
special
needs
and
Special
Education
implementation of District procedures regarding students with special needs and Special Education
programs.
programs.
Program
Program Coordinators
Coordinators work
work with
with special
special programs
programs including
including Title
Title 1,
1, Magnet,
Magnet, Bilingual,
Bilingual, Special
Special
Education
Education and
and Testing.
Testing. Program
Program coordinators
coordinators are
are on-site,
on-site, and
and can
can often
often assist
assist teachers
teachers with
with
schedules,
supplies,
instructional
materials,
school
policies,
testing
procedures,
teacher’s
schedules, supplies, instructional materials, school policies, testing procedures, teacher’s assistants
assistants
and
and paraprofessionals
paraprofessionals
Other
Other School
School Staff
Staff
There
are
many
There are many staff
staff members
members on
on campus
campus who
who work
work hard
hard to
to support
support students
students and
and teachers.
teachers. As
As you
you
make
make your
your way
way around
around campus,
campus, keep
keep in
in mind
mind that
that these
these individuals
individuals are
are also
also resources:
resources:
Cafeteria
Cafeteria personnel
personnel
Library-media
Library-media teacher
teacher and/or
and/or clerk
clerk
Security
staff
Security staff
Nurse
Nurse
Paraprofessionals
Paraprofessionals and
and classroom
classroom aides
aides
Bus
Bus drivers
drivers
Regular
Regular parent
parent volunteers
volunteers
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OTHERNEW
NEWTEACHER
TEACHERSUPPORTS
SUPPORTS
OTHER
Hereisisaalist
listofofother
othereducators
educatorsand
andprograms
programson
onschool
schoolsites
sitesand
andininthe
theDistrict
Districtwho
whoare
areavailable
available
Here
providesupport
supportfor
fornew
newteachers.
teachers.IfIfyou
youneed
needhelp,
help,seek
seeksupport
supportfrom
fromone
oneofofthese
thesesources.
sources.
totoprovide
MentorTeachers
Teachers
Mentor
Newteachers
teacherscan
canbe
beassigned
assignedaaspecially
speciallytrained
trainedveteran
veteranteacher
teachertotoserve
serveasasaamentor.
mentor.Mentors
Mentors
New
canwork
workatatthe
thesame
sameschool
schoolor
orcome
comefrom
fromoutside,
outside,and
andare
areassigned
assignedthrough
throughthe
theDistrict
DistrictIntern
Intern
can
program,BTGDI
BTGDIInduction
Inductionprogram,
program,Special
SpecialEducation
Educationdivision,
division,ororuniversities.
universities.Mentors
Mentorsobserve
observe
program,
newteachers,
teachers,provide
providebest
bestpractice
practicestrategies,
strategies,and
andoffer
offeropportunities
opportunitiesfor
forreflection
reflectionand
andsupport.
support.
new
Generallymentor
mentorteachers
teachersare
areassigned
assignedearly
earlyininthe
theyear
yearand
andremain
remainwith
withtheir
theirmentees
menteesuntil
untilJune.
June.
Generally
NBCTeachers
Teachers
NBC
NationalBoard
BoardCertified
Certifiedteachers
teachershave
haveundergone
undergoneextensive
extensivestudy
studyand
andpractice
practicetotoearn
earntheir
their
National
certification.NBC
NBCteachers
teachersprovide
providesupport
supportatattheir
theirlocal
localschools
schoolsby
bypresenting
presentingprofessional
professional
certification.
development,serving
servingininleadership
leadershiproles,
roles,and
andmentoring
mentoringteachers.
teachers.Whether
Whetherassigned
assignedformally
formallyasasaa
development,
mentor,ororasasan
aninformal
informalresource,
resource,NBC
NBCteachers
teachersare
arehelpful
helpfulininproviding
providinginformation
informationabout
aboutthe
the
mentor,
schoolsite,
site,curriculum
curriculumplanning,
planning,classroom
classroommanagement
managementand
andother
othertopics
topicsofofconcern
concerntototeachers.
teachers.
school
Buddyor
orNeighbor
NeighborTeachers
Teachers
Buddy
buddyisisan
anexperienced
experiencedteacher
teacherwho
whomight
mightbe
beformally
formallyassigned
assignedtotoassist
assistaanew
newteacher,
teacher,or
orisis
AAbuddy
simplyaafriendly,
friendly,helpful
helpfulteacher
teacherininthe
thebuilding
buildingwho
whocan
canprovide
provideresources,
resources,suggestions
suggestionsand
and
simply
support.InIncore
coremiddle
middleschool
schoolprograms,
programs,aanew
newteacher
teacherisisoften
oftenpartnered
partneredwith
withaaseasoned
seasonedteacher
teacher
support.
withwhom
whomtotoshare
sharecommon
commonstudents
studentsand
andaacurricular
curricularfocus.
focus.InInelementary
elementaryschool,
school,common
commongrade
grade
with
levelpartners
partnersoften
oftenbecome
becomebuddies,
buddies,and
andininsecondary,
secondary,department
departmentcolleagues
colleaguesmay
mayserve
servethat
that
level
role.
role.
TeacherQuality
QualitySpecialist
Specialist
Teacher
TheTeacher
TeacherSupport
Supportand
andDevelopment
DevelopmentBranch
BranchofofHuman
HumanResources
Resourcesprovides
providesTeacher
TeacherQuality
Quality
The
Specialists(TQS)
(TQS)totoassist
assistnew
newteachers
teachersthrough
throughnew
newteacher
teachermeetings,
meetings,newsletters,
newsletters,phone
phoneand
and
Specialists
email
problem-solving,
and
one-on-one
conferencing.
While
Teacher
Quality
Specialists
focus
on
email problem-solving, and one-on-one conferencing. While Teacher Quality Specialists focus on
newteachers
teacherswithout
withoutother
otherongoing
ongoingmentoring,
mentoring,all
allnew
newteachers
teacherscan
canbenefit
benefitfrom
fromthe
the
new
communicationsand
andprofessional
professionalgrowth
growthopportunities
opportunitiesprovided
providedby
bythe
theTQS
TQSprogram.
program.
communications
PAR(Peer
(PeerAssistance
Assistanceand
andReview)
Review)
PAR
ThePeer
PeerAssistance
Assistanceand
andReview
Reviewprogram
programprovides
providesprofessional
professionaldevelopment
developmentopportunities
opportunitiesand
and
The
visitingmentors
mentorstotosupport
supportany
anyeducator
educatorininthe
theDistrict
Districtwho
whorequests
requestsassistance
assistanceininimproving
improvingtheir
their
visiting
teachingpractice.
practice.PAR
PARservices
servicesinclude
includementors
mentorswho
whoare
areexperienced,
experienced,accomplished
accomplishedconsulting
consulting
teaching
teachers,and
andprofessional
professionaldevelopment
developmentcourses
coursesincluding
includingClassroom
ClassroomManagement,
Management,Writing
Writing
teachers,
InstructionalGoals,
Goals,and
andStudent
StudentEngagement.
Engagement.PAR
PARinformation
informationand
andservices
servicescan
canbe
beaccessed
accessed
Instructional
throughthe
thehttp://achieve.lausd.net/Page/5156,
http://achieve.lausd.net/Page/5156,by
byemailing
emailingpeerassistance@lausd.net
peerassistance@lausd.netor
orby
by
through
phoning(213)
(213)241-5501.
241-5501.
phoning
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A CHECKLIST OF WHAT YOU NEED TO KNOW
Your employee number (memorize it!)
Staff parking lot location (do you need to display a parking permit?)
Where and how to sign in each morning; location of your school mailbox
Staff restroom locations (especially note the one nearest your classroom!)
Staff lunchroom
School bell schedule
Teacher start and end times
Map of the school
How to report an absence; school preferred substitute list
What to do if you are running late in the morning
How to use the Brown (or classroom phone); how to call the Main Office
Copy machine locations and copying policies
Location of library, media center, auditorium, computer lab, cafeteria
Procedures for issuing textbooks, lockers, one-to-one devices
How to take attendance
Dates for Back-to-School Night, Open House, other school events
School policies for: Visitors, Positive Behavior, Hall Passes
Student cell phone policy
Any school guidelines for classroom doors (locked, unlocked, open, closed),
covering door windows, hallway artwork/murals, classroom bulletin boards
Escorting students to and from buses
Breakfast in the classroom procedures
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SETTING UP YOUR CLASSROOM
The
The right
right classroom
classroom set-up
set-up can
can create
create aa welcoming
welcoming environment.
environment. The
The physical
physical layout
layout of
of your
your
classroom
classroom will
will also
also affect
affect the
the ease
ease of
of movement
movement around
around the
the room,
room, so
so desk
desk groupings
groupings are
are the
the first
first
consideration,
along
with
the
placement
of
supplies
and
proximity
to
doors
and
group
work
areas.
consideration, along with the placement of supplies and proximity to doors and group work areas.
Here
Here are
are some
some specifics
specifics to
to consider:
consider:
Whiteboard
Whiteboard and
and overhead
overhead projector
projector and
and screen:
screen: All
All your
your students
students must
must be
be able
able to
to see
see the
the board
board
and
the
screen
easily.
Try
sitting
in
different
students'
seats
to
find
out
if
they
can
see
the
board.
and the screen easily. Try sitting in different students' seats to find out if they can see the board.
Projection
Projection technology:
technology: IfIf you
you regularly
regularly use
use an
an LCD
LCD projector
projector and/or
and/or document
document reader,
reader, position
position
your
cart
or
stand
in
a
stable,
central
spot,
and
then
design
your
student
seating
arrangement
your cart or stand in a stable, central spot, and then design your student seating arrangement
around
around it.
it. Tape
Tape all
all cords
cords down
down securely.
securely. Make
Make sure
sure to
to include
include aa handy
handy spot
spot for
for necessary
necessary items
items
such
as
remote
clickers,
pointers,
a
clipboard
and
pens.
such as remote clickers, pointers, a clipboard and pens.
Supplies
Supplies and
and materials:
materials: Designate
Designate places
places where
where students
students can
can directly
directly access
access necessary
necessary
supplemental
materials
and
supplies.
Try
to
keep
pencil
sharpeners
and
trash
supplemental materials and supplies. Try to keep pencil sharpeners and trash cans
cans away
away from
from
student
desks,
so
as
to
prevent
noisy
disruptions.
student desks, so as to prevent noisy disruptions.
Teacher's
Teacher's desk:
desk: ItIt is
is generally
generally aa good
good idea
idea to
to position
position your
your work
work desk
desk in
in aa less
less trafficked
trafficked location
location
where
you
can
lock
up
your
phone
and
other
valuables.
Keep
your
desk
neat
and
tidy.
where you can lock up your phone and other valuables. Keep your desk neat and tidy.
Classroom
Classroom Safety:
Safety: As
As you
you plan
plan your
your classroom
classroom set-up,
set-up, use
use this
this safety
safety checklist:
checklist:

Are
Are all
all student
student desks
desks and
and tables
tables visible?
visible?
Are
Are all
all sharp
sharp or
or potentially
potentially dangerous
dangerous materials
materials stored
stored safely?
safely?
Do
Do all
all students
students have
have adequate
adequate space
space to
to store
store their
their belongings?
belongings? Can
Can backpacks
backpacks
be
stored
so
that
straps
are
not
in
aisles
creating
safety
hazards?
be stored so that straps are not in aisles creating safety hazards?
Are
Are electrical
electrical outlets
outlets unobstructed?
unobstructed? Are
Are all
all electrical
electrical cords
cords in
in good
good working
working
order?
order?
Are
Are windows,
windows, door
door exits
exits and
and ceiling
ceiling fire
fire sprinklers
sprinklers unobstructed?
unobstructed?
Are
Are rugs
rugs and
and cords
cords fastened
fastened down
down so
so no
no one
one trips?
trips?
Are
Are emergency
emergency fire
fire drill
drill procedures
procedures and
and exit
exit routes
routes posted
posted by
by the
the door?
door?
Is
Is the
the teacher’s
teacher’s name,
name, class
class and
and room
room number
number posted
posted on
on or
or next
next to
to the
the outside
outside
classroom
classroom door,
door, where
where itit can
can easily
easily be
be seen?
seen?
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ARRANGEMENTS OF STUDENTS' DESKS
Your seating plan communicates to students what kind of learning you value and what kind of
interactions you expect to take place. Below are some common seating arrangements.
As you plan, remember to include aisles! No matter how you choose to arrange your students'
desks, remember to build in aisles for easy movement around the classroom. Not only do you need
to allow students space to move, effective teachers are always walking around the classroom to
manage behavior and help students as they need assistance
Classic Rows:
This is the most traditional arrangement, with rows of desks, “theatre style,” facing the front of the
room. This set-up allows students to focus on the teacher and his/her instruction.
Cooperative Clusters:
Many elementary teachers, and some secondary, utilize seating groups or clusters. These “pods” of
four, five, or six favor cooperative learning, as students don’t have to take time to rearrange desks
or form new groups every day. One drawback is that some students are more easily distracted
when not directly facing the teacher.
Horseshoe or U-shape:
If the room and class size allow, arranging desks in a wide horseshoe shape facilitates whole group
discussions while still allowing students to face forward for teacher-directed instruction.
Full Circle:
It is unlikely that you will want your students to sit in a full circle all day every day. However, you
may want to have your students move their desks into a closed circle for class meetings, writer's
workshop or Socratic seminar. This is a good way to allow students to share their work and offer
each other feedback.
Daily Agenda: Designate a spot for your daily agenda, and get in the habit of posting every
morning. Students want to know what to expect, so help them get ready for the activities and
lessons that are coming by listing them on the board in the same spot every day.
Bulletin boards and displays: Use your wall space strategically. Decide where you are going to
place posters and reminder charts that may stay put for a while, and where you are going to post
assignments, lessons, and student work. Designate one bulletin board for school information and
announcements, including bell schedules, school wide learning goals and behavior expectations,
and upcoming events.
Do a colorful project with your students during the first week of school, then display the
work on your walls. This allows students to get acquainted and to feel as though they are
contributing members of the learning community.
Put up quotations by famous thinkers, writers, scientists, historical figures. Use their words
to inspire students to higher levels of achievement.
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Use comic
comic strips
strips and/or
and/or political
political cartoons
cartoons related
related to
to your
your curriculum.
curriculum. Or
Or display
display newspaper
newspaper
Use
editorials pertaining
pertaining to
to your
your curriculum.
curriculum. This
This will
will encourage
encourage students
students to
to think
think critically
critically
editorials
about controversial
controversial issues
issues related
related to
to the
the content
content of
of your
your course.
course.
about
Final Tip:
Tip: Keep
Keep ItIt Fluid
Fluid
Final
may be
be tempting
tempting to
to set
set up
up your
your classroom
classroom once
once and
and keep
keep itit that
that way
way all
all year.
year. But
But ifif you
you find
find aa
ItIt may
set-up isis not
not working
working for
for you,
you, make
make aa change.
change. Remember
Remember to
to move
move your
your students
students around,
around, too
too -- not
not
set-up
just their
their desks.
desks. This
This allows
allows students
students to
to experience
experience different
different social
social interactions.
interactions.
just
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ON
ON THE
THE FIRST
FIRST DAY
DAY
Arrive
ArriveEarly
Early
Arrive
Arriveat
atschool
schoolearly,
early,and
andgive
giveyourself
yourselfplenty
plentyof
oftime
timeto
tosign
signin,
in,double-check
double-checkyour
yourmaterials
materials
for
forthe
theday,
day,and
andhave
haveaafew
fewminutes
minutesto
toorganize
organizeyour
yourthoughts.
thoughts.Breathe.
Breathe.
Lesson
LessonPlan
Planwell
wellfor
forthe
thefirst
firstweek
week
Start
Startoff
offstrong
strongby
byplanning
planningcarefully
carefullyand
andpurposefully.
purposefully.Later
Lateron
onyou
youwill
willhave
haveaabetter
bettersense
senseof
of
how
long
things
take,
but
at
the
beginning
you
will
probably
need
to
over
plan.
Establish
your
how long things take, but at the beginning you will probably need to over plan. Establish your
learning
learninggoals
goalsfor
forthe
theweek,
week,keep
keepthese
thesefront
frontand
andcenter,
center,and
andfocus
focuslessons
lessonson
onthese.
these.Write
Write
your
yourplans
plansout
outand
andreview
reviewthem
thembeforehand.
beforehand.
Have
Haveall
allmaterials
materialsready
ready
Plan
Planahead
aheadof
oftime
timewhat
whatcopies
copiesyou
youneed
needfor
forthe
thefirst
firstday
dayand
andhave
havethem
themmade
madeininadvance.
advance.Do
Do
not
assume
you
will
be
able
to
make
copies
at
school
in
the
morning.
not assume you will be able to make copies at school in the morning.
Greet
Greeteach
eachstudent
studentwarmly
warmly
Stand
Standat
atthe
thedoor
doorand
andgreet
greeteach
eachstudent
studentwith
withaawarm
warmsmile
smileas
asthey
theyenter.
enter.Try
Tryto
tolearn
learnnames.
names.
IfIfparents
accompany
their
children
to
the
door,
give
them
the
same
warm
welcome.
Thank
parents accompany their children to the door, give them the same warm welcome. Thank
them
themfor
forleaving
leavingtheir
theirchildren
childrenininyour
yourcare.
care.Assure
Assurethem
themconfidently
confidentlythat
thattheir
theirchild
childwill
willhave
haveaa
wonderful
wonderfulday.
day.Smile.
Smile.
Start
Startclass
classwith
withnames
names
When
Whencalling
callingrole
rolefor
forthe
thefirst
firsttime,
time,remember
rememberand
anduse
usenames
namesas
asoften
oftenas
asyou
youcan,
can,and
and
endeavor
to
learn
the
rest
as
soon
as
possible.
This
is
a
great
time
to
teach
a
get-to-know-you
endeavor to learn the rest as soon as possible. This is a great time to teach a get-to-know-you
activity.
activity.
Teach
Teachclass
classexpectations
expectationsand
andprocedures
procedures
Start
the
class
with
the
most
common
Start the class with the most commonroutines
routinesand
andprocedures
proceduresthe
theclass
classwill
willbe
beusing
usingall
allyear.
year.
Teach
Teachone
oneor
ortwo
twoof
ofthese,
these,and
andpractice
practicethem
themseveral
severaltimes.
times.IfIfyou
youare
aregoing
goingto
touse
usean
an
attention-getter,
attention-getter,teach
teachand
andpractice
practicethis
thisas
aswell.
well.
Start
Startstudent
studentlearning
learningright
rightaway
away
While
Whileititmakes
makessense
senseto
tobegin
beginthe
theyear
yearby
byestablishing
establishingclass
classroutines
routinesand
andprocedures,
procedures,make
makesure
sure
that
learning
takes
place
too.
This
day
will
set
the
tone
that
your
class
is
one
where
important
that learning takes place too. This day will set the tone that your class is one where important
learning
learningtakes
takesplace
placeevery
everyday.
day.
Have
Havelunch
lunchwith
withcolleagues
colleagues
As
Asexhausted
exhaustedas
asyou
youmight
mightfeel,
feel,joining
joiningyour
yourfaculty
facultyininthe
thelunchroom
lunchroomcan
cangive
giveyou
youaamuchmuchneeded
neededbreak
breakand
andan
anopportunity
opportunityto
toshare
sharecollegial
collegialideas
ideasand
andinsights.
insights.
Pat
Patyourself
yourselfon
onthe
theback
back
You
Youhave
havemade
madeititthrough
throughDay
DayOne
Oneof
ofaamost
mostexciting
excitingand
andchallenging
challengingadventure!
adventure!
BELIEVE
BELIEVE

www.#
#nyurl.com/ResourceGuide2016

**

EMPOWER
EMPOWER

**

TRANSFORM
TRANSFORM

LAUSD NEW TEACHER RESOURCE GUIDE 2015 | CHAPTER 3

SUBSTITUTE PLANNING
Preparing in advance for those occasions when you must request a substitute will keep you from
feeling overly stressed. In order to be prepared, you must register with SubFinder, the District’s
automated teacher absence system, and you must organize materials and plans for the substitute
who will be taking over your class. The following information should help you manage these tasks.

USING SUBFINDER
SubFinder is an employee absence management and substitute placement system used by LAUSD.
Using SubFinder, you can report an absence and request a substitute. The SubFinder system is
available 24/7 via telephone and internet, so you can access the service at any time. You can use
SubFinder to create, review and cancel absences and jobs.
Registering with SubFinder
You must register with SubFinder prior to using the features of the system. Registration must be
done by phone. You can register with SubFinder as soon as you are employed. Do not wait until you
need a substitute.
The instructions to register for SubFinder are below. There is also an online tutorial on setting up
SubFinder: http://www.crsadvancedtechnology.com/lausdemp/ and a comprehensive SubFinder
Users Guide is available here: http://tinyurl.com/kxz36v8
General SubFinder Information
Help Desk phone: (213) 241-6117 (213) 241-6151
Email: subdesk@lausd.net
SubFinder WebConnect: http://subfinder.lausd.net
SubFinder access: (877) 528-7378 (877) LAUSD SUB
Follow these instructions to register:
1. Call SubFinder at (877) 528-7378.
2. SubFinder will ask you to enter your PIN followed by the # key. Your PIN is your employee
number.
3. SubFinder will acknowledge that this is the first time you have called, and ask you to voice
your name. Please say your first and last name clearly, as you want it heard by other people
using the system. When you are done, press the # key. After pressing the # key SubFinder
will play your recorded name back to you for verification. If it is correct, press 1. If you want
to re-record your name, press 2 and repeat this step.
4. Once you have recorded your name and accepted it, SubFinder will play your Main Menu.
Please choose option 4 – To Review Personal Information. If any of the information is
incorrect, contact your SubFinder Operator by phone at (213) 241-6117 or (213) 241-6151,
or by email at subdesk@lausd.net.
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Once you have registered with SubFinder, you can access the system by phone, or by logging in via
the internet.

REPORTING AN ABSENCE
When you are going to be absent from work, you must report your absence and request a
substitute by logging into SubFinder online, or by using the SubFinder telephone reporting system.
In addition, you should let your school know that you will be absent. Find out from your SAA or
site administrator what the procedure is for reporting an absence. Generally schools will ask you
either to call the school and leave a voicemail, or to email the SAA indicating the absence. Report
your absence through SubFinder first, noting the job number, and then include that information
when informing your school site of your absence. (Tip: Schools often have a list of preferred
substitutes who are familiar with the school, students and procedures. Ask your SAA or
administrator for the preferred substitute list. Make two copies, to keep one at home and one at
school.)
Logging into SubFinder to Report an Absence (online)
SubFinder can be accessed from your home or school computer, or any computer that has an
internet connection. Simply enter the LAUSD SubFinder web address into your browser:
https://subfinder.lausd.net/
Enter your Single Sign-On (email username) and Password and click Submit to Log In. Do not add
domain name (e.g. msmith@lausd.net, not msmith@lausd.net).
Upon successful login, the Welcome screen will appear. On the left side of the screen are the
buttons that give you access to various options. These include:
Report Absence
Review Absence
Personal Info
Tutorial
Log Out
Reporting an Absence
1. Click the Report Absence button.
2. Enter the Start and End dates for your absence. The start and end times are entered
automatically. If the times differ from your normal work times, enter the specific times.
3. Select an absence Reason from the drop down menu.
4. Choose a Job Type:
a. Substitute Required – The Sub unit will assign an available sub
b. No Substitute Required
c. Requested Substitute – You would like to request a specific substitute. You will be
given a search dialogue box to request a specific sub. It is helpful to have the
preferred substitute’s employee ID number, but lookup is also possible by name.
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5. Specific instructions for the sub can be added as a text-based message or as an attachment
by uploading a file from your computer.
6. Confirm that all of the information you have entered is correct, then click Save Job.
7. After clicking Save Job, the job number will be displayed at the top of the screen. Write the
job number down for future reference. In particular, your school SAA may request this
number. If this is a pre-arranged job, you will want to provide the substitute with the job
number as well. You will be issued a new job number for every new absence.
8. You can review, edit or cancel an absence by clicking the Review Absence button.
Instructions for Reporting an Absence by phone
(Note: SubFinder ONLY works with touchtone phones)
1. Call SubFinder at (877) 528-7378 and enter your PIN. Select from these options:
a. To Report an Absence
Press 1
b. To Review an Absence
Press 2
c. To Cancel an Absence
Press 3
d. To Review Personal Information
Press 4
e. To Leave the SubFinder System
Press 9
2. Press 1 to Report an Absence
3. Enter the absence start/end dates. Follow the instructions to specify if your start and end
times differ from the default times indicated.
4. You will be prompted with a menu or reasons for absence. Enter the reason.
5. If you are requesting a specific substitute, enter the substitute’s employee number.
6. You may record a short message with instructions for the substitute.
7. When finished, SubFinder will provide you with a Job Number. Always wait for the Job
Number to play before disconnecting your call, or your absence may not be recorded. Make
sure to note the Job Number.
You may cancel an absence by repeating the first step above and pressing 3. If the menu does not
allow this command, it is too late to cancel this request.
SubFinder Definition of Terms
Filled: Job has been covered with the substitute indicated.
Unfilled: SubFinder is still in the process of searching the pool of available substitute
teachers for an assignment match.
Failed: If SubFinder is not able to find a match for the job, it will list as failed for the day. If a
multiple-day request fails to fill on the first day, SubFinder will automatically rewrite if for
the remainder of the assignment.
Hold Over: Extending a substitute beyond the original end date of the assignment. A holdover may be accomplished by creating a new job with a new end date. Job may be filled
with the same substitute or a new substitute may be requested.
o Prearranged: Job is recorded on the SubFinder system, but the system does not call
the substitute. Substitute is informed directly at the school site before leaving the
school, and reports directly to the school the next day.
(Generally. if you call your school before the end of the school day and let them
know, they can talk to the sub before he/she leaves, and request the hold over for
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the
the next
next day.)
day.)
oo Preferred
Preferred Request:
Request: Job
Job isis recorded
recorded and
and SubFinder
SubFinder does
does call
call substitute
substitute to
to offer
offer job.
job.
Use
Use this
this option
option ifif the
the Substitute
Substitute was
was not
not informed
informed that
that he/she
he/she has
has been
been held
held over.
over.

SUBSTITUTE
SUBSTITUTE PLANNING
PLANNING
When
When aa substitute
substitute checks
checks in
in at
at the
the Main
Main Office,
Office, he/she
he/she isis often
often given
given aa standard
standard folder
folder containing
containing
basic
basic school
school information:
information: map,
map, bell
bell schedule,
schedule, school
school rules
rules and
and procedures,
procedures, and
and general
general information
information
about
about your
your particular
particular class,
class, room
room ## and
and schedule
schedule of
of courses
courses (for
(for secondary).
secondary). IfIf this
this isis not
not done
done in
in
your
your school,
school, you
you can
can prepare
prepare this
this yourself.
yourself. You
You should
should also
also indicate
indicate where
where aa more
more complete
complete sub
sub
folder
folder and
and current
current lesson
lesson plans
plans can
can be
be found
found in
in your
your classroom.
classroom.
The
The more
more complete
complete your
your information
information and
and instructions
instructions are
are for
for the
the substitute
substitute teacher,
teacher, the
the better
better
success
success he/she
he/she will
will have
have in
in maintaining
maintaining the
the instructional
instructional momentum
momentum of
of your
your classroom.
classroom.
You
You should
should also
also prepare
prepare your
your students
students in
in advance
advance for
for the
the eventuality
eventuality of
of aa “sub
“sub day,”
day,” by
by reviewing
reviewing
your
your expectations
expectations for
for their
their behavior
behavior and
and learning
learning in
in the
the classroom
classroom whether
whether or
or not
not you
you are
are present.
present.
Assure
Assure young
young students
students that
that you
you will
will return.
return. Let
Let older
older students
students know
know that
that you
you will
will be
be informed
informed of
of
their
their behavior
behavior and
and progress
progress during
during your
your absence.
absence.
Include
Include in
in your
your Sub
Sub Folder:
Folder:
Welcome
Welcome and
and thank
thank you
you for
for your
your assistance
assistance today
today note
note
Schedule
Schedule of
of classes
classes // subjects
subjects and
and order
order taught
taught
Special
Special schedules
schedules for
for PD
PD days
days and
and other
other irregular
irregular schedules
schedules
Seating
Seating charts
charts
Class
Class rosters
rosters
Classroom
Classroom rules
rules and
and procedures
procedures
Breakfast
Breakfast in
in the
the classroom
classroom procedures
procedures
Discipline
policy
Discipline policy
Hall
Hall pass
pass policy
policy
Emergency
Emergency maps,
maps, routes
routes and
and procedures
procedures
Students
Students who
who receive
receive special
special attention
attention (medications,
(medications, pull-out
pull-out programs,
programs, accommodations)
accommodations)
Names
Names and
and notes
notes about
about classroom
classroom aides,
aides, volunteers
volunteers and/or
and/or student
student T.A.s
T.A.s
Key
Key helpful
helpful students
students who
who can
can assist
assist
Where
Where supplies
supplies are
are kept
kept
For
For elementary,
elementary, any
any pick-up
pick-up or
or drop-off
drop-off information
information or
or procedures
procedures
Office
Office referral
referral forms
forms
Names
Names of
of nearby
nearby helpful
helpful colleagues
colleagues
Where
Where faculty
faculty restrooms
restrooms are
are located
located
Extra
Extra paper
paper for
for the
the substitute
substitute to
to leave
leave notes
notes for
for you
you
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SubstituteLesson
LessonPlans
Plans
Substitute
youknow
knowthat
thatyou
youwill
willbe
beabsent,
absent,leave
leaveprepared
preparedlessons
lessonsfor
forthe
thesubstitute
substitute in
in your
your Sub
Sub Folder
Folder or
or
IfIfyou
easilyaccessible
accessiblein
inor
oron
onyour
yourdesk.
desk.ItItisisalso
alsoaagood
goodidea
ideato
towrite
writethe
theday's
day'sagenda
agendaon
on the
the board.
board.
easily
This
will
give
the
substitute
and
students
something
to
refer
to
during
the
class
and
will
help
cut
This will give the substitute and students something to refer to during the class and will help cut
downon
onconfusion.
confusion.
down
Inwriting
writingeffective
effectivelesson
lessonplans,
plans,determine
determineone
oneor
ortwo
twoobjectives
objectivesthat
thatyou
youwant
want students
students to
to take
take
In
awayfrom
fromthe
thesubstitute's
substitute'slesson.
lesson.IfIfpossible,
possible,write
writethese
theseobjectives
objectives on
onthe
theboard
board before
before you
you leave
leave
away
orhave
havethe
thesubstitute
substitutewrite
writethem
themat
atthe
thebeginning
beginningof
ofclass
classto
toreinforce
reinforcetheir
their importance.
importance.
or
Typically,
the
best
assignments
are
those
that
require
students
to
utilize
text
or information
information with
with
Typically, the best assignments are those that require students to utilize text or
whichthey
theyalready
alreadyhave
havesome
somefamiliarity.
familiarity.Answering
Answeringthoughtful
thoughtfulquestions
questionsor
or completing
completing some
some type
type
which
ofwritten
writtenassignment
assignmentare
aregood
goodtasks
tasksfor
forsubstitutes
substitutesto
tomanage.
manage.
of
As
you
create
these
assignments,
you
need
to
keep
in
mind
howmuch
much students
students will
will complete
complete in
in
As you create these assignments, you need to keep in mind how
class.Again,
Again,ititisisbetter
betterto
toover
overplan
planthan
thanto
tounder
underplan.
plan.Leaving
Leavingstudents
studentswithout
without any
any activities
activities to
to
class.
do
for
a
long
period
of
time
creates
a
challenging
situation
for
substitutes.
do for a long period of time creates a challenging situation for substitutes.
Evenififstudents
studentsdon't
don'tcomplete
completeall
allof
oftheir
theirwork
workin
inclass,
class,you
youshould
shouldrequire
require them
them to
to turn
turn in
in what
what
Even
theyhave
havedone
doneto
tothe
thesubstitute.
substitute.This
Thisway
waythere
thereisissome
someaccountability
accountabilityfor
forthe
the students
students and
and the
the
they
substitute.
substitute.
Onthe
thenext
nextpage
pagethere
thereare
arebasic
basicstructures
structuresfor
forSubstitute
SubstituteLesson
LessonPlans.
Plans.There
There isis also
also aa very
very handy
handy
On
substitutelesson
lessontemplate
templateon
onthe
theTeach-Nology
Teach-Nologywebsite
websitewhere
whereyou
you can
cantype
type in
in your
your instructions
instructions on
on
substitute
line,
and
the
web
tool
will
format
printable,
customized
lesson
plans.
Find
that
here:
www.teachline, and the web tool will format printable, customized lesson plans. Find that here: www.teachnology.com/web_tools/materials/substitute/daily_plan/.
nology.com/web_tools/materials/substitute/daily_plan/.
EmergencyLesson
LessonPlans
Plans
Emergency
goodidea
ideato
tohave
haveaaset
setof
ofemergency
emergencyplans
plansfor
forthose
thoserare
raretimes
timeswhen
when an
an absence
absence catches
catches
ItItisisaagood
youcompletely
completelyoff
offguard.
guard.Because
Becauseyou
youdo
donot
notknow
knowwhen
whenyou
youwill
willuse
usethem,
them, emergency
emergency lesson
lesson
you
plans
will
obviously
not
relate
directly
to
what
you
are
teaching
at
the
time
you
will
be
out.
Here
plans will obviously not relate directly to what you are teaching at the time you will be out. Here
areaafew
fewideas
ideasfor
forsome
someemergency
emergencylesson
lessonplans:
plans:
are
Questionrelated
relatedto
toaachapter
chapteror
orstory
storythat
thatyou
youare
arenot
notplanning
planningto
tocover
cover
Question
Worksheets
that
are
self-contained
Worksheets that are self-contained
Activityusing
usinggeneral
generalacademic
academicvocabulary
vocabulary
Activity
Outsidereadings/article
readings/articlewith
withquestions
questions
Outside
Hereare
aresome
somewebsites
websiteswhere
whereother
otherteachers
teachershave
haveshared
sharedtheir
theirideas
ideasfor
forall-purpose
all-purpose emergency
emergency
Here
subplans:
plans:
sub
http://tinyurl.com/o82q3vo
http://tinyurl.com/o82q3vo
http://tinyurl.com/ojysj6l
http://tinyurl.com/ojysj6l
http://tinyurl.com/k4ljdy8
http://tinyurl.com/k4ljdy8
Whenyou
youreturn
returnfrom
froman
anabsence,
absence,take
takenote
noteof
ofthe
thesubstitute’s
substitute’sname
nameand
and employee
employee number.
number. This
This
When
willenable
enableyou
youto
torequest
requestthat
thatsubstitute
substitutein
inthe
thefuture,
future,should
shouldyou
youso
sodesire.
desire.
will
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ELEMENTARY
ELEMENTARY SUBSTITUTE
SUBSTITUTE LESSON
LESSON PLAN
PLAN
TEACHER
TEACHER

DATE
DATE

(LAST,
(LAST,FIRST)
FIRST)

ROOM
ROOMNO.
NO.

GRADE
GRADE

RECESS
RECESS

ENDING
ENDING
BELL
BELL

LUNCH
LUNCH

OTHER
OTHERGENERAL
GENERAL
CLASS
CLASSINFORMATION
INFORMATION
STUDENTS
STUDENTSTO
TOCALL
CALL
FOR
FORASSISTANCE
ASSISTANCE

TIME
TIME

COLLEAGUES
COLLEAGUES
WHO
WHOCAN
CANASSIST
ASSIST

SUBJECT
SUBJECT

LESSON
LESSON
TOPIC
TOPIC

SUBJECT
SUBJECT

LESSON
LESSON
TOPIC
TOPIC

INSTRUCTIONS
INSTRUCTIONSTO
TO
STUDENTS
STUDENTS
KEY
KEYVOCABULARY
VOCABULARY
AND/OR
AND/ORCONCEPTS
CONCEPTS
ASSIGNMENT
ASSIGNMENTFOR
FOR
CLASS
CLASS
COLLECT
COLLECTWORK
WORKAND
AND
PLACE
PLACE

TIME
TIME
INSTRUCTIONS
INSTRUCTIONSTO
TO
STUDENTS
STUDENTS
KEY
KEYVOCABULARY
VOCABULARY
AND/OR
AND/ORCONCEPTS
CONCEPTS
ASSIGNMENT
ASSIGNMENTFOR
FOR
CLASS
CLASS
COLLECT
COLLECTWORK
WORKAND
AND
PLACE
PLACE
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TIME
TIME

SUBJECT
SUBJECT

LESSON
LESSON
TOPIC
TOPIC

SUBJECT
SUBJECT

LESSON
LESSON
TOPIC
TOPIC

INSTRUCTIONS
INSTRUCTIONS TO
TO
STUDENTS
STUDENTS
KEY
KEY VOCABULARY
VOCABULARY
AND/OR
AND/OR CONCEPTS
CONCEPTS
ASSIGNMENT
ASSIGNMENT FOR
FOR
CLASS
CLASS
COLLECT
COLLECT WORK
WORK AND
AND
PLACE
PLACE

TIME
TIME
INSTRUCTIONS
INSTRUCTIONS TO
TO
STUDENTS
STUDENTS
KEY
KEY VOCABULARY
VOCABULARY
AND/OR
AND/OR CONCEPTS
CONCEPTS
ASSIGNMENT
ASSIGNMENT FOR
FOR
CLASS
CLASS
COLLECT
COLLECT WORK
WORK AND
AND
PLACE
PLACE

END OF SCHOOL PROCEDURES

EMPLOYEE
EMPLOYEE
NO.
NO.

SUBSTITUTE
SUBSTITUTE
(LAST,
(LAST, FIRST)
FIRST)
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SECONDARY
SECONDARY SUBSTITUTE
SUBSTITUTE LESSON
LESSON PLAN
PLAN
TEACHER
TEACHER

DATE
DATE

(LAST,
(LAST,FIRST)
FIRST)

ROOM
ROOM NO.
NO.

GRADE
GRADE

NUTRITION
NUTRITION

ENDING
ENDING
BELL
BELL

LUNCH
LUNCH

COLLEAGUES
COLLEAGUES WHO
WHO
CAN
CAN ASSIST
ASSIST
OTHER
OTHER GENERAL
GENERAL
INFORMATION
INFORMATION

PERIOD
PERIOD 11
STUDENTS
STUDENTSTO
TO CALL
CALL
ON
FOR
ASSISTANCE
ON FOR ASSISTANCE

SUBJECT
SUBJECT
LESSON
LESSONTOPIC
TOPIC
INSTRUCTIONS
INSTRUCTIONSTO
TO
STUDENTS
STUDENTS
KEY
KEYVOCABULARY
VOCABULARY
AND/OR
AND/ORCONCEPTS
CONCEPTS
ASSIGNMENT
ASSIGNMENTFOR
FOR
CLASS
CLASS
COLLECT
COLLECT WORK
WORKAND
AND
PLACE
PLACE

PERIOD
PERIOD 22
STUDENTS
STUDENTSTO
TO CALL
CALL
ON
ONFOR
FORASSISTANCE
ASSISTANCE

SUBJECT
SUBJECT
LESSON
LESSONTOPIC
TOPIC
INSTRUCTIONS
INSTRUCTIONSTO
TO
STUDENTS
STUDENTS
KEY
KEYVOCABULARY
VOCABULARY
AND/OR
AND/ORCONCEPTS
CONCEPTS
ASSIGNMENT
ASSIGNMENTFOR
FOR
CLASS
CLASS
COLLECT
COLLECT WORK
WORKAND
AND
PLACE
PLACE
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PERIOD 3
STUDENTS TO
TO CALL
CALL
STUDENTS
ON FOR
FOR ASSISTANCE
ASSISTANCE
ON

SUBJECT
LESSON TOPIC
INSTRUCTIONS TO
STUDENTS
KEY VOCABULARY
AND/OR CONCEPTS
ASSIGNMENT FOR
CLASS
COLLECT WORK AND
PLACE

PERIOD 4
STUDENTS TO
TO CALL
CALL
STUDENTS
ON FOR
FOR ASSISTANCE
ASSISTANCE
ON

SUBJECT
LESSON TOPIC
INSTRUCTIONS TO
STUDENTS
KEY VOCABULARY
AND/OR CONCEPTS
ASSIGNMENT FOR
CLASS
COLLECT WORK AND
PLACE

PERIOD 5
STUDENTS
STUDENTS TO
TO CALL
CALL
ON
ON FOR
FOR ASSISTANCE
ASSISTANCE

SUBJECT
LESSON TOPIC
INSTRUCTIONS TO
STUDENTS
KEY VOCABULARY
AND/OR CONCEPTS
ASSIGNMENT FOR
CLASS
COLLECT WORK AND
PLACE
BELIEVE
BELIEVE

**

EMPOWER
EMPOWER

**

TRANSFORM
TRANSFORM

LAUSD NEW
NEW TEACHER
TEACHER RESOURCE
RESOURCE GUIDE
GUIDE 2015
2015 || CHAPTER
CHAPTER 33
LAUSD

PERIOD 66
PERIOD
STUDENTS TO
TO CALL
CALL
STUDENTS
ON
FOR
ASSISTANCE
ON FOR ASSISTANCE

SUBJECT
SUBJECT
LESSON TOPIC
TOPIC
LESSON
INSTRUCTIONS TO
TO
INSTRUCTIONS
STUDENTS
STUDENTS
KEY VOCABULARY
VOCABULARY
KEY
AND/OR CONCEPTS
CONCEPTS
AND/OR
ASSIGNMENT FOR
FOR
ASSIGNMENT
CLASS
CLASS
COLLECT WORK
WORK AND
AND
COLLECT
PLACE
PLACE

END OF
OF SCHOOL
SCHOOL PROCEDURES
PROCEDURES
END

EMPLOYEE
EMPLOYEE
NO.
NO.

SUBSTITUTE
SUBSTITUTE
(LAST, FIRST)
FIRST)
(LAST,

BELIEVE
BELIEVE

**

EMPOWER
EMPOWER

**

TRANSFORM
TRANSFORM

CHAPTER 4:

ABOUT CLASSROOM MANAGEMENT
GENERAL TIPS FOR TEACHERS
ROUTINES, PROCEDURES AND TRANSITIONS
DETAILED MODELING
PLANNING FOR SUCCESS
THE EASIEST WAY TO IMPROVE BEHAVIOR
MAINTAINING A POSITIVE CLASSROOM ENVIRONMENT
PRAISE, ENCOURAGEMENT AND FEEDBACK
www.#
#nyurl.com/ResourceGuide2016

LAUSD NEW
NEW TEACHER
TEACHER RESOURCE
RESOURCE GUIDE
GUIDE 2015
2015 || CHAPTER
CHAPTER 44
LAUSD

ABOUT CLASSROOM MANAGEMENT
When asked,
asked, early-career
early-career teachers
teachers consistently
consistently cite
cite classroom
classroom management
management as
as the
the most
most
When
challenging aspect
aspect of
of teaching.
teaching. What
What exactly
exactly isis classroom
classroom management?
management?
challenging
As leading
leading educator
educator and
and co-author
co-author of
of The
The First
First Days
Days of
of School
School Harry
Harry Wong
Wong said
said in
in an
an Education
Education
As
World interview:
interview: “Classroom
“Classroom management
management isis not
not discipline.
discipline. You
You don’t
don’t discipline
discipline aa classroom.
classroom. You
You
World
manage aa classroom.
classroom. Classroom
Classroom management
management isis the
the practices
practices and
and procedures
procedures that
that allow
allow teachers
teachers
manage
to
teach
and
students
to
learn.”
to teach and students to learn.”
Classroom management
management strategies
strategies fall
fall into
into two
two general
general categories:
categories: those
those that
that are
are designed
designed to
to
Classroom
prevent problems
problems and
and those
those responses
responses when
when problems
problems do
do occur.
occur. Preventative
Preventative strategies
strategies include
include
prevent
procedures
and
routines,
strong
instructional
planning,
engaging
activities,
and
constructive
procedures and routines, strong instructional planning, engaging activities, and constructive
feedback. Responsive
Responsive strategies
strategies include
include aa positive
positive behavior
behavior plan
plan and
and effective
effective behavioral
behavioral
feedback.
interventions. Together,
Together, these
these are
are the
the actions
actions teachers
teachers employ
employ to
to create
create positive
positive classrooms
classrooms where
where
interventions.
learning
can
happen
smoothly,
productively
and
safely,
and
where
disruptions
are
minimized.
learning can happen smoothly, productively and safely, and where disruptions are minimized.
Below and
and on
on the
the following
following pages
pages are
are brief
brief descriptions
descriptions of
of these
these key
key elements
elements in
in creating
creating positive
positive
Below
classrooms. Following
Following this
this are
are links
links to
to resources
resources from
from leading
leading educators
educators and
and institutions.
institutions. Finally,
Finally, on
on
classrooms.
the
next
pages
are
some
specific
tips
and
strategies
that
may
be
helpful
in
creating
your
own
the next pages are some specific tips and strategies that may be helpful in creating your own
positive classroom.
classroom.
positive

PROCEDURES, ROUTINES
ROUTINES AND
AND TRANSITIONS
TRANSITIONS
PROCEDURES,
According to
to most
most successful
successful educators,
educators, establishing
establishing and
and teaching
teaching clear
clear procedures
procedures and
and routines
routines
According
that students
students practice
practice consistently
consistently isis the
the foundation
foundation for
for creating
creating aa classroom
classroom that
that runs
runs smoothly
smoothly
that
and positively.
positively. From
From routines
routines for
for students
students to
to enter
enter the
the classroom
classroom and
and settle
settle down
down to
to learn,
learn, to
to the
the
and
ways
students
and
teachers
communicate
during
lessons,
through
transitions
for
moving
from
one
ways students and teachers communicate during lessons, through transitions for moving from one
activity to
to another,
another, to
to procedures
procedures for
for packing
packing up
up at
at the
the end
end of
of the
the day,
day, procedures,
procedures, routines
routines and
and
activity
transitions can
can be
be key
key to
to minimizing
minimizing conflicts
conflicts and
and confusion
confusion and
and maximizing
maximizing quality
quality learning
learning time.
time.
transitions

PLAN, PLAN,
PLAN, PLAN
PLAN
PLAN,
Even the
the most
most carefully
carefully implemented
implemented procedures
procedures and
and routines
routines will
will only
only remain
remain effective
effective when
when
Even
students are
are also
also well
well engaged
engaged in
in the
the learning
learning activities.
activities. How
How do
do effective
effective teachers
teachers keep
keep students
students
students
engaged?
Planning
is
the
key.
Students
want
to
know
the
purpose
of
what
they’re
learning,
to
engaged? Planning is the key. Students want to know the purpose of what they’re learning, to
understand what
what isis expected
expected of
of them
them and
and to
to feel
feel at
at once
once challenged
challenged and
and capable
capable of
of meeting
meeting the
the
understand
challenge. To
To create
create engaging
engaging lessons
lessons that
that accomplish
accomplish these
these goals
goals requires
requires planning.
planning. As
As K.J.
K.J.
challenge.
Wagner,
author
of
The
Four
“P’s”
of
Lesson
Planning
at
educationoasis.com,
explains,
“A
sure
Wagner, author of The Four “P’s” of Lesson Planning at educationoasis.com, explains, “A sure
ingredient in
in aa recipe
recipe for
for disaster
disaster isis ‘winging
‘winging it.’
it.’ Good
Good classroom
classroom managers
managers plan
plan the
the lesson,
lesson, procure
procure
ingredient
the products
products needed,
needed, list
list the
the procedures
procedures to
to follow,
follow, and
and prepare
prepare for
for potential
potential problems.”
problems.” Adds
Adds
the
elementary
teacher
Colleen
Gallagher
of
Teaching
Heart:
“I
write
out
the
first
few
days
of
school as
as
elementary teacher Colleen Gallagher of Teaching Heart: “I write out the first few days of school
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ifif II am
am writing
writing aa script,
script, rehearse ahead of time, and always over plan so my students are always
actively
engaged
actively engaged and
and are never left with unproductive time.”

COMMUNICATE
COMMUNICATE COMPASSION AND CONVICTION
The
The messages
messages teachers
teachers convey to students from the first day define the classroom climate. First
and
foremost,
effective
and foremost, effective teachers communicate the unwavering convictions that learning is
valuable
valuable and
and that
that all
all students can learn. Teachers who show genuine interest and compassion for
students,
students, and
and who
who model
model and expect a culture of encouragement and respect in the classroom
community,
will
create
community, will create a climate where students feel valued, safe and excited to learn. In order to
create
create such
such aa classroom
classroom environment, suggests Dr. Ronald Ferguson, professor of Public Policy at
Harvard
Harvard University,
University, teachers
teachers must clearly and consistently communicate:
1.
1.
2.
2.
3.
3.
4.
4.
5.
5.

This
This is
is aa place
place of mutual support (establishing caring and trust);
We
are
going
We are going to have order here (balancing of student autonomy and teacher control);
We
We are
are going
going to have very high goals (communicating high expectations);
Sometimes
Sometimes this
this is going to be challenging (setting conditions for student persistence);
By
the
end
of
By the end of the year, we will all have come a long way (demonstrating faith in students’
abilities).
abilities).

Regarding the messages that teachers communicate to their
students, long time educator Rita Pierson advocates for
educators to believe in their students, and to connect and
communicate with them on a real, human and personal level.
Visit the TEDTalk website to view Rita Pierson’s inspiring
talk,”Every Kid Needs a Champion.”
CLASSROOM
CLASSROOM DISCIPLINE
Even
Even with
with thorough
thorough planning and classroom organization, there will be occasions when individual
or
or small
small groups
groups of
of students
students behave disruptively. As Dr. Fred Jones, clinical psychologist and
author/founder
author/founder of
of the
the landmark Tools for Teaching, explains, “Successful teaching is neither ‘magic’
nor
nor aa ‘bag
‘bag of
of tricks.’
tricks.’ Rather, successful teaching is built around a handful of core competencies that
are
are expressed
expressed in
in everything
everything the teacher does.” To prevent disruptions from erupting and escalating
Dr.
Dr. Jones
Jones advocates
advocates these competencies: physically structuring the classroom to discourage
misbehavior;
misbehavior; using
using signs,
signs, body language and proximity to halt disruptive behavior; implementing a
clear
clear and
and consistent
consistent series of consequences for misbehavior; and employing positive incentives.
In
In dealing
dealing with
with the
the occasional
occasional discipline issue, here are some positive things that a teacher can do
to
to diffuse
diffuse the
the situation:
situation:
1.
1. Make
Make eye
eye contact
contact with the student - Let the student know his/her behavior is being
observed.
observed.
2.
2. Using
Using non-verbal
non-verbal cues - Point at the work the student should be completing.
BELIEVE
BELIEVE
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3.
3. Move
Move toward
toward the
the student
student -- Proximity
Proximity isis aa great
great deterrent.
deterrent.
4.
4. Give
Give aa verbal
verbal hint
hint -- During
During aa lecture
lecture when
when aa student
student isis goofing
goofing off,
off, ask
ask that
that student
student aa
question.
question.
5.
5. Remind
Remind your
your students
students about
about the
the rules
rules -- Direct
Direct this
this to
to the
the whole
whole class.
class.
6.
6. Be
Be clear
clear and
and calm
calm when
when asking
asking the
the student
student to
to stop
stop aa certain
certain behavior.
behavior.

The
The Peer
Peer Assistance
Assistance and
and Review
Review program
program (PAR),
(PAR), aa collaborative
collaborative effort
effort
of
of LAUSD
LAUSD and
and UTLA,
UTLA, offers
offers professional
professional development
development free
free of
of charge
charge
for
for LAUSD
LAUSD teachers
teachers throughout
throughout the
the year.
year. PAR
PAR professional
professional
development
development courses
courses include
include Fred
Fred Jones’
Jones’ Tools
Tools for
for Teaching
Teaching
techniques
techniques (Classroom
(Classroom Management
Management and
and Classroom
Classroom Management
Management
Plus),
Plus), other
other classroom
classroom management
management techniques
techniques (The
(The Power
Power of
of
Presence,
Presence, Building
Building Strong
Strong Connections)
Connections) and
and many
many other
other planning
planning and
and
engagement
engagement topics
topics that
that teachers
teachers find
find extremely
extremely useful.
useful.
POSITIVE
POSITIVE BEHAVIOR
BEHAVIOR PLAN
PLAN
positive behavior
behavior plan
plan isis aa set
set of
of rules,
rules, backed
backed by
by aa corresponding
corresponding set
set of
of incentives
incentives and
and
AA positive
consequences, which
which address
address disruptive
disruptive student
student behaviors.
behaviors. The
The foundations
foundations of
of an
an effective
effective
consequences,
behavior plan
plan are
are aa small
small number
number of
of clearly
clearly written
written rules,
rules, stated
stated in
in positive
positive terms,
terms, which
which address
address
behavior
multiple situations,
situations, and
and are
are age-appropriate.
age-appropriate. Positive
Positive incentives,
incentives, such
such as
as tokens
tokens or
or rewards,
rewards,
multiple
correlate with
with rules
rules followed
followed consistently
consistently by
by individual
individual students
students or
or the
the class
class as
as aa whole.
whole. When
When
correlate
positive rewards
rewards and
and incentives
incentives are
are not
not successful,
successful, teachers
teachers may
may employ
employ aa tiered
tiered system
system of
of clearly
clearly
positive
outlined and
and consequences.
consequences.
outlined
Dr. Randy
Randy Sprick,
Sprick, aa leading
leading educator-consultant
educator-consultant in
in the
the area
area of
of classroom
classroom management,
management, explains
explains
Dr.
that teachers
teachers utilizing
utilizing aa positive
positive behavior
behavior plan
plan model
model “establish
“establish classrooms
classrooms that
that encourage
encourage student
student
that
responsibility and
and motivation,
motivation, while
while humanely
humanely and
and effectively
effectively help
help misbehaving
misbehaving students
students learn
learn to
to
responsibility
behave in
in more
more responsible
responsible ways.”
ways.”
behave

The LAUSD
LAUSD Learning
Learning Zone
Zone offers
offers aa three-course
three-course sequence
sequence of
of online
online
The
professional development
development based
based on
on the
the work
work of
of Dr.
Dr. Randy
Randy Sprick:
Sprick:
professional
Fundamentals of
of CHAMPs
CHAMPs and
and Discipline
Discipline in
in the
the Secondary
Secondary Classroom,
Classroom,
Fundamentals
CHAMPs Course
Course 2:
2: Vision,
Vision, Organization,
Organization, and
and Expectations;
Expectations; and
and CHAMPs
CHAMPs
CHAMPs
Course 3:
3: Motivation,
Motivation, Correction
Correction Procedures,
Procedures, and
and Class
Class wide
wide Motivation
Motivation
Course
Systems. These
These courses
courses are
are offered
offered free
free of
of cost
cost to
to LAUSD
LAUSD teachers,
teachers,
Systems.
and are
are self-paced.
self-paced. Additionally,
Additionally, to
to accompany
accompany this
this coursework,
coursework,
and
teachers can
can request
request aa free
free copy
copy of
of the
the CHAMPs
CHAMPs book
book through
through the
the
teachers
Learning Zone.
Zone.
Learning
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PROCEDURES,ROUTINES
ROUTINESAND
ANDTRANSITIONS
TRANSITIONS
PROCEDURES,
MICHAELLINSIN
LINSIN--SMART
SMARTCLASSROOM
CLASSROOMMANAGEMENT
MANAGEMENT
MICHAEL
SmartClassroom
ClassroomManagement
Managementwebsite
websiteand
andfree
freeresources
resources
Smart
TheClassroom
ClassroomManagement
ManagementSecret
SecretAnd
And45
45Other
OtherKeys
Keysto
toaaWell-Behaved
Well-BehavedClass
Class
The
HARRYK.
K.WONG
WONGAND
ANDROSEMARY
ROSEMARYT.T.WONG
WONG
HARRY
TeachersNet
NetGazette
Gazettewebsite
websitemonthly
monthlynewsletter
newsletter
Teachers
The
First
Days
of
School:
How
to
Be
an
Effective
Teacher,4th
4thEdition
Edition
The First Days of School: How to Be an Effective Teacher,
TheClassroom
ClassroomManagement
ManagementBook
Book (view
(viewfree,
free,helpful
helpfulexcerpts
excerptshere)
here)
The
JENSAUL,
SAUL,ELEMENTARY
ELEMENTARYTEACHER
TEACHER––TEACHING
TEACHINGCHANNEL
CHANNEL
JEN
Choreography
Transitions
and
Classroom
Flow
Choreography Transitions and Classroom Flow
CreatingaaPositive
PositiveClassroom
ClassroomCulture
Culture
Creating
RICKMORRIS
MORRIS––NEW
NEWMANAGEMENT
MANAGEMENT
RICK
New
Management
website
andfree
freeresources
resources
New Management website and
UsingMusic
Musicfor
forTransitions
Transitions Helpful
HelpfulClassroom
ClassroomTips
Tips
Using
NewManagement
ManagementBooks
Books
New

PLAN,PLAN,
PLAN,PLAN
PLAN
PLAN,
K.J.WAGNER
WAGNER––EDUCATION
EDUCATIONOASIS
OASIS
K.J.
LearningObjectives:
Objectives:Stems
Stemsand
andSamples
Samples
Learning
KEANUNIVERSITY
UNIVERSITYCOLLEGE
COLLEGEOF
OFEDUCATION
EDUCATION
KEAN
EffectiveLesson
LessonPlanning,
Planning,Delivery
DeliveryTechniques
Techniquesand
andClassroom
ClassroomManagement
ManagementSuggestions
Suggestionsfor
forFirst
First
Effective
YearTeachers
Teachers
Year
EFFECTIVETEACHING
TEACHING––HARRY
HARRYWONG
WONG
EFFECTIVE
First
Day
of
School
Scripts
First Day of School Scripts

COMMUNICATECOMPASSION
COMPASSIONAND
ANDCONVICTION
CONVICTION
COMMUNICATE
WISCONSINEDUCATION
EDUCATIONASSOCIATION
ASSOCIATIONCOUNCIL
COUNCIL
WISCONSIN
Strategiesfor
forClassroom
ClassroomManagement
Management
Strategies
SECONDARYTEACHER-BLOGGER
TEACHER-BLOGGERTYLER
TYLERHESTER
HESTER@
@EDUTOPIA
EDUTOPIA
SECONDARY
Tipsfor
forBetter
BetterClassroom
ClassroomManagement
Management
77Tips

POSITIVECLASSROOM
CLASSROOMDISCIPLINE
DISCIPLINE
POSITIVE
FREDJONES
JONESTOOLS
TOOLSFOR
FORTEACHING
TEACHING
FRED
FREDJONES’
JONES’CLASSROOM
CLASSROOMMANAGEMENT
MANAGEMENTPROFESSIONAL
PROFESSIONALDEVELOPMENT
DEVELOPMENT
FRED
(offered
by
Peer
Assistance
and
Review
–
PAR
–
through
the
LearningZone)
Zone)
(offered by Peer Assistance and Review – PAR – through the Learning
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FredJones
JonesResources
Resources
Fred
Toolsfor
forTeaching
Teachingbooks
booksand
andvideos
videos
Tools

POSITIVEBEHAVIOR
BEHAVIORPLAN
PLAN
POSITIVE
LAUSDPOSITIVE
POSITIVEBEHAVIOR
BEHAVIORSUPPORT
SUPPORTUNIT
UNIT
LAUSD
Multi-TieredTips
Tipsand
andStrategies
Strategies
Multi-Tiered
ClassroomMotivation
MotivationSystems
Systems
Classroom
Professional
Development
Professional Development
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GENERALTIPS
TIPSFOR
FOR TEACHERS
TEACHERS
GENERAL
STARTOFF
OFFSTRONG
STRONG
START
Learnyour
yourstudents’
students’names
namesasasquickly
quicklyasaspossible,
possible,and
anduse
usethem
themoften.
often.
Learn
Greetstudents
studentsatatthe
thedoor.
door.Be
Befriendly,
friendly,courteous,
courteous,and
andhappy
happytotosee
seethem.
them.
Greet
Try
to
personalize
greetings
when
possible
by
engaging
students
in
friendly
conversation.
Try to personalize greetings when possible by engaging students in friendly conversation.
Beginclass
classon
ontime
timeand
andininaalively
livelymanner.
manner.Have
Haveroutines
routinestotofollow,
follow,teach
teachthem
them
Begin
purposefully,and
andreinforce
reinforcethem
themuntil
untilthey
theybecome
becomeautomatic.
automatic.
purposefully,
Havethe
theday’s
day’sagenda
agendaand
andgoals
goalsvisible.
visible.
Have
Communicaterespect
respectfor
forthe
thestudents
studentsand
andenthusiasm
enthusiasmfor
forthe
thesubject(s).
subject(s).
Communicate
Communicate
the
unwavering
expectation
that
all
students
can
andwill
willlearn.
learn.
Communicate the unwavering expectation that all students can and
Starteach
eachday
daywith
withaaclean
cleanslate.
slate.
Start
DURINGINSTRUCTION
INSTRUCTION
DURING
Modulate
yourvoice.
voice.Avoid
Avoidspeaking
speakingtoo
toofast
fastororininaahigh-pitched
high-pitchedtone.
tone.
Modulate your
Useaavoice
voicelevel
levelthat
thatcan
canbe
beheard
heardeasily
easilyininthe
theback
backofofthe
theroom.
room.
Use
Beanimated
animatedininyour
yourdelivery.
delivery.Using
Usingfacial
facialexpressions
expressionsand
andbody
bodylanguage
languagecan
canbe
bevery
very
Be
effectiveininteaching.
teaching.
effective
Movearound.
around.Don't
Don'tstand
standororsit
sittoo
toolong
longininone
oneplace.
place.
Move
Accentuate
the
positive
in
every
student.
Accentuate the positive in every student.
Beserious
seriousabout
aboutaccomplishing
accomplishingwork,
work,but
butadd
addhumor
humorand
andfun
funtotoeach
eachclass
class
Be
Talktotoand
andinteract
interactwith
withasasmany
manystudents
studentsasaspossible,
possible,not
notjust
justyour
yourfavorite
favoritestudents.
students.
Talk
Communicaterespect
respectfor
forthe
thestudents
studentsand
andenthusiasm
enthusiasmfor
forthe
thesubject(s).
subject(s).
Communicate
CONDUCTINGCLASS
CLASSEFFICIENTLY
EFFICIENTLY
CONDUCTING
Setlong-term
long-termgoals
goalsand
andkeep
keepthem
themininmind
mindasasyou
youdo
doyour
yourdaily
dailyplanning.
planning.
Set
Gainstudents'
students'attention
attentionbefore
beforebeginning
beginningaanew
newactivity.
activity.Don't
Don'ttry
trytototalk
talkover
overstudent
student
Gain
noise.
noise.
Givestudents
studentstheir
theirnext
nextassignment
assignmentbefore
beforeyou
youcollect
collectororreturn
returnpapers.
papers.
Give
Don'tinterrupt
interruptstudents
studentswhile
whilethey
theyare
areon
ontask.
task.
Don't
Don'tintroduce
introducetoo
toomany
manytopics
topicssimultaneously.
simultaneously.Think
Thinkthrough
throughthe
thedelivery
deliveryofofcontent
content
Don't
beforeyou
youget
gettotothe
theclassroom.
classroom.
before
Think
through
directions
youwill
willgive
givestudents
students(write
(writethem
themdown,
down,ififthat
thathelps,
helps,before
before
Think through directions you
givingthem
themverbally).
verbally).Directions
Directionsshould
shouldbe
bebrief,
brief,and
andasasthe
theword
wordimplies,
implies,direct.
direct.
giving
Don'tstretch
stretchout
outthe
thetime
timefor
foran
anactivity.
activity.
Don't
Beconsistent
consistentininwhat
whatyou
yousay
sayand
andwhat
whatyou
youdo.
do.Avoid
Avoidusing
usingthreats
threatstotocontrol
controlthe
theclass.
class.
Be
CREATINGAAPRODUCTIVE
PRODUCTIVELEARNING
LEARNINGENVIRONMENT
ENVIRONMENT
CREATING
Praisestudents
studentsappropriately
appropriatelyand
andpurposefully
purposefullyfor
forreal
realeffort
effortand
andachievement.
achievement.
Praise
Findan
aneffective
effectivemeans
meansofofquieting
quietingstudents.
students.Instead
Insteadofofsaying
saying"Shhh,"
"Shhh,"consider
considerusing
usingaa
Find
subtle
strategy
such
as
dimming
the
lights,
playing
classical
music,
or
putting
on
the
boardaa
subtle strategy such as dimming the lights, playing classical music, or putting on the board
brainteaserororintriguing
intriguingquestion
questionrelating
relatingtotothe
thelesson
lessonofofthe
theday.
day.
brainteaser
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Whenever possible,
possible, reprimand
reprimand aa student
student privately,
privately, one-on-one
one-on-one instead
instead of
of across
across the
the room,
room,
Whenever
in
front
of
the
whole
class.
in front of the whole class.
Don’t threaten
threaten or
or use
use sarcasm.
sarcasm. Never
Never humiliate
humiliate aa child.
child.
Don’t
Avoid arguing
arguing with
with students.
students.
Avoid
Be mobile.
mobile. Move
Move around
around the
the room
room as
as students
students work.
work.
Be
Minimize administrative
administrative referrals.
referrals. Establish
Establish your
your own
own classroom
classroom management
management plan.
plan.
Minimize
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ROUTINES,
ROUTINES, PROCEDURES,
PROCEDURES, AND
AND TRANSITIONS
TRANSITIONS
Establishing
Establishingclear,
clear,consistent
consistentclassroom
classroomroutines
routinesand
andprocedures
proceduresfrom
fromthe
theoutset
outsetof
ofthe
theschool
schoolyear
year
will
willbe
beaatime-saver
time-saveras
aswell
wellas
ascreating
creatingaaclassroom
classroomclimate
climateof
ofcalm
calmand
andfocused
focusedproductivity.
productivity.Once
Once
procedures
proceduresare
areexplained
explainedand
andpracticed
practicedconsistently,
consistently,they
theybecome
becomehabitual,
habitual,creating
creatingan
an
environment
environmentthat
thatisisless
lessstressful
stressfulfor
foreveryone,
everyone,removing
removingmany
manysources
sourcesof
ofpotential
potentialconflict,
conflict,and
and
helping
helpingteachers
teachersand
andstudents
studentsalike
alikefocus
focuson
onthe
thework
workatathand.
hand.
Some
Someteachers
teachersestablish
establishaagreat
greatnumber
numberof
ofroutines
routinesand
andprocedures,
procedures,from
fromreturning
returningcolored
colored
markers
markersto
totheir
theirproper
properboxes,
boxes,to
tohow
howto
toorganize
organizematerials
materialsinside
insidethe
thedesk.
desk.Others
Othersfocus
focuson
ononly
onlyaa
few
fewimportant
importantbehaviors,
behaviors,such
suchas
asentering
enteringthe
theroom
roomand
andgetting
gettingto
towork
workquietly,
quietly,passing
passingwork
work
forward
forwardininan
anorderly
orderlyfashion,
fashion,or
orcoming
comingto
tosilent
silentattention
attentionwhen
whenrequested.
requested.As
Aslong
longas
asteacher
teacherand
and
students
studentsare
arecomfortable
comfortableand
andsecure
securethat
thatthe
theclassroom
classroomisisaacalm
calmand
andproductive
productiveenvironment
environmentfor
for
learning,
learning,the
thegoal
goalhas
hasbeen
beenmet.
met.
Planning
Planningand
andimplementing
implementingprocedures
procedureswith
withyour
yourstudents
studentsalso
alsorequires
requirestime
timeon
onyour
yourpart.
part.For
For
example,
example,ififyour
yourbeginning
beginningof
ofclass
classprocedure
procedurestarts
startswith
withaadaily
daily“Do
“DoNow”
Now”activity,
activity,then
thenyou
youmust
must
conscientiously
conscientiouslyprepare
prepareand
andpost
postthese
theseassignments,
assignments,and
andplan
planfor
formanaging
managingthe
theassignments
assignments(how
(how
they
are
collected,
reviewed,
recorded
and
returned).
If
you
ask
students
to
independently
manage
they are collected, reviewed, recorded and returned). If you ask students to independently manage
their
theirmaterials
materialsand
andpapers
papersininthe
theclassroom,
classroom,then
thenyou
youmust
mustset
setup
upyour
yourroom
roomininadvance
advancewith
with
clearly
clearlyidentified
identifiedlocations
locationsfor
forstudents
studentsto
toaccess
accessresources
resourcesand
anddeposit
depositdifferent
differenttypes
typesof
ofwork.
work.IfIf
you
move
about
the
room
during
the
first
five
minutes
to
check
students’
notebooks
and
indicate
you move about the room during the first five minutes to check students’ notebooks and indicate
with
withaastamp
stampwhen
whenyou
youhave
havereviewed
reviewedtheir
theirwork,
work,then
thenyou
youmust
musthave
havethese
thesestamps
stampshandy,
handy,and
and
must
mustbuild
buildaatime
timeand
andindependent
independentlearning
learningactivities
activitiesinto
intoyour
youragenda
agendaso
soyou
youare
arefree
freeto
todo
dothis.
this.IfIf
you
expect
students
to
refer
to
a
daily
agenda
in
order
to
manage
their
materials
and
time,
then
you expect students to refer to a daily agenda in order to manage their materials and time, then
you
youmust
mustcreate
createand
andpost
postthis
thisagenda
agendadaily.
daily.
What
Whatisismost
mostimportant
importantininteaching
teachingyour
yourclass
classprocedures
proceduresand
androutines
routinesisisthat
thatyou
youcommunicate
communicate
them
themclearly,
clearly,practice
practicethem
themwith
withstudents
studentsuntil
untilthey
theycan
candemonstrate
demonstratethem
themcorrectly
correctlyand
and
consistently,
consistently,and
andcontinue
continueto
toreinforce
reinforcethese
thesepractices
practicesuntil
untilthey
theybecome
becomehabitual.
habitual.
Dr.
Dr.Harry
Harryand
andRosemary
RosemaryWong,
Wong,inintheir
theirnewsletter,
newsletter,Successful
SuccessfulTeaching,
Teaching,outlines
outlinesaathree-step
three-step
process
processfor
forteaching
teachingclassroom
classroomprocedures:
procedures:
1.1.
2.2.
3.3.

Teach:
Teach:State,
State,explain,
explain,demonstrate,
demonstrate,and
andmodel
modelthe
theprocedure.
procedure.
Rehearse:
Rehearse:Practice
Practicethe
theprocedure
procedureunder
underyour
yoursupervision.
supervision.
Reinforce:
Reteach,
rehearse,
practice,
and
reinforce
Reinforce: Reteach, rehearse, practice, and reinforcethe
theclassroom
classroomprocedure
procedureuntil
until
becomes
becomesaastudent
studenthabit
habitor
orroutine.
routine.

Educator
EducatorMichael
MichaelLinsin,
Linsin,on
onhis
hiswebsite
websiteSmart
SmartClassroom
ClassroomManagement,
Management,suggests
suggeststhis
thisadditional
additional
step
stepininteaching
teachingprocedures
proceduresand
androutines:
routines:modeling
modelingwhat
whatnot
nottotodo:
do:
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Use
Usethe
thehow-not
how-notstrategy
strategyto
todemonstrate
demonstratethe
themost
mostcommon
commonrule-breaking
rule-breakingbehaviors
behaviors
students
studentsengage
engagein.
in.Sit
Sitat
at aastudent’s
student’sdesk
deskand
andshow
showthem
themhow
how not
notto
toget
getyour
yourattention,
attention,
how
how not
notto
toask
askaaquestion,
question, or
orhow
how not
notto
tobehave
behaveduring
duringlessons.
lessons.They
Theymust
must see
seeand
and
experience
what
isn’t
okay
in
order
to
fully
understand
what
is.
experience what isn’t okay in order to fully understand what is.
Educator
EducatorRick
RickMorris
Morrissuggests
suggestson
onhis
hiswebsite
website New
NewManagement
Managementusing
usingmusic
musicto
toaid
aidclassroom
classroom
management.
management.All
Alltypes
typesof
of songs,
songs,from
fromTV
TVjingles
jinglesto
tobaroque
baroquesymphonies
symphonies can
canbe
beused
usedquite
quite
effectively
effectivelyto
toinitiate
initiateaaprocedure,
procedure, time
timeaatransition
transition or
orunderscore
underscorean
anactivity.
activity.
In
Infact,
fact,there
thereare
areaamyriad
myriadof
of blogs
blogsand
andwebsites
websiteswhere
whereteachers
teachersshare
sharetheir
theirideas
ideasfor
foreffective
effective
classroom
procedures
and
routines,
and
a
quick
search
will
produce
dozens
of
plans
and
classroom procedures and routines, and a quick search will produce dozens of plans and
suggestions,
suggestions,many
manyincluding
including videos
videosof
of classes
classesin
inaction.
action.On
Onthe
theTeacher
TeacherNet
Netwebsite,
website, Harry
Harryand
and
Rosemary
RosemaryWong
Wonghighlight
highlightteachers
teachersevery
everymonth
monthwho
whogenerously
generouslyshare
sharetheir
theirhighly
highlysuccessful
successful
classroom
procedures.
classroom procedures.
In
Inher
herexcellent
excellent resource,
resource, The
TheFirst-Year
First-YearTeacher’s
Teacher’sChecklist,
Checklist,Julia
JuliaG.
G.Thompson
Thompsonsuggests
suggeststhese
these
procedures
as
ones
all
students
should
know
and
practice
consistently.
These
are
a
good
jumping
procedures as ones all students should know and practice consistently. These are a good jumping
off
off point
pointto
tohelp
helpyou
youget
getstarted:
started:
Start-of-class
Start-of-classroutines
routines
Manage
Managebook
bookbags
bagsand
andother
otherpersonal
personalbelongings
belongings
Manage
Managecell
cellphones
phones
Breakfast
Breakfast in
inthe
theclassroom
classroom
Handle
tardiness
Handle tardiness
Obtain
Obtainmaterials
materialsand
andsupplies
supplies
Sharpen
Sharpenpencils
pencils
Signal
Signalfor
forteacher’s
teacher’sattention
attention
Respond
Respondwhen
whenthe
theteacher
teachersignals
signalsfor
forattention
attention
Manage
acceptable
talk
during
seatwork
Manage acceptable talk during seatwork
Control
Controlnoise
noiselevels
levels
Organize
their
Organize theirnotebooks
notebooks
Distribute
Distributehandouts
handouts
Head
Headpapers
paperswith
withthe
theappropriate
appropriateinformation
information
Turn
Turnin
inpapers
papers
Record
homework
Record homeworkcorrectly
correctly
Complete
makeup
work
Complete makeup work
Retrieve
Retrieveassignments
assignmentswhen
whenabsent
absent
Turn
Turnin
inlate
latework
work
Discuss
Discussconcerns
concernsabout
aboutaagrade
grade
Correct
Correcttheir
theirpapers
papers
Move
into
groups
Move into groups
Behave
Behaveduring
during small-group
small-groupdiscussion
discussion
Behave
Behaveduring
during aawhole-group
whole-groupdiscussion
discussion
Use
Usecomputers
computersappropriately
appropriately
View
Viewvideos
videos
Ask
classmates
Ask classmatesfor
forhelp
help
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Ask the teacher for help
Behave when there is a guest
Behave during a fire or emergency drill
Ask to leave the room before the end of class
Complete end-of-class routines
Other procedures for special circumstances:
Assemblies
Guest speakers
Classroom visitors
Substitute teachers
Field trips
Class parties
Shared activities with another class
Teacher leaving the room
Substitute teachers
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DETAILED MODELING
For classroom management-related instruction, the most effective teachers rely on modeling more
than any other strategy. Because showing students what you expect is infinitely more powerful,
more meaningful, and more memorable than voice instruction will ever be—by a long shot.
Do it well and the results can be stunning, like having a whole new class. But modeling is also
fraught with danger. Done incorrectly, it can result in confusion, poor execution of routines and
procedures, and bundles of lost time. Follow the guidelines below, however, and you’ll have your
students doing whatever you ask of them with skill and confidence.
Making you a great teacher.

MODEL EVERY ROUTINE.
Anything and everything your students do repeatedly—lining up for lunch, turning in homework,
working in small groups—should be modeled and standardized into a routine. Routines are key to
effective classroom management. They save gobs of time, improve behavior dramatically, and keep
your students focused on learning.

KNOW WHAT YOU WANT.
For modeling to be effective, you must know exactly what you want from your students. Before
starting any modeling session, create in your mind’s eye the perfect scenario for collecting science
materials, for example, or using learning centers. You may even want to do a walk through by
yourself before school. A clear picture translates to successful modeling.

BE ONE OF THEM.
When you model, don’t stand in the front of your classroom trying to mimic what you want your
students to do. Instead, show them what you expect by actually doing it—as if you’re one of them.
Borrow a desk or sit in a table group and go through the precise steps you want your students to
take. Be sure to include proper behaviors, attitudes, and conduct along the way.

MAKE IT HIGHLY DETAILED.
Most teachers don’t break down their modeling enough. They leave gaps in their instruction that
lead to confusion and indecisiveness. Effective modeling must be highly detailed. Every bridge and
transition from one small step to the next must be expressly, richly, modeled. Think in terms of
creating a visual map for your students, one that winds seamlessly from start to finish.
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ADD INSIGNIFICANT DETAILS.
Not only do you need be highly detailed, but to be most effective you must add extra details. These
extra details, which can be as simple and insignificant as tapping a poster on the way into the
classroom or as silly as dancing a jig after turning in work, act as anchors along the memory map
you’re constructing for your students. With a little creativity, these details can also be a lot of fun.

SPEAK SPARINGLY.
Although it’s smart to accompany your modeling with verbal instruction, it’s best not to be overly
explanatory. Your physical movements and actions should do most of the talking for you.
Instructions only support your modeling. Your students will indeed hear your words, but it’s their
imaginations—picturing themselves in your shoes—that will give them perfect recall.

MAKE IT LONGER.
Most teachers model only one thing at a time—like how to line up before school—but students
remember best when you include several segments, linking them together into one long routine—
how to line up before school, how to walk into class, how to put away backpacks, and how to turn
in homework. The more you ask them to do, within reason, the better they’ll do.

HAVE THEM FOLLOW YOU.
When you model in this highly detailed, ultra-realistic way, you’ll find yourself sitting at a student’s
desk, wearing a backpack, choosing a library book, sitting in time-out, and even reading silently.
Have your students follow you as you model these activities and procedures. In other words, they
must be gathered around and moving with you as you show them how to do this or perform that.

UTILIZE HELPERS.
You may have to choose students to model or role-play alongside you. For example, if you’re
showing your students how to work in literature circle groups, you’ll want to model it at a table
with several students acting as group members. Another common modeling situation may find you
sitting at a student’s desk while another student plays the role of the teacher.

LET THEM PRACTICE.
After finishing your modeling session, and after taking questions, give your “Go” signal and let your
students practice whatever it is you modeled. You can have just one student or one group of
students do it first if you wish, but before performing “live,” your whole class must prove they can
do it correctly. Remember, repetition isn’t a bad word.
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OBSERVE AND VERIFY.
Good teachers do a lot of observing—because whenever you ask something of your students, you
must verify they do it correctly. Watch closely as they go through the steps, the procedures, the
routines—everything you’ve taught and modeled for them. And if ever they fail to give you what
you want, stop them in their tracks and send them back to do it again.

ASK A LOT TO GET A LOT
Asking your students for the moon and then modeling for them exactly—precisely—how to get it,
is a recipe for not only excellent classroom management, but for great teaching as well.
Show them.
Model for them what you want. Give them the tools they need to be successful, and then walk
them step-by-step through how to use them.
Be the great teacher your students want to follow.
And follow you they will.

By Michael Linsin
Reprinted by permission from Smart Classroom Management
Michael Linsin is the founder of Smart Classroom Management, the top classroom management blog with
more than 120,000 monthly readers. He has taught every grade level from kindergarten to eighth grade over
the past 24 years, and is the author of three books about classroom management. Subscribe to Michael’s
newsletter on the Smart Classroom Management website: www.smartclasroommanagement.com
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PLANNING FOR SUCCESS
Good lesson
lesson planning
planning is
is essential
essential to
to the
the process
process of
of teaching
teaching and
and learning.
learning. A
A teacher
teacher who
who is
is
Good
prepared is
is well
well on
on his/her
his/her way
way to
to aa successful
successful instructional
instructional experience.
experience.
prepared

ESTABLISH A POSITIVE CLASSROOM ENVIRONMENT
Make the
the classroom
classroom aa pleasant,
pleasant, friendly
friendly place
place
Make
Accept individual differences
Learning activities should be cooperative and supportive
Create a non-threatening learning environment
Organize physical space; eliminate situations that my be dangerous or disruptive
Establish classroom rules and procedures and consistently reinforce them

BEGIN LESSONS BY GIVING CLEAR INSTRUCTIONS
State desired quality of work
Have students paraphrase directions
Ensure that everyone is paying attention
Ensure that all distractions have been removed
Describe expectations, activities and evaluation procedures
Start with a highly motivating activity
Build lesson upon prior student knowledge

MAINTAIN STUDENT ATTENTION
Use random selection in calling upon students
Vary who you call on and how you call on them
After posing a question, wait at least five seconds for a response
Be animated; show enthusiasm and interest
Reinforce student efforts with praise
Vary instructional methods
Provide work of appropriate difficulty
Demonstrate and model the types of responses or tasks you want students to
perform
Provide guided practice for students; monitor responses and deliver immediate
corrective feedback

USE APPROPRIATE PACING
Be aware of your teaching tempo
Watch for cues that students are becoming confused, bored or restless; use cues to
shorten or adjust lessons

PROVIDE SUITABLE INDIVIDUAL, INDEPENDENT STUDENT WORK
Individual, independent work should be purposefully assigned
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Develop
Develop procedures
procedures for
for seeking
seeking assistance;
assistance; have
have aa “help”
“help” signal
signal
Develop
Develop procedures
procedures for
for what
what to
to do
do when
when finished
finished
Move
Move around
around to
to monitor
monitor seatwork
seatwork
Vary
Vary types
types of
of products
products and
and learning
learning students
students are
are

ALLOW
ALLOW A
A VARIETY
VARIETY OF
OF GROUP
GROUP AND
AND COLLABORATIVE
COLLABORATIVE OPPORTUNITIES
OPPORTUNITIES
Structure
Structure group
group work
work so
so all
all understand
understand the
the task
task
Group
Group students
students thoughtfully
thoughtfully and
and purposely
purposely
Monitor
Monitor group
group activity;
activity; move
move around
around to
to check
check on
on progress
progress
Make
Make groups
groups accountable
accountable for
for products
products and
and sharing
sharing with
with class
class
Allow
Allow students
students to
to reflect
reflect individually
individually on
on group
group process
process

EVALUATE
EVALUATE WHAT
WHAT HAS
HAS TAKEN
TAKEN PLACE
PLACE IN
IN YOUR
YOUR LESSON
LESSON
Summarize
Summarize the
the lesson
lesson and
and focus
focus on
on positive
positive gains
gains made
made by
by students;
students;
Determine
Determine ifif the
the lesson
lesson was
was successful;
successful; were
were goals
goals accomplished?
accomplished?
Use
Use evaluation
evaluation information
information to
to inform
inform instruction
instruction

MAKE
MAKE A
A SMOOTH
SMOOTH TRANSITION
TRANSITION INTO
INTO NEXT
NEXT SUBJECT
SUBJECT
Have
Have materials
materials ready
ready for
for next
next lesson
lesson
Maintain
Maintain attention
attention of
of students
students until
until you
you have
have given
given clear
clear instructions
instructions for
for the
the next
next
activity
activity
Do
Do not
not do
do tasks
tasks that
that can
can be
be done
done by
by students
students (i.e.
(i.e. passing
passing out
out paper
paper or
or collecting
collecting
assignments);
assignments); use
use monitors
monitors
Move
Move around
around and
and attend
attend to
to individual
individual needs
needs
Provide
Provide simple,
simple, step-by-step
step-by-step instructions
instructions
Utilize
Utilize aa freeze
freeze and
and listen
listen signal,
signal, when
when necessary
necessary

DEVELOP
DEVELOP POSITIVE
POSITIVE TEACHER/STUDENT
TEACHER/STUDENT RELATIONSHIPS
RELATIONSHIPS
Set
Set aa good
good example;
example; be
be aa positive
positive role
role model
model
Acknowledge
Acknowledge effective
effective procedures
procedures and
and behaviors
behaviors
Correct
Correct misbehaviors;
misbehaviors; have
have consequences
consequences of
of disruptive
disruptive behavior;
behavior; communicate
communicate
them
them to
to children;
children; be
be consistent
consistent
Never
Never embarrass
embarrass or
or use
use sarcasm
sarcasm
Handling
Handling disruptions
disruptions
Keep
Keep isis short
short and
and simple
simple (KISS)
(KISS)
Use
Use aa warning
warning system
system
Defer
Defer disruptive
disruptive behavior
behavior proactively
proactively (eye
(eye contact,
contact, close
close space
space between
between you
you
and
and student,
student, use
use head/hand
head/hand gestures)
gestures)
Help
Help students
students be
be successful
successful
Conference
Conference privately
privately with
with disruptive
disruptive students
students

From
From Kean
Kean University
University College
College of
of Education
Education
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THE EASIEST WAY TO IMPROVE BEHAVIOR
Theeasiest
easiest way
way to
toimprove
improve classroom
classroombehavior
behavior isisone
onefew
few teachers
teachersever
ever consider.
consider. It's
It's at
at once
once
The
blatantlyobvious
obvious and
and far
faroff
off the
thegrid.
grid.You
You won't
won't find
find itit in
in modern
modern professional
professionalbooks
books and
and are
are
blatantly
unlikely
to
hear
about
it
at
conferences.
unlikely to hear about it at conferences.
Yet, it's
it's as
asplain
plain as
asday
day and
and works
works every
everytime.
time.
Yet,
doesn't entail
entailmaking
makingdrastic
drastic changes.
changes. ItIt doesn't
doesn't entail
entailextra
extraplanning
planning or
or specialized
specialized training.
training. ItIt
ItIt doesn't
doesn't
entail
selling,
persuading,
or
convincing
your
students
of
anything.
doesn't entail selling, persuading, or convincing your students of anything.
In fact,
fact,they'll
they'llbe
be all
all for
for it.
it. For
For itit isisboth
both aauniversal
universaltruth
truth and
and aawelcome
welcome balm
balm to
toany
anyhuman
human
In
interaction.
interaction.
So what
what isis this
this miracle
miracle strategy?
strategy?
So
It's politeness.
politeness.
It's
Walk into
intoany
anypolite
polite classroom
classroom anywhere
anywhere in
in the
theworld
world and
and there
there you
you will
willfind
find well-behaved
well-behaved
Walk
students.You'll
You'll find
find happiness
happiness and
and harmony,
harmony, smiles
smiles and
and friendship,
friendship, community
community and
and contentment.
contentment.
students.
So how
howdo
do you
you bring
bringmore
more politeness
politeness into
intoyour
yourclassroom?
classroom?
So
You teach
teach it.
it.You
You model
model what
what itit looks
looks like.
like.You
You practice
practice and
and encourage
encourage itit until
until itit becomes
becomespart
part of
of
You
thefabric
fabric of
of your
your classroom.
classroom.
the
Teachers who
whofocus
focus on
on this
this one
one oft-neglected
oft-neglected strategy
strategy have
have far
far fewer
fewer problems
problems with
with classroom
classroom
Teachers
management.They
Theyhave
havefewer
fewerproblems
problems with
with disrespect,
disrespect,bullying,
bullying,bickering,
bickering, and
and the
thelike.
like.
management.
you'venever
nevertaught
taught politeness
politeness before,
before, the
themost
most effective
effectiveapproach
approachisis to
tofocus
focus on
on just
just three
three
IfIf you've
foundational
areas.
foundational areas.
1.
1.
2.
2.
3.
3.

Please and
and thank
thank you.
you.
Please
Hello and
andgoodbye.
goodbye.
Hello
Excuse
me
and after
after you.
you.
Excuse me and

Thesethree
threealone
alone will
will change
changethe
thetone
toneof
of your
yourclassroom,
classroom, inspire
inspiremore
moreprofound
profound acts
acts of
of kindness,
kindness,
These
and result
result in
in better
better overall
overall classroom
classroombehavior.
behavior.
and
Thefirst
first step
step in
in teaching
teachingthem
them isisto
tomodel
model what
what they
they look
look like:
like:
The
Ask for
for volunteers
volunteersto
tohelp
help you
you as
as you
you act
actout
out how
how to
togreet
greet aa classmate,
classmate,how
how to
to accept
accept aahelping
helping
Ask
hand, or
orhow
howto
topause
pause and
and allow
allow someone
someoneto
topass
pass in
in front
front of
of you.
you. Use
Useeveryday
everyday examples
examplesfrom
fromthe
the
hand,
classroom while
whileemphasizing
emphasizingthe
the importance
importanceof
of tone,
tone,body
body language,
language, and
andeye
eye contact.
contact.
classroom
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Once
Once you've
you've covered
covered each
each foundational
foundational area,
area, break
break your
your students
studentsinto
intogroups
groupsand
andlet
letthem
them
practice
practice on
on their
their own.
own. Pose
Pose common
common situations
situations and
and then
then give
givethem
them aafew
fewminutes
minutesto
torole-play
role-playeach
each
one:
one:
AA tablemate
tablemate isis leaving
leaving for
for the
the day.
day.
Two
Two students
students approach
approach the
the pencil
pencil sharpener
sharpener at
at the
the same
same time.
time.
AA classmate
classmate helps
helps you
you on
on an
an assignment.
assignment.
You
accidentally
bump
into
someone
You accidentally bump into someone while
while lining
lining up
up for
for lunch.
lunch.
Periodic
Periodic refreshers
refreshers throughout
throughout the
the year
year are
are aa good
good idea,
idea,but
but gentle
gentle reminders
reminderskeep
keepititgoing.
going.Good
Good
teachers
teachers are
are in
in the
the habit
habit of
of stage-whispering
stage-whispering cues
cues whenever
wheneveraa student
studentforgets:
forgets:
“Please.”
“Please.”
“Good
“Good morning.”
morning.”
“Excuse
“Excuse me.”
me.”
These
These simple
simple words,
words, conveyed
conveyed with
with aa smile
smile just
just aafew
few times
times aa week,
week,will
willsustain
sustainand
andnurture
nurturethe
the
kind,
kind, considerate,
considerate, and
and well-behaved
well-behaved learning
learning environment
environment you're
you'reafter.
after.
But
But you
you must
must be
be the
the leader,
leader, the
the chief
chief role
role model,
model, the
the pillar
pillarof
of politeness.
politeness.Every
Everyday.
day.Sarcasm,
Sarcasm,
impatience,
and
grouchiness
will
undo
any
good
vibrations
you've
created.
impatience, and grouchiness will undo any good vibrations you've created.
Teaching
Teaching politeness
politeness isis aa simple
simple little
little thing
thing that
that has
has been
been easily
easily disregarded,
disregarded,quickly
quicklyforgotten,
forgotten,and
and
thought
thought too
too 1950s
1950s for
for today's
today's educational
educational complexities.
complexities.
But
But in
in the
the hands
hands of
of aa teacher
teacher willing
willing to
to make
make itit aa priority,
priority, it's
it'spowerful
powerfulstuff.
stuff.
ItIt transforms
transforms and
and uplifts.
uplifts.
ItIt endures
endures and
and inspires.
inspires.
ItIt leaves
leaves aa mark
mark that
that never
never fades
fades away.
away.
By
By Michael
Michael Linsin
Linsin
Reprinted
Reprinted by
by permission
permission from
from Smart
Smart Classroom
Classroom Management
Management
Michael
Michael Linsin
Linsin isis the
the founder
founder of
of Smart
Smart Classroom
ClassroomManagement,
Management,the
thetop
topclassroom
classroommanagement
managementblog
blogwith
with
more
than
120,000
monthly
readers.
He
has
taught
every
grade
level
from
kindergarten
to
eighth
grade
more than 120,000 monthly readers. He has taught every grade level from kindergarten to eighth gradeover
over
the
past
24
years,
and
is
the
author
of
three
books
about
classroom
management.
Subscribe
to
the
Smart
the past 24 years, and is the author of three books about classroom management. Subscribe to the Smart
Classroom
Classroom Management
Management newsletter,
newsletter, click
click here.
here.
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MAINTAINING A POSITIVE CLASSROOM
ENVIRONMENT
The following
following proven
proven classroom
classroom practices
practices and
and strategies,
strategies, from
from the
the LAUSD
LAUSD School
School Wide
Wide Positive
Positive
The
Behavior Intervention
Intervention and
and Support
Support Team,
Team, can
can be
be employed
employed by
by teachers
teachers in
in all
all types
types of
of classrooms
classrooms to
to
Behavior
prevent and
and minimize
minimize disruptive
disruptive behaviors
behaviors while
while maintaining
maintaining aa positive
positive classroom
classroom environment:
environment:
prevent
1. Greet
Greet every
every student
student as
as they
they come
come in
in the
the door.
door.
1.
2. Clearly
Clearly explain
explain class
class procedures
procedures and
and routines,
routines, re-teach
re-teach and
and practice
practice regularly.
regularly.
2.
3. Clearly
Clearly communicate
communicate and
and display
display behavior
behavior expectations.
expectations. Keep
Keep expectations
expectations simple
simple and
and
3.
specific. For
For example:
example:
specific.
Stay seated
seated during
during classroom
classroom activities
activities and
and event
event
Stay
Raise your
your hand
hand before
before speaking
speaking
Raise
Only touch
touch other
other students’
students’ property
property with
with permission
permission
Only
Wait to
to be
be dismissed
dismissed
Wait
Be prepared
prepared with
with your
your notebook,
notebook, pencil
pencil and
and book
book
Be
Listen when
when the
the teacher
teacher or
or other
other students
students are
are talking
talking
Listen
4. Offer
Offer all
all students
students leadership
leadership opportunities
opportunities through
through classroom
classroom jobs
jobs or
or by
by serving
serving as
as aa
4.
group leader.
leader.
group
5. Encourage
Encourage all
all students
students to
to respond
respond to
to questions
questions and
and to
to participate
participate in
in class
class discussions.
discussions. Use
Use
5.
equity sticks
sticks or
or other
other strategies
strategies for
for insuring
insuring that
that are
are students
students are
are included
included in
in activities
activities
equity
and discussions.
discussions.
and
6. Clearly
Clearly express
express expectations
expectations for
for learning
learning tasks
tasks and
and activities
activities before
before assigning.
assigning.
6.
7. Positively
Positively reinforce
reinforce students
students with
with praise
praise for
for following
following classroom
classroom rules
rules and
and learning
learning
7.
assignments. Use
Use praise
praise statements
statements that
that describe
describe the
the specific
specific behavior
behavior you
you observed:
observed:
assignments.
Thanks for
for waiting
waiting so
so quietly.
quietly.
Thanks
Great job
job getting
getting started
started so
so quickly.
quickly.
Great
Terrific job
job getting
getting your
your first
first draft
draft completed
completed on
on time.
time.
Terrific
Thank you
you for
for trying
trying on
on your
your own
own for
for five
five minutes
minutes before
before asking
asking for
for help.
help.
Thank
Good work
work completing
completing ten
ten sentences.
sentences.
Good
Great job
job being
being prepared
prepared to
to work
work before
before the
the bell
bell rang.
rang.
Great
8. There
There should
should be
be aa ratio
ratio of
of four
four positive
positive interactions
interactions for
for every
every one
one negative.
negative. Positive
Positive
8.
interactions are
are characterized
characterized by
by one
one or
or more
more of
of the
the following:
following:
interactions
Praise
Praise
Greeting
Greeting
Compliment
Compliment
Holding aa friendly
friendly conversation
conversation or
or interaction
interaction with
with the
the student.
student.
Holding
9. There
There are
are also
also several
several non-confrontational
non-confrontational practices
practices teachers
teachers can
can use
use to
to manage
manage
9.
challenging student
student behavior:
behavior:
challenging
Teacher-student proximity
proximity
Teacher-student
Offering choices
choices
Offering
Redirection
Redirection
Private talks
talks
Private
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Praising
Praisingother
otherstudents
studentswho
whoare
areexhibiting
exhibitingthe
theappropriate
appropriatebehavior
behavior
Giving
Givingmore
morerecognition
recognitionto
towhat
whatstudent
studentisisdoing
doingcorrectly
correctly
10.
10.Reinforce
Reinforcebehavior
behaviorthrough
throughpositive
positiverewards
rewardssuch
suchas
astickets
ticketsfor
forprizes.
prizes.Prizes
Prizescan
canbe
be
inexpensive
inexpensiveor
orfree,
free,such
suchas:
as:
Sit
Sitwith
withaafriend
friend
Lunch
Lunchwith
withthe
theteacher
teacher
Use
the
teacher’s
Use the teacher’schair
chairfor
foran
anhour
hour
Use
Useaagel
gelpen
penfor
forwriting
writingan
anassignment
assignment
11.
11.Create
Createmenu
menuof
ofreinforcers
reinforcers(see
(seebelow).
below).You
Youcan
canalso
alsomake
makeaareinforcement
reinforcement“die”
“die”and
andlet
let
students
roll
it.
Or
keep
reinforcement
coupons
in
a
prize
jar:
students roll it. Or keep reinforcement coupons in a prize jar:

REINFORCEMENT
REINFORCEMENT MENU
MENU
Run
Runerrands
errands
Water
Waterthe
theplants
plants
Do
Dohalf
halfof
of an
anassignment
assignment
Take
Takehome
homeaagood
goodnote
note
Have
Havetalk
talktime
timewith
withfriends
friends
Get
Getextended
extendedrecess
recess or
orbreak
breaktime
timefor
forthe
thewhole
wholeclass
class
Grab
Grabsomething
somethingfrom
fromthe
thegrab
grab bag
bag
Get
Getaatreat
treatat
atthe
the end
endof
of the
theday
day
Use
Usethe
thecomputer
computerfor
forextra
extratime
time
Borrow
Borrowaabook
bookfrom
fromthe
theteacher’s
teacher’slibrary
library
Select
Selectaasong
songfor
forthe
theclass
classto
tolisten
listento
to

STRATEGIES
STRATEGIESTO
TOMANAGE
MANAGEATTENTION
ATTENTIONSPAN
SPANBEHAVIOR
BEHAVIOR
Have
Havestudents
studentscall
callback
backfacts
factsor
orother
otherparts
partsof
ofthe
thelesson
lessonbeing
beingtaught
taught
Have
students
stand
and
stretch
Have students stand and stretch
Have
Havestudents
studentsspend
spendtwo
twominutes
minutesdoing
doingyoga
yogaat
attheir
theirdesks
desks
Instruct
Instructstudents
studentsto
tostand
standup,
up,find
findaapartner
partnerwith
withthe
thesame
sameshoes
shoes(shirt,
(shirt,eyes,
eyes,hair,
hair,
height,
etc.)
and
discuss
something
from
the
lesson
height, etc.) and discuss something from the lesson
Put
Puton
onmusic
musicand
andhave
havestudents
studentsdance
danceat
attheir
theirdesks
desksfor
fortwo
twominutes.
minutes.
Have
Havestudents
studentsturn
turnto
toaaneighbor
neighborand
andrepeat
repeatback
backaafact
factfrom
fromthe
thelesson
lesson
Instruct
at
a
quick
pace
Instruct at a quick pace
Reduce
Reducelength
lengthof
ofassignments
assignmentsor
orbreak
breakdown
downassignments
assignmentsinto
into“chunks”
“chunks”
Employ
Employstudents
studentsin
inclass
classdecision
decisionmaking
makingand
andorganizing
organizing
Provide
non-disruptive
activity
options
Provide non-disruptive activity options
Utilize
Utilizeaavariety
varietyof
ofmedia
media(photography,
(photography,music,
music,magazines)
magazines)to
tocommunicate
communicate
concepts
concepts
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PRAISE, ENCOURAGEMENT, AND FEEDBACK
Teachers are often told to praise early and praise often, but as educational psychologist Elizabeth
Hartley-Brewer explains in Scholastic Teacher: there’s good praise, and there’s bad praise. “Praising
well is a subtle art,” says the author of Talking to Tweens. “How you phrase it can make a huge
difference in whether a child feels freed and encouraged by your comments or, despite your good
intentions, becomes anxious or even angry.” Here Hartley-Brewer shares some tips on the best
ways to praise students.
Increase your vocabulary. When it comes to ensuring that praise is effective, the word ‘good’ is
inadequate; it says little. Instead, try using description—a “well-argued” paper, an “insightful”
poem, or a “beautifully drawn” map. If you stick to this rule in your class, you’ll start to notice that
your students pick up on it, too, and become better at handing out their own compliments. Raise
the bar.
Fit praise to students’ grade level. Until about second grade, children see the world in black and
white terms, says Hartley-Brewer, which also means that they see themselves in the same simple
terms, as either a good kid or a bad kid. Consider instituting a balance sheet rule: three pieces of
praise for every criticism. With older children, Hartley-Brewer advises us to save celebrations for
the notable successes, and in the meantime, focus on affirmation.
Give high fives. Some of the best praise is non-verbal. Add some high-fives and handshakes to your
repertoire, says Hartley-Brewer. Plus “stickers, kind comments written on homework pages, and
simply a warm tone of voice” convey approval and support.
Don't wait for them to cross the finish line. Success is a process. A good science project, for
instance, is the result of many separate right choices and hard work. Instead of waiting until the
final grading, use praise during the process to keep your students on track, help them pick up the
pace if necessary, and gain confidence in their work, not just their product.
Get specific. Praise should include information about what exactly good work is. Only when they
know what they did well can students make sure to repeat their success. Specific praise fulfills the
exact function of constructive criticism (only it’s more fun to receive!).
Don't be wowed by neatness. Often teachers get a special thrill from super-neat homework.
Although neatness shows diligence and care, it can also be a diversion from content. Remember
that when you praise and encourage neatness, it’s not the same thing as praising and encouraging
good thinking.
Don't gush. Too much fervor can not only sound fake but also creates tension around rising
expectations to earn accolades. If praise is about appreciation, match the applause to the
achievement. Save “wows” and “amazings!” for truly impressive work. Sometimes, a simple “Nice,
you finished it on time,” will do.
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Praise
Praiseen
enmasse.
masse.Genuine
Genuinepraise
praiseto
tothe
theclass
classat
atlarge
largecan
canoften
oftenbe
beas
asencouraging
encouragingas
asone-on-one
one-on-one
praise.
Plus,
praise
of
your
entire
class
can
engender
esprit
de
corps
among
the
students.
praise. Plus, praise of your entire class can engender esprit de corps among the students.
Don't
Don'tignore
ignorefailure.
failure. When
Whenteachers
teacherstalk
talkup
upstudents’
students’achievements,
achievements,but
butbecome
becomesilent
silentin
inthe
theface
face
of
failure,
the
message
is:
Failure
is
too
shameful
to
talk
about.
Pointing
out
where
work
is
not
of failure, the message is: Failure is too shameful to talk about. Pointing out where work is notup
up
to
topar
parprovides
providesfactual
factualand
andneutral
neutralinformation
informationon
onwhat
whatwent
wentwrong,
wrong,what
whathas
hasnot
notbeen
been
understood
understoodfully,
fully,and
andon
onwhat
whatneeds
needsto
tobe
bechanged.
changed.
Do
Doremember
rememberto
toaccept
acceptpraise
praisefor
foryourself,
yourself,too.
too.People
Peoplewho
whodon’t
don’treceive
receiveor
orgive
givethemselves
themselvespats
pats
on
onthe
theback
backare
aremuch
muchless
lesslikely
likelyto
togive
givepraise
praiseto
toothers.
others.So
Soget
getused
usedto
togetting
gettingpraise,
praise,even
evenififyou
you
have
to
ask
for
it—it
will
make
you
a
more
supportive
teacher!
Learning
to
praise
ourselves,
says
have to ask for it—it will make you a more supportive teacher! Learning to praise ourselves, says
Hartley-Brewer,
Hartley-Brewer,“will
“willact
actas
asaaboost
boostand
andhelp
helpus
usto
tobe
bepositive
positiveand
andencouraging.”
encouraging.”
Reprinted
Reprintedfrom
fromScholastic
ScholasticTeachers
Teachers www.scholastic.com
www.scholastic.com
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EFFECTIVE
EFFECTIVE PRAISE,
PRAISE, ENCOURAGEMENT
ENCOURAGEMENT AND
AND FEEDBACK
FEEDBACK
Effective
Effective praise
praise can
can be
be informative
informative as
as well
well as
as reinforcing,
reinforcing, can
can provide
provide encouragement
encouragement and
and support,
support,
and
and can
can help
help teachers
teachers establish
establish friendly
friendly relationships
relationships with
with students.
students. Praise
Praise should
should be
be specific;
specific; that
that
is,
it
should
expressly
mention
what
the
person
did
to
deserve
the
praise
and
should
attribute
the
is, it should expressly mention what the person did to deserve the praise and should attribute the
success
success to
to effort
effort and
and ability.
ability. “You
“You must
must be
be really
really proud
proud of
of yourself
yourself to
to have
have been
been so
so resourceful
resourceful in
in
finding
finding the
the necessary
necessary materials
materials to
to finish
finish the
the task.”
task.”
Use
Use selections
selections from
from the
the list
list below
below to
to complete
complete descriptive
descriptive praises.
praises. Descriptive
Descriptive praise
praise helps
helps
students
students know
know the
the meaning
meaning of
of these
these abstract
abstract terms
terms when
when we
we link
link them
them to
to their
their own
own behaviors.
behaviors.
alert
alert

determined
determined

gracious
gracious

problem
problem

award
award

efficient
efficient

helpful
helpful

solving
solving

candid
candid

effective
effective

honest
honest

prompt
prompt

caring
caring

effort
effort

integrity
integrity

punctual
punctual

considerate
considerate

emphatic
emphatic

initiative
initiative

purposeful
purposeful

consistent
consistent

enthusiastic
enthusiastic

organized
organized

respectful
respectful

cooperative
cooperative

flexible
flexible

patient
patient

responsible
responsible

courageous
courageous

focused
focused

perseverance
perseverance

trustworthy
trustworthy

creative
creative

friendly
friendly

persistent
persistent

enterprising
enterprising

curious
curious

generous
generous

positive
positive

thoughtful
thoughtful

insightful
insightful

inclusive
inclusive

innovative
innovative

kind
kind
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LESSONPLANNING
PLANNING
LESSON
Themost
mostsuccessful
successfullessons
lessonsbegin
beginwith
withthe
theend
endininmind.
mind.As
AsStephen
StephenR.R.Covey,
Covey,author
authorofofThe
TheSeven
Seven
The
Habits
of
Highly
Effective
People
explains,
“To
begin
with
the
end
in
mind
means
to
start
with
Habits of Highly Effective People explains, “To begin with the end in mind means to start with aa
clearunderstanding
understandingofofyour
yourdestination.
destination.ItItmeans
meanstotoknow
knowwhere
whereyou’re
you’regoing
goingso
sothat
thatyou
youbetter
better
clear
understandwhere
whereyou
youare
arenow,
now,sosothat
thatthe
thesteps
stepsyou
youtake
takeare
arealways
alwaysininthe
theright
rightdirection.”
direction.”
understand
Thisprinciple
principleisisthe
thebasis
basisfor
forthe
thebackward
backwardplanning
planningmodel
modelfor
forlesson
lessonplanning,
planning,as
asoutlined
outlinedby
by
This
prominenteducators
educatorsGrant
GrantWiggins
Wigginsand
andJay
JayMcTighe
McTigheinintheir
theirlandmark
landmarkbook,
book,Understanding
Understandingby
by
prominent
Design.
In
this
model,
teachers
begin
lesson
planning
by
defining
the
specific
learning
goal.
Design. In this model, teachers begin lesson planning by defining the specific learning goal.
Generallythis
thisdecision
decisionisisinformed
informedby
bythe
thecontent
contentstandards
standardsand
andthe
thecurricular
curricularplan
planofofthe
theschool.
school.
Generally
Oncethis
thislearning
learninggoal
goalisisestablished
establishedteachers
teachersthen
thendesign
designthe
theculminating
culminatingassessment
assessmentthat
thatisistied
tied
Once
to
the
learning
goal.
Creating
and
understanding
the
tasks
students
will
be
expected
to
perform
to the learning goal. Creating and understanding the tasks students will be expected to perform atat
theconclusion
conclusionofofthe
thelesson
lessonunit,
unit,helps
helpsthe
theteacher
teacherfocus
focuson
onthe
theinstructional
instructionalsteps
stepsthat
thatwill
willlead
leadto
to
the
this
culmination.
this culmination.
Thissimple
simpleset
setofofsteps
stepsare
arehelpful
helpfulinindesigning
designinglessons
lessonsfor
formost
mostcontent
contentareas
areasand
andgrade
gradelevels:
levels:
This
Definethe
thelesson’s
lesson’sobjectives
objectivesand
andgoals.
goals.Make
Makesure
surethese
theseare
areininline
linewith
withappropriate
appropriate
1.1. Define
standardsand
andschool
schoolcurricular
curricularplans.
plans.
standards
Planan
an“into”
“into”ororanticipatory
anticipatoryactivity
activitytototap
tapstudents’
students’prior
priorknowledge
knowledgeand
andpique
piquestudents’
students’
2.2. Plan
interestininwhat
whatisistotocome.
come.
interest
Deliveraadirect
directinstructional
instructionallesson,
lesson,which
whichcan
caninclude
includelecture,
lecture,texts,
texts,other
othermaterials,
materials,
3.3. Deliver
discussionand
andmodeling
modelingofofthe
thethinking
thinkingororskills.
skills.Include
Includekey
keyvocabulary
vocabularyand
andconcepts.
concepts.
discussion
Leadguided
guidedpractice
practicetotogive
givestudents
studentsan
anopportunity
opportunitytotodevelop
developtheir
theirunderstanding
understandingofofthe
the
4.4. Lead
topicthrough
throughactive
activeinteraction
interactionwith
withthe
thecontent.
content.Cooperative
Cooperativelearning
learninggroups
groupsare
areuseful
useful
topic
here
to
collaborate
and
exchange
ideas.
here to collaborate and exchange ideas.
Reviewand
andreteach
reteachasasnecessary
necessaryby
bybringing
bringingthe
the students
studentsback
backtogether
togetherto
toclarify
clarifythe
the
5.5. Review
learning
goals
and
check
for
understanding.
learning goals and check for understanding.
Independentwork
workisisan
anopportunity
opportunityfor
forstudents
studentsindividually
individuallytotodemonstrate
demonstratethe
theskills
skillsor
or
6.6. Independent
conceptsthey
theyhave
havelearned.
learned.
concepts
Assessmenttotodetermine
determinemastery
masteryofofskills
skillsand/or
and/orunderstanding
understandingofofconcepts.
concepts.Student
Student
7.7. Assessment
performancecan
caninform
informfuture
futurelessons
lessonsby
bysignaling
signalingthe
theneed
needtotoreview
reviewand
andreteach,
reteach,or
or
performance
suggestingaafaster
fastermovement
movementforward.
forward.
suggesting
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ENGAGEMENT AND RIGOR
When
When students
students are
are engaged
engaged in
in their
their learning,
learning, they
they are
are willingly
willingly and
and actively
actively involved
involved in
in the
the work.
work.
When
When students
students are
are engaged,
engaged, not
not only
only are
are they
they on-task,
on-task, but
but they
they approach
approach the
the task
task with
with enthusiasm
enthusiasm
and
and persistence.
persistence. More
More than
than attentive,
attentive, engaged
engaged students
students are
are genuinely
genuinely curious
curious about
about the
the topic
topic and
and
can
make
spontaneous
intellectual
connections
between
the
subject,
other
information
they
have
can make spontaneous intellectual connections between the subject, other information they have
learned,
learned, and
and their
their own
own life
life experiences.
experiences.
In
In the
the very
very best
best situations,
situations, students
students who
who are
are authentically
authentically engaged
engaged in
in their
their learning
learning find
find the
the
process
process of
of intellectual
intellectual investigation
investigation so
so stimulating
stimulating that
that they
they cease
cease to
to think
think of
of the
the schoolwork
schoolwork as
as
work.
In
this
way,
teachers
who
can
artfully
engage
their
students
are
not
only
strengthening
work. In this way, teachers who can artfully engage their students are not only strengthening their
their
students’
learning
at
that
time,
they
are
helping
to
create
students
who
find
learning
joyful,
and
students’ learning at that time, they are helping to create students who find learning joyful, and
therefore
therefore become
become lifelong
lifelong learners.
learners.
What
What are
are the
the common
common components
components of
of engaging
engaging learning
learning activities?
activities? Engaging
Engaging learning:
learning:
activates
activates prior
prior knowledge
knowledge
sparks
sparks curiosity
curiosity
poses
real
poses real life
life questions
questions or
or problems
problems
fosters
active
investigation
fosters active investigation
promotes
promotes group
group interaction
interaction
encourages
collaboration
encourages collaboration
inspires
inspires lively
lively group
group discussion
discussion
allows
allows for
for choice
choice
uses
games
uses games and
and humor
humor
taps
into
individual
taps into individual resources
resources and
and experiences
experiences
nurtures
independent
thinking
nurtures independent thinking
involves
involves all
all participants
participants simultaneously
simultaneously
There
There are
are several
several prominent
prominent educators
educators who
who have
have designed
designed strategies
strategies and
and approaches
approaches to
to assist
assist
teachers
teachers in
in creating
creating highly
highly engaging
engaging instructional
instructional programs.
programs. Dr.
Dr. Spencer
Spencer Kagan
Kagan has
has developed
developed aa
comprehensive
comprehensive engagement
engagement program
program built
built around
around aa series
series of
of activity
activity protocols,
protocols, called
called
“structures,”
that
teachers
employ
to
create
learning
opportunities
for
students
“structures,” that teachers employ to create learning opportunities for students that
that are
are
extremely
extremely interactive,
interactive, collaborative
collaborative and
and involve
involve all
all students
students at
at aa high
high level
level of
of engagement.
engagement.
Kagan
Kagan structures
structures can
can be
be used
used to
to heighten
heighten the
the rigor
rigor of
of discussions,
discussions, to
to build
build community
community and
and
teamwork,
to
focus
and
organize
groups
for
project-based
learning,
and
to
assess
learning.
teamwork, to focus and organize groups for project-based learning, and to assess learning. The
The
Kagan
Kagan materials
materials are
are available
available for
for purchase,
purchase, videos
videos of
of teachers
teachers demonstrating
demonstrating the
the structures
structures are
are
readily
available
on
YouTube,
and
the
Kagan
organization
offers
professional
development
readily available on YouTube, and the Kagan organization offers professional development
throughout
throughout the
the year
year in
in locations
locations around
around the
the country.
country.
Whole
Whole Brain
Brain Teachers
Teachers is
is an
an organization
organization started
started by
by three
three California
California teachers
teachers in
in 1999,
1999, and
and has
has
since
expanded
to
thousands
of
teacher
who
employ
the
Whole
Brain
strategies
to
great
since expanded to thousands of teacher who employ the Whole Brain strategies to great
success.
success. Whole
Whole Brain
Brain Teaching
Teaching rests
rests upon
upon the
the principle
principle that
that students
students learn
learn the
the most
most when
when they
they
are
having
fun.
Whole
Brain
classrooms
are
task-focused
but
filled
with
laughter.
As
Chris
Biffle,
are having fun. Whole Brain classrooms are task-focused but filled with laughter. As Chris Biffle,
one
one of
of the
the founders
founders explains,
explains, “At
“At the
the root
root of
of Whole
Whole Brain
Brain Teaching
Teaching is
is aa large
large amount
amount of
of highly
highly
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structured, educational
educationaltomfoolery.”
tomfoolery.” Whole
Whole Brain
Brain classrooms
classrooms are
are highly
highly disciplined
disciplined and
and tightly
tightly
structured,
organize,but
but use
usehumor
humorand
and games
gamesto
to increase
increasethe
the number
numberof
of times
times students
students repeat
repeat core
core
organize,
information
and
practice
basic
skills.
The
Whole
Brain
website
has
dozens
of
videos
and
information and practice basic skills. The Whole Brain website has dozens of videos and
resources available
availableto
toteachers.
teachers.
resources

IDEAS FOR
FOR ENGAGEMENT
ENGAGEMENT STRATEGIES
STRATEGIES
IDEAS
Kagan Online
Online –– Dr.
Dr.Spencer
Spencer Kagan,
Kagan, Educator-Founder
Educator-Founder of
of Kagan
Kagan Cooperative
Cooperative Learning
Learning
Kagan
http://www.kaganonline.com/online_magazine/
http://www.kaganonline.com/online_magazine/
Whole Brain
BrainTeachers
Teachers
Whole
http://www.wholebrainteaching.com
http://www.wholebrainteaching.com
Edutopia ––Rob
Rob Olazagasti,
Olazagasti,66thth grade
grade Science
Science teacher
teacher
Edutopia
http://www.edutopia.org/stw-assessment-authentic-student-engagement
http://www.edutopia.org/stw-assessment-authentic-student-engagement
Marzano Center
Center –– Dr.
Dr. Robert
Robert J.J.Marzano,
Marzano, author,
author,The
The Highly
Highly Engaged
Engaged Classroom
Classroom
Marzano
http://www.marzanocenter.com/blog/article/5-ways-to-get-and-keep-your-studentshttp://www.marzanocenter.com/blog/article/5-ways-to-get-and-keep-your-studentsattention/
attention/
Edutopia ––Joshua
Joshua Block,
Block, Humanities
HumanitiesTeacher:
Teacher:
Edutopia
Planning
for
Engagement:
6
Strategies
forthe
the Year
Year
Planning for Engagement: 6 Strategies for
New Management
Management –– Rick
Rick Morris,
Morris, Educator
Educator
New
Engaging
students
with
music
and
Bell Work
Work
Engaging students with music and Bell
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BLOOM’S
BLOOM’STAXONOMY
TAXONOMYand
andWEBB’S
WEBB’SDEPTH
DEPTHOF
OFKNOWLEDGE
KNOWLEDGE(DOK)
(DOK)
InInplanning
planninglessons
lessonsthat
thatare
areengaging
engagingand
andrigorous,
rigorous,teachers
teachersoften
oftenrefer
referto
toBloom’s
Bloom’sTaxonomy
Taxonomy
and/or
and/or Webb’s
Webb’sDepth
DepthofofKnowledge
Knowledge(DOK).
(DOK).These
Thesetwo
twoparadigms
paradigmscan
canhelp
helpteachers
teachersplan
planlessons
lessons
that
extend
student
learning
and
require
deeper
and
more
complex
thinking
from
students.
that extend student learning and require deeper and more complex thinking from students.
Current
CurrentLAUSD
LAUSDlesson
lessonplanning
planningand
andtraining
trainingaround
aroundthe
theCommon
CommonCore
Corefocus
focuson
onWebb’s
Webb’sDepth
Depthofof
Knowledge,
Knowledge,as
asthe
theDOK
DOKmodel
modelisisfoundational
foundationalfor
forthe
theCommon
CommonCore
CoreState
StateStandards.
Standards.Dr.
Dr.Karen
Karen
Hess
of
the
Common
Core
Institute
has
created
a
Guide
for
Using
Webb’s
Depth
of
Knowledge
Hess of the Common Core Institute has created a Guide for Using Webb’s Depth of Knowledgewith
with
Common
CommonCore
CoreState
StateStandards.
Standards.
The
TheDepth
DepthofofKnowledge
Knowledge(DOK)
(DOK)schema
schemaprovides
providesaamodel
modelfor
forplanning
planninginstruction
instructionthat
thatasks
asks
students
studentsto
tograpple
grapplewith
withincreasingly
increasinglymore
morerigorous
rigorousthinking:
thinking:

RECALL
RECALLAND
AND
REPRODUCTION
REPRODUCTION

SKILLS
SKILLSAND
AND
CONCEPTS
CONCEPTS

STRATEGIC
STRATEGIC
THINKING
THINKING

EXTENDED
EXTENDED
THINKING
THINKING

EXPLAIN
EXPLAINSIMPLE
SIMPLE
CONCEPT
CONCEPT

SOLVE
SOLVEMULTIPLEMULTIPLESTEP
STEPPROBLEMS
PROBLEMS

SOLVE
SOLVENONNONROUTINE
ROUTINE
PROBLEMS
PROBLEMS

DESIGN
DESIGNAND
AND
CONDUCT
CONDUCTAN
AN
EXPERIMENT
EXPERIMENT

RECALL
RECALLFACTS
FACTSAND
AND
DETAILS
DETAILS

INTERPRET
INTERPRETAA
GRAPH
GRAPH

EXPLAIN
EXPLAINAA
PHENOMENA
PHENOMENA

SYNTHESIZE
SYNTHESIZEIDEAS
IDEAS
INTO
INTONEW
NEW
CONCEPTS
CONCEPTS

CONDUCT
CONDUCTBASIC
BASIC
CALCULATIONS
CALCULATIONS

SHOW
SHOW
RELATIONSHIPS
RELATIONSHIPS

SUPPORT
SUPPORTIDEAS
IDEAS
WITH
WITHDETAILS
DETAILS

CRITIQUE
CRITIQUE
EXPERIMENTAL
EXPERIMENTAL
DESIGNS
DESIGNS

DESCRIBE
DESCRIBE
FEATURES
FEATURES

PREDICT
PREDICTAA
LOGICAL
LOGICAL
OUTCOME
OUTCOME

DEVELOP
DEVELOPAA
SCIENTIFIC
SCIENTIFICMODEL
MODEL

DESIGN
DESIGNAA
MATHEMATICAL
MATHEMATICAL
MODEL
MODEL

IDENTIFY
IDENTIFYAN
AN
ELEMENT
ELEMENT

IDENTIFY
IDENTIFY
PATTERNS
PATTERNS

DEVELOP
DEVELOPAA
LOGICAL
LOGICAL
ARGUMENT
ARGUMENT

CONNECT
CONNECT
COMMON
COMMON
CULTURAL
CULTURAL
THEMES
THEMES

SORT
SORTOBJECTS
OBJECTS

IDENTIFY
IDENTIFYAND
AND
JUSTIFY
JUSTIFYAA
SOLUTION
SOLUTION

CREATE
CREATEAN
AN
INDEPENDENT,
INDEPENDENT,
ARTISTIC
ARTISTICWORK
WORK

FORMULATE
FORMULATEAA
CONCLUSION
CONCLUSION
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CREATING

EXTENDED
THINKING

EVALUATING

STRATEGIC
THINKING

ANALYZING

SKILLS AND
CONCEPTS

APPLYING

UNDERSTANDING

RECALL AND
REPRODUCTION

REMEMBERING
Bloom’s – New Version (1990’s)

Webb’s DOK (2002)

DEPTH OF KNOWLEDGE KEY WORDS, STEMS AND ACTIVITIES
LEVEL 1. RECALL and REPRODUCTION – Recall a fact, information, or procedure.
Arrange

Illustrate

Memorize

Recognize

What

Calculate

Label

Name

State

When

Define

List

Quote

Tabulate

Where

Draw

Match

Recall

Tell

Who

Identify

Measure

Recite

Use

Why

LEVEL 1 QUESTION STEMS:
Can you recall ___?
When did ___ happen?
Who was ___?
How can you recognize ___?
What is ___?
How can you find the meaning of ___?
Can you recall ___?
Can you select ___?
How would you write ___?
What might you include on a list about ___?
Who discovered ___?
What is the formula for ___?
Can you identify ___?
How would you describe ___?
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LEVEL 1 ACTIVITIES:
Recall elements and details of story structure, such as sequence of events, character, plot and
setting.
Conduct basic mathematical calculations.
Label locations on a map.
Represent in words or diagrams a scientific concept or relationship.
Perform routine procedures like measuring length or using punctuations marks correctly.
Describe the features of a place or people.

LEVEL 2. SKILLS and CONCEPTS – Engages mental process beyond habitual response using
information or conceptual knowledge. Requires two or more steps.
Apply

Compare

Identify Patterns

Organize

Sketch

Categorize

Determine

Infer

Predict

Solve

Cause and Effect

Distinguish

Interpret

Relate

Summarize

Classify

Estimate

Make
Observations

Separate

Use Context Clues

Collect and
Display

Graph

Modify

Show

LEVEL 2 QUESTION STEMS:
Can you explain how ___ affected ___?
How would you compare ___?
How would you contrast ___?
How would you classify ___?
How are ___ alike?
How are ___ different?
What can you say about ___?
How would you summarize
___?
What steps are needed to edit ___?
When would you use an outline to
___?
How would you use an outline to
___?
How would you estimate ___?
How could you organize ___?
How would you apply what you learned to develop ___?
LEVEL 2 ACTIVITIES:
Identify and summarize the major events in a narrative.
Use context cues to identify the meaning of unfamiliar words.
Solve routine multiple-step problems.
Describe the cause/effect of a particular event.
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Identify patterns in events or behavior.
Identify patterns in events or behavior.
Formulate a routine problem given data and conditions.
Formulate a routine problem given data and conditions.
Organize, represent and interpret data.
Organize, represent and interpret data.

LEVEL 33 STRATEGIC
STRATEGIC THINKING:
THINKING: Requires
Requires reasoning, developing a plan or a sequence of steps,
LEVEL
reasoning, developing a plan or a sequence of steps,
some complexity, more than one possible answer, higher level of thinking than previous 2 levels.
some complexity, more than one possible answer, higher level of thinking than previous 2 levels.

Apprise
Apprise

Compare
Compare

Develop a Logical
Develop a Logical
Argument
Argument

Explain
Explain
Phenomena in
Phenomena in
Terms of
Terms of
Concepts
Concepts

Assess
Assess

Construct
Construct

Differentiate
Differentiate

Formulate
Formulate

Revise
Revise

Cite Evidence
Cite Evidence

Critique
Critique

Draw Conclusions
Draw Conclusions

Hypothesize
Hypothesize

Use Concepts to
Use Concepts to
Solve NonSolve NonRoutine Problems
Routine Problems

Investigate
Investigate

LEVEL 3 QUESTION STEMS:
LEVEL 3 QUESTION STEMS:
What is the best answer? Why?
What is the best answer? Why?
What is your interpretation of the text?
What is your interpretation of the text?
How is ___ related to ___?
How is ___ related to ___?
What conclusions can you draw ___?
What conclusions can you draw ___?
How would you test ___?
How would you test ___?
Can you predict the outcome if ___?
Can you predict the outcome if ___?
How would you describe the sequence of ___?
How would you describe the sequence of ___?
What facts would you select to support ___?
What facts would you select to support ___?
Can you elaborate on the reason ___?
Can you elaborate on the reason ___?
What would happen if ___?
What would happen if ___?
Can you formulate a theory for ___?
Can you formulate a theory for ___?
How would you test ___?
How would you test ___?
How would you adapt ___ to create a different ___?
How would you adapt ___ to create a different ___?
LEVEL 3 ACTIVITIES:
LEVEL 3 ACTIVITIES:
Support ideas with details and examples.
Support ideas with details and examples.
Use voice appropriate to the purpose and audience.
Use voice appropriate to the purpose and audience.
Identify research questions and design investigations for a scientific problem.
Identify research questions and design investigations for a scientific problem.
Develop a scientific model for a complex situation.
Develop a scientific model for a complex situation.
Determine the author’s purpose and describe how it affects the interpretation of a reading
Determine the author’s purpose and describe how it affects the interpretation of a reading
selection.
selection.
Apply a concept in other contexts.
Apply a concept in other contexts.
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LEVEL
LEVEL 44 EXTENDED
EXTENDED THINKING:
THINKING: Requires
Requires investigation,
investigation, complex
complex reasoning,
reasoning, planning,
planning,
developing,
developing, and
and thinking-probably
thinking-probably over
over an
an extended
extended period
period of
of time.
time.
Analyze
Analyze

Connect
Connect

Defend
Defend

Judge
Judge

Support
Support

Apply
Apply Concepts
Concepts

Create
Create

Design
Design

Propose
Propose

Synthesize
Synthesize

Compose
Compose

Critique
Critique

Evaluate
Evaluate

Prove
Prove

LEVEL
LEVEL 44 QUESTION
QUESTION STEMS:
STEMS:
What
What information
information can
can you
you gather
gather to
to support
support your
your idea
idea about
about ___?
___?
Write
Write aa thesis,
thesis, drawing
drawing conclusion
conclusion from
from multiple
multiple sources.
sources.
Design
Design and
and conduct
conduct an
an experiment.
experiment.
Gather
Gather information
information to
to develop
develop alternative
alternative explanations
explanations for
for the
the results
results of
of the
the experiment.
experiment.
Write
a
research
paper
on
a
topic.
Write a research paper on a topic.
Apply
Apply information
information from
from one
one text
text to
to another
another text
text to
to develop
develop aa persuasive
persuasive argument.
argument.
LEVEL
LEVEL 44 ACTIVITIES:
ACTIVITIES:
Conduct
Conduct aa project
project that
that requires
requires specifying
specifying aa problem,
problem, designing
designing and
and conducting
conducting an
an
experiment,
experiment, analyzing
analyzing its
its data,
data, and
and reporting
reporting results/solutions.
results/solutions.
Apply
Apply mathematical
mathematical model
model to
to illuminate
illuminate aa problem
problem or
or situation.
situation.
Analyze
Analyze and
and synthesize
synthesize information
information from
from multiple
multiple sources.
sources.
Describe
Describe and
and illustrate
illustrate how
how common
common themes
themes are
are found
found across
across texts
texts from
from different
different cultures.
cultures.
Design
Design aa mathematical
mathematical model
model to
to inform
inform and
and solve
solve aa practical
practical or
or abstract
abstract situation.
situation.
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PROTOCOLSFOR
FORDISCUSSION
DISCUSSIONAND
ANDTEAMWORK
TEAMWORK
PROTOCOLS
Engagingdiscussion
discussionprotocols
protocolsprovide
providepurposeful,
purposeful,fun
funand
andvaried
variedstructures
structuresfor
forstudents
studentstotodiscuss
discuss
Engaging
andprocess
processtheir
theirlearning.
learning.These
Theseprotocols
protocolsare
aresuccessful,
successful,ininpart,
part,because
becausethey
theyallow
allowallallstudents
students
and
in
a
class
to
be
fully
engaged
at
the
same
time.
Additionally,
they
provide
a
platform
for
students
in a class to be fully engaged at the same time. Additionally, they provide a platform for students toto
sharetheir
theirideas
ideasand
andinsights
insightsininananenvironment
environmentthat
thatisislively
livelyand
andequitable.
equitable.
share
Theprotocols
protocolsoffered
offeredhere
hereare
arefrom
fromDr.
Dr.Spencer
SpencerKagan’s
Kagan’sCooperative
CooperativeLearning
LearningStructures
Structuresadapted
adapted
The
AmyCoventry
Coventryfor
forthe
theCenter
Centerfor
forCulturally
CulturallyResponsive
ResponsiveTeaching
Teachingand
andLearning.
Learning.These
Thesediscussion
discussion
bybyAmy
protocolsare
areneither
neithercontent
contentnor
norgrade
gradelevel
levelspecific.
specific.Instead,
Instead,they
theyprovide
providea avariety
varietyofofstructures
structures
protocols
from
which
teachers
can
choose
to
engage
students
with
the
content
at
hand
through
whole
class,
from which teachers can choose to engage students with the content at hand through whole class,
smallgroup
groupand
andpair
pairdiscussions.
discussions.
small

SMALLGROUP
GROUP
SMALL
NumberedHeads
HeadsTogether
Together
Numbered
Students
are
put
in
groupsofof4 4toto6 6and
andnumbered.
numbered.When
Whenasked
askeda aquestion,
question,students
studentswork
work
Students are put in groups
togethertotofind
findthe
thebest
bestanswer.
answer.When
Whencalled
calledtogether
togetheragain,
again,the
theteacher
teacherrolls
rollsa adie
dieand
andasks
asksthe
the
together
studentsfrom
fromeach
eachgroup
groupwith
withthe
thenumber
numberrolled
rolledtotostand,
stand,i.e.
i.e.“All
“All3’s
3’sfrom
fromeach
eachgroup
groupplease
please
students
stand.”
Each
student
then
represents
the
group
and
reports
the
group’s
answer.
stand.” Each student then represents the group and reports the group’s answer.
Roll‘Em
‘Em
Roll
Studentsneed
needtotobebeseated
seatediningroups
groupsofof4-6.
4-6.Students
Studentsthink
thinkabout
abouta aposed
posedquestion
questionasasthe
theteacher
teacher
Students
rollstwo
twodice.
dice.One
Onedie
dierepresents
representsthe
thetable/group
table/groupnumber
numberand
andthe
theother
otherdie
dierepresents
representsthe
theseat
seat
rolls
number.
The
student
sitting
in
the
seat
represented
by
the
rolled
dice
answers
the
question.
Rolling
number. The student sitting in the seat represented by the rolled dice answers the question. Rolling
thedice
dicecan
cancontinue
continueuntil
untila asufficient
sufficientnumber
numberofofanswers
answersare
areheard.
heard.
ofofthe
Think-Pair-Share
Think-Pair-Share
Thisinvolves
involvesa athree
threestep
stepcooperative
cooperativestructure.
structure.During
Duringthe
thefirst
firststep,
step,students
studentsthink
thinksilently
silentlyabout
about
This
a
question
posed
by
the
teacher.
Individuals
then
pair
up
during
the
second
step
and
exchange
a question posed by the teacher. Individuals then pair up during the second step and exchange
thoughts.InInthe
thethird
thirdstep,
step,the
thepairs
pairsshare
sharetheir
theirresponses
responseswith
withother
otherpairs
pairsororthe
theentire
entiregroup.
group.ItItisis
thoughts.
usuallya agood
goodidea
ideatotohave
havethe
theindividuals
individualsasked
askedtotoshare
sharewhole
wholegroup
grouptotoexplain
explainwhat
whattheir
their
a ausually
partner
said
in
order
to
promote
good
listening
skills.
partner said in order to promote good listening skills.
Merry-Go-Round
Merry-Go-Round
Eachstudent
studenttakes
takesa avery
veryquick
quickturn
turnsharing
sharingwith
withthe
theteam
teama athought
thoughtororreaction
reactiontotosomething
something
Each
posedbybythe
theteacher.
teacher.Responses
Responsesshould
shouldbebequick
quick1‐5
1‐5word
wordphrases
phrasesininorder
ordertotokeep
keepititgoing
goingquickly
quickly
posed
and
keep
thoughts
concise.
and keep thoughts concise.
GiveOne,
One,Get
GetOne
One
Give
Afterthinking
thinkingororjournaling
journalingabout
abouta atopic,
topic,students
studentsare
areasked
askedtotoget
getupupand
andfind
findsomeone
someoneacross
across
After
theroom
roomwith
withwhom
whomtotoshare
sharetheir
theirthoughts
thoughtsororanswers.
answers.Students
Studentsare
arethen
thenreceiving
receivingananidea
ideainin
the
exchange
for
giving
one.
exchange for giving one.
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PutYour
YourTwo
TwoCents
CentsInIn
Put
Each
student
has
twotokens
tokensto
touse
useas
astalking
talkingpieces.
pieces.InIngroups
groupsof
offour,
four,each
eachstudent
studenttakes
takesaaturn
turnby
by
Each student has two
puttingone
onetoken
tokenininthe
thecenter
centerof
ofthe
thetable
tableand
andsharing
sharinghis/her
his/heridea.
idea.Once
Onceeveryone
everyonehas
hasshared
shared
putting
once,each
eachstudent
studentthen
thenputs
putsone
onemore
moretoken
tokenininatataatime
timeand
andresponds
respondsto
towhat
whatsomeone
someoneelse
elseinin
once,
the
group
has
shared,
i.e
“I
agree
with____
because…”,
or
“I
don’t
agree
with
_____
because…”,
the group has shared, i.e “I agree with____ because…”, or “I don’t agree with _____ because…”,
etc.
etc.
ThreeStep
StepInterview
Interview
Three
Eachmember
memberof
ofaateam
teamchooses
choosesanother
anothermember
memberto
tobe
beaapartner.
partner.During
Duringthe
thefirst
firststep,
step,individuals
individuals
Each
interview
their
partners
by
asking
clarifying
or
interview
questions.
During
the
second
step,
interview their partners by asking clarifying or interview questions. During the second step,
partnersreverse
reversethe
theroles.
roles.For
Forthe
thefinal
finalstep,
step,members
membersshare
sharetheir
theirpartner’s
partner’sresponse
responsewith
withthe
the
partners
team.
team.
Jigsaw
Jigsaw
Smallgroup
groupare
areestablished.
established.Each
Eachgroup
groupmember
memberisisassigned
assignedsome
someunique
uniquematerial
materialto
tolearn
learnand
and
Small
thenteach
teachto
tohis
hisgroup
groupmembers.
members.To
Tohelp
helpininthe
thelearning,
learning,students
studentsacross
acrossthe
theclass
classfocusing
focusingon
onthe
the
then
samematerial
materialget
gettogether
togetherto
todecide
decidewhat
whatisisimportant
importantand
andhow
howto
toteach
teachit.
it.After
Afterpractice
practiceininthese
these
same
“expert”
groups,
the
original
groups
reform
and
students
teach
each
other.
“expert” groups, the original groups reform and students teach each other.
Team–Pair–Solo
Team–Pair–Solo
Studentsdo
doproblems
problemsfirst
firstas
asaateam,
team,then
thenwith
withaapartner,
partner,and
andfinally
finallyon
ontheir
theirown.
own.ItItisisdesigned
designedto
to
Students
motivatestudents
studentsto
totackle
tackleand
andsucceed
succeedatatproblems
problemswhich
whichare
areinitially
initiallyare
arebeyond
beyondtheir
theirability.
ability.ItItisis
motivate
based
on
a
simple
notion
of
mediated
learning,
or
scaffolding.
Students
can
do
more
things
with
based on a simple notion of mediated learning, or scaffolding. Students can do more things with
help(mediation)
(mediation)than
thanthey
theycan
cando
doalone.
alone.By
Byallowing
allowingthem
themto
towork
workon
onproblems
problemsthey
theycould
couldnot
notdo
do
help
alone,first
firstas
asaateam,
team,and
andthen
thenwith
withaapartner,
partner,they
theyprogress
progressto
toaapoint
pointthey
theycan
cando
doalone
alonethat
that
alone,
which
at
first
they
could
do
only
with
help.
which at first they could do only with help.
Corners
Corners
Eachstudent
studentmoves
movesto
toaacorner
cornerof
ofthe
theroom
roomrepresenting
representingaateacher‐determined
teacher‐determinedalternative
alternativeor
or
Each
pointon
onaascale.
scale.Students
Studentsdiscuss
discusstheir
theirchoices
choicesinintheir
theirown
owncorners
cornersthen
thenlisten
listento
toand
andparaphrase
paraphrase
point
or
debate
ideas
and
opinions
from
other
corners.
or debate ideas and opinions from other corners.
Roundtable
Roundtable
Eachteam
teamuses
usesaasingle
singlesheet
sheetof
ofpaper
paperand
andpencil,
pencil,and,
and,ininturn,
turn,responds
respondsto
toaaquestion
questionor
orproblem
problem
Each
bystating
statingtheir
theirideas
ideasaloud
aloudas
asthey
theywrite
writethem
themon
onthe
thepaper.
paper.The
Thepaper
paperkeeps
keepsbeing
beingpassed
passedaround
around
by
the
table
this
way
until
time
is
called.
It
is
important
that
the
ideas
be
vocalized
as
they
are
being
the table this way until time is called. It is important that the ideas be vocalized as they are being
writtenso
sothat
thatother
otherteam
teammembers
memberscan
canhear
hearand
andreflect
reflecton
onthe
theproffered
profferedthoughts,
thoughts,and
andso
so
written
teammatesknow
knowwhat
whatnot
notto
torepeat.
repeat.Team
Teammembers
membersare
areencouraged
encouragednot
notto
toskip
skipturns,
turns,but
butififtheir
their
teammates
thoughts
are
at
a
standstill,
they
are
allowed
to
say
"Pass"
rather
than
to
turn
the
brainstorm
into
thoughts are at a standstill, they are allowed to say "Pass" rather than to turn the brainstorm into aa
braindrizzle.
drizzle.
brain
InnerOuter
OuterCircle
Circle
Inner
Havestudents
studentsstand
standininaabig
bigcircle.
circle.Every
Everyother
otherperson
personshould
shouldtake
takeone
onegiant
giantstep
stepinside
insidethe
thecircle
circle
Have
and
turn
around
facing
those
in
the
outer
circle
so
that
the
outer
and
inner
circle
people
are
face‐
and turn around facing those in the outer circle so that the outer and inner circle people are face‐
to‐face.Students
Studentsininthe
theouter
outercircle
circlebegin
beginby
byasking
askingthe
thestudent
studentfacing
facingthem
themon
onthe
theinner
innercircle
circleaa
to‐face.
question.This
Thisquestion
questionmay
maybe
beprepared
preparedby
byeither
eitherthe
thestudents
studentsthemselves
themselvesor
orthe
theteacher.
teacher.Once
Once
question.
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the inner circle student has had an opportunity to answer, either the outer or inner circle rotates
and the process is repeated until a full rotation is made. Then, the inner circle has the opportunity
to ask questions as the outer circle responds, and so forth.

WHOLE GROUP
Give a Shout Out
Students softly shout out responses at the same time; teacher records their “shout outs” on the
board. Posed questions can require either one correct answer or a variety of short answers.
Example:
“In using the trade-first method in subtraction, in which place value should be start? Give me a
shout-out.” “The Ones!” “Excellent!” Okay, let’s start with the ones then.” This can then continue
throughout the subtraction problem as the teacher walks the students through it, step-buy-step.
Train or Pass It On
Students call on each other to answer and/or ask questions. Students should not raise hands to be
called on and should be encouraged to call on a variety of people in the classroom. Students can
also “pass” on a question they do not want to answer by calling on another student for help. This is
called “Pass It On”. This can also be done with the use of a small soft object that students can toss
to one another in order to “pass it on.” Examples:
“Let’s see how many states we can name together. Let’s use the protocol of Train...Maria, you start
and I’ll record our answers on the board.” Maria either provides one state and calls on another
student or says, “pass” and calls on another student.
Whip Around
Each student in the room takes a turn responding to a posed question with QUICK answers. The
order should be apparent based on seating in order for the teacher to avoid having to constantly
facilitate the direction of the students answering. After several practices, students should mostly be
able to self-direct this activity. If students are having difficulty with this, the teacher can ask
students to point to the next person in order after they have given their answers in order cue them.
This should go very quickly around the room so the question needs to be appropriately precise, as
well. Example:

After reading a piece of literature, the teacher asks students to provide their first response to the
book, i.e. favorite character or part, how it made them feel, what it made them think about, etc. It
could be anything they want to say about the book but must be shared in under five seconds per
students.
Pick-A-Stick (Non-volunteerism)
After the facilitator poses a question, students think about the answer silently (students may also
put finger to head indicating “thinking”). After sufficient thought time, the facilitator picks from a
group of sticks that represent each student. The chosen student answers the question. Stick
selection can continue until a sufficient number of answers are heard.
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CHECKING FOR UNDERSTANDING
In many instances, the purpose of looking over student work is not to evaluate for grade, but
simply to check for understanding so that adjustments can be made in upcoming lessons to
accelerate the pace, reteach a concept or skill, or enrich the content. Having several methods of
checking for understanding in your teacher toolbox is very valuable, and will save you both time
and tedium.
Have students sign or signal answers. A simple head shake, raised hand, or hand signal can
indicate answers to your questions. Deviant signals stand out. If you suspect students are
following their classmates' signals, ask them to close their eyes and signal their answers.
Solicit verbal responses, individual or in chorus, to check learning. Student-to-student
methods of response give each student the chance to respond, and a peer will usually correct
wrong responses.
Use entrance or exit tickets for students to indicate quickly their understanding of a newly
learned concept. Share some aloud as a review or to re-teach challenging concepts.
Before a quiz, check for understanding by placing questions and answers on separate flash
cards. Hand out all the card and have students move about the room until they find their
“partner.” The students must match the question and answer. When the teacher then asks the
question both partners (question and answer) stand up and presents their information.
Instead of correcting each and every homework assignment, give quick, random quizzes to
assess what's been learned. Collect and grade them on some days and on others, give students
the answers to evaluate their own quizzes. That way they will always be motivated to learn
from the homework you assign.
The teacher passes out all 52 cards in the deck (Some students will receive more than one
card). The teacher then picks a card from another deck and asks a question. Whoever has the
matching card must answer the question.
Get help from your students. Instead of developing and duplicating practice pages, have your
students make their own practice problems. To gauge their comprehension, for example, have
students make up five questions that could be used to test whether their classmates
understood the chapter. Have them star the question they think is best. Examine that one
question. If you doubt the student's understanding, then check the rest. Choose several of the
best questions to discuss as a class or answer individually.

CHECKING FOR UNDERSTANDING: HOMEWORK AND CLASSWORK
Mark a circle near each problem a student answers incorrectly on worksheets or questions.
When the students correct the mistakes, simply add a K beside the original circle to show it's
OK now.
Use rubrics for students to self-evaluate before (or without) your feedback.
Use an all-purpose chart to keep track of completed assignments on a daily basis.
Have students mark each other's papers and then explain to their partners what the error is
and how to fix it.
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In
Ingrading,
grading,only
onlyfocus
focusfeedback
feedbackon
onone
oneskill,
skill,concept
concept or
or standard.
standard. Identify
Identify which
which concepts
concepts and
and
skills
are
most
important,
and
focus
on
those.
This
will
make
a
greater
impact
on
students.
skills are most important, and focus on those. This will make a greater impact on students.
Use
Useaapen
penof
ofone
onecolor
colorto
torecord
recordwork
workthat
thatisishanded
handed in
in on
on time
time and
and another
another for
for work
work that
that
comes
in
late.
Avoid
using
red
to
mark
anything
because
it
is
considered
a
negative
color.
comes in late. Avoid using red to mark anything because it is considered a negative color.
Rotate
Rotatestudents
studentsto
towhom
whomyou
yougive
givein-depth
in-depthfeedback.
feedback.Others
Others can
can receive
receive completion
completion credit,
credit,
knowing
at
the
next
assignment
their
work
may
be
under
the
microscope.
knowing at the next assignment their work may be under the microscope.
Comment,
Comment,rather
ratherthan
thancorrect.
correct.Avoid
Avoidediting
editingand
and“fixing”
“fixing”student
student work.
work. Provide
Provide enough
enough
feedback
so
the
student
understands
the
area
that
needs
improvement,
but
leave
feedback so the student understands the area that needs improvement, but leave the
the
corrections
correctionsto
tothe
thestudent.
student.
Put
Putmore
moretime
timeinto
intointial
intialwork,
work,rough
roughdrafts,
drafts,and
andearly
earlystages.
stages. Spend
Spend less
less correction
correction time
time on
on
final,
culminating
tasks
which
the
student
will
not
be
asked
to
resubmit.
final, culminating tasks which the student will not be asked to resubmit.

GREAT
GREAT TIME-SAVING
TIME-SAVING TIP:
TIP:
At
Atthe
thebeginning
beginningof
of the
the school
school year,
year, give
give each
each student
student aa number
number
corresponding
correspondingto
to his/her
his/her number
number in
in your
your roll
roll book.
book. Instruct
Instruct
students
students to
toput
put this
this number
number on
on the
the top
top corner
corner of
of every
every piece
piece of
of
work
work they
theyturn
turnin,
in, and
and reinforce
reinforce this
this heading
heading habit
habit until
until itit is
is
followed
followedconsistently.
consistently. (Secondary
(Secondary teachers
teachers may
may want
want to
to have
have
students
students put
put the
the class
class period
period number
number followed
followed by
by aa dash
dash before
before
the
the student
student number.)
number.)
Now
Nowwhen
when recording
recording and
and crediting
crediting students
students for
for their
their work,
work, itit is
is aa
simple
simple matter
matterto
to have
have aa student
student put
put the
the work
work in
in numerical
numerical order
order
so
so entering
entering grades
grades into
into the
the rollbook
rollbook goes
goes quickly.
quickly.
Numbers
Numbers also
also allow
allowfor
for fast
fast checking
checking of
of other
other information:
information: books
books
covered,
covered,trip
tripslips
slips turned
turned in,
in, project
project group
group members,
members, etc.
etc.
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ENGLISH
ENGLISH LEARNERS
LEARNERS IN THE CLASSROOM
As
Asthe
thelargest
largestenrolling
enrollingdistrict
districtof
ofEnglish
EnglishLearners
Learners(ELs)
(ELs) in
in the
the United
United States,
States, the
the Los
Los Angeles
Angeles
Unified
UnifiedSchool
SchoolDistrict
Districtisiscommitted
committedto
toproviding
providingour
our English
English Learners
Learners with
with the
the highest
highest quality
quality
educational
programs
and
services,
soundly
based
in
current
research.
ELs
are
guaranteed
educational programs and services, soundly based in current research. ELs are guaranteed access
access
to
torigorous
rigorouscurriculum
curriculumand
andeffective
effectiveinstruction
instruction in
in order
orderto
to become
become fluent
fluent in
in English
English and
and prepared
prepared
st
for
for21
21stcentury
centurycollege
collegeand
andcareers.
careers.Regardless
Regardlessof
ofgrade
gradelevel
level or
or content
content area,
area, here
here are
are practices
practices all
all
teachers
can
employ
to
support
our
English
Learners
and
all
our
students:
teachers can employ to support our English Learners and all our students:
1.
1. Enunciate
Enunciateclearly,
clearly,but
butdo
donot
notraise
raiseyour
yourvoice.
voice. Add
Add gestures,
gestures, point
point directly
directly to
to objects,
objects, or
or
draw
pictures
when
appropriate.
draw pictures when appropriate.
2.
2. Write
Writeclearly,
clearly,legibly,
legibly,and
andin
inprint—Some
print—Somestudents
students may
may have
have difficulty
difficulty reading
reading cursive
cursive
writing.
writing.
3.
3. Develop
Developand
andmaintain
maintainroutines.
routines.Use
Useclear
clearand
and consistent
consistent signals
signals for
for classroom
classroom
instructions.
instructions.
4.
4. Repeat
Repeatinformation
informationand
andreview
reviewfrequently.
frequently. IfIf aastudent
student does
does not
not understand,
understand, try
try
rephrasing
or
paraphrasing
in
shorter
sentences
and
simpler
syntax.
Check
often
rephrasing or paraphrasing in shorter sentences and simpler syntax. Check often for
for
understanding,
understanding,but
butdo
donot
notask
ask"Do
"Doyou
you understand?"
understand?" Instead,
Instead, have
have students
students demonstrate
demonstrate
their
theirlearning
learningin
inorder
orderto
toshow
showcomprehension.
comprehension.
5.
5. Try
Tryto
toavoid
avoididioms
idiomsand
andslang
slangwords.
words.
6.
6. Present
Presentnew
newinformation
informationin
inthe
thecontext
context of
of known
known information.
information.
7.
7. Announce
Announcethe
thelesson’s
lesson’sobjectives
objectivesand
andactivities,
activities, and
and list
list instructions
instructions step-by-step.
step-by-step.
8.
8. Present
Presentinformation
informationin
inaavariety
varietyof
ofways.
ways.
9.
9. Provide
Providefrequent
frequentsummations
summationsof
ofthe
thesalient
salientpoints
points of
of aa lesson,
lesson, and
and always
always emphasize
emphasize key
key
vocabularywords.
words.
vocabulary
10.Recognize
Recognizestudent
studentsuccess
successovertly
overtlyand
andfrequently.
frequently. But,
But, also
also be
be aware
aware that
that in
in some
some
10.
culturesovert,
overt,individual
individualpraise
praiseisisconsidered
considered inappropriate
inappropriate and
and can
can therefore
therefore be
be
cultures
embarrassingor
orconfusing
confusingto
tothe
thestudent.
student.
embarrassing
11.Use
Usegraphic
graphicorganizer
organizerto
toprovide
providevisuals
visualscues
cuesand
and templates
templates for
for illustrating
illustrating and
and
11.
developingthinking.
thinking.Graphic
Graphicorganizers
organizers can
canaid
aid comprehension,
comprehension, support
support writing
writing
developing
organizationand
andplanning,
planning,and
andhelp
helpstudents
studentsunderstand
understand vocabulary
vocabulary and
and concepts.
concepts.
organization
12.Cooperative
Cooperativelearning
learningprovides
providesEnglish
EnglishLearners
Learnerswith
with opportunities
opportunities to
to practice
practice verbal
verbal
12.
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skills,interact
interactsocially
sociallyand
andintellectually
intellectuallywith
withclassmates,
classmates,and
andhear
hearfluent
fluentconversation.
conversation.
skills,
13.Academic
Academicvocabulary
vocabularyisisspecialized
specializedvocabulary
vocabularyspecific
specificto
toaadiscipline
disciplineor
orused
usedininoften
ofteninin
13.
academicwriting
writingand
anddiscourse.
discourse.All
Allstudents
studentsneed
needongoing
ongoingexposure
exposureto
toacademic
academic
academic
language,and
andopportunities
opportunitiesreinforce
reinforcelearning
learningby
byreading,
reading,hearing
hearingand
andusing
usingacademic
academic
language,
vocabularyfrequently.
frequently.
vocabulary

ENGLISHLANGUAGE
LANGUAGEDEVELOPMENT
DEVELOPMENTPROGRESSION
PROGRESSIONIN
INLAUSD
LAUSD
ENGLISH
EMERGING
EMERGING
Studentsatatthis
thislevel
leveltypically
typicallyprogress
progressvery
veryquickly,
quickly,learning
learningto
touse
useEnglish
Englishfor
forimmediate
immediateneeds
needsas
as
Students
wellas
asbeginning
beginningto
tounderstand
understandand
anduse
useacademic
academicvocabulary
vocabularyand
andother
otherfeatures
featuresof
ofacademic
academic
well
language.
At
exit
from
the
Emerging
level,
students
have
basic
English
communication
skillsinin
language. At exit from the Emerging level, students have basic English communication skills
socialand
andacademic
academiccontexts.
contexts.
social
EXPANDING
EXPANDING
Studentsatatthis
thislevel
levelare
arechallenged
challengedto
toincrease
increasetheir
theirEnglish
Englishskills
skillsininmore
morecontexts,
contexts,and
andlearn
learnaa
Students
greatervariety
varietyof
ofvocabulary
vocabularyand
andlinguistic
linguisticstructures,
structures,applying
applyingtheir
theirgrowing
growinglanguage
languageskills
skillsinin
greater
more
sophisticated
ways.
At
exit
from
the
Expanding
level,
students
can
use
English
to
learn
and
more sophisticated ways. At exit from the Expanding level, students can use English to learn and
communicateabout
aboutaarange
rangeof
oftopics
topicsand
andacademic
academiccontent
contentareas.
areas.
communicate
BRIDGING
BRIDGING
Studentsatatthis
thislevel
levelcontinue
continueto
tolearn
learnand
andapply
applyaarange
rangeof
ofhigh-level
high-levelEnglish
Englishlanguage
languageskills
skillsininaa
Students
widevariety
varietyof
ofcontexts,
contexts,including
includingcomprehension
comprehensionand
andproduction
productionof
ofhighly
highlytechnical
technicaltexts.
texts.At
Atexit
exit
wide
fromthe
theBridging
Bridginglevel,
level,students
studentscan
cancommunicate
communicateeffectively
effectivelywith
withvarious
variousaudiences
audienceson
onaawide
wide
from
rangeof
offamiliar
familiarand
andnew
newtopics
topicsto
tomeet
meetacademic
academicdemands
demandsininaavariety
varietyof
ofdisciplines.
disciplines.
range

TEACHCONSTRUCTIVE
CONSTRUCTIVECONVERSATION
CONVERSATIONSKILLS
SKILLS
TEACH
powerfulway
wayto
todevelop
developELs
ELsabilities
abilitiesto
tocommunicate
communicatecomplex
complexideas
ideasisisthrough
throughmany
manyand
andvaried
varied
AApowerful
authenticinteractions
interactionswith
withother
otherstudents.
students.These
Thesestudent-to-student
student-to-studentinteractions
interactionsallow
allowEnglish
English
authentic
Learnersto
tobuild
buildnew
newknowledge.
knowledge. As
Asthis
thisnew
newknowledge
knowledgeallows
allowsEL
ELstudents
studentsto
toparticipate
participateininclassroom
classroom
Learners
conversationsininwhich
whichthey
theycan
canconnect
connecttheir
theirideas
ideasto
toothers’
others’ideas
ideasand
andcontribute
contributeto
tothe
thepurpose
purposeof
of
conversations
theconversation.
conversation.
the
highlyeffective
effectivestrategy
strategyto
toteach
teachconstructive
constructiveconversation
conversationskills
skillsisisto
touse
usefocused
focusedconversation
conversation
AAhighly
prompts,models
modelsand
andnon-models.
non-models. EL
ELstudents
studentsneed
needlessons
lessonsand
andactivities
activitiesininwhich
whichtheir
theiroriginal
originalideas
ideas
prompts,
areencouraged
encouragedand
andvalued
valued
are
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Constructive
Constructive
Conversation
Conversation Skills
Skills
Poster
Poster

Create
Create
Prompt
Prompt starters:
starters:
What
What isis your
your idea?
idea?
How
How can
can we
we combine
combine these
these ideas?
ideas?
What
What do
do we
we need
need to
to do?
do?
What
What are
are other
other points
points of
of view?
view?
What
What do
do you
you think
think about…?
about…?
Why…How…I
Why…How…I wonder…
wonder…

Response
Response starters:
starters:
One
One idea
idea could
could be
be …
…
My
My hypothesis
hypothesis is…
is…
That
That reminds
reminds me
me of…
of…
II noticed
noticed the
the pattern
pattern of…
of…
II think
think itit depends
depends on…
on…

Goal:
Goal: Students
Students
independently
independently build
build up
up
ideas
ideas (knowledge,
(knowledge,
agreement,
agreement, solution)
solution)
using
using these
these skills.
skills.

Clarify
Clarify

Negotiate
Negotiate

Prompt
Prompt starters:
starters:
What
What isis your
your opinion?
opinion?
Where
Where do
do you
you disagree?
disagree?
How
How might
might we
we take
take the
the best
best
from
both
ideas?
from both ideas?
How
How can
can we
we decide
decide which
which isis
the
the more
more ___
___ idea?
idea?
How
How does
does evidence
evidence for
for your
your
argument
argument compare
compare to
to mine?
mine?
How
How doe
doe the
the two
two ideas
ideas similar
similar
and
and different?
different?
Which
Which has
has the
the strongest
strongest
evidence?
evidence?

BUILD
BUILD IDEA
IDEA

Response
Response starters:
starters:
II see
see itit aa different
different way,
way,
On
On the
the other
other hand,
hand, …
…
A
A point
point of
of disagreement
disagreement that
that II
have
is…
have is…
Even
Even though
though itit seems
seems that
that …,
…,
That
That isis aa valid
valid point,
point, but…
but…
II think
think the
the negatives
negatives
of…
of… outweigh
outweigh the
the
positives
positives of
of …
…

Fortify
Fortify

Prompt
Prompt starters:
starters:
Can
Can you
you give
give an
an example
example
from
the
text?
from the text?
Where
Where does
does itit say
say that?
that?
What
What are
are examples
examples from
from
other
other texts?
texts?
What
What isis aa real
real world
world
example?
example?
Are
Are there
there any
any cases
cases of
of that
that
in
in real
real life?
life?
Can
Can you
you give
give an
an example
example
from
from your
your life?
life?
What
What isis the
the strongest
strongest
support
support for…?
for…?

BELIEVE
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Prompt
Prompt starters:
starters:
Can
Can you
you elaborate
elaborate on
on the…?
the…?
What
What does
does that
that mean?
mean?
What
What do
do you
you mean
mean by....?
by....?
Can
Can you
you clarify
clarify the
the part
part
about…?
about…?
Say
Say more
more about…
about…
Why..
Why.. How…What…When…
How…What…When…
How
How isis that
that important?
important?
How
How does
does itit support
support your
your point
point
that…
that…
II understand
understand the
the part
part about…,
about…,
but
but II want
want to
to know…
know…
Can
Can you
you be
be more
more specific?
specific?
Is
Is what
what II just
just said
said clear?
clear?
Does
Does that
that make
make sense?
sense?
Do
Do you
you know
know what
what II mean?
mean?
What
What do
do you
you think?
think?
I’m
I’m not
not sure
sure ifif II was
was clear.
clear.

Response
Response starters:
starters:
For
For example,
example,
In
In the
the text
text itit
said
said that…
that…
Remember
Remember in
in the
the other
other story
story we
we
read
read that…
that…
An
An example
example from
from my
my life
life isis
One
case
that
illustrates
One case that illustrates this
this
is…
is…
Strong
Strong supporting
supporting evidence
evidence isis
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EMPOWER
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Response
Response starters:
starters:
II think
think itit means…
means…
In
In other
other words,
words,
More
More specifically,
specifically, itit isis …
…
because…
because…
An
An analogy
analogy might
might be…
be…
ItIt isis important
important because…
because…
Let
Let me
me see
see ifif II heard
heard you
you
right…
right…
To
To paraphrase
paraphrase what
what you
you
just
just said,
said, you…
you…
In
In other
other words,
words, you
you are
are
saying
saying that…
that…
What
What II understood
understood was…
was…
ItIt sounds
sounds like
like you
you think
think
that…
that…
ItIt all
all boils
boils down
down to…
to…
A
A different
different way
way to
to say
say it..
it..

©
© Zwiers,
Zwiers, O’Hara,
O’Hara, &
& Pritchard
Pritchard (2014)
(2014)
Common
Common Core
Core Standards
Standards in
in diverse
diverse classrooms:
classrooms:
Essential
Essential practices
practices for
for developing
developing academic
academic
language
language and
and disciplinary
disciplinary literacy.
literacy.
Stenhouse
Stenhouse Publishers
Publishers || ALDNetwork.org
ALDNetwork.org
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WEBSITES AND APPS
ItIt seems
seems almost
almost every
every day
day new
new teacher-friendly
teacher-friendly internet
internet and
and digital
digital resources
resources are
are popping
popping up.
up. Here
Here
are
are several
several that
that have
have received
received high
high marks:
marks:

WEBSITES:
WEBSITES:
Teaching
Teaching Channel
Channel www.teachingchannel.org
www.teachingchannel.org is
is an
an online
online video
video channel
channel containing
containing thousands
thousands of
of
videos
videos on
on educational
educational strategies,
strategies, lessons,
lessons, and
and pedagogy,
pedagogy, all
all featuring
featuring real
real teachers
teachers in
in real
real
classrooms.
Categories
include:
Classroom
Management,
Lesson
Ideas
for
Common
Core,
classrooms. Categories include: Classroom Management, Lesson Ideas for Common Core, New
New
Teacher
Survival
Guide,
Differentiation,
Teaching
STEM,
Inspiration
and
much,
much
more.
Teacher Survival Guide, Differentiation, Teaching STEM, Inspiration and much, much more. Videos
Videos
can
can be
be selected
selected by
by grade,
grade, subject
subject and
and topic,
topic, and
and are
are often
often accompanied
accompanied by
by supporting
supporting
downloadable
downloadable resources.
resources.
PBS
PBS Learning
Learning Media
Media (http://www.pbslearningmedia.org)
(http://www.pbslearningmedia.org) is
is aa collection
collection of
of online
online resources
resources for
for
teachers
to
enrich
their
lessons.
Tools
include
Lesson
Builder
and
Quiz
Maker,
and
a
Storyboard
teachers to enrich their lessons. Tools include Lesson Builder and Quiz Maker, and a Storyboard app
app
that
that lets
lets teachers
teachers and
and students
students create
create dynamic
dynamic presentations
presentations incorporating
incorporating PBS
PBS videos,
videos, graphics
graphics
and
and texts.
texts. Teachers
Teachers browse
browse by
by subject,
subject, grade
grade level
level or
or media,
media, to
to access
access an
an astonishing wealth of
video,
video, audio
audio and
and text
text resources
resources on
on topics
topics ranging
ranging from
from history,
history, literature,
literature, science to the arts and
contemporary
contemporary society.
society.
Crash
Crash Course
Course http://www.youtube.com/user/crashcourse
http://www.youtube.com/user/crashcourse is
is aa YouTube
YouTube channel
channel made up of short
15-20
15-20 minute
minute courses
courses on
on aa range
range of
of topics
topics from
from Science
Science to
to Literature
Literature to
to History
History to Mathematics.
Brothers
Hank
and
John
Green
present
funny,
smart
and
thought-provoking
Brothers Hank and John Green present funny, smart and thought-provoking snippet of fascinating
learning.
learning. Great
Great for
for students
students and
and adults.
adults.
About.com/Education
About.com/Education www.about.com/education
www.about.com/education is
is an
an online
online resource
resource that
that provides short, clear
explanations
explanations and
and step-by-step
step-by-step instructions
instructions for
for hundreds
hundreds of
of teaching
teaching tasks
tasks and topics. Extremely
user
user friendly,
friendly, the
the resources
resources are
are all
all written
written by
by successful
successful classroom
classroom teachers
teachers in a very succinct and
user-friendly
user-friendly way.
way. Topics
Topics range
range from
from Setting
Setting Up
Up your
your Classroom
Classroom and
and Writing
Writing Substitute Lesson
Plans,
Plans, to
to Italian
Italian and
and Archaeology.
Archaeology.
Edutopia
Edutopia www.edutopia.org
www.edutopia.org was
was created
created and
and is
is supported
supported by
by the
the George
George Lucas Foundation with
the
the purpose
purpose of
of showcasing
showcasing what
what works
works in
in education
education through
through online
online videos
videos and resources. In
addition
addition to
to offering
offering examples
examples and
and ideas
ideas for
for best
best practices,
practices, the
the website
website highlights
highlights innovation in
educational
educational settings.
settings.
TED
TED Education
Education http://ed.ted.com
http://ed.ted.com
Smithsonian
Smithsonian Education
Education http://www.smithsonianeducation.org)
http://www.smithsonianeducation.org)
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DiscoveryEducation
Educationhttp://www.discoveryeducation.com/teachers/
http://www.discoveryeducation.com/teachers/
Discovery
KhanAcademy
Academyhttp://www.khanacademy.org
http://www.khanacademy.org
Khan
AnnenbergLearner
Learnerwww.learner.org/resources
www.learner.org/resources
Annenberg
Teachers Pay
Pay Teachers:
Teachers: http://www.teacherspayteachers.com
http://www.teacherspayteachers.com
Teachers

EducationWorld
Worldwww.educationworld.com
www.educationworld.com
Education
Teachers.Net: www.teachers.net
www.teachers.net
Teachers.Net:

toZZTeacher
TeacherStuff
Stufffor
forTeachers
Teachers http://www.atozteacherstuff.com
http://www.atozteacherstuff.com
AAto
TeacherLesson
LessonPlans
Plans http://www.lessonplanet.com
http://www.lessonplanet.com
Teacher
CreativeLesson
LessonPlans
Planshttp://creativity.denverartmuseum.org/
http://creativity.denverartmuseum.org/
Creative
TeachersFirst
Firsthttp://www.teachersfirst.com
http://www.teachersfirst.com
Teachers
TeachingResources
Resourcesand
andLesson
Lesson Plans
Plansfrom
from the
the Federal
Federal Government
Government http://free.ed.gov/
http://free.ed.gov/
Teaching
CoreKnowledge
KnowledgeFoundation:
Foundation: http://www.coreknowledge.org/lesson-plans
http://www.coreknowledge.org/lesson-plans
Core
LessonPlans/United
Plans/UnitedFederation
Federationof
of Teachers:
Teachers: http://www.uft.org/teaching/classroom-resources
http://www.uft.org/teaching/classroom-resources
Lesson
LessonPlans/National
Plans/NationalEducation
EducationAssociation:
Association: http://www.nea.org/tools/LessonPlans.html
http://www.nea.org/tools/LessonPlans.html
Lesson
SACRAMENTOSTATE
STATEUNIVERSITY
UNIVERSITY LIBRARY
LIBRARY EDUCATION
EDUCATION DIVISION:
DIVISION:
SACRAMENTO
MegaE-Resource
E-ResourceListing
Listingfor
forK-12
K-12 Teachers:
Teachers:
Mega
http://library.csus.edu/guides/rogenmoserd/educ/lesson.htm
http://library.csus.edu/guides/rogenmoserd/educ/lesson.htm
Scholastic25
25Best
BestWebsites
Websites for
for Teachers:
Teachers:
Scholastic
www.scholastic.com/teachers/article/25-best-websites-teachers
www.scholastic.com/teachers/article/25-best-websites-teachers

APPS:
APPS:
ClassDojo(http://www.classdojo.com)
(http://www.classdojo.com) isis aa smart
smart phone
phone app
app that
that allows
allows teachers
teachers to
to enter
enter real-time
real-time
ClassDojo
dataabout
aboutstudent
studentpositive
positive behavior.
behavior. Students
Students are
are awarded
awarded points,
points, which
which are
are tracked
tracked online,
online, for
for
data
teamwork,creativitiy,
creativitiy,helping
helpingothers,
others, curiosity
curiosity and
and any
any number
number of
of categories
categories built
built into
into the
the app
app or
or
teamwork,
established
by
the
teacher.
Students
can
follow
their
progress
too
by
receiving
instant
feedback
established by the teacher. Students can follow their progress too by receiving instant feedback
andtracking
trackingtheir
theirown
ownavators.
avators.ClassDojo
ClassDojo isis also
also aa simple
simple way
way for
for teachers
teachers to
to communicate
communicate with
with
and
parents,and
andhelp
helpstudents
studentssee
seetheir
theirown
own progress.
progress.
parents,
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Remind 101 www.remind.com is a free, safe and easy-to-use communication app that allows
teachers to connect instantly with students and/or parents. Remind 101 uses the technology of
texting while protecting the privacy of all users.
Edmodo www.edmodo.com is a social media platform that facilitates communication between
teachers and students. Edmodo can be used to hold discussions, submit assignments, post
messages, give exams and communicate announcements.
Too Noisy Pro (http://www.toonoisyapp.com) gives teachers who are seeking a way to teach
students to use their “inside voices.” This app, available for iPhones for $1.99, allows the teacher to
set the app to the maximum acceptable noise level for the classroom. When the noise is exceeded,
the app will respond with an alarm.
Duolingo (http://www.duolingo.com) is a language-learning application available for iPhones, iPads
and Androids. Duolingo uses pictures, the smartphone's microphone, and video clips to help the
learner master new words, recite them, and write them out as well. Duolingo is a completely free
app, and offers over a dozen languages including Spanish, French, German, Italian, English and
Portuguese. Open the app, and it's like a game, moving faster or slower according to your learning
speed.
Word Lens, now part of Google Translate App, is a language translation app for iPhones, iPads and
Androids. Word Lens (https://play.google.com/store/apps) uses a smart phone’s built-in camera to
quickly scan, identify and translate foreign text, and display it on the device in real-time. The words
are displayed in original context, so a street sign appears in the same font, with the same colors
and layout.
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UNDERSTANDING SPECIAL EDUCATION
POLICIES AND PROCEDURES
The Individuals
Individuals with
with Disabilities
Disabilities Education
Education Act
Act (IDEA)
(IDEA) defines
defines Special
Special Education
Education as:
as: "Specially
"Specially
The
designed instruction,
instruction, at
at no
no cost
cost to
to parents,
parents, to
to meet
meet the
the unique
unique needs
needs of
of aa child
child with
with aa disability."
disability."
designed
This isis aa federally
federally funded
funded program
program that
that ensures
ensures aa Free
Free and
and Appropriate
Appropriate Public
Public Education
Education (FAPE)
(FAPE) to
to
This
all
students
regardless
of
ability.
Special
education
ensures
that
the
unique
needs
of
students
with
all students regardless of ability. Special education ensures that the unique needs of students with
disabilities are
are met
met through
through additional
additional services,
services, supports,
supports, programs,
programs, specialized
specialized placements,
placements, or
or
disabilities
environments. Specifific information regarding LAUSD Special Education services, including many
environments.
helpful resources for families, teachers and staff, can be found at achieve.lausd.net/SPED.

ELEMENTS OF
OF SPECIAL
SPECIAL EDUCATION
EDUCATION
ELEMENTS
Special Education
Education focuses
focuses on
on serving
serving those
those students
students whose
whose unique
unique educational
educational needs
needs necessitate
necessitate
Special
tailor-made programs
programs of
of instruction.
instruction. AA primary
primary objective
objective of
of LAUSD’s
LAUSD’s current
current Special
Special Education
Education
tailor-made
reform isis to
to increase
increase access
access to
to high
high quality,
quality, rigorous
rigorous instruction
instruction in
in the
the core
core curriculum,
curriculum, to
to insure
insure
reform
that students
students with
with disabilities
disabilities are
are actively
actively engaged
engaged in
in learning
learning the
the content
content and
and skills
skills that
that
that
characterize the
the general
general education
education curriculum
curriculum in
in aa general
general education
education setting,
setting, as
as appropriate.
appropriate.
characterize
Special education
education provides
provides the
the student
student with
with disabilities
disabilities purposeful,
purposeful, targeted
targeted intervention
intervention that
that isis
Special
designed to
to help
help mitigate
mitigate obstacles
obstacles that
that may
may prohibit
prohibit an
an individual
individual from
from learning
learning and
and actively
actively
designed
participating in
in school
school and
and society.
society. There
There are
are three
three basic
basic elements
elements of
of special
special education
education
participating
intervention: (1)
(1) preventive,
preventive, (2)
(2) remedial,
remedial, and
and (3)
(3) compensatory.
compensatory.
intervention:
The Division
Division of
of Special
Special Education
Education also
also provides
provides aa range
range of
of programs
programs and
and services
services to
to assist
assist students,
students,
The
including: Adaptive
Adaptive Physical
Physical Education,
Education, Assistive
Assistive Technology,
Technology, Audiological
Audiological Services,
Services, Deaf
Deaf and
and Hard
Hard
including:
of Hearing
Hearing Programs,
Programs, Occupational
Occupational Therapy,
Therapy, Speech
Speech and
and Language,
Language, Visual
Visual Impairment
Impairment Support,
Support, and
and
of
Transition Services.
Services. This
This can
can occur
occur in
in all
all classrooms,
classrooms, either
either through
through push-in
push-in or
or pull-out
pull-out models.
models.
Transition
Who is
is eligible
eligible for
for Special
Special Education
Education services?
services?
Who
Students who
who have
have been
been referred,
referred, assessed
assessed and
and qualified
qualified for
for Special
Special Education
Education services
services as
as
Students
determined by
by an
an Individualized
Individualized Education
Education Program
Program (IEP).
(IEP).
determined
Students’
disability
requires
SPED
Individualized
Instructional
and related
related services
services
Students’ disability requires SPED Individualized Instructional and
The range
range of
of services
services provided
provided for
for infants
infants and
and students
students up
up to
to the
the age
age of
of 22.
22.
The
What disabilities
disabilities are
are included?
included?
What
LAUSD uses
uses the
the following
following categories
categories of
of disability:
disability:
LAUSD

•

Autism
Autism
Deafness
Deaf
Deaf/Blind
Deaf/Blind ness
Developmental Delay
Delay (Ages
(Ages three
three through
through five
five only.
only. LAUSD
LAUSD isis using
using on
on aa pilot
pilot basis.)
basis.)
Developmental
Emotional Disturbance
Disturbance
Emotional
Established Medical
Medical Disability
Disability (Ages
(Ages three
three through
through four
four only)
only)
Established
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•

Hard of Impairment
Hearing
Hearing
Mental Retardation
Intellectual
Disability
Multiple
MultipleDisabilities,
Disabilities,Orthopedic
Orthopedic
Multiple
MultipleDisabilities,
Disabilities,Hearing
Hearing
Multiple
MultipleDisabilities,
Disabilities,Vision
Vision
Orthopedic
OrthopedicImpairment
Impairment
Other
OtherHealth
HealthImpairment
Impairment
Specific
SpecificLearning
LearningDisabilities
Disabilities
Speech
Speechor
orLanguage
LanguageImpairment
Impairment
Traumatic
TraumaticBrain
BrainInjury
Injury
Visual
VisualImpairment
Impairment

What
Whatare
arerelated
relatedservices?
services?
Related
Relatedservices
servicesmay
mayinclude
includetransportation
transportationand
andsuch
suchdevelopmental,
developmental,corrective,
corrective,and
andother
other
supportive
supportiveservices
servicesas
asmay
maybe
berequired
requiredto
toassist
assistaachild
childwith
withaadisability
disabilityto
tobenefit
benefitfrom
fromspecial
special
education,
education,including:
including:audiology,
audiology,counseling,
counseling,speech,
speech,occupational
occupationaltherapy,
therapy,mobility,
mobility,physical
physical
therapy
therapyand
andrehabilitation.
rehabilitation.
Where
Wheremay
maychildren
childrenwith
withdisabilities
disabilitiesreceive
receivetheir
theirspecial
specialeducation
educationand
andrelated
relatedservices?
services?
Federal
Federal(IDEA)
(IDEA)and
andState
Statelaw
lawrequire
requirethat
thatschool
schooldistricts
districtsensure
ensurethat
thataacontinuum
continuumof
ofalternative
alternative
placements
placementsisisavailable
availableto
tomeet
meetthe
theneeds
needsof
ofchildren
childrenwith
withdisabilities.
disabilities.The
Thecontinuum,
continuum,in
in
descending
descendingorder
orderfrom
fromleast
leastto
tomost
mostrestrictive,
restrictive,includes
includesinstruction
instructionin:
in:
General
GeneralEducation
EducationClasses,
Classes,including
includingresource
resourceservices
services
Special
SpecialDay
DayProgram
ProgramClasses
Classes(SDP)
(SDP)
Special
SpecialEducation
EducationCenters
Centers
Career
Careerand
andTransition
TransitionCenters
Centers
Home-Based
Home-BasedServices
Servicesand
andHospitals
Hospitals
Residential
ResidentialTreatment
TreatmentCenters
Centers(RTC)
(RTC)
Nonpublic
NonpublicSchools
Schools
What
WhatisisLeast
LeastRestrictive
RestrictiveEnvironment?
Environment?
Placement
Placementdecisions
decisionsare
aregoverned
governedby
bythe
theleast
leastrestrictive
restrictiveenvironment
environment(LRE)
(LRE)legal
legalrequirement:
requirement:
“To
“Tothe
themaximum
maximumdegree
degreeappropriate
appropriatechildren
childrenwith
withdisabilities,
disabilities,including
includingchildren
childrenin
inpublic
publicor
or
private
privateinstitutions
institutionsor
orother
othercare
carefacilities,
facilities,are
are educated
educatedwith
withchildren
childrenwho
whoare
arenondisabled.”
nondisabled.”
This
Thismeans
meansthat
thatdecisions
decisionsto
toplace
placeaachild
childin
inaamore
morerestrictive
restrictiveenvironment
environmentshould
shouldonly
onlybe
bemade
made
after
afterconsidering
consideringand
anddetermining
determiningthat
thatless
lessrestrictive
restrictiveenvironments
environmentswith
withspecial
specialeducation,
education,related
related
services
servicesand
andother
othersupports
supportscannot
cannotmeet
meetthe
thestudent’s
student’sneeds
needsas
asdetermined
determinedby
bythe
theIEP
IEPteam.
team.
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THE SPECIAL EDUCATION PROCESS
Since the
the needs
needs of
of each
each student
student with
with aa disability
disability are
are unique,
unique, special
special education
education policies
policies and
and
Since
procedures set
set forth
forth aa process
process to
to determine
determine aa child’s
child’s Free
Free Appropriate
Appropriate Public
Public Education
Education (FAPE).
(FAPE).
procedures
The following
following are
are the
the key
key steps
steps in
in the
the process:
process:
The
1. Written
Written request
request for
for aa special
special education
education assessment
assessment is
is made
made by
by aa parent
parent or
or school
school staff
staff
1.
member.
member.
2. Special
Special education
education assessment
assessment plan
plan is
is developed.
developed.
2.
3. Parent
Parent is
is provided
provided the
the special
special education
education assessment
assessment plan
plan within
within 15
15 calendar
calendar days
days of
of receipt
receipt
3.
of request
request
of
4. Parent
Parent approves,
approves, signs,
signs, and
and returns
returns the
the assessment
assessment plan.
plan.
4.
5. Assessments
Assessments are
are conducted
conducted and
and reports
reports are
are prepared.
prepared.
5.
6. IEP
IEP meeting
meeting is
is scheduled
scheduled and
and team
team members
members notified
notified no
no later
later than
than 10
10 calendar
calendar days
days prior
prior to
to
6.
the
scheduled
date
of
the
meeting
the scheduled date of the meeting
7. IEP
IEP meeting
meeting is
is held
held within
within 60
60 calendar
calendar days
days of
of receipt
receipt of
of signed
signed special
special education
education
7.
assessment
plan
assessment plan
8. IEP
IEP is
is implemented
implemented immediately
immediately
8.
9. Parent
Parent is
is provided
provided reports
reports on
on student’s
student’s progress
progress as
as often
often as
as parents
parents of
of general
general education
education
9.
peers are
are provided
provided reports
reports on
on student
student progress
progress
peers
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SPECIAL EDUCATION TEACHER
RESPONSIBILITIES
TEACHING
TEACHING AND
AND LEARNING
LEARNING
1.
1.
2.
2.
3.
3.
4.
4.
5.
5.
6.
6.

Design
Design ageage- and
and ability-appropriate
ability-appropriate standards-based
standards-based lessons
lessons
Deliver
whole
class
instruction
Deliver whole class instruction
Instruct
Instruct individual
individual students
students
Facilitate
Facilitate small
small group
group learning
learning
Oversee
student
learning
Oversee student learning interactions
interactions
Access
and
adapt
appropriate
Access and adapt appropriate learning
learning materials
materials and
and resources
resources

ASSESSMENT
ASSESSMENT
1.
1.
2.
2.
3.
3.
4.
4.
5.
5.

Utilize
Utilize multiple
multiple measures
measures to
to assess
assess student
student understanding
understanding
Provide
multiple
methods
for
students
to
demonstrate
Provide multiple methods for students to demonstrate learning
learning
Develop
Develop opportunities
opportunities for
for students
students to
to display
display work
work
Administer
Administer appropriate
appropriate District-mandated
District-mandated assessments
assessments
Maintain
accurate
and
measurable
records
Maintain accurate and measurable records of
of student
student progress
progress

LIAISON
LIAISON
1.
1. Coordinate
Coordinate individual
individual students’
students’ support
support providers
providers (behaviorists,
(behaviorists, medical
medical support,
support,
intervention
specialists,
enrichment
teachers,
tutors)
intervention specialists, enrichment teachers, tutors)
2.
2. Supervise
Supervise and
and direct
direct classroom
classroom aides
aides
3.
Maintain
ongoing
communication
3. Maintain ongoing communication with
with parents
parents
4.
Communicate
regularly
with
SPED
and
GenEd
4. Communicate regularly with SPED and GenEd administration
administration and
and counselors
counselors
5.
Participate
in
community
meetings
5. Participate in community meetings
6.
6. Provide
Provide information
information to
to families
families about
about SPED
SPED program
program

IEPS
IEPS
1.
1.
2.
2.
3.
3.

Maintain
Maintain accurate
accurate and
and current
current records
records of
of student
student progress
progress
Develop
and
maintain
currency
of
students’
IEPs
Develop and maintain currency of students’ IEPs
Maintain
Maintain record
record of
of accommodations,
accommodations, incidents,
incidents, other
other information
information to
to inform
inform IEPs
IEPs
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SPECIAL EDUCATION
EDUCATION CREDENTIALING
CREDENTIALING AND
AND
SPECIAL
ADDED AUTHORIZATION
AUTHORIZATION PROGRAM
PROGRAM
ADDED
DICESIP
CESIPASDAA
ASDAAECSEAA
ECSEAA
DI
TheCredentialing
Credentialingand
andAdded
AddedAuthorization
AuthorizationProgram
Program(CAAP)
(CAAP)unit
unitprovides
providesteachers
teachersininLAUSD
LAUSDan
an
The
opportunityto
toearn
earnaacredential
credentialor
oradded
addedauthorization
authorizationtuition
tuitionfree.
free. All
Allprograms
programsare
areState
State
opportunity
accreditedby
bythe
theCalifornia
CaliforniaCommission
Commissionon
onTeacher
TeacherCredentialing
Credentialingand
andaligned
alignedto
toLAUSD’s
LAUSD’s
accredited
initiatives.Key
Keyto
toCAAP
CAAPwork
workisisproviding
providingall
allemployees
employeeswith
withhigh-quality,
high-quality,personalized
personalizedlearning
learning
initiatives.
opportunitiesaimed
aimedatatimproving
improvingtheir
theirprofessional
professionalpractice
practicewith
withthe
theintent
intentto
toobtain
obtainaacredential
credential
opportunities
oradded
addedauthorization.
authorization.
or
Formore
moreinformation
informationemail
emailDistrictInternProgram@lausd.net
DistrictInternProgram@lausd.net or
orcall
call(213)
(213)241-5466.
241-5466.
For

PRELIMINARYCREDENTIALS:
CREDENTIALS:
PRELIMINARY
PRELIMINARYEDUCATION
EDUCATIONSPECIALIST
SPECIALISTCREDENTIAL,
CREDENTIAL,MILD/MODERATE
MILD/MODERATEDISABILITIES
DISABILITIES
PRELIMINARY
(MMD)OR
ORMODERATE/SEVERE
MODERATE/SEVEREDISABILITIES
DISABILITIES(MSD)
(MSD)PROGRAM:
PROGRAM:
(MMD)
TheDistrict
DistrictIntern
InternProgram
Programoffers
offersopportunities
opportunitiesfor
forLAUSD
LAUSDteachers
teachersto
toearn
earntheir
their
oo The
PreliminaryEducation
EducationSpecialist
Specialistcredentials
credentialsto
toserve
servestudents
studentswith
withmild/moderate
mild/moderateand
and
Preliminary
moderate/severedisabilities.
disabilities.For
Formore
moreinformation
informationemail
email
moderate/severe
DistrictInternProgram@lausd.netor
orcall
call(213)
(213)241-5466.
241-5466.
DistrictInternProgram@lausd.net
PRELIMINARYGENERAL
GENERALEDUCATION
EDUCATIONSINGLE
SINGLESUBJECT
SUBJECT(SS)
(SS)CREDENTIAL
CREDENTIALPROGRAM:
PROGRAM:
PRELIMINARY
TheDistrict
DistrictIntern
InternProgram
Programoffers
offersopportunities
opportunitiesfor
forLAUSD
LAUSDteachers
teachersto
toearn
earntheir
their
oo The
PreliminaryEducation
EducationSpecialist
Specialistcredentials
credentialsto
toserve
servestudents
studentswith
withmild/moderate
mild/moderateand
and
Preliminary
moderate/severedisabilities.
disabilities.For
Formore
moreinformation
informationemail
email
moderate/severe
DistrictInternProgram@lausd.netor
orcall
call(213)
(213)241-5466.
241-5466.
DistrictInternProgram@lausd.net
DISTRICTINTERN
INTERNCLEAR
CLEARMULTIPLE
MULTIPLESUBJECT
SUBJECTAND
ANDSINGLE
SINGLESUBJECT
SUBJECTPROGRAM:
PROGRAM:
DISTRICT
TheClear
ClearMultiple
MultipleSubject
Subjectand
andSingle
SingleSubject
Subjectprogram
programprepares
preparesteachers
teacherswhole
wholehave
have
oo The
matriculatedthrough
throughthe
theDistrict
DistrictIntern
InternProgram
Programfor
forthe
theCalifornia
CaliforniaClear
ClearCredential.
Credential.For
For
matriculated
moreinformation
informationemail
emailDistrictInternProgram@lausd.net
DistrictInternProgram@lausd.net or
orcall
call(213)
(213)241-5466.
241-5466.
more
CLEAREDUCATION
EDUCATIONSPECIALIST
SPECIALISTINDUCTION
INDUCTIONPROGRAM
PROGRAM(CESIP):
(CESIP):
CLEAR
TheClear
ClearEducation
EducationSpecialist
SpecialistInduction
InductionProgram
Program(CESIP)
(CESIP)prepares
preparesEducation
EducationSpecialists
Specialists
oo The
forthe
theCalifornia
CaliforniaClear
ClearCredential.
Credential.The
The24-month
24-monthCESIP
CESIPisisfor
forEducation
EducationSpecialists
Specialistswho
who
for
donot
nothold
holdaaClear
ClearSingle
SingleSubject
Subjector
orClear
ClearMultiple
MultipleSubject
Subjectcredential.
credential. Education
Education
do
Specialistswho
whohold
holdaaClear
ClearSingle
SingleSubject
Subjector
orMultiple
MultipleSubject
Subjectcredential
credentialcomplete
completeaa
Specialists
modified12-month
12-monthClear
ClearEducation
EducationSpecialist
SpecialistInduction
InductionProgram.
Program.For
Formore
moreinformation
information
modified
emailDistrictInternProgram@lausd.net
DistrictInternProgram@lausd.netor
orcall
call(213)
(213)241-5466.
241-5466.
email
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ADDEDAUTHORIZATIONS:
AUTHORIZATIONS:
ADDED
EARLYCHILDHOOD
CHILDHOODSPECIAL
SPECIALEDUCATION
EDUCATIONADDED
ADDEDAUTHORIZATION
AUTHORIZATION(ECSE-AA):
(ECSE-AA):
EARLY
o
The
Early
Childhood
Special
Education
Added
Authorization
program
prepares
o The Early Childhood Special Education Added Authorization program prepares
credentialedLAUSD
LAUSDspecial
specialeducation
educationteachers
teacherstotosupport
supportthe
thehealthy
healthygrowth
growthand
and
credentialed
learningofofyoung
youngchildren
childrenwith
withdevelopmental
developmentaldelays
delaysand
anddisabilities
disabilities(birth
(birththrough
throughage
age
learning
5).
For
more
information
email
DistrictInternProgram@lausd.net
or
call
(213)
241-5466.
5). For more information email DistrictInternProgram@lausd.net or call (213) 241-5466.
AUTISMSPECTRUM
SPECTRUMDISORDER
DISORDERADDED
ADDEDAUTHORIZATION
AUTHORIZATION(ASD-AA)
(ASD-AA)
AUTISM
o
The
Autism
Spectrum
Disorder
Added
Authorization
(ASDAA)
programprepares
preparesLAUSD
LAUSD
o The Autism Spectrum Disorder Added Authorization (ASDAA) program
teacherswho
whohold
holdaaLevel
LevelI IEducation
EducationSpecialist
SpecialistInstruction
InstructionCredential
Credentialwith
withthe
the
teachers
followingspecialty
specialtyarea:
area:Mild/Moderate,
Mild/Moderate,Deaf-and-hard-of-hearing,
Deaf-and-hard-of-hearing,Physical
Physicaland
andHealth
Health
following
Impairments,
and/or
Visual
Impairments
credential
to
support
students
with
Impairments, and/or Visual Impairments credential to support students with
autism. For
Formore
moreinformation
informationemail
emailDistrictInternProgram@lausd.net
DistrictInternProgram@lausd.net or
orcall
call
autism.
(213)241-5466.
241-5466.
(213)
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THE PROFESSIONAL TEACHER
Willyou
yoube
beaaProfessional
ProfessionalTeacher?
Teacher? AAprofessional
professionalteacher:
teacher:
Will
Comesto
toschool
schoolon
ontime
timeand
andprepared
prepared
Comes
Follows
the
school
protocols
and
procedures
Follows the school protocols and procedures
Dressesin
inaaclean
cleanand
andtasteful
tastefulmanner
manner
Dresses
incontrol
controlof
ofhis/her
his/herclassroom
classroomand
andmaintains
maintainsaasafe
safeand
andcalm
calmenvironment
environment
IsIsin
Is
able
to
simplify
complicated
ideas
and
explain
concepts
clearly
Is able to simplify complicated ideas and explain concepts clearly
Respectsstudents
studentsas
asvaluable
valuableindividuals
individuals
Respects
Takesresponsibility
responsibilityfor
forstudent
studentengagement
engagementand
andlearning
learning
Takes
Prepares
lessons
carefully
and
thoughtfully
Prepares lessons carefully and thoughtfully
Observesdeadlines
deadlinesand
andteaching
teachingrequirements
requirements
Observes
Attendsall
allstaff
staffmeetings
meetingsand
andprofessional
professionaldevelopment
development
Attends
Treats
colleagues,
staff
and
administrators
with
respect
Treats colleagues, staff and administrators with respect
productivecollaborator
collaborator
IsIsaaproductive
mindfulof
ofclassroom
classroomand
andschool
schoolsafety
safety
IsIsmindful
Behaves
professionally
in
public
Behaves professionally in public
Treatsparents
parentswith
withrespect
respect
Treats
Keepsinformed
informedof
ofeducation
educationpolicies
policiesand
andchanges
changes
Keeps
Reflects
on
his/her
practice
and
always
endeavors
toimprove
improve
Reflects on his/her practice and always endeavors to
Aspiresto
toexcellence
excellence
Aspires

PROFESSIONAL RECORDS
RECORDS AND
AND FILES
FILES
PROFESSIONAL
Takecontrol
controlof
ofyour
youremployment
employmentrecords
recordsby
bycreating
creatingyour
yourown
ownfile.
file.Being
Beingable
ableto
toverify
verifyand
and
Take
documentyour
yourachievements
achievementsand
andinteractions
interactionswill
willassist
assistyou
youin
intracking
trackingyour
yourprogress.
progress.
document
Recommendedlist
listof
ofpersonal
personaldocuments
documentsto
tokeep:
keep:
Recommended
signedcopy
copyof
ofyour
youremployment
employmentcontract
contract
AAsigned
Supplementalcontracts
contracts(if
(ifapplicable)
applicable)
Supplemental
Current
resume
Current resume
Transcriptsof
ofall
allundergraduate
undergraduateand
andgraduate
graduatedegrees
degreesand
andcredits
credits
Transcripts
Copiesof
ofletters
lettersof
ofrecommendations
recommendationsfrom
fromyour
your supervisors
supervisors
Copies
Teaching
credential(s)
and
other
credentials
and
certifications
Teaching credential(s) and other credentials and certifications
Recordof
offormal
formalobservations
observationsand
andevaluations
evaluationsfrom
fromadministrators
administrators
Record
Recordof
ofcommendations,
commendations,awards
awardsand
andhonors
honors
Record
Copies
of
work/teaching
schedules
from
previousyears
years
Copies of work/teaching schedules from previous
Recommendedlist
listof
ofteaching-related
teaching-relateddocuments
documentsto
tokeep:
keep:
Recommended
Communicationwith
withparents
parents(written)
(written)
Communication
Records
of
incidents
involving
disciplineor
orreferral
referralof
ofstudents
students
Records of incidents involving discipline
Recordsof
ofchild
childabuse
abuseor
orother
otherstate-mandated
state-mandatedreporting
reporting
Records
Copies
of
all
correspondence
from
your
administrator(s)
Copies of all correspondence from your administrator(s)
Verificationof
ofhours
hoursand/or
and/orcredits
creditsfor
forin-services
in-servicesand
andtrainings
trainings
Verification
BELIEVE
BELIEVE

*
*

EMPOWER
EMPOWER

*
*

TRANSFORM
TRANSFORM

LAUSD NEW
NEW TEACHER
TEACHER RESOURCE
RESOURCE GUIDE
GUIDE 2015
2015 || CHAPTER
CHAPTER 77
LAUSD

PARENTS AS PARTNERS
LAUSD isis committed
committed to
to engaging
engaging parents
parents in
in their
their child’s
child’s education.
education. Over
Over 30
30 years
years of
of research
research
LAUSD
confirms the
the important
important role
role of
of parent
parent involvement
involvement in
in student
student achievement.
achievement. Parents
Parents are
are their
their child’s
child’s
confirms
first
and
life-long
teachers
and
can
influence
their
child’s
educational
outcomes
in
powerful
and
first and life-long teachers and can influence their child’s educational outcomes in powerful and
long-lasting ways.
ways. In
In 2010,
2010, LAUSD
LAUSD passed
passed the
the Parents
Parents as
as Equal
Equal Partners
Partners in
in the
the Education
Education of
of their
their
long-lasting
Children Resolution
Resolution to
to further
further emphasize
emphasize the
the importance
importance of
of parents
parents and
and schools
schools working
working together.
together.
Children
While working
working with
with parents
parents isis not
not what
what teachers
teachers generally
generally focus
focus on,
on, itit isis important
important to
to keep
keep in
in mind
mind
While
that communicating
communicating with
with parents
parents isis one
one of
of the
the most
most important
important things
things teachers
teachers do.
do. Good
Good
that
partnerships
with
parents
can
often
help
students
feel
comfortable,
supported
and
understood.
partnerships with parents can often help students feel comfortable, supported and understood.

COMMUNICATING WITH
WITH PARENTS
PARENTS
COMMUNICATING
There are
are many
many ways
ways to
to communicate
communicate with
with parents.
parents. In
In most
most instances,
instances, your
your first
first communication
communication
There
with
parents
will
be
via
a
newsletter,
email
or
letter
sent
home
in
the
first
week
or
two of
of school.
school. In
In
with parents will be via a newsletter, email or letter sent home in the first week or two
this letter
letter you
you will
will introduce
introduce yourself,
yourself, provide
provide an
an overview
overview of
of the
the coming
coming term,
term, communicate
communicate
this
expectations for
for students
students and
and parents,
parents, and
and offer
offer ways
ways for
for parents
parents to
to contact
contact you.
you.
expectations
While many
many parents
parents do
do use
use email
email on
on an
an ongoing
ongoing basis,
basis, many
many parents
parents do
do not.
not. So
So itit may
may be
be necessary
necessary
While
for you
you to
to find
find other
other ways
ways to
to contact
contact parents,
parents, both
both individually
individually and
and for
for class
class communication.
communication.
for
Sending
letters
and
communication
home
with
students
is
still
a
common
method
of
Sending letters and communication home with students is still a common method of
communication. Many
Many parents,
parents, even
even those
those without
without regular
regular email
email access,
access, have
have cell
cell phones
phones and
and can
can
communication.
receive texts.
texts. Group
Group text
text services,
services, such
such as
as Remind
Remind (http://www.remind.com),
(http://www.remind.com), allow
allow teachers
teachers aa free,
free,
receive
safe
communication
tool
to
connect
instantly
with
parents
and
students
(without
revealing
safe communication tool to connect instantly with parents and students (without revealing
personal cell
cell phone
phone numbers).
numbers).
personal

CONFERENCING WITH
WITH PARENTS
PARENTS
CONFERENCING
Elementary teachers
teachers may
may find
find themselves
themselves in
in contact
contact with
with parents
parents early
early on,
on, as
as parents
parents leave
leave and
and
Elementary
pick up
up their
their students
students and
and volunteer
volunteer around
around the
the school.
school. Secondary
Secondary teachers
teachers will
will generally
generally have
have
pick
their first
first conversations
conversations with
with parents
parents at
at Back-to-School
Back-to-School night,
night, an
an opportunity
opportunity to
to tell
tell parents
parents about
about
their
the
school
year
ahead,
and
what
expectations
are.
the school year ahead, and what expectations are.
Meetings with
with parents,
parents, whether
whether at
at planned
planned group
group events
events such
such as
as Back-to-School-Night,
Back-to-School-Night, by
by phone
phone
Meetings
or
email,
or
by
prearranged
conferencing,
can
sometimes
feel
intimidating,
especially
to
new
or email, or by prearranged conferencing, can sometimes feel intimidating, especially to new
teachers. Here
Here are
are some
some tips
tips for
for successful
successful and
and productive
productive parent-teacher
parent-teacher conferences:
conferences:
teachers.
1. Dress
Dress professionally.
professionally. Set
Set aa tone
tone with
with your
your attire
attire that
that you
you are
are businesslike
businesslike and
and take
take your
your
1.
job seriously.
seriously. You
You need
need not
not be
be fancy
fancy or
or “dressed
“dressed up,”
up,” but
but do
do look
look tasteful
tasteful and
and neat.
neat.
job
2. Start
Start the
the conference
conference on
on time.
time. Communicate
Communicate that
that you
you value
value the
the parent’s
parent’s time,
time, as
as they
they
2.
do yours.
yours.
do
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3. Plan
Plan ahead.
ahead. You
You may
may find
find itit helpful
helpful to
to create
create aa checklist
checklist to
to guide
guide the
the conversation.
conversation.
3.
Gather
key
work
samples,
assessment
records
and
assignments,
and
make notes
notes of
of
Gather key work samples, assessment records and assignments, and make
specific strengths
strengths and
and concerns
concerns you
you want
want to
to discuss.
discuss. Most
Most parents
parents genuinely
genuinely want
want to
to
specific
gain aa better
better understanding
understanding of
of their
their child’s
child’s progress
progress and
and learning,
learning, so
so plan
plan with
with that
that goal
goal
gain
in
mind.
in mind.
4. Greet
Greet parents
parents cordially.
cordially. AA smile,
smile, aa handshake
handshake and
and aa thank-you
thank-you for
for coming
coming will
will set
set aa
4.
positive
tone.
Keep
in
mind
that
parents
can
often
feel
nervous
too.
Try
smiling
and
positive tone. Keep in mind that parents can often feel nervous too. Try smiling and
presenting aa calm,
calm, relaxed
relaxed demeanor.
demeanor. Rather
Rather than
than sitting
sitting behind
behind your
your desk,
desk, across
across from
from
presenting
parents, create
create aa seating
seating arrangement
arrangement around
around aa table
table that
that allows
allows friendly,
friendly, open
open
parents,
discussion.
discussion.
5. Don’t
Don’t assume
assume anything.
anything. Don’t
Don’t assume
assume that
that Terry
Terry Castro’s
Castro’s mother
mother isis Mrs.
Mrs. Castro.
Castro. IfIf the
the
5.
parents
do
not
introduce
themselves
and
indicate
their
surname,
go
ahead
and
ask.
This
parents do not introduce themselves and indicate their surname, go ahead and ask. This
preferable to
to blundering
blundering into
into an
an incorrect
incorrect assumption.
assumption.
isis preferable
6. Begin
Begin positively.
positively. Start
Start with
with an
an anecdote
anecdote or
or observation
observation highlighting
highlighting aa positive
positive ability,
ability,
6.
quality or
or improvement
improvement you
you have
have noted
noted in
in the
the student.
student. You
You might
might also
also invite
invite the
the parents
parents
quality
to share
share their
their impressions
impressions of
of how
how the
the year
year isis going.
going.
to
7. Be
Be sensitive
sensitive to
to parent’s
parent’s concerns
concerns and
and hear
hear them
them out..They
out..They may
may be
be more
more aware
aware than
than
7.
you of
of the
the challenges
challenges facing
facing their
their child.
child. Stay
Stay cool
cool under
under fire.
fire. Allow
Allow an
an upset
upset or
or angry
angry
you
parent to
to express
express those
those concerns
concerns before
before proceeding.
proceeding. Outline
Outline the
the parents’
parents’ concerns
concerns as
as
parent
you talk.
talk. Taking
Taking notes
notes will
will keep
keep you
you focused
focused Validate
Validate their
their comments
comments by
by paraphrasing
paraphrasing
you
back to
to them
them what
what you
you heard
heard them
them say.
say. Ask
Ask the
the parents
parents ifif there
there isis anything
anything else
else they
they
back
want you
you to
to know.
know.
want
8. Discuss
Discuss specifics.
specifics. Briefly
Briefly discuss
discuss the
the student’s
student’s progress
progress academically,
academically, as
as well
well as
as
8.
behaviorally. Show
Show examples
examples of
of work
work and
and explain
explain what
what these
these documents
documents mean
mean in
in terms
terms
behaviorally.
of the
the student’s
student’s current
current grade(s).
grade(s). Let
Let the
the parents
parents see
see first-had
first-had their
their child’s
child’s work
work
of
samples.
samples.
9. Do
Do not
not compare
compare this
this student
student to
to others,
others, either
either in
in terms
terms of
of academics
academics or
or behavior.
behavior. Avoid
Avoid
9.
making
comments
about
the
class
composition
in
general.
making comments about the class composition in general.
10. Forget
Forget the
the jargon
jargon and
and acronyms.
acronyms. Lose
Lose education
education phrases
phrases like
like “performance-based
“performance-based
10.
assessment”
and
“least
restrictive
environment.”
Use
plain
language
and explain
explain the
the
assessment” and “least restrictive environment.” Use plain language and
student’s academic
academic and
and behavioral
behavioral performance
performance in
in everyday
everyday language.
language.
student’s
11. Stress
Stress collaboration.
collaboration. Let
Let parents
parents know
know you
you want
want to
to work
work together
together in
in the
the best
best interest
interest of
of
11.
the child.
child. Describe
Describe specific
specific strategies
strategies you
you use
use in
in class
class to
to assist
assist students
students in
in mastering
mastering
the
skills and
and concepts.
concepts. Solicit
Solicit parents’
parents’ help
help in
in meeting
meeting these
these goals.
goals. Offer
Offer suggestions
suggestions for
for
skills
activities
and
strategies
families
can
use
at
home
to
help
their
child
learn.
activities and strategies families can use at home to help their child learn.
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12. Focus on solutions. Describe the upcoming instructional goals, and focus on those areas
that the student may find particularly challenging. Use a checklist to keep a record of
student assessment and instructional goals for both parents and teacher reference.
13. Make a plan. Finish your conference by summarizing the discussion and what actions
you, the student and the parents will take. Provide the parents with handouts or
resources they can use to assist their child. Describe how you will communicate any
follow-up information with the parents and how they can best way contact you.
Reiterate your appreciation for their efforts to work together with you to support their
child.
14. End on a positive note. When you can, save at least one encouraging comment for the
end of the conversation.
15. Keep a record. You may find it helpful later to have a brief record of the conversation.
Make notes as soon as possible afterward, while the details are fresh. A follow up email
to the parent thank him/her for their time and confirming the basic points and decisions
made can serve double-duty. Otherwise, just jot down some notes for later reference.
16. Always hold the conference in school, during hours when other staff is in the building. If
you anticipate a very heated exchange, you may want to meet in a more public area of
your school than your classroom.
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SPANISH-ENGLISH PHRASES
PHRASES NUEVA
SPANISH-ENGLISH
NUEVAGUÍA
GUÍADE
DERECURSOS
RECURSOS
PARAMAESTROS
MAESTROS
PARA

ACADEMICS/ACADEMICOS
ACADEMICS/ACADEMICOS
ENGLISH
ENGLISH

ESPAÑOL
ESPAÑOL
__está
estáleyendo
leyendoen
enelelnivel
niveldel
delgrado
gradoalalque
que
__
asiste.
asiste.

__isreading
readingatatgrade
gradelevel.
level.
__is

Doesnot
notknow
knowthe
thealphabet
alphabetand
andthe
thesound
soundofofthe
the
Does
Nosabe
sabeelelabecedario
abecedarioninilos
lossonidos
sonidosde
delas
lasletras.
letras.
No
letters.
letters.
__es
esmenos
menosintrovertido
introvertidoyyse
seestá
estáhaciendo
haciendo
__
__isless
lessshy
shyand
andisismaking
makingfriends
friendsininclass.
class.
__is
amigosen
enclase.
clase.
amigos
Hasnot
notlearned
learnedthe
thenumber
number1-10.
1-10.
Has

Noha
haaprendido
aprendidolos
losnúmeros
númerosdel
del11alal10.
10.
No

Hasto
toimprove
improveininthe
thefollowing
followingsubject
subject
Has
area(s)...Language/Reading/
Reading/Art/
Art/Spelling/
Spelling/
area(s)...Language/
Mathematics/
English
Mathematics/ English
He/shemust
mustmemorize
memorizethe
themultiplication
multiplicationtables.
tables.
He/she

Debemejorar
mejoraren
enlas
lassiguientes
siguientesáreas:
áreas:Lenguaje
Lenguaje//
Debe
Lectura//Arte
Arte//Ortografía
Ortografía//Matemáticas
Matemáticas//Inglés
Inglés
Lectura

He/sheneeds
needshelp
helpfocusing
focusingininclass
classand
andinindoing
doing
He/she
his/her
work.
his/her work.

Necesitaayuda
ayudapara
paraenfocarse
enfocarseen
enclase
claseyyhacer
hacer
Necesita
su
trabajo.
su trabajo.

Reversesnumbers
numbersand
andletters.
letters.
Reverses

Inviertelos
losnúmeros
númerosyylas
lasletras.
letras.
Invierte

Shouldstudy
studyatathome.
home.
Should

Deberíaestudiar
estudiaren
encasa.
casa.
Debería

Studentisisatatgrade
gradelevel
levelininall
allacademic
academicsubjects.
subjects.
Student

estudianteestá
estáen
enelelnivel
niveldel
delgrado
gradoalalque
que
ElElestudiante
asisteen
entodas
todaslas
lasmaterias
materiasacadémicas.
académicas.
asiste

He/sheisisinterested
interestedininschool
schoolwork.
work.
He/she

Leinteresa
interesaeleltrabajo
trabajoescolar.
escolar.
Le

Expresseshim/herself
him/herselfwell
wellininart.
art.
Expresses

Seexpresa
expresabien
bienaatravés
travésdel
delarte.
arte.
Se

His/herjoy
joyininlearning
learningmakes
makesme
mehappy
happyto
tobe
be
His/her
his/herteacher.
teacher.
his/her

Sualegría
alegríaalalaprender
aprenderme
mehace
hacefeliz
felizde
deser
sersu
su
Su
maestra(o).
maestra(o).
Lalectura
lecturaoral
oralestá
estáen
enelelnivel
niveldel
delgrado
gradoalalque
que
La
asiste.
asiste.

Oralreading
readingisisatatgrade
gradelevel.
level.
Oral

Debememorizar
memorizarlas
lastablas
tablasde
demultiplicar.
multiplicar.
Debe
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BEHAVIOR//COMPORTAMIENTO
COMPORTAMIENTO
BEHAVIOR
ENGLISH
ENGLISH

ESPAÑOL
ESPAÑOL

Conformsto
tothe
thestandards
standardsset
setup
upby
bythe
themembers
members Se
Seadapta
adaptaaalas
lasnormas
normasque
queestablecen
establecenlos
los
Conforms
thegroup,
group,the
thechildren
childrenand
andteacher.
teacher.
miembrosdel
delgrupo,
grupo,los
losniños
niñosyyelelmaestro.
maestro.
ofofthe
miembros
Arriveslate
lateto
toschool.
school.
Arrives

Llegatarde
tardeaalalaescuela.
escuela.
Llega

Haspoor
poorwork
workhabits.
habits.
Has

Tieneescasos
escasoshábitos
hábitosde
deestudio.
estudio.
Tiene

Enjoyhelping
helpingothers.
others.
Enjoy

Disfrutaalalayudar
ayudaraalos
losdemás.
demás.
Disfruta

Doesnot
notplay
playwith
withthe
thechildren
childrenat
atrecess
recessor
orP.E.
P.E.
Does

Nojuega
juegacon
conlos
losotros
otrosniños
niñosen
enelelrecreo
recreoooen
en
No
EducaciónFísica.
Física.
Educación

He/sheisisalert
alertand
andindependent
independentininstudies.
studies.
He/she

Esalerta
alertaeeindependiente
independienteen
ensus
susestudios.
estudios.
Es

Hasgood
goodwork
workhabits.
habits.
Has

Tienebuenos
buenoshábitos
hábitosde
detrabajo.
trabajo.
Tiene

He/sheisisvery
veryattentive
attentiveand
andindustrious.
industrious.
He/she

Esmuy
muyatento(a)
atento(a)yytrabajador(a).
trabajador(a).
Es

Fomente a su hijo que haga todo lo que pueda
Encourageyour
yourchild
childto
todo
doeverything
everythingpossible
possiblefor
for Fomente a su hijo que haga todo lo que pueda
Encourage
hacerpor
porsu
sucuenta
cuentaantes
antesde
depedir
pedirayuda
ayudaaalos
los
hacer
himselfbefore
beforeasking
askinganyone’s
anyone’shelp.
help.
himself
demás.
demás.
Veryrestless,
restless,needs
needsindividual
individualsupervision
supervisionto
to
Very
completeassignments.
assignments.
complete

Muyinquieto,
inquieto,necesita
necesitasupervisión
supervisiónindividual
individual
Muy
paracompletar
completarlos
lostrabajos.
trabajos.
para

He/shetakes
takeshis/her
his/herresponsibilities
responsibilitiesseriously.
seriously.
He/she

Tomacon
conseriedad
seriedadsus
susresponsabilidades.
responsabilidades.
Toma

Improvedattendance
attendancewill
willimprove
improvehis/her
his/herskills
skillsinin
Improved
allsubjects.
subjects.
all

Mejorarlalaasistencia
asistenciamejorará
mejorarásus
susaptitudes
aptitudesen
en
Mejorar
todaslas
lasmaterias.
materias.
todas

goodhelper.
helper.
IsIsaagood

Esun
unbuen
buenayudante.
ayudante.
Es

ongrade
gradelevel.
level.
IsIson

Seencuentra
encuentraen
enelelnivel
niveldel
delgrado
gradoalalque
queasiste.
asiste.
Se

belowgrade
gradelevel.
level.
IsIsbelow

Sunivel
niveles
esinferior
inferiordel
delgrado
gradoalalque
queasiste.
asiste.
Su

enthusiasticto
tolearn.
learn.
IsIsenthusiastic

Tieneentusiasmo
entusiasmopor
poraprender.
aprender.
Tiene

notworking
workingto
tohis/her
his/herpotential.
potential.
IsIsnot

Notrabaja
trabajaaatodo
todosu
supotencial.
potencial.
No

notworking
workingup
upto
tohis/her
his/hercapability
capabilityor
orability.
ability.
IsIsnot

Noestá
estátrabajando
trabajandoalalmáximo
máximode
desu
sucapacidad.
capacidad.
No
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ENGLISH
ENGLISH

ESPAÑOL
ESPAÑOL

IsIsvery
verycooperative.
cooperative.

Coopera
Cooperamucho.
mucho.

IsIsvery
veryshy.
shy.

Es
Esmuy
muytímido.
tímido.

IsIsvery
verytalkative.
talkative.

Habla
Hablamucho.
mucho.

IsIsvery
veryliked
likedby
bypeers.
peers.

Le
Leagrada
agradamucho
muchoaalos
loscompañeros.
compañeros.

Lacks
Lacksmotivation.
motivation.

Le
Lefalta
faltamotivación.
motivación.

Lacks
Lacksself-control.
self-control.

Le
Lefalta
faltatener
tenercontrol
controlde
desísímismo.
mismo.

Needs
Needstotoimprove
improvewritten
writtenactivities.
activities.

Necesita
Necesitamejorar
mejoraren
enlas
lasactividades
actividadesescritas.
escritas.

Needs
Needstotojoin
joininindiscussion
discussionmore.
more.

Necesita
Necesitaparticipar
participarmás
másen
enlas
lasdiscusiones.
discusiones.

Needs
Needstotopay
paymore
moreattention
attentionininclass.
class.

Necesita
Necesitaprestar
prestarmás
másatención
atenciónen
enclase.
clase.

Needs
Needstototry
tryharder
harderon
onhis/her
his/herwork.
work.

Necesita
Necesitaesforzarse
esforzarsemás
másen
ensu
sutrabajo.
trabajo.

PRAISES/CUMPLIDOS
PRAISES/CUMPLIDOS
ENGLISH
ENGLISH

ESPAÑOL
ESPAÑOL

Responds
Respondswell
wellto
toinstruction.
instruction.

Responde
Respondebien
bienante
antelas
lasinstrucciones.
instrucciones.

Very
Verystudious,
studious,with
withmany
manyinterests.
interests.

Muy
Muyestudioso,
estudioso,con
conmuchos
muchosintereses.
intereses.

Works
Worksdiligently.
diligently.

Trabaja
Trabajadiligentemente.
diligentemente.

You
Youshould
shouldbe
bevery
veryproud
proudof...
of...

Debería
Deberíaestar
estarmuy
muyorgulloso
orgullosoporque…
porque…

The
Thechild
childshows
showscuriosity
curiosityand
andappreciation
appreciationfor
forhis
his
environment
environmentand
andschool
schoolactivities.
activities.

El
Elniño
niñomuestra
muestracuriosidad
curiosidadyyapreciación
apreciaciónpor
porsu
su
ambiente
ambienteyylas
lasactividades
actividadesescolares.
escolares.

Tries
Triesto
todo
dogood
goodwork.
work.

Trata
Tratade
dehacer
hacerbuen
buentrabajo.
trabajo.

Very
Verypolite
politeand
andhelpful.
helpful.

Muy
Muyrespetuoso
respetuosoyyde
degran
granayuda.
ayuda.
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TEACHER SELF-CARE
The process
process of
of becoming
becoming aa professional,
professional, highly
highly effective
effective teacher
teacher isis not
not aa sprint.
sprint. Nor
Nor isis itit isis aa
The
marathon. ItIt isis aa cross
cross country,
country, long
long distance
distance run
run over
over rugged
rugged terrain
terrain that
that lasts
lasts about
about aa year.
year.
marathon.
To weather
weather the
the ups
ups and
and downs
downs of
of the
the sometimes
sometimes daunting,
daunting, often
often exhausting,
exhausting, but
but in
in the
the end
end aa
To
wonderful career,
career, teachers
teachers need
need to
to find
find ways
ways to
to take
take care
care of
of themselves,
themselves, to
to rejuvenate
rejuvenate and
and
wonderful
restore,
and
to
find
a
balance
between
work-life
and
home-life.
restore, and to find a balance between work-life and home-life.
Here are
are self-care
self-care some
some tips
tips from
from experts:
experts:
Here
Find and
and maintain
maintain aa support
support system.
system. Friends
Friends can
can pick
pick you
you up
up when
when you
you are
areglum,
glum, provide
provide
Find
insights when
when you
you are
are feeling
feeling lost,
lost, and
and help
help you
you have
have fun
fun when
when you
you need
need to
to blow
blow off
off steam.
steam.
insights
Along with
with friends
friends and
and family
family outside
outside of
of school,
school, find
find aa colleague
colleague or
or two
two at
at your
your school
school site
site
Along
who can
can be
be aa positive
positive ally.
ally.
who
Monitor your
your own
own reactions,
reactions, emotions
emotions and
and needs.
needs. Keeping
Keeping your
your emotions
emotions bottled
bottled up
up isis
Monitor
never healthy,
healthy, and
and can
can often
often lead
lead to
to aa blow-up
blow-up later
later on.
on. Try
Try journaling
journaling or
or think
think aloud
aloud to
to aa
never
sympathetic friend
friend to
to identify
identify your
your feelings
feelings so
so you
you can
can better
better understand
understand them.
them.
sympathetic
Network, network,
network, network.
network. Find
Find colleagues
colleagues online,
online, at
at conferences
conferences and
and meetings,
meetings, and
and right
right
Network,
at your
your work
work site.
site.
at
Use positive
positive coping
coping strategies
strategies to
to manage
manage emotions
emotions and
and distress:
distress: Try
Try aa deep
deep breathing
breathing
Use
technique, muscle
muscle relaxation,
relaxation, yoga
yoga or
or simply
simply taking
taking aa walk.
walk.
technique,
Get enough
enough sleep.
sleep. Sleep
Sleep isis very
very important
important for
for your
your emotional
emotional and
and physical
physical well
well being.
being. Lack
Lack
Get
of sleep
sleep can
can negatively
negatively impact
impact your
your ability
ability to
to handle
handle stress,
stress, be
be productive
productiveand
and function
function
of
properly in
in the
the classroom.
classroom.
properly
Along with
with getting
getting enough
enough sleep,
sleep, maintain
maintain aa healthy
healthy lifestyle,
lifestyle, including
including eating
eating regular
regular
Along
healthy
meals,
getting
some
regular
exercise
and
staying
hydrated.
healthy meals, getting some regular exercise and staying hydrated.
Maintain aa structured
structured classroom
classroom environment.
environment. This
This isis aa good
good thing
thing for
for both
both you
you and
and your
your
Maintain
students.
students.
Make time
time for
for yourself,
yourself, family
family and
and friends.
friends. This
This should
should be
be an
an expendable
expendable item.
item. Those
Those
Make
personal bonds
bonds are
are the
the ones
ones that
that keep
keep us
us going.
going.
personal
Keep aa list
list (real
(real or
or mental)
mental) of
of the
the ah-ha
ah-ha moments
momentsthat
that happen
happen during
during the
the day.
day. Write
Write down
down
Keep
funny things
things students
students say,
say, keep
keep the
the notes
notes they
they write
write to
to you,
you, cherish
cherish the
the hard-won
hard-won successes
successes
funny
your students
students have.
have. Keep
Keep those
those moments
moments of
of success
success in
in mind.
mind.
your
Keep those
those lessons
lessons that
that worked
worked really
really well.
well. You’ll
You’ll want
want them
them again.
again.
Keep
Take at
at least
least part
part of
of every
every weekend
weekend to
to do
do something
something totally
totally unrelated
unrelated to
to school.
school. Push
Push all
all
Take
thoughts of
of work
work from
from your
your mind.
mind.
thoughts
Seek help
help ifif you
you feel
feel overwhelmed.
overwhelmed. Symptoms
Symptoms such
such as
as increased
increased irritability
irritability with
with students,
students,
Seek
feeling numb
numb or
or detached,
detached, or
or problems
problems planning
planning lessons
lessons or
or maintaining
maintaining classroom
classroom routines
routines
feeling
are all
all signs
signs of
of serious
serious distress
distress requiring
requiring help.
help. IfIf your
your signs
signs persist
persist for
for longer
longer than
than two
two to
to
are
three weeks,
weeks, itit might
might be
be aa good
good idea
idea to
to seek
seek assistance
assistance from
from aa health
health care
care professional.
professional.
three
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PROFESSIONALORGANIZATIONS
ORGANIZATIONS
PROFESSIONAL
Teachersrequire
requiresupport
supportfrom
frommultiple
multipleareas
areasininorder
ordertotoeffectively
effectivelygrow
growand
andperform
performtotothe
thebest
best
Teachers
theirabilities.
abilities.Consider
Considerjoining
joininga aprofessional
professionaleducational
educationalassociation.
association.ItItisisa agreat
greatway
waytotobebe
ofoftheir
connected
with
colleagues
and
can
provide
additional
resources
to
help
you
as
you
enter
this
connected with colleagues and can provide additional resources to help you as you enter this
wonderfulprofession.
profession.Many
Manyorganizations
organizationsstrongly
stronglyinfluence
influenceeducational
educationalpractice
practiceand
andpolicy
policyatatthe
the
wonderful
stateand
andnational
nationallevel,
level,and
andmembership
membershipininone
oneofofthese
theseorganizations
organizationsputs
putsyou
youononthe
theground
ground
state
floor
of
innovative
and
proven
idea.
floor of innovative and proven idea.
Membershipgenerally
generallyincludes
includesbenefits
benefitssuch
suchasasjournals,
journals,newsletters
newslettersand
andbooks
booksaligned
alignedtotocurrent
current
Membership
research
and
best
practices.
These
organizations
are
the
ideal
place
to
find
out
what
is
happening
research and best practices. These organizations are the ideal place to find out what is happening
thefield,
field,and
andtotokeep
keepup
uptotoday
dayon
onthe
theimportant
importantissues
issuesand
andtrends.
trends.Most
Mostprofessional
professional
ininthe
organizationsalso
alsosponsor
sponsorconventions
conventionsand
andconferences,
conferences,and
andprovide
provideopportunities
opportunitiesfor
for
organizations
professional
development
and
networking.
Below
is
a
partial
list
of
professional
organizations
that
professional development and networking. Below is a partial list of professional organizations that
mayinterest
interestyou.
you.
may

ART
ART
NationalArt
ArtEducation
EducationAssociation
Association(NAEA)
(NAEA)
National
non-profitorganization
organizationpromoting
promotingart
arteducation
educationthrough
throughprofessional
professionaldevelopment,
development,service,
service,
AAnon-profit
advancementofofknowledge,
knowledge,and
andleadership.
leadership.
advancement
URL:
http://www.naea-reston.org
URL: http://www.naea-reston.org
CaliforniaArt
ArtEducation
EducationAssociation
Association(CAEA)
(CAEA)
California
The
professional
educational
organization
forpre-K
pre-Kthrough
throughuniversity
universityeducators
educatorsworking
workingininallall
The professional educational organization for
areasofofthe
thevisual
visualarts,
arts,such
suchasasdrawing,
drawing,painting,
painting,digital
digitalmedia,
media,weaving
weavingand
andfabrics,
fabrics,ceramics,
ceramics,
areas
glass,sculpture,
sculpture,and
andmixed
mixedmedia
media
glass,
URL:
http://www.caea-arteducation.org
URL: http://www.caea-arteducation.org

COUNSELING
COUNSELING
AmericanCounseling
CounselingAssociation
Association(ACA)
(ACA)
American
Dedicatedtotothe
thegrowth
growthand
anddevelopment
developmentofofcounseling
counselingprofession
professionand
andthose
thosewho
whoare
areserved.
served.
Dedicated
URL:http://www.counseling.org
http://www.counseling.org
URL:
AmericanSchool
SchoolCounselors
CounselorsAssociation
Association(ASCA)
(ASCA)
American
Nonprofitorganization
organizationthat
thatsupports
supportsschool
schoolcounselors'
counselors'efforts
effortstotohelp
helpstudents
studentsfocus
focusonon
Nonprofit
academic,
personal/social
and
career
development
so
they
achieve
success
in
school
andare
are
academic, personal/social and career development so they achieve success in school and
preparedtotolead
leadfulfilling
fulfillinglives
livesasasresponsible
responsiblemembers
membersofofsociety.
society.
prepared
URL:http://www.schoolcounselor.org
http://www.schoolcounselor.org
URL:

EARLYCHILDHOOD
CHILDHOOD
EARLY
NationalAssociation
Associationfor
forthe
theEducation
EducationofofYoung
YoungChildren
Children(NAEYC)
(NAEYC)
National
Thenation's
nation'slargest
largestorganization
organizationofofearly
earlychildhood
childhoodprofessionals.
professionals.
The
URL:
http://www.naeyc.org
URL: http://www.naeyc.org
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ELEMENTARY EDUCATION
California League of Elementary Schools (CLES)
Schools, CLES is a grade-level professional learning community for teachers, administrators and
support professionals working in grades K-5. Members of CLES enjoy:
Discounts
Discounts for
for attending
attending any
any or
or all
all of
of the
the conferences
conferences held
held each
each year
year throughout
throughout California
California
Elementary-focused
sessions
at
all
conferences
on
useful,
applicable
strategies
and
Elementary-focused sessions at all conferences on useful, applicable strategies and programs
programs
Participation
Participation in
in the
the League
League Learning
Learning Network’s
Network’s Elementary
Elementary School
School Group
Group (social
(social media
media
community)
community)
Newsletter
Newsletter articles
articles and
and blog
blog posts
posts on
on K-5
K-5 issues,
issues, tech,
tech, literacy,
literacy, math
math and
and more
more
URL: http://www.leagueofschools.org/cles.htm

ENGLISH/READING
American Library Association
The ALA is the oldest and largest library association in the world.
URL: http://www.ala.org
International Reading Association (IRA)
A membership organization of literacy professionals.
URL: http://www.reading.org
National Council of Teachers of English (NCTE)
A professional association of of educators in English Studies, Literacy, and Language Arts
URL: http://www.ncte.org

FOREIGN LANGUAGES/ESOL
American Council on the Teaching of Foreign Languages (ACTFL)
Dedicated to the improvement and expansion of the teaching and learning of all languages at all
levels of instruction throughout the U.S.
URL: http://www.actfl.org
Teachers of English to Speakers of Other Languages, Inc. (TESOL)
A global professional association for English language educators involved in the
teaching English as a second, foreign, or other language.
URL: http://www.tesol.org

GIFTED
Council for Exceptional Education (CEC)
The largest international professional organization dedicated to improving educational
outcomes for individuals with exceptionalities, students with disabilities, and/or the gifted.
URL: http://www.cec.sped.org
National Association for Gifted Children (NAGC)
A non-profit membership organization for gifted and talented education resources.
URL: http://www.nagc.org
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MATHEMATICS
National Council of Teachers of Mathematics (NCTM)
Serves math teachers, math educators, and administrators by providing math
resources and professional development opportunities.
URL: http://www.nctm.org

MIDDLE SCHOOL
California League of Middle Schools (CLMS)
California League of Schools is a nonprofit educators' association dedicated to helping K-12
educators improve student learning through useful, evidence-based professional development
and other resources.
URL: http://www.leagueofschools.org

PERFORMING ARTS
Music Teachers National Association (MTNA)
The mission of MTNA is to advance the value of music study and music making to society and to
support the professionalism of music educators.
URL: http://www.mtna.org
Music Teachers’ Association of California (MTAC)
The MTAC, incorporated in 1897, is a professional organization dedicated to the pursuit of
excellence in music education.
URL: http://www.mtac.org
National Dance Education Organization (NDEO)
The NDEO is a non-profit organization dedicated to the advancement and promotion of high
quality education in the art of dance. NDEO provides the dance educator a network of resources
and support, a base for advocacy, and access to professional programs. URL: www.nedo.org
Educational Theatre Association (ETA)
EdTA is a national nonprofit organization whose mission is to shape lives through theatre
education by supporting teachers by providing professional development, networking
opportunities, resources, and recognition; and influencing public opinion that theatre education
is essential and builds life skills.
URL: http://www.schooltheatre.org

SCIENCE
American Association of Physics Teachers (AAPT)
Enhancing the understanding and appreciation of physics through teaching.
URL: http://www.aapt.org
National Association of Biology Teachers (NABT)
Empowers educators to provide the best possible biology and life science education for all
students.
URL: http://www.nabt.org
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NationalScience
ScienceTeachers
TeachersAssociation
Association(NSTA)
(NSTA)
National
To
promote
excellence
and
innovation
scienceteaching
teachingand
andlearning
learningfor
forall.
all.
To promote excellence and innovation ininscience
URL:http://www.nsta.org
http://www.nsta.org
URL:

SOCIALSTUDIES
STUDIES
SOCIAL
NationalCouncil
Councilfor
forthe
theSocial
SocialStudies
Studies(NCSS)
(NCSS)
National
Thelargest
largestassociation
associationininthe
thecountry
countrydevoted
devotedsolely
solelyto
tosocial
socialstudies
studieseducation.
education.
The
URL:http://www.socialstudies.org
http://www.socialstudies.org
URL:

SPECIALEDUCATION
EDUCATION
SPECIAL
Councilfor
forExceptional
ExceptionalEducation
Education(CEC)
(CEC)
Council
Thelargest
largestinternational
internationalprofessional
professionalorganization
organizationdedicated
dedicatedto
toimproving
improvingeducational
educational
The
outcomesfor
forindividuals
individualswith
withexceptionalities,
exceptionalities,students
studentswith
withdisabilities,
disabilities,and/or
and/orthe
thegifted.
gifted.
outcomes
URL:
http://www.cec.sped.org
URL: http://www.cec.sped.org

PHYSICALEDUCATION/HEALTH
EDUCATION/HEALTH
PHYSICAL
NationalAssociation
Associationfor
forSport
Sportand
andPhysical
PhysicalEducation
Education(NASPE)
(NASPE)
National
Seeksto
toenhance
enhanceknowledge
knowledgeand
andprofessional
professionalpractice
practiceininsport
sportand
andphysical
physicalactivity
activitythrough
through
Seeks
scientificstudy
studyand
anddissemination
disseminationof
ofresearch-based
research-basedand
andexperiential
experientialknowledge
knowledgeto
tomembers
members
scientific
and
the
public.
and the public.
URL:http://www.aahperd.org/naspe
http://www.aahperd.org/naspe
URL:

TECHNOLOGY
TECHNOLOGY
Associationfor
forEducational
EducationalCommunications
Communicationsand
andTechnology
Technology(AECT)
(AECT)
Association
Provideleadership
leadershipinineducational
educationalcommunications
communicationsand
andtechnology
technologyby
bylinking
linkingprofessionals.
professionals.
Provide
URL:
http://www.aect.org
URL: http://www.aect.org

UNIONS
UNIONS
UnitedTeachers
Teachersof
ofLos
LosAngeles
Angeles(UTLA)
(UTLA)
United
Since1970
1970,, UTLA’s
UTLA’smission
missionhas
hasbeen
beento
toimprove
improvethe
thequality
qualityof
ofL.A.
L.A.public
publicschools
schoolsand
andto
to
Since
enhance
the
professional
lives
of
its
members.
UTLA
is
the
second
largest
teachers
union
the
enhance the professional lives of its members. UTLA is the second largest teachers union ininthe
nation.
nation.
www.utla.net
URL:http://www.utla.org
URL:
AmericanFederation
Federationof
ofTeachers
Teachers(AFT)
(AFT)
American
Foundedinin1916
1916to
torepresent
representthe
theeconomic,
economic,social,
social,and
andprofessional
professionalinterests
interestsof
ofclassroom
classroom
Founded
teachers. ItItisisan
anaffiliated
affiliatedinternational
internationalunion
unionof
ofthe
theAFL-CIO.
AFL-CIO.
teachers.
URL:
http://www.aft.org
URL: http://www.aft.org
NationalEducation
EducationAssociation
Association(NEA)
(NEA)
National
Committed
to
advancing
the
cause
ofpublic
publiceducation.
education.
Committed to advancing the cause of
URL:http://www.nea.org
http://www.nea.org
URL:
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California Teachers Association
The California Teachers Association represents and serves more than 300,000 members in the
state, represents teachers and educators, and advocates with legislators for Education in
California. CTA publishes the prestigious California Educator magazine.
URL: http://www.cta.org

MISCELLANEOUS
Association for Childhood Education International (ACEI)
ACEI's mission is to promote and support in the global community the optimal education and
development of children, from birth through early adolescence, and to influence the
professional growth of educators and the efforts of others who are committed to the needs of
children in a changing society.
URL: http://www.acei.org
Association for Supervision and Curriculum Development (ASCD)
URL: http://www.ascd.org
LearningForward
Forward
Leaning
Leaning Forward is the largest not-for-profit education association focused solely on the issues
of school improvement and professional development. Leaning Forward’s purpose is to engage
every educator in effective professional learning every day so every student learns.
URL: http://www.learningforward.org
URL:http://www.leaningforward.org

National Middle School Association (NMSA)
A voice for those committed to the educational and developmental needs of young adolescents.
NMSA is the only national education association dedicated exclusively to the growth of middle
level education.
URL: http://www.nmsa.org
National PTA (PTA)
A not-for-profit association of parents, educators, students, and other citizens active in their
schools and communities.
URL: http://www.pta.org
National School Boards Association (NSBA)
A federation of state school boards associations.
URL: http://www.nsba.org
National Staff Development Council (NSDC)
The largest non-profit professional association committed to ensuring success for all students
through staff development and school improvement.
URL: http://www.nsdc.org
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TEACHING AND
AND LEARNING
LEARNING FRAMEWORK
FRAMEWORK (TLF)
(TLF)
TEACHING
STANDARDI:I:PLANNING
PLANNINGAND
ANDPREPARATION
PREPARATION
STANDARD

STANDARD2:2:CLASSROOM
CLASSROOMENVIRONMENT
ENVIRONMENT
STANDARD

DemonstratingKnowledge
KnowledgeofofContent
Contentand
andPedagogy
Pedagogy
a.a. Demonstrating
KnowledgeofofContent
Contentand
andthe
theStructure
Structureofofthe
theDiscipline
Discipline
1.1. Knowledge
KnowledgeofofContent-Related
Content-RelatedPedagogy
Pedagogy
2.2. Knowledge
DemonstratingKnowledge
KnowledgeofofStudents
Students
b.b. Demonstrating
AwarenessofofStudents’
Students’Skills,
Skills,Knowledge,
Knowledge,and
andLanguage
Language
1.1. Awareness
Proficiency
Proficiency
KnowledgeofofHow
HowChildren,
Children,Adolescents,
Adolescents,and
andAdults
AdultsLearn
Learn
2.2. Knowledge
KnowledgeofofStudents’
Students’Special
SpecialNeeds
Needs
3.3. Knowledge
KnowledgeofofStudents’
Students’Interests
Interestsand
andCultural
CulturalHeritage
Heritage
4.4. Knowledge
EstablishingInstructional
InstructionalOutcomes
Outcomes
c.c. Establishing
Value,Sequence,
Sequence,Alignment,
Alignment,and
andClarity
Clarity
1.1. Value,
Suitabilityfor
forDiverse
DiverseLearners
Learners
2.2. Suitability
DesigningCoherent
CoherentInstruction
Instruction
d.d. Designing
Standards-BasedLearning
LearningActivities
Activities
1.1. Standards-Based
InstructionalMaterials,
Materials,Technology,
Technology,and
andResources
Resources
2.2. Instructional
PurposefulInstructional
InstructionalGroups
Groups
3.3. Purposeful
Lessonand
andUnit
UnitStructure
Structure
4.4. Lesson
DesigningStudent
StudentAssessment
Assessment
e.e. Designing
Alignswith
withInstructional
InstructionalOutcomes
Outcomes
1.1. Aligns
2.
Planning
Assessment
Criteria
2. Planning Assessment Criteria
DesignofofFormative
FormativeAssessments
Assessments
3.3. Design
4.
Analysis
and
Use
of
Assessment
Datafor
forPlanning
Planning
4. Analysis and Use of Assessment Data

Creatingan
anEnvironment
EnvironmentofofRespect
Respectand
andRapport
Rapport
a.a. Creating
TeacherInteraction
Interactionwith
withStudents
Students
1.1. Teacher
StudentInteractions
Interactionswith
withOne
OneAnother
Another
2.2. Student
ClassroomClimate
Climate
3.3. Classroom
EstablishingaaCulture
Culturefor
forLearning
Learning
b.b. Establishing
Importanceofofthe
theContent
Content
1.1. Importance
Expectationsfor
forLearning
Learningand
andAchievement
Achievement
2.2. Expectations
3.
Student
Ownership
of
their
Work
3. Student Ownership of their Work
PhysicalEnvironment
Environment
4.4. Physical
ManagingClassroom
ClassroomProcedures
Procedures
c.c. Managing
ManagementofofRoutines,
Routines,Procedures,
Procedures,and
andTransitions
Transitions
1.1. Management
ManagementofofMaterials
Materialsand
andSupplies
Supplies
2.2. Management
PerformanceofofNon-Instructional
Non-InstructionalDuties
Duties
3.3. Performance
ManagementofofParent
ParentLeaders,
Leaders,other
otherVolunteers
Volunteersand
and
4.4. Management
Paraprofessionals
5.5. Paraprofessionals
ManagingStudent
StudentBehavior
Behavior
d.d. Managing
Expectationsfor
forBehavior
Behavior
1.1. Expectations
Monitoringand
andResponding
RespondingtotoStudent
StudentBehavior
Behavior
2.2. Monitoring

STANDARD5:5:PROFESSIONAL
PROFESSIONALGROWTH
GROWTH
STANDARD

STANDARD3:3:DELIVERY
DELIVERYOF
OFINSTRUCTION
INSTRUCTION
STANDARD

a.a.

Communicatingwith
withStudents
Students
a.a. Communicating
1.
Communicating
the
Purposeofofthe
theLesson
Lesson
1. Communicating the Purpose
Directionsand
andProcedures
Procedures
2.2. Directions
DeliveryofofContent
Content
3.3. Delivery
UseofofAcademic
AcademicLanguage
Language
4.4. Use
UsingQuestioning
Questioningand
andDiscussion
DiscussionTechniques
Techniques
b.b. Using
Qualityand
andPurpose
PurposeofofQuestions
Questions
1.1. Quality
DiscussionTechniques
Techniquesand
andStudent
StudentParticipation
Participation
2.2. Discussion
StructurestotoEngage
EngageStudents
StudentsininLearning
Learning
c.c. Structures
Standards-BasedProjects,
Projects,Activities,
Activities,and
and
1.1. Standards-Based
Assignments
Assignments
Purposefuland
andProductive
ProductiveInstructional
InstructionalGroups
Groups
2.2. Purposeful
UseofofAvailable
AvailableInstructional
InstructionalMaterials,
Materials,Technology,
Technology,
3.3. Use
andResources
Resources
and
Structureand
andPacing
Pacing
4.4. Structure
UsingAssessment
AssessmentininInstruction
InstructiontotoAdvance
AdvanceStudent
Student
d.d. Using
Learning
Learning
AssessmentCriteria
Criteria
1.1. Assessment
MonitoringofofStudent
StudentLearning
Learning
2.2. Monitoring
FeedbacktotoStudents
Students
3.3. Feedback
StudentSelf-Assessment
Self-Assessmentand
andMonitoring
MonitoringofofProgress
Progress
4.4. Student
DemonstratingFlexibility
Flexibilityand
andResponsiveness
Responsiveness
e.e. Demonstrating
Respondsand
andAdjusts
AdjuststotoMeet
MeetStudent
StudentNeeds
Needs
1.1. Responds
Persistence
2.2. Persistence

Reflectingon
onPractice
Practice
Reflecting
AccurateReflection
Reflection
1.1. Accurate
UseofofReflection
ReflectiontotoInform
InformFuture
FutureInstruction
Instruction
2.2. Use
SelectionofofProfessional
ProfessionalDevelopment
DevelopmentBased
Basedon
onReflection
Reflectionand
and
3.3. Selection
Data
Data
ImplementationofofNew
NewLearning
Learningfrom
fromProfessional
ProfessionalDevelopment
Development
4.4. Implementation
ParticipatingininaaProfessional
ProfessionalCommunity
Community
b.b. Participating
Collaborationwith
withColleagues
Colleagues
1.1. Collaboration
PromotesaaCulture
CultureofofProfessional
ProfessionalInquiry
Inquiryand
andCollaboration
Collaboration
2.2. 2.2.Promotes

STANDARD4:4:PROFESSIONAL
PROFESSIONALRESPONSIBILITIES
RESPONSIBILITIES
STANDARD

MaintainingAccurate
AccurateRecords
Records
a.a. Maintaining
TracksProgress
ProgressTowards
TowardsIdentified
IdentifiedLearning
LearningOutcomes
Outcomes
1.1. Tracks
TracksCompletion
CompletionofofStudent
StudentAssignments
AssignmentsininSupport
Supportofof
2.2. Tracks
StudentLearning
Learning
Student
ManagesNon-instructional
Non-instructionalRecords
Records
3.3. Manages
SubmitsRecords
Recordson
onTime
Time
4.4. Submits
Communicatingwith
withFamilies
Families
b.b. Communicating
InformationAbout
Aboutthe
theInstructional
InstructionalProgram
Program
1.1. Information
InformationAbout
AboutIndividual
IndividualStudents
Students
2.2. Information
EngagementofofFamilies
Familiesininthe
theInstructional
InstructionalProgram
Program
3.3. Engagement
DemonstratingProfessionalism
Professionalism
c.c. Demonstrating
EthicalConduct
Conductand
andCompliance
Compliancewith
withSchool,
School,District,
District,State,
State,
1.1. Ethical
andFederal
FederalRegulations
Regulations
and
Advocacy/Interventionfor
forStudents
Students
2.2. Advocacy/Intervention
Decision-Making
3.3. Decision-Making
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EDUCATOR DEVELOPMENT
DEVELOPMENT AND
AND SUPPORT:
SUPPORT:
EDUCATOR
TEACHER CYCLE
CYCLE
TEACHER

SELF-ASSESSMENT
SELF-ASSESSMENT
August/September
August/September

INITIAL PLANNING
PLANNING
INITIAL
SHEET
SHEET
September
September

FINAL EVALUATION
EVALUATION
FINAL
CONFERENCE
CONFERENCE
April/May
April/May

INITIAL PLANNING
PLANNING
INITIAL
CONFERENCE
CONFERENCE
September/October
September/October

MID-YEAR REFLECTIONS
REFLECTIONS
MID-YEAR

INFORMAL
INFORMAL
OBSERVATIONS
OBSERVATIONS

(Optional)
(Optional)

December&& April
April
December

September--March
March
September

FORMAL OBSERVATION
OBSERVATION
FORMAL
CYCLE
CYCLE
September--March
March
September
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EDUCATORGROWTH
GROWTHAND
ANDDEVELOPMENT
DEVELOPMENTCYCLE
CYCLE
EDUCATOR
TheEducator
EducatorGrowth
Growthand
andDevelopment
DevelopmentCycle
Cycleisisaaseries
seriesofofreflection
reflectionactivities,
activities,formal
formaland
andinformal
informal
The
observations,conferencing
conferencingopportunities,
opportunities,and
andprofessional
professionalgoal
goalsetting
settingprompts,
prompts,all
allofofwhich
whichare
are
observations,
aimedatathelping
helpingtotoidentify
identifystrengths
strengthsand
andopportunities
opportunitiesfor
forimproving
improvingteacher
teacherpractice.
practice.This
This
aimed
processisisthe
thefoundation
foundationfor
forproductive
productiveconversations
conversationsaround
aroundinstruction,
instruction,and
andthe
thecycle
cycleofofsteps
steps
process
outlinedhere
herereflect
reflectbest
bestpractices
practicesininencouraging
encouragingongoing
ongoingprofessional
professionalreflection
reflectionand
andgrowth.
growth.
outlined
GENERALSEQUENCE
SEQUENCEOF
OFEVENTS
EVENTS
GENERAL

SELFSELFASSESSMENT
ASSESSMENT

Teacheridentifies
identifiesand
andreflects
reflectson
onstrengths
strengthsand
and
••Teacher
opportunitiesfor
forimproving
improvingpractice
practice
opportunities

INITIAL
INITIAL
PLANNING SHEET
SHEET
PLANNING

Basedon
onself-assessment
self-assessmentreflection,
reflection,teacher
teacher
••Based
identifiesthree
threegrowth
growthareas
areasofoffocus:
focus:one
onean
an
identifies
InstructionalGrowth
Growthobjective,
objective,one
oneaaProfessional
Professional
Instructional
Growthobjective,
objective,and
andone
oneaaData-Based
Data-Basedobjective.
objective.
Growth
Usingthese
theseobjectives,
objectives,teacher
teacherdevelops
developsan
aninitial
initial
Using
planningsheet
sheettotomeet
meetthese
theseobjectives.
objectives.
planning

INITIAL
INITIAL
PLANNING
PLANNING
CONFERENCE
CONFERENCE

Teacherand
andschool
schoolsite
siteadministrator
administratorconference
conference
••Teacher
reviewand
anddiscuss
discussinitial
initialplanning
planningsheet.
sheet.
totoreview
Administratorprovides
providesfeedback
feedbackand
andhelps
helpsclarify
clarify
Administrator
teachergoals
goalsand
anddesired
desiredoutcomes
outcomesofofthis
thisplan.
plan.
teacher

INFORMAL
INFORMAL
OBSERVATIONS
OBSERVATIONS

Administratorprovides
providesfurther
furtherfeedback
feedbackby
by
••Administrator
observingteacher’s
teacher’spractice
practicethroughout
throughoutthe
theschool
school
observing
year.
year.
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TEACHER
TEACHER
LESSON DESIGN
DESIGN
LESSON

Teacherdesigns
designsaalesson
lessonfor
foradministrator
administratorformal
formal
••Teacher
observation,
drawing
on
identified
growth
areas.
observation, drawing on identified growth areas.

PREPREOBSERVATION
OBSERVATION
CONFERENCE
CONFERENCE

Teacherand
andadministrator
administratorreview
reviewlesson
lessondesign
designinin
••Teacher
advanceofofobservation.
observation.Administrator
Administratorhas
has
advance
opportunitiesto
toask
askquestions,
questions,and
andteacher
teacherhas
has
opportunities
opportunitiesto
toclarify
clarifythe
thepurpose
purposeand
andintent
intentofof
opportunities
lesson.
lesson.

FORMAL
FORMAL
OBSERVATION
OBSERVATION

Atplanned
plannedtime,
time,administrator
administratorobserves
observesteacher
teacher
••At
implementing
lesson.
Administrator
makes
notes
implementing lesson. Administrator makes notes
onteacher
teacherand
andstudent
studentactions
actionsduring
duringlesson
lessonto
to
on
provideuseful
usefulfeedback.
feedback.
provide

LESSON
LESSON
REFLECTION
REFLECTION

Teacherreflects
reflectson
onlesson’s
lesson’seffectiveness,
effectiveness,student
student
••Teacher
learning,and
andnext
nextsteps.
steps.
learning,

POSTPOSTOBSERVATION
OBSERVATION
CONFERENCE
CONFERENCE

Teacherand
andadministrator
administratorconference
conferenceon
onlesson.
lesson.
••Teacher
Teacher
has
opportunity
to
share
reflections.
Teacher has opportunity to share reflections.
Administratoroffers
offersconstructive
constructivefeedback.
feedback.
Administrator

MID-YEAR AND
AND
MID-YEAR
END-OF-YEAR
END-OF-YEAR
REFLECTIONS
REFLECTIONS

Teacherreflects
reflectsatatmid-year
mid-yearand
andagain
againatatthe
theend
end
••Teacher
theyear
yearon
onprogress
progressininmeeting
meetinggrowth
growth
ofofthe
objectivesand
andTeaching
Teachingand
andLearning
LearningFramework
Framework
objectives
standards.
standards.

FINAL
FINAL
EVALUATION
EVALUATION
CONFERENCE
CONFERENCE

Teacherand
andadministrator
administratorconference
conferenceatatend
endofof
••Teacher
schoolyear
yearto
toreflect
reflecton
onyear
yearto
toinform
informsteps
stepsfor
for
school
teacher’scontinuing
continuingprofessional
professionalgrowth.
growth.
teacher’s
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BEGINNING TEACHER
TEACHER GROWTH
GROWTH &
&
BEGINNING
DEVELOPMENT INDUCTION
INDUCTION (BTGDI)
(BTGDI)
DEVELOPMENT
LAUSDBeginning
BeginningTeacher
TeacherGrowth
Growth&&Development
DevelopmentInduction
Induction(BTGDI),
(BTGDI),formerly
formerlyreferred
referredto
toas
asBTSA,
BTSA,
LAUSD
two-yearresearch
researchbased
basedprogram
programwith
withaastrong
strongemphasis
emphasison
oninquiry
inquiryand
andapplication
applicationto
to
isisaatwo-year
classroompractice.
practice. The
Theprogram
programisisaccredited
accreditedwith
withthe
theCommission
Commissionon
onTeacher
TeacherCredentialing
Credentialingand
and
classroom
leads
to
a
clear
single
subject
and/or
multiple
subject
credential.
leads to a clear single subject and/or multiple subject credential.
Keyelements
elementsof
ofBTGDI
BTGDIinclude:
include:
Key
Fulltime
timerelease
releasementors
mentors
Full
Intensiveindividualized
individualizedclassroom
classroominstruction
instructionand
andcontent
contentfocused
focusedmentoring
mentoringaligned
alignedto
to
Intensive
District
goals,
vision
and
initiatives
District goals, vision and initiatives
Weeklymentor/participating
mentor/participatingteacher
teachermeetings
meetingsare
arejob
jobembedded,
embedded,individualized
individualizedand
and
Weekly
usuallyheld
heldat
atthe
theteacher’s
teacher’sschool
schoolsite.
site.
usually
Mentor/participating
teacher
small
groupsessions
sessionsare
arealso
alsoheld
heldas
asneeded
needed
Mentor/participating teacher small group
Earnup
upto
to12
12salary
salarypoints
points
Earn
TuitionFree
Free
Tuition
Eligibilityrequirements
requirementsto
toparticipate
participatein
inBTGDI
BTGDI
Eligibility
Hold
a
valid
California
Preliminary
credentialininMultiple
Multipleor
orSingle
SingleSubject
Subject
Hold a valid California Preliminary credential
Teachininan
anLAUSD
LAUSDschool
schoolor
orLAUSD-Affiliated
LAUSD-AffiliatedCharter
Charterschool
school
Teach
Assignedand
andteaching
teachingininaaPK/
PK/K-12
K-12general
generaleducation
educationplacement
placementininthe
thesubject(s)
subject(s)as
as
Assigned
authorizedon
onthe
thecredential
credential
authorized
Contractedon
onaatemporary,
temporary,probationary
probationaryor
orpermanent
permanentbasis
basis
Contracted
ApplicationProcess
Process
Application
StartingininJuly
Julyof
of2015,
2015,when
whenthe
the2015-2016
2015-2016school
schoolyear
yearbegins,
begins,the
theBTGDI
BTGDIelectronic
electronicapplications
applications
Starting
will
become
available.
Applications
may
be
requested
by:
will become available. Applications may be requested by:
Emailinglynne.parkhurst@lausd.net
lynne.parkhurst@lausd.net
Emailing
Callingor
orvisiting
visitingthe
theTeacher
TeacherTraining
TrainingAcademy
Academyoffice
officelocated
locatedon
onthe
the14
14ththfloor
floorof
ofthe
the
Calling
Beaudrybuilding
building-- Telephone
Telephone (213)
(213)241-4252
241-4252
Beaudry
EarlyCompletion
CompletionOption
Option(ECO)
(ECO)
Early
An18
18month
month“Early
“EarlyCompletion
CompletionOption”
Option”isisoffered
offeredto
toqualifying
qualifyingparticipating
participatingteachers
teachersalready
already
An
enrolledininthe
theregular
regularfull
fullprogram.
program.
enrolled
Criteriafor
forECO
ECOapplication:
application:
Criteria
Minimumof
of22years
yearsteaching
teachingexperience
experienceas
asthe
theteacher
teacherof
ofrecord
record(2
(2years
yearsteaching
teaching
Minimum
experience
in
year-long
substitute
positions
are
accepted)
or
earned
preliminary
experience in year-long substitute positions are accepted) or earned preliminary
credentialas
asaaUniversity
Universityor
orDistrict
DistrictIntern
Intern
credential
Havenot
notpreviously
previouslyenrolled
enrolledininBTSA
BTSAInduction
Induction
Have
ApplicationProcess:
Process:
Application
AttendECO
ECOinformational
informationalmeeting
meeting
Attend
Completeapplication
applicationforms
formsand
andsubmit
submitby
bydue
duedate
date
Complete
BELIEVE
BELIEVE

**

EMPOWER
EMPOWER

**

TRANSFORM
TRANSFORM

LAUSD NEW
NEW TEACHER
TEACHER RESOURCE
RESOURCE GUIDE
GUIDE 2015
2015 || CHAPTER
CHAPTER 7
7
LAUSD

MOVING UP THE SALARY LADDER
LAUSD
can increase
increase their
their annual
annual salary
salary by
by taking
taking classes
classes to
to improve
improve their
their effectiveness
effectiveness as
as
LAUSD teachers
teachers can
teachers.
For every
every 14
14 salary
salary points
points you
you earn,
earn, you
you move
move to
to the
the next
next box,
box, or
or “schedule”
“schedule” on
on the
the
teachers. For
salary
table
(see
table
on
next
page).
In
order
to
maximize
your
salary
–
and
your
retirement
you
salary table (see table on next page). In order to maximize your salary – and your retirement –– you
should
to have
have completed
completed 98
98 salary
salary points
points by
by the
the end
end of
of your
your tenth
tenth year
year of
of service,
service, as
as you
you will
will
should aim
aim to
not
to move
move up
up on
on the
the pay
pay scale
scale beyond
beyond this
this point
point unless
unless you
you have
have earned
earned 98
98 points.
points.
not be
be able
able to
Earning
Points
Earning Salary
Salary Points
University
and college
college units
units earned
earned after
after your
your Bachelor’s
Bachelor’s degree
degree will
will count
count for
for salary
salary points;
points; aa
University and
semester
unit
is
equal
to
one
salary
point,
and
a
quarter
unit
is
equal
to
two-thirds
of
semester
semester unit is equal to one salary point, and a quarter unit is equal to two-thirds of aa semester
unit.
has to
to be
be related
related to
to courses
courses which
which are
are commonly
commonly taught
taught in
in K-12
K-12 in
in LAUSD,
LAUSD, but
but do
do
unit. Coursework
Coursework has
not
be specifically
specifically related
related to
to your
your current
current assignment.
assignment.
not have
have to
to be
You
earn salary
salary points
points through
through professional
professional development
development offered
offered through
through aa variety
variety of
of
You can
can also
also earn
providers
and locations.
locations. Not
Not all
all professional
professional development
development courses
courses will
will quality
quality for
for salary
salary points.
points.
providers and
Check
here
for
a
listing
of
available
courses
and
authorized
providers:
Check here for a listing of available courses and authorized providers:
(http://www.teachinla.com/salalloc/teacher_classes.htm),
(http://www.teachinla.com/salalloc/teacher_classes.htm),
You
salary point
point offerings
offerings through
through LAUSD
LAUSD Learning
Learning Zone
Zone (https://lz.lausd.net/lz/index.jsp),
(https://lz.lausd.net/lz/index.jsp),
You can
can find
find salary
MyPLN
http://achieve.lausd.net/mypln),
and
in
the
Grapevine
section
of United
United Teacher.
Teacher.
MyPLN http://achieve.lausd.net/mypln), and in the Grapevine section of
PD
Toward Points
Points
PD Hours
Hours Toward
Another
to earn
earn salary
salary points
points is
is by
by attending
attending voluntary
voluntary after-school-hours
after-school-hours meetings
meetings and
and
Another way
way to
professional
development
sessions.
For
these
meetings
you
will
receive,
or
can
request,
verification
professional development sessions. For these meetings you will receive, or can request, verification
of
you attended.
attended. When
When you
you accumulated
accumulated 30
30 hours,
hours, you
you can
can receive
receive one
one salary
salary point.
point.
of the
the hours
hours you
Multicultural
Salary Points
Points
Multicultural Salary
In
teachers to
to move
move past
past the
the third
third step
step on
on the
the pay
pay scale,
scale, they
they must
must complete
complete four
four
In order
order for
for teachers
multicultural
salary points.
points. Multicultural
Multicultural points
points can
can be
be earned
earned through
through many
many different
different courses
courses and
and
multicultural salary
providers,
included
several
offered
by-teachers-for-teachers,
which
generally
are
low-cost
or
free.
providers, included several offered by-teachers-for-teachers, which generally are low-cost or free.
Most
working on
on aa CLAD
CLAD or
or BCLAD
BCLAD will
will meet
meet automatically
automatically meet
meet the
the multicultural
multicultural
Most teachers
teachers working
requirement,
and District
District interns
interns will
will satisfy
satisfy the
the multicultural
multicultural requirements
requirements as
as part
part of
of their
their
requirement, and
program.
program.
For
information about
about Salary
Salary Points,
Points, go
go to
to Earning
Earning Salary
Salary Points
Points
For more
more information
(http://notebook.lausd.net/portal/page?_pageid=33,963652&_dad=ptl&_schema=PTL_EP)
or the
the
(http://notebook.lausd.net/portal/page?_pageid=33,963652&_dad=ptl&_schema=PTL_EP) or
Joint
Point Credit
Credit Committee
Committee page
page (http://achieve.lausd.net/salary-point).
(http://achieve.lausd.net/salary-point).
Joint Salary
Salary Point

WANT TO CHECK YOUR HOW MANY POINTS YOU HAVE?
All you need is your employee number and birthdate to check:
http://search.lausd.k12.ca.us/cgi-bin/fccgi.exe?w3exec=salpnts0
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SALARY TABLES
TABLES FOR
FOR TEACHERS
TEACHERS
SALARY
SalaryTables
TablesTerminology,
Terminology,Differentials
Differentialsand
andCareer
CareerIncrements
Increments
Salary
CAREER
CAREER
INCREMENT(S)
INCREMENT(S)
(CI):
(CI):

Employeespaid
paidon
onthis
thistable
tablecan
canearn
earnaacareer
careerincrement
incrementfor
forlongevity
longevityof
ofservice
service
Employees
with
LAUSD.
To
qualify
for
the
first
career
increment,
the
teacher
must
have
with LAUSD. To qualify for the first career increment, the teacher must have
beenpaid
paidon
onthe
themaximum
maximumPay
PayScale
ScaleGroup
Group(27)
(27)and
andPay
PayScale
ScaleLevel
Level(10-14)
(10-14)for
for
been
fivequalifying
qualifyingyears.
years. The
Thetwo
twosemester
semesterunit
unit"recency"
"recency"requirement
requirementisiseliminated
eliminated
five
pursuant
to
the
Memorandum
of
Understanding
with
UTLA
adopted
by
the
pursuant to the Memorandum of Understanding with UTLA adopted by the
Boardof
ofEducation
Educationon
onApril
April26,
26,2005.
2005.
Board
MULTICULTURE Subsequent
Subsequentto
tobeing
beinginitially
initiallyplaced
placedon
onthe
thesalary
salaryschedule
schedule(rating-in),
(rating-in),an
an
MULTICULTURE
REQUIREMENT: employee
employeemust
mustcomplete
completeaaminimum
minimumof
oftwo
twosemester
semesterunits
unitsor
orequivalent
equivalentstudy
study
REQUIREMENT:
toqualify
qualifyfor
forschedule
scheduleadvancement
advancement(Educational
(EducationalCode
CodeSections
Sections44560-44562).
44560-44562).
to
BILINGUAL
BILINGUAL
DIFFERENTIAL:
DIFFERENTIAL:

Newemployees
employeesmay
maybe
beeligible
eligiblefor
forup
upto
to$3,000
$3,000depending
dependingon
onthe
theemployee's
employee's
New
qualifications,type
typeof
ofschool
schoolassignment,
assignment,services
servicesprovided,
provided,and
andcertification
certification
qualifications,
held.
held.
NATIONAL
TheDistrict
Districtpays
paysprobationary
probationaryand
andpermanent
permanentclassroom
classroomteachers
teacherswho
whohold
hold
NATIONAL
The
BOARD
NationalBoard
BoardCertification
Certificationan
anadditional
additional15%
15%salary
salarycompensation:
compensation: 7½
7½%%inin
BOARD
National
CERTIFICATION:
recognition
of
their
certification
and
7½
%
upon
completion
of
92
hours
of
CERTIFICATION: recognition of their certification and 7½ % upon completion of 92 hours of
professionalduties
dutiesoutside
outsidethe
thenormal
normalduties
dutiesand
andhours.
hours.
professional
SALARYPOINT:
POINT: AAsalary
salarypoint
pointisisaaunit
unitof
ofmeasure
measureused
usedby
bythe
theDistrict
Districtto
todetermine
determine
SALARY
placement/advancementon
onthe
thesalary
salarytable.
table. AAsalary
salarypoint
pointisisequivalent
equivalentto
toone
one
placement/advancement
semesterunit
unitor
or1.5
1.5quarter
quarterunits.
units. AAsemester
semesterunit,
unit,as
asdetermined
determinedby
bythe
the
semester
University
of
California,
requires
a
minimum
of
15
contact
hours
with
an
University of California, requires a minimum of 15 contact hours with an
instructorand
and30
30hours
hoursof
ofoutside
outsidepreparation.
preparation.
instructor
MASTER’S
$584annually.
annually.Degree
Degreemust
musthave
havebeen
beenawarded
awardedby
byaaregionally
regionallyaccredited
accredited
MASTER’S
$584
DEGREE:
university.
DEGREE:
university.
DOCTORATE
DOCTORATE
DEGREE:
DEGREE:

$1,168annually.
annually. An
Anemployee
employeewith
withaamaster's
master'sdegree
degreeand
andaadoctor's
doctor'sor
or
$1,168
equivalent
degree
shall
receive
the
doctor's
differential
only.
Degree
must
have
equivalent degree shall receive the doctor's differential only. Degree must have
beenawarded
awardedby
byaaregionally
regionallyaccredited
accrediteduniversity.
university.
been

Theannual
annualrates
ratesshown,
shown,including
includingdegree
degreedifferentials
differentialsand
andcareer
careerincrements,
increments,are
arefor
forfull-time
full-time
The
annual
assignments
(6
hours
or
8
hours).
Annual
amounts
are
rounded
to
the
nearest
whole
annual assignments (6 hours or 8 hours). Annual amounts are rounded to the nearest whole
number.To
Toobtain
obtainthe
theactual
actualannual
annualamount
amountmultiply
multiplythe
therespective
respectivebasis
basismonthly
monthlypayment
paymentrate
rate
number.
by12.
12.
by
Initialplacement
placement(rating-in)
(rating-in)on
onthis
thissalary
salarytable
tablefor
forteachers
teachershired
hiredon
onan
anemergency
emergencypermit
permitor
or
**Initial
provisional
intern
certificate
is
limited
to
Pay
Scale
Group
22,
Pay
Scale
Level
2.
Teachers
may
provisional intern certificate is limited to Pay Scale Group 22, Pay Scale Level 2. Teachers may
advance11Pay
PayScale
ScaleLevel
Leveland
and11Pay
PayScale
ScaleGroup
Groupeach
eachsubsequent
subsequentschool
schoolyear.
year.
advance
Refertotothe
theDistrict-UTLA
District-UTLACollective
CollectiveBargaining
BargainingAgreement,
Agreement,Articles
ArticlesXIV,
XIV,XV,
XV,and
andAppendix
AppendixEEfor
forrules
rulesand
andrequirements
requirementsregarding
regarding
Refer
salary,
including,
but
not
limited
to:
rating-in,
step/schedule
placement
and
advancement,
salary
point
credit,
differentials,
staff
salary, including, but not limited to: rating-in, step/schedule placement and advancement, salary point credit, differentials, staff
development,
career
increments,
employee
filing
of
required
documents,
etc.
development, career increments, employee filing of required documents, etc.
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GLOSSARY OF TERMS
ACADEMIC ENGLISH:
ENGLISH: the
the English
English used
used in
in academic
academicsettings
settingsand
andprofessional
professionaltexts
textsand
andacademic
academic
ACADEMIC
texts. Academic
Academic English
English literacy
literacy isis required
required for
for success
successin
inacademic
academicsituations
situationsand
andcharacterized
characterizedby
by
texts.
the specific
specific linguistic
linguistic features,
features, vocabulary
vocabulary and
and patterns
patternsassociated
associatedwith
withacademic
academicdisciplines.
disciplines.
the
Academic Language
Language and
and Literacy
Literacy website
website has
has aa wealth
wealthof
ofresources
resourcesfor
forteachers.
teachers.
Academic
ACADEMIC PERFORMANCE
PERFORMANCE INDEX
INDEX (API):
(API): the
the cornerstone
cornerstoneof
ofCalifornia’s
California’sPublic
PublicSchools
Schools
ACADEMIC
Accountability Act
Act of
of 1999,
1999, until
until 2012
2012 the
the API
APImeasured
measuredthe
theacademic
academicperformance
performanceand
andgrowth
growthof
of
Accountability
schools on
on aa variety
variety of
of academic
academic measures.
measures. Information
Informationabout
aboutthe
theAPI
APIisisavailable
availableat
atthe
theCalifornia
California
schools
Department of
of Education
Education website.
website.
Department
ACCOMMODATIONS: modifications
modifications in
in the
the way
way classroom
classroomsettings
settingsare
areconfigured,
configured,lessons
lessonsare
are
ACCOMMODATIONS:
delivered, assessments
assessments are
are designed
designed or
or administered,
administered,in
inresponse
responseto
tothe
thespecial
specialneeds
needsof
ofEnglish
English
delivered,
language learners
learners or
or students
students with
with disabilities.
disabilities.
language
ACTIVATING PRIOR
PRIOR KNOWLEDGE:
KNOWLEDGE: the
the practice
practiceof
ofintroducing
introducingaalesson
lessonby
bybeginning
beginningwith
withmaterial
material
ACTIVATING
familiar to
to the
the students,
students, thereby
thereby giving
giving them
them aa context
contextinto
intowhich
whichthey
theycan
canconnect
connectthe
thenew
new
familiar
information and
and learning.
learning. Activating
Activating prior
prior knowledge
knowledgecan
canbe
bedone
donethrough
throughaafree
freewrite,
write,pair-share,
pair-share,
information
K-W-L chart,
chart, aa photograph
photograph or
or music
music clip,
clip, or
or through
through aaclass
classdiscussion.
discussion.Find
Findaalist
listof
ofexcellent
excellent
K-W-L
strategies here.
here.
strategies
ADEQUATE YEARLY
YEARLY PROGRESS
PROGRESS (AYP):
(AYP): AA statewide
statewide accountability
accountabilitysystem
systemmandated
mandatedby
bythe
theNo
NoChild
Child
ADEQUATE
Left Behind
Behind Act
Act of
of 2001,
2001, which
which required
required state
stateto
tomeasure
measureprogress
progresstoward
towardachieving
achievingstate
state
Left
academic standards.
standards. Information
Information about
about the
the API
APIisis available
availableat
atthe
the California
CaliforniaDepartment
Departmentof
of
academic
Education website.
website.
Education
AMERICANS WITH
WITH DISABILITIES
DISABILITIES ACT
ACT (ADA):
(ADA): AAfederal
federallaw
lawthat
thatgives
givescivil
civilrights
rightsprotections
protectionsto
to
AMERICANS
individuals with
with disabilities
disabilities similar
similar to
to those
those provided
providedto
toindividuals
individualson
onthe
thebasis
basisof
ofrace,
race,color,
color,sex,
sex,
individuals
national origin,
origin, age,
age, and
and religion.
religion. ItIt guarantees
guaranteesequal
equal opportunity
opportunityfor
forindividuals
individualswith
withdisabilities
disabilitiesinin
national
public accommodations,
accommodations, employment,
employment, transportation,
transportation,state
stateand
andlocal
localgovernment
governmentservices,
services,and
and
public
telecommunications.
telecommunications.
AVERAGE DAILY
DAILY ATTENDANCE
ATTENDANCE (ADA):
(ADA): the
the average
average number
numberof
ofstudents
studentsin
inattendance
attendanceeach
eachday.
day.The
The
AVERAGE
state of
of California
California funds
funds school
school districts
districts based
based on
onADA.
ADA.
state
CALIFORNIA ENGLISH
ENGLISH LANGUAGE
LANGUAGE DEVELOPMENT
DEVELOPMENT TEST
TEST(CELDT):
(CELDT): aalanguage
languageproficiency
proficiencytest
test
CALIFORNIA
developed for
for the
the California
California Department
Department of
of Education
Educationand
andisisaarequirement
requirementfor
for ELLs
ELLsunder
underthe
theNo
No
developed
Child Left
Left Behind
Behind Act.
Act.
Child
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COMMONCORE
CORESTATE
STATESTANDARDS:
STANDARDS:isisaaU.S.
U.S.education
educationinitiative
initiativethat
thatseeks
seeksto
tobring
bringdiverse
diversestate
state
COMMON
curriculainto
intoalignment
alignmentwith
witheach
eachother
otherby
byfollowing
followingthe
theprinciples
principlesof
ofstandards-based
standards-basededucation
education
curricula
reform,which
whichcalls
callsfor
forclear,
clear,measurable
measurablestandards
standardsfor
forall
allstudents.
students.
reform,
CULTURALLYRELEVANT
RELEVANTAND
ANDRESPONSIVE
RESPONSIVEEDUCATION:
EDUCATION:focuses
focuseson
onmyriad
myriadcultural
culturalidentities
identitiesin
inour
our
CULTURALLY
collectivediversity
diversity(gender,
(gender,age,
age,ethnicity,
ethnicity,nationality,
nationality,and
andsexual
sexualorientation)
orientation)because
becausethese
these
collective
culturalidentities
identitiesare
areassociated
associatedwith
withaavariety
varietyof
ofshaped
shapedbehaviors
behaviorsthat
thatcan
canbe
bebuilt
builtupon
uponin
interms
terms
cultural
ofinstruction.
instruction.
of
DYNAMICINDICATORS
INDICATORSOF
OFBASIC
BASICEARLY
EARLYLITERACY
LITERACYSKILLS
SKILLS(DIBELS):
(DIBELS):aaset
setof
ofassessments
assessmentsused
usedfor
for
DYNAMIC
universalscreening
screeningand
andprogress
progressmonitoring
monitoringin
ingrades
gradesKK6.
6.They
Theyare
arestandardized
standardizedand
andextensively
extensively
universal
researchedto
tohelp
helpeducators
educatorsidentify
identifystudents
studentswho
whomay
mayneed
needadditional
additionalliteracy
literacyinstruction
instructionin
in
researched
orderto
tobecome
becomeproficient
proficientreaders.
readers.
order
DIRECTINSTRUCTION:
INSTRUCTION:An
Aninstructional
instructionalapproach
approachto
toacademic
academicsubjects
subjectsthat
thatemphasizes
emphasizesthe
theuse
useof
of
DIRECT
carefullysequenced
sequencedsteps
stepsthat
thatinclude
includedemonstration,
demonstration,modeling,
modeling,guided
guidedpractice,
practice,and
andindependent
independent
carefully
application.
application.
ENGLISHLANGUAGE
LANGUAGEDEVELOPMENT
DEVELOPMENT(ELD,
(ELD,ESL)):
ESL)):instruction
instructiondesigned
designedspecifically
specificallyfor
forEnglish
English
ENGLISH
languagelearners
learnersto
todevelop
developtheir
theirlistening,
listening,speaking,
speaking,reading,
reading,and
andwriting
writingskills
skillsin
inEnglish.
English.
language
ENGLISHLANGUAGE
LANGUAGELEARNER
LEARNER(ELL):
(ELL):Students
Studentswhose
whosefirst
firstlanguage
languageisisnot
notEnglish
Englishand
andwho
whoare
arein
in
ENGLISH
theprocess
processof
oflearning
learningEnglish.
English.
the
INDIVIDUALIZEDEDUCATION
EDUCATIONPROGRAM
PROGRAM(IEP):
(IEP):AAplan
planoutlining
outliningspecial
specialeducation
educationand
andrelated
related
INDIVIDUALIZED
servicesspecifically
specificallydesigned
designedto
tomeet
meetthe
theunique
uniqueeducational
educationalneeds
needsof
ofaastudent
studentwith
withaadisability.
disability.
services
INDIVIDUALSWITH
WITHDISABILITIES
DISABILITIESEDUCATION
EDUCATIONACT
ACT(IDEA):
(IDEA):the
thelaw
lawthat
thatguarantees
guaranteesall
allchildren
childrenwith
with
INDIVIDUALS
disabilitiesaccess
accessto
toaafree
freeand
andappropriate
appropriatepublic
publiceducation.
education.
disabilities
LEARNINGDISABILITY
DISABILITY(LD):
(LD):AAdisorder
disorderthat
thataffects
affectspeople's
people'sability
abilityto
toeither
eitherinterpret
interpretwhat
whatthey
theysee
see
LEARNING
andhear
hearor
orto
tolink
linkinformation
informationfrom
fromdifferent
differentparts
partsof
ofthe
thebrain.
brain.
and
LEASTRESTRICTIVE
RESTRICTIVEENVIRONMENT
ENVIRONMENT(LRE):
(LRE):AAlearning
learningplan
planthat
thatprovides
providesthe
themost
mostpossible
possibletime
timein
in
LEAST
theregular
regularclassroom
classroomsetting.
setting.
the
LIMITEDENGLISH
ENGLISHPROFICIENT
PROFICIENT(LEP):
(LEP):Limited
LimitedEnglish
Englishproficient
proficientisisthe
theterm
termused
usedby
bythe
thefederal
federal
LIMITED
government,most
moststates,
states,and
andlocal
localschool
schooldistricts
districtsto
toidentify
identifythose
thosestudents
studentswho
whohave
haveinsufficient
insufficient
government,
Englishto
tosucceed
succeedin
inEnglish-only
English-onlyclassrooms.
classrooms.
English
LINGUISTICALLYAND
ANDCULTURALLY
CULTURALLYDIVERSE
DIVERSE(LCD):
(LCD):used
usedto
toidentify
identifycommunities
communitieswhere
whereEnglish
Englishisis
LINGUISTICALLY
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notthe
theprimary
primarylanguage
languageofofcommunication,
communication,although
althoughsome
someindividuals
individualswithin
withinthe
thecommunity
communitymay
may
not
bebilingual
bilingualor
ormonolingual
monolingualEnglish
Englishspeakers.
speakers.
be
LOCALEDUCATION
EDUCATIONAGENCY
AGENCY(LEA):
(LEA):AApublic
publicboard
boardofofeducation
educationor
orother
otherpublic
publicauthority
authoritywithin
withinaa
LOCAL
statethat
thatmaintains
maintainsadministrative
administrativecontrol
controlofofpublic
publicelementary
elementaryor
orsecondary
secondaryschools
schoolsininaacity,
city,
state
county,township,
township,school
schooldistrict
districtor
orother
otherpolitical
politicalsubdivision
subdivisionofofaastate.
state.
county,
MAINSTREAMENGLISH
ENGLISHLANGUAGE
LANGUAGEDEVELOPMENT
DEVELOPMENT(MELD):
(MELD): refers
referstotothe
thedevelopment
developmentofof
MAINSTREAM
listening,speaking,
speaking,reading,
reading,and
andwriting
writingskills
skillsininstandard
standardand
andacademic
academicEnglish
Englishfor
forStandard
StandardEnglish
English
listening,
Learners. MELDS
MELDSmeets
meetsthe
theneeds
needsofofSELs
SELsininelementary
elementarythrough
throughthe
theTreasures
TreasuresLanguage
LanguageArts
Arts
Learners.
programand
andthrough
throughthe
theuse
useofofthe
theAccess
AccessStrategies.
Strategies. InInSecondary,
Secondary,ititisisinstructional
instructional
program
accommodationthat
thatsupports
supportsSELs
SELswith
withthe
thedevelopment
developmentofoflistening,
listening,speaking,
speaking,reading,
reading,and
and
accommodation
writingininstandard
standardand
andacademic
academicEnglish.
English.
writing
NOCHILD
CHILDLEFT
LEFTBEHIND
BEHIND(NCLB):
(NCLB):the
themost
mostrecent
recentreauthorization
reauthorizationofofthe
theElementary
Elementaryand
andSecondary
Secondary
NO
Educationact
actofof1965.
1965.The
Theact
actcontains
containsPresident
PresidentGeorge
GeorgeW.
W.Bush's
Bush'sfour
fourbasic
basiceducation
educationreform
reform
Education
principles:stronger
strongeraccountability
accountabilityfor
forresults,
results,increased
increasedflexibility
flexibilityand
andlocal
localcontrol,
control,expanded
expanded
principles:
optionsfor
forparents,
parents,and
andan
anemphasis
emphasison
onteaching
teachingmethods
methodsbased
basedon
onscientifically-based
scientifically-basedresearch.
research.
options
PORTFOLIOASSESSMENT:
ASSESSMENT:systematic
systematiccollection
collectionofofstudent
studentwork
workthat
thatisisanalyzed
analyzedtotoshow
showprogress
progress
PORTFOLIO
overtime
timewith
withregard
regardtotoinstructional
instructionalobjectives
objectivesmay
mayinclude
includeresponses
responsestotoreadings,
readings,samples
samplesofof
over
writing,drawings,
drawings,or
orother
otherwork.
work.
writing,
RESPONSETO
TOINTERVENTION
INTERVENTION(RTI):
(RTI):process
processwhere
wherelocal
localeducation
educationagencies
agencies(LEAs)
(LEAs)document
documentaa
RESPONSE
child'sresponse
responsetotoscientific,
scientific,research-based
research-basedintervention
interventionusing
usingaatiered
tieredapproach.
approach.RTI
RTIprovides
provides
child's
earlyintervention
interventionfor
forstudents
studentsexperiencing
experiencingdifficulty
difficultylearning
learningtotoread.
read.
early
RIGOR:describes
describesinstruction,
instruction,schoolwork,
schoolwork,learning
learningexperiences,
experiences,and
andeducational
educationalexpectations
expectationsthat
that
RIGOR:
areacademically,
academically,intellectually,
intellectually,and
andpersonally
personallychallenging.
challenging.Rigorous
Rigorouslearning
learningexperiences,
experiences,for
for
are
example,help
helpstudents
studentsunderstand
understandknowledge
knowledgeand
andconcepts
conceptsthat
thatare
arecomplex,
complex,ambiguous,
ambiguous,or
or
example,
contentious,and
andthey
theyhelp
helpstudents
studentsacquire
acquireskills
skillsthat
thatcan
canbe
beapplied
appliedininaavariety
varietyofofeducational,
educational,
contentious,
career,and
andcivic
civiccontexts
contextsthroughout
throughouttheir
theirlives.
lives.NASSP.org
NASSP.orghas
hasprovides
providesexcellent
excellentstrategies
strategiesfor
for
career,
raisingthe
thelevel
levelofofrigor
rigorininteaching.
teaching.
raising
SMARTERBALANCED:
BALANCED:aastate-led
state-ledconsortium
consortiumworking
workingtotodevelop
developnext-generation
next-generationassessments
assessmentsthat
that
SMARTER
accuratelymeasure
measurestudent
studentprogress
progresstoward
towardcollegecollege-and
andcareer
careerreadiness.
readiness.Smarter
SmarterBalanced
Balancedisis
accurately
oneofoftwo
twomultistate
multistateconsortia
consortiaawarded
awardedfunding
fundingfrom
fromthe
theU.S.
U.S.Department
DepartmentofofEducation
Educationinin2010
2010toto
one
developan
anassessment
assessmentsystem
systemaligned
alignedtotothe
theCommon
CommonCore
CoreState
StateStandards
Standards(CCSS)
(CCSS)by
bythe
the2014-15
2014-15
develop
schoolyear.
year.
school
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STANDARDENGLISH
ENGLISHLANGUAGE
LANGUAGELEARNERS
LEARNERS(SELS):
(SELS):students
studentsfor
forwhom
whomStandard
StandardEnglish
Englishisisnot
not
STANDARD
nativeand
andwhose
whosehome
homelanguage
languagediffers
differsin
instructure
structureand
andform
formfrom
fromstandard
standardor
oracademic
academicEnglish.
English.
native
Thesestudents
studentsare
areclassified
classifiedas
as“English
“EnglishOnly”
Only”because
becausetheir
theirhome
homelanguage
languageincorporates
incorporatesEnglish
English
These
vocabularythough
thoughititembodies
embodiesphonology,
phonology,grammar,
grammar,and
andsentence
sentencestructure
structurerules
rulesborrowed
borrowedfrom
from
vocabulary
indigenouslanguages
languagesother
otherthan
thanEnglish.
English.
indigenous
SMALLLEARNING
LEARNINGCOMMUNITIES
COMMUNITIES(SLCS):
(SLCS):uses
usespersonalized
personalizedclassroom
classroomenvironments
environmentswhere
where
SMALL
teachersknow
knoweach
eachindividual
individualstudent
studentand
andcan
cantailor
tailorinstruction
instructionto
tomeet
meettheir
theiracademic
academicand
and
teachers
social/emotionalneeds.
needs.The
Thegoal
goalisisto
toincrease
increasestudents'
students'sense
senseof
ofbelonging,
belonging,participation,
participation,and
and
social/emotional
commitmentto
toschool.
school.
commitment
SPECIALEDUCATION
EDUCATION(SPED):
(SPED):Services
Servicesoffered
offeredto
tochildren
childrenwho
whopossess
possessone
oneor
ormore
moreof
ofthe
thefollowing
following
SPECIAL
disabilities:specific
specificlearning
learningdisabilities,
disabilities,speech
speechor
orlanguage
languageimpairments,
impairments,mental
mentalretardation,
retardation,
disabilities:
emotionaldisturbance,
disturbance,multiple
multipledisabilities,
disabilities,hearing
hearingimpairments,
impairments,orthopedic
orthopedicimpairments,
impairments,visual
visual
emotional
impairments,autism,
autism,combined
combineddeafness
deafnessand
andblindness,
blindness,traumatic
traumaticbrain
braininjury,
injury,and
andother
otherhealth
health
impairments,
impairments.
impairments.
21ststCENTURY
CENTURYSKILLS:
SKILLS:refers
refersto
toaabroad
broadset
setof
ofknowledge,
knowledge,skills,
skills,work
workhabits,
habits,and
andcharacter
charactertraits
traits
21
thatare
arecritically
criticallyimportant
importantto
tosuccess
successin
intoday’s
today’sworld,
world,particularly
particularlyin
incollege
collegeand
andthe
the
that
st
st
contemporaryworkplace.
workplace.Generally
Generallyspeaking,
speaking,21
21 century
centuryskills
skillscan
canbe
beapplied
appliedininall
allacademic
academic
contemporary
subjectareas,
areas,and
andininall
alleducational,
educational,career,
career,and
andcivic
civicsettings
settingsthroughout
throughoutaastudent’s
student’slife.
life.The
The
subject
st
st
Partnershipfor
for21
21 Century
Centuryhas
hasvaluable
valuableinformation.
information.
Partnership
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COMMON SAFETY VIOLATIONS IN CLASSROOMS

1. Classroom
Classroom exits
exits shall
shall remain
remain clear
clear and
and not
not blocked
blocked by
by any
any obstructions,
obstructions, such
such as
as cabinets
cabinets that
that
1.
open into
into the
the exit
exit path.
path.
open
2. Classroom
Classroom emergency
emergency exit
exit windows
windows shall
shall not
not be
be blocked
blocked by
by items
items stored
stored under
under or
or in
in front
front of
of
2.
the windows.
windows.
the
3. Classroom
Classroom fire
fire extinguishers
extinguishers shall
shall be
be mounted
mounted in
in plain
plain view
view and
and not
not blocked
blocked or
or hidden.
hidden.
3.
4. Exit
Exit signs
signs for
for emergency
emergency window
window exits
exits shall
shall be
be visible
visible at
at all
all times.
times. Illuminated
Illuminated exit
exit signs,
signs, when
when
4.
provided, shall
shall be
be illuminated
illuminated at
at all
all times.
times.
provided,
5. Classroom
Classroom exit
exit doors
doors shall
shall not
not have
have decorations
decorations on
on the
the door.
door. Decorations
Decorations or
or classroom
classroom
5.
materials that
that are
are suspended
suspended from
from ceilings
ceilings shall
shall be
be treated
treated to
to be
be flame
flame retardant
retardant and
and never
never
materials
impede an
an exit.
exit.
impede
6. Suspending
Suspending or
or hanging
hanging decorative
decorative items
items from
from fire
fire sprinkler
sprinkler pipes
pipes isis not
not allowed.
allowed.
6.
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7. Flame
Flame retardant
retardant classroom
classroom wall
wall decorations
decorations shall
shall not
not extend
extend out
out from
from the
the walls
walls or
or cover
coverexit
exit
signs.
signs.
8. Suspending
Suspending decorative
decorative or
or instructional
instructional items
items from
from classroom
classroom ceiling
ceiling lights
lights isis not
not allowed.
allowed.
9. Material
Material stored
stored on
on top
top of
of shelves
shelves or
or cabinets
cabinets may
may not
not be
be closer
closer than
than 33 feet
feet to
to the
the ceiling.
ceiling. This
This
material
material shall
shall also
also be
be secured
secured so
so that,
that, during
during an
an earthquake,
earthquake, itit will
will not
not fall.
fall. Unfastened
Unfastened or
or
unrestrained
unrestrained materials
materials shall
shall be
be removed.
removed.
10. Materials
Materials stored
stored on
on top
top of
of shelves
shelves or
or cabinets
cabinets may
may not
not be
be closer
closer than
than 18"
18" to
to automatic
automatic
sprinkler
sprinkler heads.
heads.
11. Excess
Excess paper
paper and
and other
other supplies,
supplies, shall
shall be
be stored
stored in
in an
an orderly
orderly manner
manner in
in approved
approved storage
storage
closets
closets and
and not
not in
in open
open classrooms.
classrooms.
12. Hazardous
Hazardous materials,
materials, such
such as
as cleaning
cleaning products
products and
and chemicals
chemicals used
used for
for instruction,
instruction, shall
shallbe
be
stored
stored in
in approved
approved secure
secure locations
locations and
and always
always kept
kept out
out of
of reach
reach of
of children.
children. Science
Science chemicals
chemicals
and
and very
very hazardous
hazardous materials
materials must
must be
be kept
kept in
in hazardous
hazardous materials
materials cabinets.
cabinets.
13. All
All bookcases
bookcases and
and cabinets
cabinets shall
shall be
be secured
secured to
to walls.
walls.
14. Approved
Approved portable
portable heaters
heaters shall
shall be
be positioned
positioned so
so that
that they
they are
are not
not close
close to
to combustibles.
combustibles.
15. Do
Do not
not plug
plug more
more than
than one
one extension
extension cord
cord and
and one
one power
power strip
strip into
into an
an electrical
electrical outlet.
outlet.
Extension
Extension cords
cords shall
shall be
be removed
removed and
and stored
stored at
at the
the end
end of
of the
the school
school day.
day. Extension
Extension cords
cords may
may
not
not be
be put
put into
into permanent
permanent use.
use. Extension
Extension cords
cords and
and power
power strips
strips may
may not
not be
be plugged
plugged in
in series.
series.
16. Extension
Extension cords
cords may
may not
not be
be extended
extended from
from one
one classroom
classroom to
to another
another or
or create
create aa tripping
tripping
hazard.
hazard.
17. All
All compressed
compressed gas
gas cylinders
cylinders shall
shall be
be attached
attached with
with restraints
restraints to
to prevent
prevent them
them from
from
overturning.
overturning.
18. Do
Do not
not exceed
exceed the
the classroom
classroom occupancy
occupancy load
load by
by putting
putting too
too many
many students
students or
or desks
desks in
in the
the
room.
room. (20
(20 square
square feet
feet per
per student.)
student.)
Most classrooms
classrooms safety
safety violations
violations can
can be
be avoided
avoided by
by keeping
keeping classrooms
classrooms clean,
clean, neat
neat and
and well
well
organized.
organized. Do
Do not
not try
try and
and store
store more
more materials
materials than
than your
your room
room was
was designed
designed to
to safely
safelyhandle.
handle.Do
Do
not obstruct
obstruct the
the existing
existing fire
fire safety
safety systems
systems that
that are
are there
there to
to protect
protect all
all occupants.
occupants. Do
Do not
not try
tryand
and
exceed
exceed the
the capacity
capacity of
of the
the room’s
room’s electrical
electrical system
system with
with plug
plug strips
strips and
and extension
extension cords.
cords. Always
Always
look out
out for
for conditions
conditions that
that have
have the
the potential
potential to
to hurt
hurt students.
students.
In addition
addition to
to the
the illustrated
illustrated classroom
classroom violations,
violations, there
there are
are fire/safety
fire/safety violations
violations that
that occur
occuroutside
outside
of the
the classroom.
classroom. IfIf you
you notice
notice any
any unsafe,
unsafe, please
please notify
notify your
your site
site administrator.
administrator.
Parking
Parking of
of vehicles
vehicles on
on campus
campus shall
shall be
be limited
limited to
to official
official parking
parking stalls
stalls only.
only. Do
Do not
not park
park vehicles
vehicleson
on
school
school grounds
grounds in
in such
such aa way
way as
as to
to block
block paths
paths or
or egress
egress and
and access
access or
or any
any fire
fire lanes.
lanes.
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EMERGENCY DRILLS
DRILLS AND
AND PROCEDURES
PROCEDURES
EMERGENCY
Eachschool
schoolsite
sitehas
hasan
anemergency
emergencyplan
planthat
thatincludes
includesspecific
specificevacuation
evacuationand
andassembly
assemblyroutes,
routes,bell
bell
Each
andPA
PAsignals,
signals,and
andstaff
staffemergency
emergencyduties.
duties.This
Thisinformation
informationisisgenerally
generallyreviewed
reviewedwith
withfaculty
facultyand
and
and
staff
at
the
beginning
of
the
school
year
and/or
is
included
in
a
faculty
handbook
or
other
opening
staff at the beginning of the school year and/or is included in a faculty handbook or other opening
schoolmaterials.
materials.IfIfyou
youare
areunsure
unsureabout
aboutyour
yourschool’s
school’semergency
emergencyprocedures,
procedures,check
checkwith
withyour
your
school
schoolSAA
SAAor
oradministration
administrationbefore
beforeschool
schoolbegins,
begins,or
oras
assoon
soonas
aspossible
possibleafter
afterthe
theopening
openingof
of
school
school.
school.
Teachersshould
shouldprepare
preparean
anemergency
emergencyfolder
foldercontaining
containingclass
classrosters,
rosters,evacuation
evacuationroute
routeand
and
Teachers
assembly
maps,
a
pen/pencil,
and
other
necessary
information.
The
emergency
folder
should
be
assembly maps, a pen/pencil, and other necessary information. The emergency folder should be
visibleand
andlocated
locatedwithin
withineasy
easyaccess
accessof
ofthe
theteacher,
teacher,as
aswell
wellas
assubstitutes.
substitutes.Many
Manyteachers
teachersuse
useaa
visible
brightlycolored
coloredfolder
folderwith
withtheir
theirname
nameprinted
printedboldly
boldlyon
onthe
theoutside.
outside.This
Thiscan
canthen
thenbe
beheld
heldup
upas
asaa
brightly
sign
for
students
to
locate
their
class
during
evacuation
and
assembly.
sign for students to locate their class during evacuation and assembly.
TheDistrict
Districthas
hasan
anEmergency
EmergencyProcedures
ProceduresApp
Appavailable
availablefor
forall
allmobile
mobiledevices
deviceswhich
whichemployees
employeesare
are
The
encouraged
to
download:
http://achieve.lausd.net/emergencyapps.
encouraged to download: http://achieve.lausd.net/emergencyapps.
Theseare
arethe
thestandard
standardemergency
emergencyprocedures
proceduresfor
forall
allLAUSD
LAUSDschools:
schools:
These

FIREDRILL
DRILL(Signal:
(Signal:55short
shortbells
bellsrung
runginincontinuous
continuouscycle)
cycle)
FIRE
1.1.
2.2.
3.3.

4.4.
5.5.
6.6.

Studentsexit
exitthe
theclassroom,
classroom,walking
walkingininaaquiet,
quiet,orderly
orderlyand
andswift
swiftmanner.
manner.
Students
Students
evacuate
the
building
by
designated
routes
to
the
assigned
assemblyarea.
area.
Students evacuate the building by designated routes to the assigned assembly
Teachers:
Teachers:
Takeemergency
emergencyclass
classroster.
roster.
a)a) Take
b)
Check
that
all
students
areout
outof
ofthe
theclassroom.
classroom.
b) Check that all students are
Checkthat
thatall
allexits
exitsare
areclear.
clear.
c)c) Check
d) Close
Closeclassroom
classroomdoor.
door.Do
Donot
notlock
lockdoor.
door.(Later
(Laterentry
entrymay
maybe
berequired.)
required.)
d)
e)
Escort
students
to
assembly
area.
e) Escort students to assembly area.
Atthe
theassembly
assemblyarea,
area,teacher
teachertakes
takesroll
rolland
andaccounts
accountsfor
forall
allstudents.
students.(Be
(Beprepared
preparedto
to
At
reportinconsistencies
inconsistenciesto
toemergency
emergencyteam
teamleader.)
leader.)
report
Teacher
and
students
wait
in
designated
area
quietand
andorderly
orderlymanner
mannerininthe
theassembly
assembly
Teacher and students wait in designated area ininquiet
area.
area.
Othercircumstances:
circumstances:
Other
Studentsininclassrooms
classroomsother
otherthan
thantheir
theirown
ownat
atthe
thetime
timeof
ofthe
thedrill
drillare
areto
toremain
remain
Students
with
that
class
until
given
permission
to
rejoin
their
own
class.
with that class until given permission to rejoin their own class.
Studentsout
outof
ofaaclassroom
classroomat
atthe
thetime
timeof
ofthe
thedrill
drillare
areto
toevacuate
evacuatewith
withthe
theclass
class
Students
nearestto
tothem,
them,and
andare
areto
tostay
staywith
withthat
thatclass
classuntil
untilgiven
givenpermission
permissionto
torejoin
rejointheir
their
nearest
own
class.
own class.
Adultvisitors
visitorsare
areto
toevacuate
evacuatewith
withthe
theclass
classand
andremain
remainininthe
theassembly
assemblyarea
areauntil
until
Adult
informedthat
thatititisissafe
safeto
toleave.
leave.
informed
Whenaafire
firedrill
drilltakes
takesplace
placeoutside
outsideof
ofclass
classtime,
time,elementary
elementarystudents
studentsare
areto
towalk
walk
When
to
the
designated
assembly
area
to
meet
their
regular
teacher.
Secondary
students
to the designated assembly area to meet their regular teacher. Secondary students
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areto
towalk
walkto
tothe
thedesignated
designatedassembly
assemblyarea
areaof
oftheir
theirhomeroom
homeroomteacher.
teacher.When
When
are
reviewing
these
procedures
with
students
before
a
drill,
be
sure
to
include
this
reviewing these procedures with students before a drill, be sure to include this
information.
information.
7. Dismissal
Dismissalfrom
fromthe
thefire
firedrill
drillisisindicated
indicatedby
byan
anall-clear
all-clearsignal
signal(one
(onelong
longbell).
bell).
7.

EARTHQUAKEPROCEDURES
PROCEDURES
EARTHQUAKE
1.
1.
2.
2.
3.
3.

Intenseshaking
shakingoccurs.
occurs.
Intense
Teachergives
givescommand
commandto
to“DROP.”
“DROP.”
Teacher
Students
drop
to
knees,
facing
awayfrom
fromwindows.
windows.Take
Takecover
coverby
bygetting
gettingunder
underor
orbelow
below
Students drop to knees, facing away
furniture(desk,
(desk,chair,
chair,table,
table,etc.)
etc.)
furniture
4. Grasp
Graspthe
thefurniture
furniturelegs
legswith
withhands
handsand
andhold
holdon
ontightly.
tightly.
4.
5.
Wait
for
shaking
to
stop.
(Or
when
signal
is
given
duringdrill).
drill).
5. Wait for shaking to stop. (Or when signal is given during
Evacuateto
toemergency
emergencyassembly
assemblyarea
areafollowing
followingsame
sameroute
routeand
andinstructions
instructionsas
asfor
forfire
firedrill,
drill,steps
steps
Evacuate
#3-7
above.
#3-7 above.

DROP/TAKECOVER
COVERDRILL
DRILL
DROP/TAKE
Theemergency
emergency“Drop/Take
“Drop/TakeCover”
Cover”procedure
procedureisisused
usedwhen
whenblasts
blastsor
orexplosions
explosionsoccur
occurat
ator
ornear
near
The
the
school
site.
the school site.
Drop/TakeCover
Coverprocedures
procedureswhen
wheninside
insidethe
theclassroom:
classroom:
Drop/Take
1.
Upon
the
command
of
“Drop/Take
Cover,”
dropto
toknees
kneeswith
withback
backto
toaawindow,
window,place
placehead
head
1. Upon the command of “Drop/Take Cover,” drop
inlap
lapand
andclasp
clasphands
handsbehind
behindthe
theneck.
neck.
in
2. Wait
Waitquietly
quietlyfor
forfurther
furtherinstructions.
instructions.
2.
Drop/TakeCover
Coverprocedures
procedureswhen
whenoutside
outsidethe
theclassroom:
classroom:
Drop/Take
1. Seek
Seekany
anytype
typeof
ofprotection
protection(curb,
(curb,bench,
bench,gutter,
gutter,etc.)
etc.)
1.
2.
Drop
to
ground
with
back
to
hazard
and
clasp
hands
behindneck.
neck.
2. Drop to ground with back to hazard and clasp hands behind
3. Remain
Remainininthis
thisposition
positionfor
foraabrief
briefperiod,
period,then
thenseek
seekmore
moreprotective
protectivecover.
cover.
3.

LOCKDOWNDRILL
DRILL
LOCKDOWN
schoolLockdown
Lockdownsecures
securesthe
theschool
schoolduring
duringpolice
policeaction,
action,campus
campusintrusions,
intrusions,or
orother
otherincidents
incidents
AAschool
requiringschool/classroom
school/classroomsecurity.
security.When
WhenaaPA
PAannouncement
announcementor
orother
otherannouncement
announcementindicates
indicatesaa
requiring
“Lockdown,”follow
followthese
theseprocedures:
procedures:
“Lockdown,”
1.
1.
2.
2.
3.
3.
4.
4.
5.
5.
6.
6.

Immediatelylock
lockdoors.
doors.
Immediately
Closeblinds
blindsand
andcover
coverdoor
doorwindows,
windows,ififnecessary.
necessary.
Close
Move
students
away
from
windows.
Move students away from windows.
Keepstudents
studentsquiet
quietand
andstill.
still.
Keep
Remainininclassroom
classroomuntil
untilemergency
emergencyisisover,
over,as
asannounced
announcedby
bythe
thesite
siteadministrator.
administrator.
Remain
Students
and
adults
outside
a
classroom
when
a
Lockdown
is
announced
shouldproceed
proceed
Students and adults outside a classroom when a Lockdown is announced should
immediatelyto
tothe
theclosest
closestclassroom
classroomand
andfollow
followthe
theabove
aboveprocedures.
procedures.
immediately
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SHELTER-IN-PLACE
SHELTER-IN-PLACE
Shelter-in-Placeaction
actionisistaken
takento
toprotect
protectstudents
studentsand
andadults
adultsfrom
fromfrom
fromairborne
airbornecontaminants
contaminants
AAShelter-in-Place
bysheltering
shelteringinside,
inside,away
awayfrom
fromcontaminated
contaminatedair.
air.Unlike
UnlikeaaLockdown,
Lockdown,students
studentsmay
maymove
movebetween
between
by
classesand
andthrough
throughhallways
hallwaysas
aslong
longas
asthey
theyremain
remaininside
insideaaclosed
closedbuilding.
building.
classes
1. IfIfoutside,
outside,students
studentswill
willproceed
proceedto
totheir
theirclassrooms,
classrooms,ififititisissafe
safeto
todo
doso.
so.IfIfnot,
not,teachers
teachersor
or
1.
staffwill
willdirect
directstudents
studentsinto
intonearby
nearbyclassrooms
classroomsor
orother
otherschool
schoolbuildings.
buildings.
staff
2.
Teachers
should
secure
individual
classrooms,
assisted
by
the
Plant
Managerand
andother
other
2. Teachers should secure individual classrooms, assisted by the Plant Manager
staff,by
byshutting
shuttingdown
downheat
heatand
andair
airconditioning,
conditioning,turning
turningoff
offfans,
fans,closing
closingand
andsealing
sealingdoors
doors
staff,
andwindows
windowsusing
usingtowels
towelsor
orduct
ducttape,
tape,and
andturning
turningoff
offsources
sourcesof
ofignition,
ignition,such
suchas
aspilot
pilot
and
lights.
lights.
3. Teachers
Teachersand
andstudents
studentswill
willremain
remaininside
insideuntil
untilan
anofficial
officialannouncement
announcementisismade
madethat
thatthe
the
3.
Shelter-in-Placehas
hasended
endedand
andititisispermissible
permissibleto
togo
gooutside.
outside.
Shelter-in-Place
Notethat
thatduring
duringany
anyemergency,
emergency,students
studentsshall
shallremain
remainon
onthe
theschool
schoolsite
siteuntil
untilreunited
reunitedwith
withlegal
legal
Note
parentor
orguardian,
guardian,and/or
and/orthe
theadministrator
administratordetermines
determinesthat
thatthe
theenvironment
environmentand
andtime
timeof
ofday
dayare
are
parent
safe
to
disperse
students
to
their
homes
in
the
regular
manner.
safe to disperse students to their homes in the regular manner.

CLASSROOMEMERGENCY
EMERGENCYSUPPLIES
SUPPLIES
CLASSROOM
Whilenot
notrequired,
required,teachers
teachersoften
oftenfind
finditituseful
useful(and
(andreassuring)
reassuring)to
tohave
havethe
thefollowing
followingitems
itemson
on
While
hand
in
the
classroom:
hand in the classroom:
Bottlesof
ofwater
water
Bottles
Portablephone
phonecharger
charger
Portable
Flashlightand
andextra
extrabatteries
batteries
Flashlight
Sunscreenand/or
and/orhat
hat
Sunscreen
An
extra
sweatshirt
orhoodie,
hoodie,and
andextra
extrasocks.
socks.
An extra sweatshirt or
Playingcards,
cards,coloring
coloringbooks,
books,or
orother
othersimple
simpledistractions
distractions
Playing
FINALLY,in
inthe
theevent
eventof
ofaadisaster,
disaster,all
allDistrict
Districtemployees
employeesmay
maybe
bedesignated
designated“Disaster
“DisasterService
Service
FINALLY,
Workers,”and
andas
assuch
suchwill
willneed
needto
toremain
remainat
atschool.
school.District
Districtemployees,
employees,therefore,
therefore,are
arestrongly
strongly
Workers,”
encouragedto
tohave
haveaacomplete
completehome
homeemergency
emergencyplan
planand
andhome
homeemergency
emergencysupplies
suppliesininplace
placeso
so
encouraged
thatthey
theywill
willknow
knowthat
thattheir
theirfamily
familyisisprovided
providedfor
forin
intheir
theirabsence.
absence.
that
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SCHOOL STAFF
STAFF SECURITY
SECURITY TIPS
TIPS AND
AND RULES
RULES
SCHOOL
Parkand
andlock
lockyour
yourcar
carininwell-lit
well-litareas
areaswhen
whenpossible.
possible.
1.1. Park
Usebuddy
buddysystem
system(whenever
(wheneverpossible)
possible)when
whenentering
enteringand
andleaving
leavingcampus.
campus.
2.2. Use
Donot
notwear
wearexpensive
expensivejewelry,
jewelry,or
orcarry
carrylarge
largeamounts
amountsofofmoney
moneyto
towork.
work.
3.3. Do
Securepurses
pursesand
andother
othervaluables
valuablesininaalocked
lockedcabinet
cabinetor
ordesk
deskwhile
whileon
oncampus.
campus.
4.4. Secure
Monitorhallways
hallwaysand
andgrounds
groundsduring
duringpassing
passingperiods.
periods.
5.5. Monitor
Notifythe
theadministration
administrationor
orschool
schoolpolice
policeimmediately
immediatelywhen
whenyou
youobserve
observewhat
whatappear
appearto
to
6.6. Notify
betrespassers
trespasserson
oncampus.
campus.
be
Notifythe
theadministration
administrationor
orschool
schoolpolice
policeofofany
anyunusual
unusualactivity
activityor
orpotential
potential
7.7. Notify
confrontations.
confrontations.
Lockall
alldoors
doorsbefore
beforeleaving
leavingthe
theclassroom.
classroom.
8.8. Lock
Donot
notreturn
returnto
tocampus
campusduring
duringnon-school
non-schoolhours
hourswithout
withoutpermission
permissionofofthe
theprincipal
principaland
and
9.9. Do
making
required
notifications.
making required notifications.
10.Make
Makeevery
everyattempt
attemptto
toleave
leavecampus
campusprior
priorto
tomain
mainoffice
officeclosing
closingfor
forthe
theday.
day.
10.
11.Notify
Notifyother
otherstaff
staffmembers
memberswhen
whenremaining
remainingon
oncampus
campusafter
afterclass
classhours.
hours.
11.
12.Be
Beaware
awareofoftraffic
trafficpatterns
patternsand
andpotential
potentialsafety
safetyproblems
problemsininthe
thearea
areasurrounding
surroundingyour
your
12.
school.
school.
13.Avoid
Avoidbeing
beingalone
alonewith
withaastudent
studentininaaclassroom
classroomor
orclosed
closedarea.
area.
13.
14.Classroom
Classroomand
andschool
schoolkeys
keysare
arenever
neverto
tobe
begiven
givento
tostudents.
students.Keys
Keysshould
shouldnot
notbe
beleft
left
14.
accessibleto
tostudents
studentsatatany
anytime.
time.
accessible
15. Personal
Personalpossessions
possessionsand
andall
allclassroom
classroomvaluables
valuablesshould
shouldbe
betaken
takenhome
homeor
orlocked
lockedsecurely
securely
15.
duringholidays.
holidays.
during
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CONTRACTUAL OBLIGATIONS
OBLIGATIONS AND
AND RIGHTS
RIGHTS
CONTRACTUAL
Thefollowing
followingLAUSD
LAUSDpolicy
policydocuments
documentsare
areimportant
importantto
toread,
read,understand
understandand
andkeep
keepon
onhand
handfor
for
The
reference:
reference:
LAUSDand
andUTLA
UTLA2008
2008––2011
2011Agreement
Agreement
LAUSD
LAUSDEmployee
EmployeeAttendance
AttendancePolicy
Policy
LAUSD
LAUSDCode
CodeofofConduct
Conductwith
withStudents
Students
LAUSD
EmployeeCode
Codeof
ofEthics
Ethics
Employee
InternetMedia
MediaLiteracy
Literacy
Internet
Drug-Freeand
andAlcohol-Free
Alcohol-FreeWorkplace
Workplace
Drug-Free
Tobacco-FreeSchools
Schools
Tobacco-Free
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LAUSD AND UTLA 2008 – 2011 AGREEMENT
ARTICLE IX
HOURS, DUTIES, AND WORK YEAR
2.0 Sign-in and Sign-out: All employees shall, upon each arrival to and departure from their
assigned work location, enter their initials on a form provided by the District. Itinerant employees
serving less than a full day at a work location and Early Education Center employees shall also enter
the correct time as part of their sign-in and sign-out.
4.0 Other Professional Duties: Each employee is responsible not only for classroom duties (or, in
the case of non-classroom teachers, scheduled duties) for which properly credentialed, but also for
all related professional duties. Such professional duties include the following examples:
instructional planning; preparing lesson plans in a format appropriate to the teacher's assignment;
preparing and selecting instructional materials; reviewing and evaluating the work of pupils;
communicating and conferring with pupils, parents, staff and administrators; maintaining
appropriate records; providing leadership and supervision of student activities and organizations;
supervising pupils both within and outside the classroom; supervising teacher aides when assigned;
cooperating in parent, community and open house activities; participating in staff development
programs, professional activities related to their assignment, independent study and otherwise
keeping current with developments within their areas or subjects of assignment; assuming
reasonable responsibility for the proper use and control of District property, equipment, material
and supplies; and attending faculty, departmental, grade level and other meetings called or
approved by the immediate administrator.
4.1 Lesson plans or evidence of planning in a format appropriate to the teacher’s assignment, shall
be furnished by each classroom teacher upon request from the teacher's immediate administrator.
No special format for a lesson plan shall be required.
4.2 All duties required of each employee shall meet the test of reasonableness, and shall be
assigned and distributed by the site administrator in a reasonable and equitable manner among the
employees at the school or center.

BELIEVE

*

EMPOWER

*

TRANSFORM

LAUSDNEW
NEWTEACHER
TEACHERRESOURCE
RESOURCEGUIDE
GUIDE2015
2015||CHAPTER
CHAPTER88
LAUSD

LAUSD EMPLOYEE
EMPLOYEE ATTENDANCE
ATTENDANCE POLICY
POLICY
LAUSD
ADOPTED: 7/2004
7/2004
ADOPTED:
Whilethe
thevast
vastmajority
majorityof
ofemployees
employeeshave
haveaastrong
strongcommitment
commitmentto
totheir
theirwork
workand
andexcellent
excellent
While
attendance,ititisisalso
alsoclear
clearthat
thatunnecessary
unnecessaryabsenteeism
absenteeismhas
hasaanegative
negativeimpact
impactupon
uponstudent
student
attendance,
achievementdue
dueto
tointerruption
interruptionof
ofthe
thecontinuity
continuityof
ofinstruction,
instruction,and
andresults
resultsin
inreduced
reduced
achievement
productivity,loss
lossof
ofservice,
service,and
andsignificant
significantcosts
coststo
tothe
theLos
LosAngeles
AngelesUnified
UnifiedSchool
SchoolDistrict
District
productivity,
(“LAUSD”).The
TheLAUSD
LAUSDBoard
Boardof
ofEducation
Educationexpects:
expects:
(“LAUSD”).
Employeesto
tomaintain
maintainregular
regularattendance
attendanceand
andavoid
avoidabsenteeism;
absenteeism;
Employees
Employeesto
towork
workevery
everyhour
hourthat
thatthey
theyare
areassigned;
assigned;
Employees
Employeesto
tobe
beat
attheir
theirwork
workstations
stationson
ontime
timeevery
everyworking
workingday;
day;
Employees
Employeesto
tocomply
complywith
withlegal
legalrestrictions,
restrictions,LAUSD
LAUSDpolicy
policyand
andprocedures,
procedures,and
andthe
the
Employees
respectivecollective
collectivebargaining
bargainingrules
rulesregarding
regardingreporting
reportingof
ofabsence
absenceand
andproviding
providing
respective
appropriatedocumentation;
documentation;
appropriate
Supervisorsto
toexplain
explainand
andinsist
insistupon
uponregular
regularattendance,
attendance,maintain
maintainaccurate
accurateemployee
employee
Supervisors
attendancerecords,
records,monitor
monitoremployee
employeeattendance,
attendance,provide
provideperformance
performancefeedback
feedbackto
to
attendance
employeesand
andenforce
enforceall
allemployee
employeeattendance
attendancepolicies
policiesand
andstandards
standardsthrough
throughemployee
employee
employees
performanceevaluations
evaluationsand
anddiscipline
disciplineprocesses.
processes.
performance
TheDistrict
Districtwill
willmake
makeevery
everyattempt
attemptto
toavoid
avoidscheduling
schedulingactivities
activitiesthat
thatcontribute
contributeto
tostaff
staff
The
absenteeism.
absenteeism.
LAUSDseeks
seeksto
toassist
assistadministrators
administratorsand
andsupervisors
supervisorsto
toefficiently
efficientlymanage
manageattendance,
attendance,improve
improve
LAUSD
employeeeffectiveness
effectivenessthrough
throughreduced
reducedabsenteeism,
absenteeism,and
andguide
guideemployees
employeesin
inappropriate
appropriateuse
useof
of
employee
illnessand
andpersonal
personalnecessity
necessitytime.
time.Illness
Illnessleaves
leavesare
areprovided
providedto
toease
easethe
thefinancial
financialburden
burdenon
on
illness
employeeswho
whoare
areunavoidably
unavoidablyrequired
requiredto
tobe
beabsent
absentfrom
fromduty
dutydue
dueto
tolegitimate
legitimateillness,
illness,injury,
injury,
employees
orpersonal
personalnecessity.
necessity.Personal
Personalnecessity
necessityleaves
leavesare
areprovided
providedfor
foronly
onlyeleven
elevenspecific
specificcauses.
causes.
or
Employeeswho
whouse
useillness
illnessand
andpersonal
personalnecessity
necessityleaves
leavesfor
forunauthorized
unauthorizedreasons
reasonsare
areininviolation
violation
Employees
ofDistrict
Districtpolicy
policyand
andrelated
relatedlaws.
laws.Failure
Failureto
tocomply
complywith
withthis
thispolicy
policycan
canresult
resultin
inappropriate
appropriate
of
disciplinaryaction,
action,up
upto
toand
andincluding
includingtermination.
termination.
disciplinary
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LAUSD CODE OF CONDUCT WITH STUDENTS
ADOPTED: 7/2008
The most important responsibility of the Los Angeles Unified School District (District) is the safety
of our students. All employees, as well as all individuals who work with or have contact with
students, are reminded that they must be mindful of the fine line drawn between being sensitive to
and supportive of students and a possible or perceived breach of responsible, ethical behavior.
While the District encourages the cultivation of positive relationships with students, employees and
all individuals who work with or have contact with students are expected to use good judgment
and are cautioned to avoid situations including, but not limited 10, the following:
1. Meeting individually with a student behind closed doors, regardless of gender.
2. Remaining on campus with student(s) after the last administrator leaves the school site.
(There are exceptions, such as teachers rehearsing with students for a drama/music activity
or coaching academic decathlon students, with approval of the site-administrator in
advance.)
3. Engaging in any behaviors, either directly or indirectly with a student(s) or in the presence
of a student(s) that are unprofessional, unethical, illegal, immoral, or exploitative.
4. Giving student(s) gifts rewards, or incentives that are not school-related and for which it is
directly or implicitly suggested that a student(s) is (are) to say or do something in return.
5. Making statements or comments, either directly or in the presence of a student(s), which
are not age-appropriate, professional, or which may be considered sexual in nature,
harassing, or demeaning.
6. Touching or having physical contact with a student(s) that is not age-appropriate or within
the scope of the employee's/individual’s responsibilities and/or duties.
7. Transporting student(s) in a personal vehicle without proper written administrator and
parent authorization forms on file in advance.
8. Taking or accompanying student(s) off campus for activities other than a District-approved
school journey or field trip.
9. Meeting with or being in the company of student(s) off campus, except in school-authorized
and/or approved activities.
10. Communicating with student(s), in writing, by phone/Email/electronically, via Internet, or in
person, at any time, for purposes that are not specifically school-related.
11. Calling student(s) at home or on their cell phone, except for specific school-related
purposes and/or situations.
12. Providing student{s) with a personal home/cell telephone number, personal Email address,
home address, or other personal contact information, except for specific school-related
purposes and/or situations.
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Eventhough
thoughthe
theintent
intentof
ofthe
theemployee/individual
employee/individualmay
maybe
bepurely
purelyprofessional,
professional,those
thosewho
whoengage
engage
Even
inany
anyof
ofthe
theabove
abovebehavior(s),
behavior(s),either
eitherdirectly
directlyor
orindirectly
indirectlywith
withaastudent(s)
student(s)or
orin
inthe
thepresence
presenceof
ofaa
in
student(s),are
aresubjecting
subjectingthemselves
themselvesto
toall
allpossible
possibleperceptions
perceptionsof
ofimpropriety.
impropriety.
student(s),
Employees/individualsare
areadvised
advisedthat,
that,when
whenallegations
allegationsof
ofinappropriate
inappropriateconduct
conductor
orbehavior
behaviorare
are
Employees/individuals
made,the
theDistrict
Districtisisobligated
obligatedto
toinvestigate
investigatethe
theallegations
allegationsand,
and,ififwarranted,
warranted,take
takeappropriate
appropriate
made,
administrativeand/or
and/ordisciplinary
disciplinaryaction.
action.
administrative
Employees/individualswho
whohave
havequestions
questionsor
orneed
needfurther
furtherinformation
informationshould
shouldcontact
contacttheir
theirsite
site
Employees/individuals
administratoror
orsupervisor,
supervisor,or
ormay
maycall
callthe
theEducational
EducationalEquity
EquityCompliance
ComplianceOffice
Officeat
at(213)
(213)241241administrator
7682.
7682.
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EMPLOYEE CODE
CODE OF
OF ETHICS
ETHICS
EMPLOYEE

ADOPTED:9/1998;
9/1998;REVISED:
REVISED: 12/2000,
12/2000,2/2003
2/2003
ADOPTED:
Asemployees
employeesof
ofthe
theLos
LosAngeles
AngelesUnified
UnifiedSchool
SchoolDistrict
District(LAUSD),
(LAUSD),our
ourmission
missionisisto
toeducate
educateall
all
As
studentsto
totheir
theirmaximum
maximumpotential.
potential.Our
Oursuccess
successdepends
dependson
onour
ourteamwork,
teamwork,trust
trustand
and
students
commitment.Our
OurCode
Codeof
ofEthics
Ethicsisisintended
intendedto
tohelp
helpus
usachieve
achievesuccess
successby
bysetting
settingcommon
common
commitment.
expectationsand
andincreasing
increasingtrust,
trust,commitment
commitmentand
andteamwork
teamworkwithin
withinthe
theDistrict,
District,and
andbetween
betweenthe
the
expectations
Districtand
andthe
thecommunity.
community.
District
COREPRINCIPLES
PRINCIPLES
CORE
Tohelp
helpus
usachieve
achieveour
ourmission,
mission,we
weare
arecommitted
committedto
tothree
threecore
coreethical
ethicalprinciples:
principles:
To
Commitmentto
toExcellence
Excellence
Commitment
Districtand
andPersonal
PersonalIntegrity
Integrity
District
Responsibility
Responsibility
PURPOSE
PURPOSE
OurCode
Codeof
ofEthics
Ethicshelps
helpsdevelop
developtrust
trustby
bydescribing
describingwhat
whatthe
thepublic
publiccan
canexpect
expectfrom
fromus,
us,and
andwhat
what
Our
wecan
canexpect
expectfrom
fromeach
eachother
otherand
andour
ourDistrict.
District.ItItplays
playsaacentral
centralrole
roleininour
ourDistrict’s
District’scommitment
commitment
we
tohelp
helpDistrict
Districtpersonnel
personnelachieve
achievethe
thehighest
highestethical
ethicalstandards
standardsinintheir
theirprofessional
professionalactivities
activitiesand
and
to
relationships.Our
Ourgoal
goalisisto
tocreate
createaaculture
culturethat
thatfosters
fosterstrust,
trust,commitment
commitmentto
toexcellence
excellenceand
and
relationships.
responsibility,personal
personaland
andinstitutional
institutionalintegrity,
integrity,and
andavoids
avoidsconflicts
conflictsof
ofinterest
interestand
andappearances
appearances
responsibility,
ofimpropriety.
impropriety.
of
APPLICATIONAND
ANDENFORCEABILITY
ENFORCEABILITY
APPLICATION
TheCode
Codeof
ofEthics
Ethicsapplies
appliesto
toall
allDistrict
Districtpersonnel
personnelincluding
includingBoard
BoardMembers.
Members.Provisions
Provisionsof
ofthis
this
The
EmployeeCode
Codeof
ofEthics
Ethicsare
aresupported
supportedby
byState
Statelaw,
law,and
andDistrict
DistrictBoard
Boardand
andPersonnel
PersonnelCommission
Commission
Employee
Rules,regulations,
regulations,bulletins
bulletinsand
andcollective
collectivebargaining
bargainingagreements.
agreements.Violations
Violationsof
ofthis
thisCode
Codeof
ofEthics
Ethics
Rules,
mayresult
resultininadministrative
administrativeor
ordisciplinary
disciplinaryaction
actionunder
underthose
thoselaws,
laws,rules,
rules,regulations,
regulations,bulletins
bulletinsand
and
may
agreements.
agreements.
MAKINGETHICAL
ETHICALDECISIONS
DECISIONS
MAKING
Whilethe
theCode
Codeof
ofEthics
Ethicsprovides
providesgeneral
generalguidance,
guidance,ititdoes
doesnot
notprovide
provideaacomplete
completelisting
listingor
oraa
While
definitiveanswer
answerto
toevery
everypossible
possibleethical
ethicalsituation.
situation.When
Whenmaking
makingdecisions,
decisions,we
weshould
shoulduse
usegood
good
definitive
judgmentto
tofulfill
fulfillthe
thespirit
spiritas
aswell
wellas
asthe
theletter
letterof
ofthe
theCode.
Code.The
TheReferences
Referencessection
sectionof
ofthe
theCode
Code
judgment
listsother
otherdocuments
documentssuch
suchas
aslaws,
laws,rules,
rules,policies
policiesand
andbulletins
bulletinsthat
thatprovide
providemore
moredetailed
detailed
lists
guidance.When
Whenmaking
makingdecisions:
decisions:
guidance.
Evaluatethe
thesituation
situationand
andidentify
identifythe
theethical
ethicalissues.
issues.
Evaluate
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Follow the
the rules.
rules. Consult
Consult the
the Code
Code of
of Ethics,
Ethics, law,
law, and
and District
District rules,
rules, regulations,
regulations, bulletins,
bulletins,
Follow
policies and
and procedures,
procedures, and
and apply
apply them
them to
to the
the situation.
situation.
policies
Ask for
for guidance
guidance from
from your
your supervisor.
supervisor. IfIf your
your supervisor
supervisor isis involved
involved in
in the
the problem,
problem, contact
contact
Ask
his or
or her
her supervisor,
supervisor, or
or the
the Ethics
Ethics Office
Office for
for help.
help. Ask
Ask for
for help
help early—before
early—before you
you act.
act.
his
Make and
and carry
carry out
out aa decision
decision that
that isis consistent
consistent with
with the
the rules
rules and
and develops
develops excellence,
excellence,
Make
integrity and
and responsibility.
responsibility.
integrity
CONTACTING THE
THE ETHICS
ETHICS OFFICE
OFFICE
CONTACTING
For advice,
advice, help,
help, training,
training, copies
copies of
of ethics
ethics publications,
publications, or
or more
more information
information on
on the
the ethics
ethics program
program
For
visit our
our website
website or
or contact
contact us
us directly.
directly.
visit
LAUSD Ethics
Ethics Office
Office
LAUSD
333. S.
S. Beaudry
Beaudry Ave,
Ave, 20th
20th Floor
Floor
333.
Los Angeles,
Angeles, California
California 90017
90017
Los
T: 213-241-3330
213-241-3330
T:
http://ethics.lausd.net/
http://ethics.lausd.net/
COMMITMENTS AND
AND EXPECTATIONS
EXPECTATIONS
COMMITMENTS
To achieve
achieve our
our mission
mission of
of educating
educating students,
students, we
we strive
strive to
to create
create aa District
District culture
culture that
that fosters
fosters trust
trust
To
and focuses
focuses on
on excellence.
excellence. Our
Our goal
goal isis to
to develop
develop aa culture
culture that
that isis personally
personally fulfilling,
fulfilling, supports
supports
and
ethical decision-making,
decision-making, and
and provides
provides an
an environment
environment where
where hard
hard work,
work, creativity
creativity and
and innovation
innovation
ethical
are the
the norm.
norm. To
To succeed,
succeed, we
we must
must have
have the
the same
same expectations
expectations about
about how
how we
we will
will practice
practice our
our
are
commitment to
to excellence,
excellence, integrity
integrity and
and responsibility
responsibility in
in our
our everyday
everyday work.
work.
commitment
A. COMMITMENT
COMMITMENT TO
TO EXCELLENCE.
EXCELLENCE. We
We are
are committed
committed to
to being
being the
the best
best school
school district
district and
and
A.
personnel we
we can
can be,
be, educating
educating our
our students
students to
to their
their maximum
maximum potential.
potential. Everything
Everything we
we do
do has
has an
an
personnel
impact on
on the
the classroom.
classroom.
impact
1. Set
Set the
the example.
example. We
We are
are committed
committed to
to providing
providing the
the best
best example
example we
we can,
can, striving
striving to
to
1.
demonstrate excellence,
excellence, integrity
integrity and
and responsibility
responsibility in
in our
our work.
work.
demonstrate
2. Create
Create an
an environment
environment of
of trust,
trust, respect
respect and
and non-discrimination.
non-discrimination. We
We are
are committed
committed to
to
2.
creating an
an environment
environment of
of trust,
trust, care
care and
and respect.
respect. We
We will
will not
not tolerate
tolerate discriminatory
discriminatory or
or
creating
harassing behavior
behavior of
of students
students or
or colleagues.
colleagues.
harassing
3. Provide
Provide honest,
honest, accurate
accurate and
and timely
timely information.
information. We
We are
are committed
committed to
to candor
candor in
in our
our work
work
3.
relationships, providing
providing other
other District
District personnel
personnel including
including supervisors,
supervisors, senior
senior staff
staff and
and
relationships,
Board members
members with
with accurate,
accurate, reliable
reliable and
and timely
timely information.
information. We
We will
will not
not tolerate
tolerate
Board
falsification or
or cheating.
cheating.
falsification
4. Identify
Identify problems
problems and
and help
help create
create solutions.
solutions. We
We are
are committed
committed to
to identifying
identifying areas
areas for
for
4.
improvement within
within our
our District,
District, and
and suggesting
suggesting and
and implementing
implementing solutions
solutions that
that make
make us
us
improvement
more successful.
successful.
more
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5. Keep
Keep policies,
policies, procedures
procedures and
and rules.
rules. Our
Our rules,
rules, policies
policies and
and procedures
procedures are
are the
the foundation
foundation
5.
of trust
trust and
and how
how our
our District
District conducts
conducts everyday
everyday business.
business. They
They define
define our
our expectations
expectations and
and
of
evaluation criteria.
criteria. We
We are
are committed
committed to
to following
following our
our Code
Code of
of Ethics,
Ethics, laws,
laws, and
and District
District
evaluation
rules, regulations,
regulations, bulletins,
bulletins, policies
policies and
and procedures,
procedures, recommending
recommending changes
changes required
required to
to
rules,
make them
them better,
better, and
and will
will not
not tolerate
tolerate improper
improper conduct.
conduct.
make
6. Report
Report improper
improper conduct.
conduct. When
When someone
someone does
does well,
well, it
it reflects
reflects well
well on
on all
all of
of us.
us. When
When we
we
6.
make aa mistake,
mistake, we
we strive
strive to
to correct
correct it
it and
and learn
learn from
from it.
it. We
We are
are committed
committed to
to reporting
reporting
make
gross mismanagement,
mismanagement, significant
significant waste
waste of
of funds,
funds, abuse
abuse of
of authority,
authority, threats
threats to
to safety,
safety,
gross
violations of
of our
our Code
Code of
of Ethics,
Ethics, laws,
laws, rules,
rules, regulations,
regulations, bulletins,
bulletins, policies
policies and
and procedures,
procedures,
violations
or other
other conduct
conduct that
that damages
damages our
our integrity
integrity or
or reputation,
reputation, to
to our
our supervisor,
supervisor, the
the Ethics
Ethics
or
Officer or
or the
the Inspector
Inspector General.
General.
Officer
7. Keep
Keep colleagues
colleagues safe
safe from
from retaliation.
retaliation. We
We are
are committed
committed to
to creating
creating aa work
work environment
environment
7.
where problems
problems can
can be
be reported
reported and
and solved.
solved. We
We are
are prohibited
prohibited from
from threatening,
threatening,
where
harassing, punishing
punishing or
or retaliating
retaliating against
against employees
employees who
who make
make good
good faith
faith complaints.
complaints.
harassing,
B. DISTRICT
DISTRICT AND
AND PERSONAL
PERSONAL INTEGRITY.
INTEGRITY. To
To maintain
maintain our
our integrity,
integrity, we
we are
are committed
committed to
to making
making
B.
decisions in
in the
the best
best interests
interests of
of the
the District.
District. We
We will
will avoid
avoid conflicts
conflicts of
of interest
interest and
and the
the appearance
appearance
decisions
of impropriety.
impropriety.
of
8. Avoid
Avoid conflicts
conflicts of
of interest
interest and
and improper
improper outside
outside income.
income. A
A conflict
conflict of
of interest
interest can
can exist
exist
8.
anytime our
our position
position or
or decisions
decisions provide
provide us
us aa financial
financial benefit
benefit or
or improper
improper advantage.
advantage. We
We
anytime
are permitted
permitted to
to receive
receive outside
outside income
income as
as long
long as
as it
it does
does not
not create
create aa conflict
conflict with
with our
our
are
District work.
work. We
We are
are committed
committed to
to declining
declining outside
outside income
income that
that might
might be
be perceived
perceived as
as
District
inconsistent, incompatible
incompatible or
or in
in conflict
conflict with
with our
our official
official duties.
duties. We
We will
will not
not make
make decisions
decisions
inconsistent,
or use
use our
our position
position for
for personal
personal benefit
benefit or
or to
to gain
gain an
an improper
improper advantage.
advantage.
or
9. Decline
Decline gifts.
gifts. A
A gift
gift is
is aa benefit
benefit we
we receive
receive for
for which
which we
we did
did not
not pay.
pay. Gifts
Gifts can
can include
include
9.
merchandise, food,
food, tickets,
tickets, use
use of
of facilities,
facilities, investments,
investments, rebates
rebates or
or discounts
discounts not
not offered
offered to
to
merchandise,
the public,
public, or
or forgiveness
forgiveness of
of debt
debt from
from vendors,
vendors, lobbyists,
lobbyists, parents,
parents, students
students or
or others.
others. We
We
the
will not
not accept
accept gifts
gifts or
or gratuities
gratuities in
in excess
excess of
of $100
$100 from
from aa single
single source
source in
in aa single
single year
year
will
(aggregate retail
retail value)
value) or
or that
that give
give the
the appearance
appearance that
that the
the gift
gift improperly
improperly influenced
influenced our
our
(aggregate
decisions regardless
regardless of
of the
the amount.
amount. We
We will
will not
not solicit
solicit vendors,
vendors, lobbyists,
lobbyists, parents
parents or
or others
others
decisions
for anything
anything that
that provides
provides us
us aa personal
personal benefit
benefit different
different from
from the
the public.
public.
for
10. Improper
Improper influence
influence of
of family
family members
members and
and associates.
associates. We
We are
are committed
committed to
to abstaining
abstaining
10.
from decisions
decisions that
that could
could result
result in
in aa direct
direct benefit
benefit to
to aa close
close relative
relative or
or co-habitant
co-habitant
from
including, but
but not
not limited
limited to,
to, hiring,
hiring, promotion,
promotion, discipline,
discipline, evaluation
evaluation or
or direct
direct supervision.
supervision.
including,
11. Maintain
Maintain appropriate
appropriate relationships
relationships with
with students.
students. We
We are
are committed
committed to
to ensuring
ensuring that
that
11.
employee-student relationships
relationships are
are positive,
positive, professional
professional and
and non-exploitative.
non-exploitative. We
We will
will not
not
employee-student
tolerate improper
improper employee-student
employee-student relationships.
relationships.
tolerate
12. Keep
Keep procurement
procurement information
information confidential.
confidential. To
To reinforce
reinforce public
public trust
trust and
and confidence
confidence in
in our
our
12.
procurement processes,
processes, we
we are
are committed
committed to
to ensuring
ensuring that
that procurement
procurement information
information is
is
procurement
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keptconfidential,
confidential,used
usedonly
onlyininthe
theperformance
performanceofofour
ourduties,
duties,and
andnot
notreleased
releasedearly
earlytoto
kept
potentialcontractors.
contractors.
potential
13.Keep
Keepthe
thecontracting
contractingprocess
processobjective.
objective.We
Weare
arecommitted
committedtotomaking
makingcontract
contractaward
award
13.
recommendationsininthe
thebest
bestinterest
interestofofthe
theDistrict.
District.From
Fromthe
thetime
timean
anRFP,
RFP,specification
specificationoror
recommendations
othercontract
contractdocument
documentisisissued
issueduntil
untilthe
thestaff
staffrecommendation
recommendationisismade
madepublic
public(the
(the
other
contract’sboard
boardreport
reportisispublished
publishedby
bythe
theBoard
BoardSecretariat),
Secretariat),we
wewill
willnot
nothave
havecontact
contact
contract’s
concerningthe
thecontract
contractwith
withcontractors
contractorsparticipating
participatingininthe
theprocess
processorortheir
their
concerning
representatives.
representatives.
14.Future
Futureemployment.
employment.InInorder
ordertotoprevent
preventconflicts
conflictsofofinterest,
interest,District
Districtpersonnel
personnelare
arenot
not
14.
permittedtotodiscuss
discussthe
thepossibility
possibilityofoffuture
futureemployment
employmentwith
withaaperson
personorororganization
organizationthat
that
permitted
mightbenefit
benefitfrom
fromtheir
theirofficial
officialdecisions.
decisions.Contractors
Contractorsare
arerequired
requiredby
bythe
theDistrict
Districttoto
might
discloseall
allpersonnel,
personnel,consultants
consultantsand
andsub-contractors
sub-contractorswho
whowere
wereemployees
employeesofofthe
theDistrict
District
disclose
theprevious
previousthree
threeyears.
years.The
TheDistrict
Districtwill
willnot
notcontract
contractwith
withaacontractor
contractorwho
who
ininthe
compensatesaaformer
formerDistrict
Districtemployee
employeetotoinfluence
influencean
anaction
actionon
onaamatter
matterpending
pendingwith
with
compensates
theDistrict
Districtififthat
thatemployee,
employee,within
withinthe
thelast
lasttwelve
twelve(12)
(12)months,
months,held
heldaaDistrict
Districtposition
positioninin
the
whichthe
theemployee
employeepersonally
personallyand
andsubstantially
substantiallyparticipated
participatedininthat
thatmatter.
matter.The
TheDistrict
District
which
willnot
notcontract
contractwith
withaacontractor
contractorthat
thatemploys
employsaaformer
formerDistrict
Districtemployee
employeewho,
who,while
while
will
servingininaaDistrict
Districtposition
positionwithin
withinthe
thelast
lasttwo
twoyears,
years,substantially
substantiallyparticipated
participatedininthe
the
serving
developmentofofthe
thecontract’s
contract’sRFP,
RFP,requirements,
requirements,specifications
specificationsororininany
anyother
otherpart
partofofthe
the
development
contractingprocess.
process.No
Noformer
formerDistrict
Districtofficial
officialisispermitted
permittedtotolobby
lobbythe
theDistrict
Districtfor
forone
oneyear
year
contracting
afterleaving
leavingthe
theDistrict.
District.We
Weare
arecommitted
committedtotoavoiding
avoidingdiscussions
discussionsabout
aboutfuture
future
after
employmentwith
withpeople
peopleorororganizations
organizationswho
whocan
canbenefit
benefitfrom
fromour
ourdecisions,
decisions,and
andwill
willnot
not
employment
takeororinfluence
influenceofficial
officialactions
actionsthat
thatmight
mightbenefit
benefitthat
thatperson
personorororganization.
organization.
take
15.Uphold
UpholdDistrict
Districtinterests
interestsininhiring
hiringand
andpromotion.
promotion.We
Weare
arecommitted
committedtotohiring
hiringand
and
15.
promotingDistrict
Districtpersonnel
personnelbased
basedon
ontheir
theirqualifications
qualificationsand
andthe
thejob-criteria
job-criteriaofofthe
the
promoting
position,and
andwill
willnot
nottolerate
tolerateimproper
improperpractices.
practices.
position,
RESPONSIBILITY.We
Weare
arecommitted
committedtotoholding
holdingeach
eachother
otherresponsible
responsiblefor
forour
ourperformance
performanceasasaa
C.C.RESPONSIBILITY.
Districtand
andasasindividuals.
individuals.
District
16.Proper
Properuse
useofofpublic
publicposition.
position.We
Weare
arecommitted
committedtotoensuring
ensuringthat
thatour
ourpower
powerand
andauthority
authority
16.
areused
usedininan
anappropriate,
appropriate,positive
positivemanner
mannerthat
thatenhances
enhancesthe
thepublic
publicinterest
interestand
andtrust.
trust.We
We
are
willnot
notuse
useour
ourauthority
authoritytotoimproperly
improperlyinfluence
influencepeople
peopleororobtain
obtainpreferential
preferentialtreatment.
treatment.
will
17.Proper
Properuse
useofofpublic
publicresources.
resources.Except
Exceptfor
foroccasional
occasionaland
andlimited
limitedpersonal
personaluse
usethat
thatdoes
does
17.
notinterfere
interferewith
withperformance
performanceofofduties
dutiesororcreate
createan
anappearance
appearanceofofimpropriety,
impropriety,we
weare
are
not
committedtotoensuring
ensuringthat
thatDistrict
Districtfacilities,
facilities,equipment,
equipment,supplies,
supplies,mailing
mailinglists
listsororother
other
committed
Districtresources
resourcesare
areused
usedfor
forDistrict
Districtpurposes
purposesonly.
only.Except
Exceptfor
foroccasional
occasionaland
andlimited
limited
District
personaluse,
use,we
wewill
willnot
nottolerate
tolerateimproper
improperuse
useofofpublic
publicresources,
resources,and
andwill
willreport
reportand
and
personal
reimbursethe
theDistrict
Districtfor
forsignificant
significantcosts
costsofofany
anylimited
limitedpersonal
personaluse.
use.
reimburse
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18.Leadership
LeadershipofofDistrict
Districtpersonnel
personneland
anduse
useofofDistrict
Districttime.
time.We
Weare
arecommitted
committedtotoensuring
ensuring
18.
thatDistrict
Districtpersonnel
personnelare
aretasked
taskedtotoperform
performonly
onlyDistrict
Districtwork
workon
onDistrict
Districtworking-time.
working-time.
that
Wewill
willnot
notdirect
directororpermit
permitDistrict
Districtpersonnel
personneltotoperform
performpersonal
personalservices
serviceson
onDistrict
District
We
workingtime
timeand
andwill
willreport
reportsuch
suchincidents
incidentstotoour
oursupervisor,
supervisor,Ethics
EthicsOfficer
OfficerororInspector
Inspector
working
General.
General.
19.Uphold
Upholdconfidentiality.
confidentiality.To
Toachieve
achieveexcellence,
excellence,our
ourDistrict
Districtemployees,
employees,parents
parentsand
andstudents
students
19.
mustbe
beable
abletotodiscuss
discussissues
issuesfrankly,
frankly,and
andwhen
whenappropriate,
appropriate,ininconfidence.
confidence.We
Weare
are
must
committedtotoabiding
abidingby
byall
alllaws
lawsand
andDistrict
Districtpolicies
policiesconcerning
concerningconfidential
confidentialinformation,
information,
committed
includingstudent
studentrecords,
records,personnel
personnelfiles,
files,agreements,
agreements,and
andDistrict
Districtrecords
recordsand
andpolicies.
policies.We
We
including
willnot
notreveal
revealconfidential
confidentialinformation,
information,including
includingmeeting
meetingcontent
contentand
andthe
thesources
sourcesofof
will
comments,from
fromstaff,
staff,faculty,
faculty,parent
parentand
andclosed
closedBoard
BoardofofEducation
Educationmeetings.
meetings.
comments,
20.Waivers.
Waivers.The
TheLAUSD
LAUSDGeneral
GeneralSuperintendent
Superintendentororhis/her
his/herdesignee
designeeupon
uponaashowing
showingofofgood
good
20.
causemay
maywaive
waivean
anethics
ethicsprohibition
prohibitionininwriting
writingwith
withnotification
notificationtotothe
theBoard
BoardofofEducation.
Education.
cause
REFERENCES
REFERENCES
Thesereferences
referencescan
canalso
alsoprovide
provideadditional
additionalinformation
informationfor
forsections
sections6-19.
6-19.IfIfyou
youneed
needfurther
further
These
guidance,please
pleasecontact
contactthe
theEthics
EthicsOffice
Officeororcheck
checkthe
theresources
resourceson
onour
ourwebsite
websiteat:
at:
guidance,
http://ethics.lausd.net/.
http://ethics.lausd.net/.
Reportimproper
improperconduct.
conduct.
1.1. Report
CaliforniaEducation
EducationCode
Code44110
44110(http://leginfo.ca.gov/)
(http://leginfo.ca.gov/)
California
Keepcolleagues
colleaguessafe
safefrom
fromretaliation.
retaliation.
2.2. Keep
LAUSDWhistleblower
WhistleblowerPolicy
Policy
LAUSD
EducationCode
Code44113
44113(http://leginfo.ca.gov/)
(http://leginfo.ca.gov/)
Education
LAUSDPersonnel
PersonnelCommission
CommissionRule
RulePC
PC902
902
LAUSD
Conflictsofofinterest
interestand
andoutside
outsideincome.
income.
3.3. Conflicts
CaliforniaGovernment
GovernmentCode
CodeSections
Sections87100,
87100,87103,
87103,87200,
87200,1090,
1090,1098,
1098,1126
1126
California
(http://leginfo.ca.gov/)
(http://leginfo.ca.gov/)
CaliforniaFair
FairPolitical
PoliticalPractices
PracticesCommission
Commission(http://www.fppc.ca.gov)
(http://www.fppc.ca.gov)
California
Declinegifts.
gifts.
4.4. Decline
CaliforniaGovernment
GovernmentCode
CodeSections
Sections89500,
89500,89503
89503
California
LAUSDBoard
BoardRule
Rule1721
1721
LAUSD
CaliforniaFair
FairPolitical
PoliticalPractices
PracticesCommission
Commission(http://www.fppc.ca.gov)
(http://www.fppc.ca.gov)
California
Improperinfluence
influenceofoffamily
familymembers
membersand
andassociates.
associates.
5.5. Improper
CaliforniaGovernment
GovernmentCode
CodeSections
Sections87100-87103
87100-87103(http://leginfo.ca.gov/)
(http://leginfo.ca.gov/)
California
LAUSDBoard
BoardRule
Rule1911
1911
LAUSD
LAUSDPersonnel
PersonnelCommission
CommissionRule
RulePC
PC720
720
LAUSD
Maintainappropriate
appropriaterelationships
relationshipswith
withstudents.
students.
6.6. Maintain
CaliforniaEducation
EducationCode
CodeSection
Section44932
44932
California
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LAUSD Personnel
Personnel Commission
Commission Rule
Rule PC
PC 902
902
LAUSD
7. Keep
Keep procurement
procurement information
information confidential.
confidential.
7.
California Government
Government Code
Code Section
Section 1098
1098
California
LAUSD Contractors
Contractors and
and Consultants
Consultants Code
Code of
of Conduct
Conduct Sections
Sections 11
11 and
and 12
12
LAUSD
8. Keep
Keep the
the contracting
contracting process
process objective.
objective.
8.
California Government
Government Code
Code Section
Section 1098
1098 (http://leginfo.ca.gov/)
(http://leginfo.ca.gov/)
California
LAUSD Board
Board Rule
Rule 1821
1821
LAUSD
LAUSD Contractors
Contractors and
and Consultants
Consultants Code
Code of
of Conduct
Conduct Section
Section 13a
13a
LAUSD
9. Future
Future employment.
employment.
9.
LAUSD Contractors
Contractors and
and Consultants
Consultants Code
Code of
of Conduct
Conduct Section
Section 15
15
LAUSD
California Business
Business and
and Professions
Professions Code
Code (http://leginfo.ca.gov/)
(http://leginfo.ca.gov/)
California
10. Uphold
Uphold District
District interests
interests in
in hiring
hiring and
and promotion.
promotion.
10.
LAUSD Board Rules 4200 and 4201
(http://www.laschoolboard.org/sites/default/files/BoardRules06-14-11.pdf)
LAUSD Personnel Commission Rules Sections VI and VII
11. Uphold confidentiality.
California Government Code Section 1098 (http://leginfo.ca.gov/)
California Education Code Sections 49073-49079 (http://leginfo.ca.gov/)
LAUSD Board Rules 4200 and 4201
(http://www.laschoolboard.org/sites/default/files/BoardRules06-14-11.pdf)
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INTERNET AND MEDIA LITERACY
Obtain and use a LAUSD.net district email account. Submit the account user name for
the school records.
Monitor and manage equipment in your classroom. Even if you personally don’t use an
overhead projector, for example, check regularly to see that it is in good working order
and that students have not damaged it.
Report vandalism and theft ASAP to the Main Office and the School Police Office.
Report repair needs to the appropriate source. Overhead projectors report to the
LAUSD
Central Shops, TVs and VCRs to LAUSD ITD, printers to LAUSD ITD, and for computers
either print out a report form here or pick on up in the Main Office.
Monitor students using computers and other equipment.
Report supply needs to your Department Chair.
Hand over any items that have been issued to the room to the incoming teacher. For
example many rooms have cabinet keys, TV and VCR remotes, printer cartridges, etc.
that should be transferred to the incoming teacher. Whatever has been issued to
classrooms should stay with the respective classroom. Leave your room in god shape for
the next teacher.
Be aware of the resources on the school home page, your department page, the Tech
help page, and the online Teacher Handbook.
Be aware of and enforce school and district policies in your classroom, including the
Dress
Code, Code of Conduct, and the acceptable Use Policy
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DRUG-FREE
DRUG-FREE AND
AND ALCOHOL-FREE
ALCOHOL-FREE WORKPLACE
BUL-3630.1
BUL-3630.1
The
Thefederal
federalgovernment
governmenthas
hasadopted
adoptedvarious
various anti-drug
anti-drug regulations
regulations that
that require
require employers,
employers,
including
school
district
to
take
certain
measures
to
ensure
that
the
workplace
is
including school district to take certain measures to ensure that the workplace is free
free from
from illicit
illicit
drugs
drugsand
andalcohol.
alcohol.These
Theseregulations
regulationsare
areincluded
included in
in the
the Drug-Free
Drug-Free Workplace
Workplace Act,
Act, the
the Drug-Free
Drug-Free
School
Schooland
andCommunities
CommunitiesAct
Actand
andthe
theNCLB
NCLBAct
Act Title
Title IV,
IV, Part
Part A,
A, Safe
Safe and
and Drug-Free
Drug-Free Schools
Schools and
and
Communities.
Communities.
As
Asrequired
requiredby
bythese
theseacts,
acts,the
theLos
LosAngeles
Angeles Unified
UnifiedSchool
School District
District hereby
hereby notifies
notifies its
its employees
employees as
as
follows:
follows:
1.
1. The
Themanufacture,
manufacture,sale,
sale,distribution,
distribution,dispensing,
dispensing, possession,
possession, or
or use
use of
of illicit
illicit drugs
drugs and
and
alcohol
is
prohibited
in
any
and
all
District
workplaces;
alcohol is prohibited in any and all District workplaces;
2.
2. Violation
Violationof
ofParagraph
Paragraph11by
byan
anemployee
employee will
will result
result in
in appropriate
appropriate administrative
administrative or
or
disciplinary
action
including,
but
not
limited
to,
written
reprimand,
suspension,
termination,
disciplinary action including, but not limited to, written reprimand, suspension, termination,
and/or
and/orthe
therequirement
requirementfor
forsatisfactory
satisfactory participation
participation and
and completion
completion of
of aa drug
drug and
and alcohol
alcohol
abuse
assistance
or
rehabilitation
program;
abuse assistance or rehabilitation program;
3.
3. Employees
Employeesare
arerequired
requiredto
tonotify
notifythe
theEmployee
Employee Relations/Services
Relations/Services Section,
Section, Human
Human
Resources
ResourcesDivision
Divisionat
at(213)
(213)241-6591,
241-6591,or
or any
any criminal
criminal drug
drug and
and alcohol
alcohol statute
statute conviction
conviction
for
a
violation
occurring
in
the
workplace
no
later
than
five
(5)
days
after
such
conviction;
for a violation occurring in the workplace no later than five (5) days after such conviction;
4.
4. Within
Withinthirty
thirty(30)
(30)days
daysof
ofreceiving
receivingthe
the notice
notice required
required by
by Paragraph
Paragraph 3,
3, the
the District
District shall
shall
take
appropriate
administrative
or
disciplinary
action,
as
specified
in
Paragraph
2.
take appropriate administrative or disciplinary action, as specified in Paragraph 2.
For
Forfurther
furtherinformation
informationon
onthe
theDistrict’s
District’sdrug-free
drug-free and
and alcohol-free
alcohol-free workplace
workplace policy,
policy, see
see Bulletin
Bulletin
3630.1,
3630.1,Office
Officeof
ofthe
theChief
ChiefOperating
OperatingOfficer.
Officer.
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TOBACCO-FREE SCHOOLS
BUL-3630.1
The federal
federal and
and state
state governments
governments have
have adopted
adopted various
various anti-tobacco
anti-tobacco laws
laws that
that require
require schools
schools to
to
The
have
adopted
and
fully
implemented
tobacco-free
environmental
policies.
have adopted and fully implemented tobacco-free environmental policies.
As required
required by
by these
these laws,
laws, the
the Los
Los Angeles
Angeles Unified
Unified School
School District
District hereby
hereby notifies
notifies its
its employees
employees as
as
As
follows:
follows:
1. Smoking
Smoking and
and the
the use
use of
of all
all tobacco
tobacco products
products shall
shall be
be prohibited
prohibited on
on all
all District
District property,
property,
1.
including District
District owned,
owned, leased,
leased, or
or contracted
contracted for
for [NCLB
[NCLB Act
Act Section
Section 4303]
4303] buildings
buildings and
and in
in
including
District vehicles
vehicles at
at all
all times
times by
by all
all persons,
persons, including
including employees,
employees, students,
students, and
and visitors
visitors at
at
District
any
school
or
District
site
or
attending
any
school-sponsored
events.
In
accordance
with
any school or District site or attending any school-sponsored events. In accordance with
California Assembly
Assembly Bill
Bill 816
816 (1994),
(1994), and
and the
the Federal
Federal Goals
Goals law,
law, the
the District
District implemented
implemented the
the
California
Tobacco-Free Workplace
Workplace policy
policy on
on January
January 1,
1, 1995.
1995.
Tobacco-Free
2. Violation
Violation of
of paragraph
paragraph one
one by
by any
any employee
employee will
will result
result in
in appropriate
appropriate administrative
administrative or
or
2.
disciplinary action
action including,
including, but
but not
not limited
limited to,
to, aa counseling
counseling interview,
interview, verbal
verbal warning,
warning,
disciplinary
written
reprimand,
suspension,
or
termination.
written reprimand, suspension, or termination.
For further
further information
information on
on the
the District’s
District’s tobacco-free
tobacco-free workplace
workplace policy,
policy, see
see Bulletin
Bulletin 3630.1,
3630.1, Office
Office
For
of the
the Chief
Chief Operating
Operating Officer
Officer
of
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LAUSD
LAUSD POLICY
POLICY DOCUMENTS
DOCUMENTS
The
Thefollowing
followingLAUSD
LAUSDpolicy
policydocuments
documentsare
areimportant
importantto
toread,
read,understand
understandand
and keep
keepon
onhand
handfor
for
reference:
reference:
Bullying
Bullyingand
andHazing
Hazing

•

Acceptable Use Policy
Responsible*Use*Policy*

Social
SocialMedia
MediaPolicy
Policyfor
forEmployers
Employers
Child
ChildAbuse
AbuseReporting
ReportingInformation
Information
Sexual
SexualHarassment
HarassmentPolicy
Policy
Non-Discrimination
Non-DiscriminationStatement
Statement
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BULLYING
BULLYING AND
AND HAZING
HAZING
The
TheLos
LosAngeles
AngelesUnified
UnifiedSchool
SchoolDistrict
Districtisiscommitted
committedto
toproviding
providingaasafe
safeand
andcivil
civillearning
learningand
and
working
workingenvironment.
environment.The
TheDistrict
Districttakes
takesaastrong
strongposition
positionagainst
againstbullying,
bullying,hazing,
hazing,or
orany
anybehavior
behavior
that
thatinfringes
infringeson
onthe
thesafety
safetyor
orwell-being
well-beingof
ofstudents,
students,employees,
employees,or
orany
anyother
otherpersons
personswithin
withinthe
the
District’s
jurisdiction,
or
that
interferes
with
learning
or
the
ability
to
teach.
The
District
prohibits
District’s jurisdiction, or that interferes with learning or the ability to teach. The District prohibits
retaliation
retaliationagainst
againstanyone
anyonewho
whofiles
filesaacomplaint
complaintor
orparticipates
participatesin
inthe
thecomplaint
complaintinvestigation
investigation
process.
process.
District
Districtpolicy
policyrequires
requiresall
allschools
schoolsand
andall
allpersonnel
personnelto
topromote
promotemutual
mutualrespect,
respect,tolerance,
tolerance,and
and
acceptance
among
students
and
staff.
“All
students
and
staff
of
public
primary,
elementary,
acceptance among students and staff. “All students and staff of public primary, elementary,junior
junior
high
highand
andsenior
seniorhigh
highhave
havethe
theinalienable
inalienableright
rightto
toattend
attendcampuses
campuseswhich
whichare
aresafe,
safe,secure
secureand
and
peaceful”
peaceful”[Article
[Article1,
1,Section
Section28
28(c)
(c)of
ofthe
theCalifornia
CaliforniaState
StateConstitution].
Constitution].Schools’
Schools’compliance
compliancewith
with
the
Bullying
and
Hazing
Policy
and
the
Discipline
Foundation
Policy
is
to
be
referenced
in
their
the Bullying and Hazing Policy and the Discipline Foundation Policy is to be referenced in theirSafe
Safe
School
SchoolPlan,
Plan,Volume
Volume1.
1.
This
Thispolicy
policyshall
shallencompass
encompassbehaviors
behaviorsor
oractions
actionsthat
thatoccur
occuramong
amongstudents,
students,District
Districtemployees
employeesand
and
associated
associatedadults.
adults.The
Thepolicy
policyisisapplicable
applicablein
inall
allareas
areasof
ofthe
theDistrict’s
District’sjurisdiction,
jurisdiction,including
includingschool
school
and
District-related
activities,
events,
programs,
and
traveling
to
and
from
school.
and District-related activities, events, programs, and traveling to and from school.
Bullying
Bullyingand
andhazing
hazingare
arepart
partof
ofaacontinuum
continuumof
ofaggressive
aggressiveor
orviolent
violentbehaviors.
behaviors.Some
Someacts
actsof
of
bullying
bullyingor
orhazing
hazingcan
canand
anddo
doconstitute
constituteother
othercategories
categoriesof
ofmisconduct
misconductsuch
suchas
asassault,
assault,battery,
battery,
child
abuse,
hate-motivated
incident,
criminal
activity
or
sexual
harassment
and,
as
such,
child abuse, hate-motivated incident, criminal activity or sexual harassment and, as such,violate
violate
other
otherDistrict
Districtpolicies.
policies. In
Insuch
suchcases,
cases,District
Districtpersonnel
personnelare
areobligated
obligatedto
tofollow
followappropriate
appropriateDistrict
District
reporting
reportingguidelines
guidelinesas
asdetailed
detailedin
inthe
theRelated
RelatedResources
Resourcessection
sectionof
ofthis
thispolicy
policybulletin.
bulletin.
I.I.DEFINITIONS
DEFINITIONS
A.Bullying
A.Bullyingisisany
anysevere
severeor
orpervasive
pervasivephysical
physicalor
orverbal
verbalact(s)
act(s)or
orconduct,
conduct,including
includingelectronic
electronic
communications
communicationscommitted
committedby
byaapupil(s)
pupil(s)that
thathas,
has,or
orcan
canbe
bereasonably
reasonablypredicted
predictedto
tohave,
have,
the
effect
of
one
or
more
of
the
following:
the effect of one or more of the following:
(1)
(1) Reasonable
Reasonablefear
fearof
ofharm
harmto
toperson
personor
orproperty.
property.
(2)
(2) Substantially
Substantiallydetrimental
detrimentaleffect
effecton
onphysical
physicalor
ormental
mentalhealth.
health.
(3)
(3) Substantial
Substantialinterference
interferencewith
withacademic
academicperformance.
performance.
(4)
(4) Substantial
Substantialinterference
interferencewith
withthe
theability
abilityto
toparticipate
participatein
inor
orbenefit
benefitfrom
fromschool
school
services,
services,activities,
activities,or
orprivileges.
privileges.
B.
B. Hazing
Hazingisisaamethod
methodof
ofinitiation
initiationor
orpre-initiation
pre-initiationinto
intoaapupil
pupilorganization
organizationor
orbody,
body,whether
whether
or
ornot
notthe
theorganization
organizationor
orbody
bodyisisofficially
officiallyrecognized
recognizedby
byan
aneducational
educationalinstitution,
institution,which
whichisis
likely
likelyto
tocause
causeserious
seriousbodily
bodilyinjury,
injury,personal
personaldegradation
degradationor
ordisgrace
disgraceresulting
resultingin
inphysical
physicalor
or
mental
mentalharm
harmto
toaaformer,
former,current,
current,or
orprospective
prospectivepupil.
pupil.Hazing
Hazingdoes
doesnot
notinclude
includeathletic
athletic
events
eventsor
orschool-sanctioned
school-sanctionedevents
events (Ed.
(Ed.Code
Code§48900(q)).
§48900(q)).
II.
II.TYPES
TYPESOF
OFBULLYING
BULLYING
All
incidents
must
All incidents mustmeet
meetthe
theimpact
impactcriteria
criteriaof
ofbullying
bullyingto
tobe
beconsidered
consideredas
assuch.
such.
A.
A. Cyberbullying
Cyberbullyingisisbullying
bullyingby
byelectronic
electronicact,
act,which
whichincludes
includestransmission
transmissionof
ofaa
communication
communicationby
bytext,
text,sound,
sound,image,
image,video,
video,message,
message,website
websitepost,
post,social
socialnetwork
network
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activity,
activity,or
orother
otherform
formof
ofcommunication
communicationsent
sentby
byan
anelectronic
electronicdevice
device(Ed.
(Ed.Code
Code
32261(g)).
32261(g)).
B.
B. Indirect
Indirectbullying
bullyingisisthe
theuse
useof
ofintimidation
intimidationor
orpeer
peerpressure
pressureto
tocause
causeharm
harmto
toaathird
third
part(ies).
part(ies).
C.
Non-verbal
C. Non-verbalbullying
bullyingincludes
includesthe
theuse
useof
ofthreatening
threateninggestures,
gestures,staring,
staring,stalking,
stalking,graffiti
graffitior
or
graphic
graphicimages,
images,and
anddestruction
destructionof
ofproperty
propertyto
tocause
causedistress,
distress,intimidation,
intimidation,discomfort,
discomfort,
pain
painor
orhumiliation.
humiliation.
D.
Physical
bullying
D. Physical bullyingincludes
includesintentional,
intentional,unwelcome
unwelcomeacts
actsof
ofbeating,
beating,biting,
biting,fighting,
fighting,
hitting,
hitting,kicking,
kicking,poking,
poking,punching,
punching,pushing,
pushing,shoving,
shoving,spitting
spittingand
andtripping.
tripping.
E.E. Social
Socialor
orrelational
relationalbullying
bullyingincludes
includesspreading
spreadingrumors,
rumors,manipulating
manipulatingrelationships,
relationships,
exclusion,
blackmailing,
isolating,
rejecting,
using
peer
pressure
and
ranking
exclusion, blackmailing, isolating, rejecting, using peer pressure and rankingpersonal
personal
characteristics.
characteristics.
F.F. Verbal
Verbalbullying
bullyingincludes
includeshurtful
hurtfulgossiping,
gossiping,making
makingrude
rudenoises,
noises,name-calling,
name-calling,spreading
spreading
rumors
and
teasing.
rumors and teasing.
III.
III.DISCRIMINATION
DISCRIMINATION
All
Allpupils
pupilshave
havethe
theright
rightto
toparticipate
participateininthe
theeducational
educationalprocess
processfree
freefrom
fromdiscrimination
discriminationand
and
harassment.
Discrimination
is
treatment
of
a
student
that
interferes
with
the
ability
of
the
student
harassment. Discrimination is treatment of a student that interferes with the ability of the student
to
toparticipate
participateininor
orbenefit
benefitfrom
fromthe
theservices,
services,activities
activitiesor
orprivileges
privilegesprovided
providedby
bythe
theDistrict.
District.
Protected
Protectedcategories
categoriesinclude
includean
anindividual's
individual'sactual
actualor
orperceived
perceivedage,
age,ancestry,
ancestry,color,
color,disability
disability
ethnic
group
identification,
gender,
gender
identity,
gender
expression,
marital
status,
ethnic group identification, gender, gender identity, gender expression, marital status,national
national
origin,
race,
religion,
sex,
pregnancy
and
sexual
orientation,
as
well
as
their
association
with
origin, race, religion, sex, pregnancy and sexual orientation, as well as their association withaa
person
personor
orgroup
groupof
ofthese
theseprotected
protectedcategories,
categories,or
orany
anyother
otherbasis
basisprotected
protectedby
byfederal,
federal,state,
state,local
local
law,
ordinance,
or
regulation.
law, ordinance, or regulation.
IV.
IV.SEXUAL
SEXUALHARASSMENT
HARASSMENT
Sexual
Sexualharassment
harassmentisisunwanted
unwantedor
ordemeaning
demeaningconduct
conductor
orcomments
commentsdirected
directedat
ator
orabout
aboutan
an
individual
on
the
basis
of
actual
or
perceived
gender,
sex,
sexual
behavior,
sexual
orientation,
individual on the basis of actual or perceived gender, sex, sexual behavior, sexual orientation,or
or
other
related
personal
characteristics,
with
the
impact
or
intent
to
humiliate
(California
Ed
Code
other related personal characteristics, with the impact or intent to humiliate (California Ed Code
§201
§201(b-c).)
(b-c).)
A.
A. Anti-gay
Anti-gayand
andsexist
sexistepithets
epithetsare
areforms
formsof
ofsexual
sexualharassment.
harassment.Schools
Schoolsshould
shouldinvestigate
investigate
and
respond
to
these
incidents
under
the
guidelines
of
the
relevant
policy
(e.g.,
and respond to these incidents under the guidelines of the relevant policy (e.g.,Sexual
Sexual
Harassment
HarassmentPolicy,
Policy,BUL-3349.0
BUL-3349.0or
orthe
theTransgender
Transgenderand
andGender
GenderVariant
VariantStudentsStudentsEnsuring
EnsuringEquity
Equityand
andNondiscrimination,
Nondiscrimination,REF-1557.1).
REF-1557.1).
B.
Hostile
Environment
Harassment
B. Hostile Environment Harassment
Hostile
HostileEnvironment
EnvironmentHarassment
Harassmentoccurs
occurswhen:(1)
when:(1)the
thetarget
targetisissubjected
subjectedto
to
unwelcome
unwelcomeconduct
conductrelated
relatedto
toaaprotected
protectedcategory;
category;(2)
(2)the
theharassment
harassmentisisboth
both
subjectively
offensive
to
the
target
and
would
be
offensive
to
a
reasonable
person
subjectively offensive to the target and would be offensive to a reasonable person
of
ofthe
thesame
sameage
ageand
andcharacteristics
characteristicsunder
underthe
thesame
samecircumstances;
circumstances;and
and(3)
(3)the
the
harassment
harassmentisissufficiently
sufficientlysevere,
severe,pervasive,
pervasive,or
orpersistent
persistentso
soas
asto
tointerfere
interferewith
withor
or
limit
a
student’s
ability
to
participate
in
or
benefit
from
the
services,
activities
or
limit a student’s ability to participate in or benefit from the services, activities or
opportunities
opportunitiesoffered
offeredby
bythe
theschool.
school.
V.
V. STAFF
STAFFRESPONSIBILITIES:
RESPONSIBILITIES:
A.
A. All
Allschool
schoolstaff
staffshare
shareresponsibility
responsibilityfor
formodeling
modelingappropriate
appropriatebehavior
behaviorand
andcreating
creatingan
an
environment
environmentwhere
wheremutual
mutualrespect,
respect,tolerance,
tolerance,civility,
civility,and
andacceptance
acceptanceamong
amongstudents
studentsand
and
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B.
B.
C.
C.
D.
D.
E.
E.

F.
F.

staff
staff are
are promoted,
promoted, and
and students
students understand
understand that
that bullying
bullying and
and hazing
hazing are
are inappropriate,
inappropriate,
harmful
and
are
taken
seriously.
harmful and are taken seriously.
Recognize
Recognize the
the indicators
indicators of
of bullying
bullying and
and hazing.
hazing.
Discuss
Discuss all
all aspects
aspects of
of the
the Bullying
Bullying and
and Hazing
Hazing Policy
Policy with
with students
students including
including strategies
strategies to
to
prevent
prevent and
and respond
respond to
to bullying
bullying and
and hazing.
hazing.
Encourage
Encourage students
students to
to report
report any
any bullying
bullying or
or hazing
hazing they
they witness
witness or
or are
are targets
targets of
of to
to the
the
Title
Title IX/Bully
IX/Bully Complaint
Complaint Manager.
Manager.
Provide
Provide instruction
instruction to
to ensure
ensure that
that students
students are
are educated
educated about
about appropriate
appropriate on-line
on-line
behavior,
behavior, including
including cyberbullying
cyberbullying awareness
awareness and
and response
response and
and how
how to
to interact
interact with
with others
others
on
on social
social networking
networking websites
websites and
and in
in chat
chat rooms
rooms (See
(See Acceptable
Acceptable Use
Use Policy
Policy (AUP)
(AUP) for
for
District
Computer
and
Network
Systems,
BUL-999.4,
dated
August
14,
2012,
issued
District Computer and Network Systems, BUL-999.4, dated August 14, 2012, issued by
by the
the
Chief
Chief Information
Information Officer).
Officer).
Intervene
Intervene immediately
immediately and
and safely
safely with
with any
any harassment,
harassment, intimidation,
intimidation, hazing
hazing or
or bullying.
bullying. or
or
act
act of
of discrimination.
discrimination.

Report
Report any
any complaints
complaints or
or incidents
incidents of
of bullying
bullying or
or hazing
hazing involving
involving aa District
District employee
employee to
to the
the site
site
administrator
immediately.
administrator immediately.
VII.
VII. STUDENT
STUDENT RESPONSIBILITIES:
RESPONSIBILITIES:
Students
Students will
will take
take responsibility
responsibility for
for helping
helping to
to create
create aa safe
safe school
school environment:
environment:
A.
A. Do
Do not
not engage
engage in
in or
or contribute
contribute to
to bullying
bullying or
or hazing.
hazing.
B.
B. Treat
Treat everyone
everyone with
with respect.
respect. Be
Be sensitive
sensitive as
as to
to how
how others
others might
might perceive
perceive your
your actions
actions or
or
words.
words.
C.
C. Report
Report bullying
bullying or
or hazing
hazing to
to aa trusted
trusted District
District teacher
teacher or
or administrator.
administrator.
D.
Never
engage
in
retaliatory
behavior
or
ask,
encourage,
or
D. Never engage in retaliatory behavior or ask, encourage, or consent
consent to
to anyone
anyone retaliating
retaliating on
on
your
your behalf.
behalf.
VII.
VII. RESPONDING
RESPONDING TO
TO BULLYING
BULLYING AND
AND HAZING
HAZING INCIDENTS:
INCIDENTS:
ItIt is
is imperative
imperative that
that schools
schools thoroughly
thoroughly investigate
investigate allegations
allegations of
of bullying
bullying and
and hazing
hazing to
to determine
determine
ifif the
the incident
incident was
was an
an isolated
isolated event
event or
or part
part of
of aa larger
larger pattern
pattern of
of behaviors.
behaviors. IfIf the
the bullying
bullying or
or
harassment
is
based
on
the
person’s
actual
or
perceived
characteristics
or
association
with
harassment is based on the person’s actual or perceived characteristics or association with any
any of
of
the
the protected
protected classes
classes (age,
(age, ancestry,
ancestry, color,
color, disability
disability ethnic
ethnic group
group identification,
identification, gender,
gender, gender
gender
identity,
identity, gender
gender expression,
expression, marital
marital status,
status, national
national origin,
origin, race,
race, religion,
religion, sex,
sex, pregnancy,
pregnancy, sexual
sexual
orientation),
it
may
rise
to
the
level
of
discrimination
or
hostile
environment
harassment,
orientation), it may rise to the level of discrimination or hostile environment harassment, and
and must
must
be
be investigated
investigated as
as such.
such.
IX.
IX. CONFIDENTIALITY
CONFIDENTIALITY AND
AND NON-RETALIATION:
NON-RETALIATION:
Reports
of
bullying
or
hazing
Reports of bullying or hazing shall
shall be
be handled
handled confidentially
confidentially to
to respect
respect the
the privacy
privacy of
of all
all parties
parties to
to
the
the fullest
fullest extent
extent possible.
possible. Every
Every effort
effort shall
shall be
be made
made to
to limit
limit the
the distribution
distribution of
of information
information to
to
those
those persons
persons who
who need
need to
to know
know within
within the
the confines
confines of
of the
the District’s
District’s reporting
reporting procedures
procedures and
and
investigation
process.
investigation process.
The
The District
District will
will not
not tolerate
tolerate retaliation
retaliation against
against anyone
anyone who
who reports
reports suspected
suspected bullying
bullying or
or hazing,
hazing, or
or
participates
participates in
in the
the investigation
investigation process.
process. Confidentiality
Confidentiality and
and non-retaliation
non-retaliation requirements
requirements extend
extend
to
all
parties
involved.
to all parties involved.
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RESPONSIBLE*USE*POLICY*(RUP)*FOR*DISTRICT*
Los Angeles Unified School District
Responsible Use Policy (RUP) for District Computer Systems
COMPUTER*SYSTEMS*
Information for Employees

BUL$999.11!!!INFORMATION!FOR!EMPLOYEES!!!
Purpose

The purpose of the District’s Responsible Use Policy (“RUP”) is to prevent unauthorized access and other
unlawful activities by users online, prevent unauthorized disclosure of or access to sensitive information
and to comply with legislation including, but not limited to, the Children’s Internet Protection Act (CIPA),
Children’s Online Privacy Protection Act (COPPA) and Family Educational Rights and Privacy Act
(FERPA). Furthermore, the RUP clarifies the educational purpose of District technology. As used in this
policy, “user” includes anyone using computers, Internet, email, and all other forms of electronic
communication or equipment provided by the District (the “network”) regardless of the physical location of
the user. The RUP applies even when District provided equipment (laptops, tablets, etc.) is used off
District property. Additionally, the RUP applies when non-District devices access the District network.
The District uses technology protection measures to block or filter as much as reasonably possible,
access to visual and written depictions that are obscene, pornographic, or harmful to minors over the
network. The District reserves the right to monitor users' online activities and to access, review, copy, and
store or delete any communications or files and disclose them to others as it deems necessary. Users
should have no expectation of privacy regarding their use of District property, network, and/or Internet
access or files, including email.
The District will take all necessary measures to secure the network against potential cyber security
threats. This may include blocking access to District applications, including but not limited to email, data
management and reporting tools, and other web applications outside the United States and Canada.
Employee Responsibility
If you are supervising students using technology, be vigilant in order to ensure students are
meeting the provisions outlined in the RUP.
Digital Citizenship
•
•
•

All employees are responsible for modeling and actively practicing positive digital citizenship.
Employees using classroom technology are explicitly required to teach students about positive
digital citizenship.
What employees do and post online must not disrupt school activities or compromise school
safety and security.

Privacy
•

•

•
•

I will not share personal information about students and employees including, but not limited to,
names, home addresses, birth dates, telephone numbers, student ID numbers, employee
numbers, and visuals.
Transfer of student information shall be only through approved District information systems and
facsimile. Email and collaborative documents are not secure methods for transmitting student
data.
I will be aware of privacy settings on websites that I visit.
I will abide by all laws, this Responsible Use Policy, and all District security policies.

Passwords
•

Under no circumstances are District passwords to be shared with others, including other District
staff and students.
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•

Log out of unattended equipment and accounts in order to maintain privacy and security.

Professional Language
•

Use professional language in all work-related communications including email, social media
posts, audio recordings, conferencing, and artistic works.

Cyberbullying
•
•

Bullying in any form, including cyberbullying, is unacceptable both in and out of school.
Report all cases of bullying to the site administrator or other authority.

Inappropriate Material
•
•
•
•

Do not seek out, display, or circulate material that is hate speech, sexually explicit, or violent
while at school or while identified as a District employee.
Exceptions may be made in an appropriate educational context.
The use of the District network for illegal, political, or commercial purposes is strictly forbidden.
Transmitting large files that are unrelated to District business and disruptive to the District network
is prohibited.

Security
•
•
•
•

All users are responsible for respecting and maintaining the security of District electronic
resources and networks.
Do not use the District network or equipment to obtain unauthorized information, attempt to
access information protected by privacy laws, or impersonate other users.
Do not try to bypass security settings and filters, including through the use of proxy servers.
Do not install or use illegal software or files, including unauthorized software or apps, on any
District computers, tablets, smartphones, or new technologies.

Equipment and Network Safety
•
•
•

Take all reasonable precautions when handling District equipment.
Use caution when downloading files or opening emails as attachments could contain viruses or
malware.
Vandalism in any form is prohibited and must be reported to the appropriate administrator and/or
technical personnel.

Copyright
•
•
•

While there are fair use exemptions (http://www.copyright.gov/fls/fl102.html), all users must
respect intellectual property.
Follow all copyright guidelines (http://copyright.gov/title17/) when using the work of others.
Do not download illegally obtained music, software, apps, and other works.

Consequences for Irresponsible Use
Misuse of District devices and networks may result in restricted access or account cancellation. Failure to
uphold the responsibilities listed above is misuse. Such misuse may also lead to disciplinary and/or legal
action against employees, including personnel action and/or criminal prosecution by government
authorities. The District will attempt to tailor any disciplinary action to the specific issues related to each
violation.
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DISCLAIMER
The District makes no guarantees about the quality of the services provided and is not responsible
for any claims, losses, damages, costs, or other obligations arising from use of the network or
accounts. Any additional charges a user accrues due to the use of the District’s network are to be
borne by the user. The District also denies any responsibility for the accuracy or quality of the
information obtained through user access. Any statement, accessible on the computer network or
the Internet, is understood to be the author's individual point of view and not that of the District,
its affiliates, or employees.
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SOCIAL MEDIA POLICY FOR EMPLOYEES AND
ASSOCIATED PERSONS
BUL5688.0
BUL$5688.0
ISSUER:
ISSUER:
Michelle
King, Senior Deputy Superintendent
Michelle'King,'Senior'Deputy'Superintendent
School
School Operations
Operations
Office
Office of
of the
the Superintendent
Superintendent
DATE:
DATE:
February
February 1,
1, 2012
2012
POLICY:
POLICY:
The
The Los
Los Angeles
Angeles Unified
Unified School
School District
District isis committed
committed to
to providing
providing aa safe
safe and
and secure
secure learning
learning and
and
working
working environment
environment for
for its
its students,
students, employees
employees and
and associated
associated persons.
persons. The
The Los
Los Angeles
Angeles Unified
Unified
School
School District
District encourages
encourages positive
positive relationships
relationships between
between students,
students, employees
employees and
and associated
associated
persons.
persons. There
There is,
is, however,
however, aa distinction
distinction between
between being
being supportive
supportive of
of students
students and
and the
the real
real or
or
perceived
perceived breach
breach of
of confidentiality
confidentiality or
or misconduct.
misconduct. Employees
Employees and
and all
all associated
associated persons
persons who
who work
work
with
with or
or have
have contact
contact with
with students
students are
are expected
expected to
to follow
follow all
all District
District policies,
policies, including
including BUL–999.4,
BUL–999.4,
Acceptable
Acceptable Use
Use Policy
Policy (AUP)
(AUP) For
For District
District Computer
Computer Systems,
Systems, and
and BUL–
BUL– 5167.0,
5167.0, Code
Code of
of Conduct
Conduct
with
with Students
Students –– Distribution
Distribution and
and Dissemination
Dissemination Requirement
Requirement Policy
Policy when
when using
using social
social media
media as
as aa
form
form of
of communication.
communication.
MAJOR
MAJOR CHANGES:
CHANGES:
The
The Los
Los Angeles
Angeles Unified
Unified School
School District
District isis committed
committed to
to providing
providing aa safe
safe and
and secure
secure learning
learning and
and
working
working environment
environment for
for its
its students,
students, employees
employees and
and associated
associated persons.
persons. The
The Los
Los Angeles
Angeles Unified
Unified
School
School District
District encourages
encourages positive
positive relationships
relationships between
between students,
students, employees
employees and
and associated
associated
persons.
persons. There
There is,
is, however,
however, aa distinction
distinction between
between being
being supportive
supportive of
of students
students and
and the
the real
real or
or
perceived
perceived breach
breach of
of confidentiality
confidentiality or
or misconduct.
misconduct. Employees
Employees and
and all
all associated
associated persons
persons who
who work
work
with
with or
or have
have contact
contact with
with students
students are
are expected
expected to
to follow
follow all
all District
District policies,
policies, including
including BUL
BUL –999.4,
–999.4,
Acceptable
Acceptable Use
Use Policy
Policy (AUP)
(AUP) For
For District
District Computer
Computer Systems,
Systems, and
and BUL
BUL –– 5167.0,
5167.0, Code
Code of
of Conduct
Conduct
with
with Students
Students –– Distribution
Distribution and
and Dissemination
Dissemination Requirement
Requirement Policy
Policy when
when using
using social
social media
media as
as aa
form
form of
of communication.
communication.
PURPOSE:
PURPOSE:
The
The purpose
purpose of
of this
this bulletin
bulletin isis to
to provide
provide policies
policies and
and guidelines
guidelines for
for social
social media
media communications
communications
between
between employees,
employees, students,
students, parents
parents and
and other
other associated
associated persons;
persons; to
to prevent
prevent unauthorized
unauthorized
access
access and
and other
other unlawful
unlawful activities
activities by
by District
District users
users online;
online; to
to prevent
prevent unauthorized
unauthorized disclosure
disclosure of
of
or
or access
access to
to sensitive
sensitive information,
information, and
and to
to comply
comply with
with the
the Children’s
Children’s Internet
Internet Protection
Protection Act
Act (CIPA).
(CIPA).
While
While the
the District
District recognizes
recognizes that
that during
during non-work
non-work hours
hours employees
employees and
and students
students may
may participate
participate
in
in online
online social
social media,
media, blogs,
blogs, and
and other
other online
online tools,
tools, District
District employees
employees and
and associated
associated persons
persons
should
should keep
keep in
in mind
mind that
that information
information produced,
produced, shared
shared and
and retrieved
retrieved by
by them
them may
may be
be subject
subject to
to
District
District policies
policies and
and isis aa reflection
reflection of
of the
the school
school community.
community.
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BACKGROUND:
BACKGROUND:
Social media
media has
has many
many benefits
benefits but
but when
when social
social media
media postings
postings violate
violate the
the law
law or
or District
District policies
policies
Social
or create
create aa substantial
substantial disruption
disruption to
to the
the school
school community
community and/or
and/or work
work environment,
environment, the
the
or
administrator may
may have
have an
an obligation
obligation to
to respond
respond and
and take
take appropriate
appropriate action,
action, including
including but
but not
not
administrator
limited
to
investigation
and
possible
discipline.
limited to investigation and possible discipline.
Under certain
certain circumstances,
circumstances, the
the District
District has
has jurisdiction
jurisdiction to
to discipline
discipline employees
employees who
who violate
violate rules
rules
Under
of
appropriate
conduct,
which
includes
but
is
not
limited
to,
the
use
of
social
networking
sites
of appropriate conduct, which includes but is not limited to, the use of social networking sites
during or
or outside
outside of
of work
work hours.
hours. Additionally,
Additionally, the
the District
District may
may not
not be
be able
able to
to protect
protect or
or represent
represent
during
employees who
who incur
incur legal
legal action
action from
from aa second
second party
party in
in response
response to
to the
the employee’s
employee’s behavior
behavior in
in aa
employees
social
networking
site.
social networking site.
GUIDELINES:
GUIDELINES:
DEFINITIONS
I.I. DEFINITIONS
Associated Persons
Persons includes,
includes, but
but is
is not
not limited
limited to,
to, parents,
parents, parent-elected
parent-elected leaders
leaders of
of school
school
Associated
committees, representatives
representatives and
and volunteers,
volunteers, consultants,
consultants, contracted
contracted employees,
employees, walk-on
walk-on coaches,
coaches,
committees,
child care/enrichment
care/enrichment program
program providers,
providers, vendors
vendors and
and after-school
after-school youth
youth services
services providers.
providers.
child
Blogs are
are updated
updated personal
personal journals
journals with
with reflections,
reflections, comments,
comments, and
and often
often hyperlinks
hyperlinks provided
provided by
by
Blogs
the writer
writer intended
intended for
for public
public viewing.
viewing.
the
Digital Publishing
Publishing Site
Site is
is an
an internet
internet personal
personal publishing
publishing service
service that
that provides
provides products
products and
and services
services
Digital
for consumers
consumers to
to preserve
preserve their
their digital
digital photos
photos or
or films,
films, such
such as
as Shutterfly,
Shutterfly, Flickr
Flickr and
and YouTube.
YouTube.
for
Podcasts are
are audio
audio broadcasts
broadcasts that
that have
have been
been converted
converted to
to MP3
MP3 or
or other
other audio
audio file
file format
format for
for
Podcasts
playback in
in aa digital
digital music
music player.
player.
playback
Social Media
Media also
also referred
referred to
to as
as social
social networking,
networking, is
is aa form
form of
of electronic
electronic communication
communication through
through
Social
which users
users create
create online
online communities
communities to
to share
share information,
information, ideas,
ideas, personal
personal messages,
messages, and
and other
other
which
content.
content.
Social Networking
Networking Websites
Websites are
are websites
websites where
where users
users can
can create
create and
and customize
customize their
their own
own profiles
profiles
Social
with
photos,
videos,
and
information,
such
as
Facebook,
Google+,
Habbo
and
other
social
with photos, videos, and information, such as Facebook, Google+, Habbo and other social
networking sites.
sites.
networking
Tags (Tagging)
(Tagging) are
are keywords
keywords assigned
assigned to
to aa webpage
webpage for
for the
the purpose
purpose of
of easy
easy identification,
identification,
Tags
organization, aggregation
aggregation and
and searching.
searching. Most
Most social
social media
media sites
sites allow
allow users
users to
to tag
tag the
the content
content
organization,
they share
share online
online such
such as
as articles,
articles, photos,
photos, videos
videos or
or blog
blog posts.
posts. Tags
Tags help
help users
users find
find content
content they
they
they
are
looking
for
through
social
media
sites
and
other
online
platforms.
are looking for through social media sites and other online platforms.
Wikis are
are websites
websites that
that allow
allow the
the creation
creation and
and editing
editing of
of any
any number
number of
of interlinked
interlinked web
web pages
pages via
via aa
Wikis
browser using
using aa simplified
simplified markup
markup language
language or
or aa text
text editor.
editor.
browser
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II. SOCIAL
SOCIAL MEDIA
MEDIA GUIDELINES
GUIDELINES FOR
FOR EMPLOYEES
EMPLOYEES AND
AND ASSOCIATED
ASSOCIATED PERSONS
PERSONS
II.
Many schools,
schools, offices
offices and
and departments
departments have
have their
their own
own websites
websites and
and social
social media
media networks
networks that
that
Many
enable staff
staff to
to share
share school/work-related
school/work-related information.
information. Confidential
Confidential or
or privileged
privileged information
information about
about
enable
students
or
personnel
(e.g.,
grades,
attendance
records,
or
other
pupil/personnel
record
students or personnel (e.g., grades, attendance records, or other pupil/personnel record
information) may
may be
be shared
shared only
only on
on District
District approved
approved secured
secured connections
connections by
by authorized
authorized
information)
individuals.
individuals.
All existing
existing policies
policies and
and behavior
behavior guidelines
guidelines that
that cover
cover employee
employee conduct
conduct on
on the
the school
school premises
premises
All
and at
at school-related
school-related activities
activities similarly
similarly apply
apply to
to the
the online
online environment
environment in
in those
those same
same venues.
venues.
and
1.
1.

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

2.
2.

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

3.
3.

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

4.
4.

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

5.
5.

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

6.
6.

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

7.
7.

Threats are
are taken
taken seriously
seriously and
and are
are subject
subject to
to law
law enforcement
enforcement intervention,
intervention, including
including
Threats
but
not
limited
to
formal
threat
assessments.
[Refer
to
BUL-5610.0,
Workplace
Violence,
but not limited to formal threat assessments. [Refer to BUL-5610.0, Workplace Violence,
Bullying and
and Threats
Threats (Adult-to-Adult)]
(Adult-to-Adult)]
Bullying
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8.
8.

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

9.
9.

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

10.
10.

Use of
of District
District logos
logos or
or images
images on
on one’s
one’s personal
personal social
social networking
networking sites
sites isis prohibited.
prohibited. IfIf
Use
you wish
wish to
to promote
promote aa specific
specific LAUSD
LAUSD activity
activity or
or event,
event, you
you may
may do
do so
so in
in accordance
accordance
you
with
the
Office
of
Communications
and
Media
Services
guidelines.
with the Office of Communications and Media Services guidelines.

11.
11.

Misrepresenting oneself
oneself by
by using
using someone
someone else’s
else’s identity
identity may
may be
be identity
identity theft.
theft. ItIt isis
Misrepresenting
advisable
to
periodically
check
that
one’s
identity
has
not
been
compromised.
advisable to periodically check that one’s identity has not been compromised.

12.
12.

During an
an emergency
emergency situation
situation that
that impacts
impacts the
the employee’s
employee’s work
work site,
site, the
the employee
employee
During
may post
post aa general
general statement
statement of
of well-being
well-being to
to their
their social
social network
network account
account ifif doing
doing so
so
may
does not
not interfere
interfere with
with their
their assigned
assigned emergency
emergency duties.
duties.
does

III. RESPONSIBILITIES
RESPONSIBILITIES OF
OF DISTRICT
DISTRICT EMPLOYEES
EMPLOYEES AND
AND ASSOCIATED
ASSOCIATED PERSONS
PERSONS
III.
All District
District employees
employees and
and associated
associated persons
persons are
are expected
expected to:
to:
All
Adhere to
to this
this Social
Social Media
Media Policy
Policy for
for Employees
Employees and
and Associated
Associated Persons.
Persons.
Adhere
Be
familiar
with
and
follow
the
guidelines
and
the
provisions
of
this
policy.
Be familiar with and follow the guidelines and the provisions of this policy.
Additional responsibilities
responsibilities include:
include:
Additional
A. Administrator/Designee
Administrator/Designee should:
should:
A.
1. Distribute
Distribute and
and communicate
communicate this
this Social
Social Media
Media Policy
Policy for
for Employees
Employees and
and Associated
Associated Persons
Persons
1.
to
all
employees
and
associated
persons.
to all employees and associated persons.
2. Investigate
Investigate reported
reported incidents
incidents of
of employee
employee or
or associated
associated adults’
adults’ misconduct
misconduct or
or violations
violations of
of
2.
appropriate
conduct.
[Refer
to
BUL
–999.4,
Acceptable
Use
Policy
(AUP)
For
District
appropriate conduct. [Refer to BUL –999.4, Acceptable Use Policy (AUP) For District
Computer Systems,
Systems, BUL
BUL –– 5167.0,
5167.0, Code
Code of
of Conduct
Conduct with
with Students
Students –– Distribution
Distribution and
and
Computer
Dissemination Requirement
Requirement Policy
Policy and
and other
other related
related District
District policies.]
policies.]
Dissemination
3. Postings
Postings of
of aa serious
serious nature
nature may
may warrant
warrant additional
additional reporting
reporting to
to School
School Operations
Operations and
and the
the
3.
appropriate
reporting
agency:
appropriate reporting agency:
BELIEVE
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Threats(contact
(contactLos
LosAngeles
AngelesSchool
SchoolPolice
PoliceDepartment
Department(LASPD),
(LASPD),School
SchoolOperations,
Operations,and
and
a.a. Threats
CrisisCounseling
Counselingand
andIntervention
InterventionServices).
Services).
Crisis
Inappropriateor
orsexualized
sexualizedimages
imagesofofminors
minors(contact
(contactlaw
lawenforcement
enforcementand
andLASPD),
LASPD),
b.b. Inappropriate
Childpornography
pornography(contact
(contactlaw
lawenforcement
enforcementand
andLASPD
LASPDPolice),
Police),
c.c. Child
Raiseaareasonable
reasonablesuspicion
suspicionofofchild
childabuse
abuse(contact
(contactChild
ChildProtective
ProtectiveServices).
Services).
d.d. Raise
[Referto
toBUL-5610.0,
BUL-5610.0,Workplace
WorkplaceViolence,
Violence,Bullying
Bullyingand
andThreats
Threats(Adult-to-Adult),
(Adult-to-Adult),BUL-1119.1,
BUL-1119.1,
[Refer
Organizingfor
forAssessing
Assessingand
andManaging
ManagingThreats,
Threats,and
andBUL-1347.2,
BUL-1347.2,Child
ChildAbuse
Abuseand
andNeglect
Neglect
Organizing
ReportingRequirements]
Requirements]
Reporting
Inappropriatepostings
postingsmay
maybe
bedocumented
documentedby
bytaking
takingand
andprinting
printingscreen
screenshots
shotsor
or
4.4. Inappropriate
downloadingthem
themonto
ontoaaflash
flashdrive.
drive.Evidence
Evidenceshould
shouldbe
becollected
collectedwith
withthe
thepermission
permissionof
of
downloading
thesite
siteadministrator
administratorfor
forthe
thesole
solepurpose
purposeofofthe
theinvestigative
investigativeprocess
processand
andstored
storedininaa
the
securedlocation.
location.This
Thisevidence
evidencemay
maybe
beused
usedininconference
conferencewith
withthe
theemployee(s)
employee(s)or
or
secured
associatedpersons
personsininquestion.
question.Caution:
Caution:do
donot
notdownload
downloador
orprint
printimages
imagesof
ofminors
minorsor
orany
any
associated
contentthat
thatmay
maybe
beconsidered
consideredchild
childpornography.
pornography.Law
Lawenforcement
enforcementshould
shouldgather
gather
content
evidenceof
ofchild
childpornography,
pornography,not
notaaDistrict
Districtemployee.
employee.
evidence
Documentall
allcritical
criticalincidents
incidentson
onthe
theIncident
IncidentSystem
SystemTracking
TrackingAccountability
AccountabilityReport
Report
5.5. Document
(iSTAR).
(iSTAR).
Thetarget
targetofofonline
onlineharassment
harassmentcan
canrequest
requestremoval
removalof
ofobjectionable
objectionablepostings
postingsby
byreporting
reporting
6.6. The
theabuse
abuseto
tothe
theinternet
internetservice
serviceprovider
provideror
orwebmaster.
webmaster.Most
Mostsocial
socialnetworking
networkingsites
siteshave
have
the
thecapacity
capacityto
toflag
flagobjectionable
objectionablepostings
postingswith
with“report
“reportabuse”
abuse”button.
button.The
Thetarget
targetshould
should
the
document
the
postings
prior
to
their
removal.
document the postings prior to their removal.
Monitorand
andfollow-up
follow-upto
toensure
ensurethat
thatthe
theinappropriate
inappropriateonline
onlinebehavior
behaviorhas
hasstopped.
stopped.
7.7. Monitor
LocalDistrict
DistrictSuperintendent
Superintendentshould:
should:
B.B.Local
Communicatethis
thisSocial
SocialMedia
MediaPolicy
Policyfor
forEmployees
Employeesand
andAssociated
AssociatedPersons
Personsto
to
1.1. Communicate
administratorsand
andemployees
employeesand
andassociated
associatedpersons.
persons.
administrators
Designateadministrators
administratorsto
toensure
ensurethe
theimplementation
implementationof
ofthis
thispolicy.
policy.
2.2. Designate
CentralOffice
OfficeStaff
Staffshould:
should:
C.C.Central
Supportthis
thispolicy
policyby
byassisting
assistingschools
schoolsand
andworksites
worksitesvia
viatrainings,
trainings,consultation,
consultation,and
and
1.1. Support
distributionof
ofresources.
resources.
distribution
Alignthis
thispolicy
policywith
withrelated
relatedDistrict
Districtinitiatives.
initiatives.
2.2. Align
IV.GENERAL
GENERALPROTOCOL
PROTOCOLFOR
FORRESPONDING
RESPONDINGTO
TOCOMPLAINTS
COMPLAINTS
IV.
Thefollowing
followingare
aregeneral
generalprocedures
proceduresfor
forthe
theadministrator/supervisor
administrator/supervisorto
torespond
respondto
toany
any
The
complaints:
complaints:
A. Secure
Securecampus/office
campus/officesafety.
safety.
A.
Assureinvolved
involvedparties
partiesthat
thatallegations
allegationsand
andcomplaints
complaintsare
aretaken
takenseriously.
seriously.
B.B. Assure
Investigate.
C.C. Investigate.
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Takeaction
actiontotostop
stopthe
thebehavior.
behavior.
D.D. Take
E.
Request
a
factual
written
statementfrom
fromthe
theinvolved
involvedparties,
parties,totoinclude
includewitnesses
witnessesifif
E. Request a factual written statement
available.
available.
Consultwith
withthe
theLocal
LocalDistrict,
District,Staff
StaffRelations
Relationsand
andother
otheroffices,
offices,asasappropriate.
appropriate.
F.F. Consult
G.
Document
actions
taken.
G. Document actions taken.
Implementdisciplinary
disciplinaryaction
actionasasneeded.
needed.
H.H. Implement
appropriate,the
thevictim
victimmay
mayfile
fileaacriminal
criminalcomplaint
complaintwith
withlaw
lawenforcement.
enforcement.
I.I. IfIfappropriate,
J.
Continue
to
monitor
and
address
inappropriate
behaviors.
J. Continue to monitor and address inappropriate behaviors.
appropriate,complete
completethe
theIncident
IncidentSystem
SystemTracking
TrackingAccountability
AccountabilityReport
Report(iSTAR).
(iSTAR).
K.K. IfIfappropriate,
Informationabout
aboutallegations
allegationsofofmisconduct
misconductororinvestigations
investigationsshould
shouldbe
behandled
handledwithin
withinthe
the
L.L. Information
confines
of
the
District’s
reporting
procedures
and
investigative
process.
The
District
will
confines of the District’s reporting procedures and investigative process. The District will
nottolerate
tolerateretaliation
retaliationagainst
againstanyone
anyonefor
forfiling
filingaacomplaint
complaintororparticipating
participatingininthe
the
not
complaintinvestigation
investigationprocess.
process.
complaint
theallegation
allegationisisagainst
againstone’s
one’sadministrator
administratorororsupervisor,
supervisor,that
thatperson’s
person’ssupervisor
supervisorshall
shallrespond
respond
IfIfthe
thecomplaint
complaint(see
(seeAttachment
AttachmentD,D,Workplace
WorkplaceViolence
ViolenceComplaint
ComplaintForm).
Form).
totothe
AUTHORITY:
AUTHORITY:
Thisisisaapolicy
policyofofthe
theSuperintendent
SuperintendentofofSchools.
Schools.The
Thefollowing
followinglegal
legalauthorities
authoritiesare
areapplied
appliedininthis
this
This
policy:
policy:
CaliforniaEducation
EducationCode
Code§44932
§44932etetseq.
seq.and
andCalifornia
CaliforniaPenal
PenalCode
Code§422
§422etetseq.
seq.
California
RELATEDRESOURCES:
RESOURCES:
RELATED
BUL-999.4,Acceptable
AcceptableUse
UsePolicy
Policy(AUP)
(AUP)For
ForDistrict
DistrictComputer
ComputerSystems,
Systems,dated
datedJune
June1,1,2009
2009
BUL-999.4,
BUL-1077.1,Information
InformationProtection
ProtectionPolicy,
Policy,dated
datedDecember
December5,5,2006
2006
BUL-1077.1,
BUL-1347.2,Child
ChildAbuse
Abuseand
andNeglect
NeglectReporting
ReportingRequirements,
Requirements,dated
datedJune
June30,
30,2011
2011
BUL-1347.2,
BUL-1893.1,Sexual
SexualHarassment
HarassmentPolicy
Policy(Employee-to-Employee),
(Employee-to-Employee),dated
datedAugust
August1,1,2005
2005
BUL-1893.1,
BUL-2047.0,Responding
Respondingtotoand
andReporting
ReportingHate-Motivated
Hate-MotivatedIncidents
Incidentsand
andCrimes,
Crimes,
BUL-2047.0,
datedOctober
October10,
10,2005
2005
dated
BUL-3349.0,Sexual
SexualHarassment
HarassmentPolicy
Policy(Student-to-Student,
(Student-to-Student,Adult-to-Student,
Adult-to-Student,and
andStudent-toStudent-toBUL-3349.0,
Adult),dated
datedNovember
November29,
29,2006
2006
Adult),
BUL-3357.1Employee-to-Student
Employee-to-StudentSexual
SexualAbuse
Abuseand
andRelated
RelatedDiscipline
DisciplinePolicy,
Policy,
BUL-3357.1
datedNovember
November13,
13,2008
2008
dated
BUL-5159.1,Uniform
UniformComplaint
ComplaintProcedures
Procedures(UCP),
(UCP),dated
datedJuly
July1,1,2011
2011
BUL-5159.1,
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BUL-5167.0,Code
Codeof
ofConduct
Conductwith
withStudents
Students––Distribution
Distributionand
andDissemination
DisseminationRequirement
RequirementPolicy,
Policy,
BUL-5167.0,
dated
July
1,
2010
dated July 1, 2010
BUL-5212.1,Bullying
Bullyingand
andHazing
HazingPolicy
Policy(Student-to-Student,
(Student-to-Student,Adult-to-Student,
Adult-to-Student,and
andStudent-toStudent-toBUL-5212.1,
Adult),
dated
August
27,
2010
Adult), dated August 27, 2010
BUL-5610.0,Workplace
WorkplaceViolence,
Violence,Bullying
Bullyingand
andThreats
Threats(Adult-to-Adult),
(Adult-to-Adult),dated
datedSeptember
September30,
30,2011
2011
BUL-5610.0,
EmployeeCode
Codeof
ofEthics,
Ethics,LAUSD
LAUSDEthics
EthicsOffice,
Office,dated
datedFebruary
February2003
2003
Employee
LosAngeles
AngelesUnified
UnifiedSchool
SchoolDistrict
DistrictBoard
BoardResolution,
Resolution,Respectful
RespectfulTreatment
Treatmentof
ofAll
AllPersons,
Persons,passed
passed
Los
October10,
10,1988
1988
October
ASSISTANCE:
ASSISTANCE:
Forassistance
assistanceand
andinformation,
information,please
pleasecontact
contactany
anyof
ofthe
thefollowing
followingoffices:
offices:
For
CommunicationsOffice
Office(213)
(213)241-6766
241-6766--for
forassistance
assistancewith
withobtaining
obtainingapproval
approvalto
touse
usedistrict
districtlogos
logos
Communications
andgeneral
generaldistrict
districtcommunication
communication
and
CrisisCounseling
Counselingand
andIntervention
InterventionService,
Service,School
SchoolMental
MentalHealth
Health(213)
(213)241-2174
241-2174or
or(213)
(213)241-3841
241-3841-Crisis
forassistance
assistancewith
withthreat
threatassessments
assessmentsand
andmental
mentalhealth
healthissues
issues
for
EqualOpportunity
OpportunitySection
Section(213)
(213)241-7685
241-7685--for
forassistance
assistancewith
withalleged
allegedadult-to-adult
adult-to-adultdiscrimination
discrimination
Equal
andsexual
sexualharassment
harassmentcomplaints
complaints
and
EmployeeRelations
Relations(213)
(213)241-6591
241-6591--for
forassistance
assistancewith
withemployee
employeerecords
recordsand
andpersonnel
personnelfiles
files
Employee
HumanRelations,
Relations,Diversity
Diversityand
andEquity
Equity(213)
(213)241-5337
241-5337--for
forassistance
assistancewith
withissues
issuesof
ofbullying,
bullying,cybercyberHuman
bullying,conflict
conflictresolution,
resolution,and
anddiversity
diversitytrainings
trainings
bullying,
InformationTechnology
Technology(213)
(213)241-4906
241-4906--for
forassistance
assistancewith
withidentifying
identifyingand
andestablishing
establishing
Information
appropriateeducational
educationalwebsites
websites
appropriate
LosAngeles
AngelesSchool
SchoolPolice
PoliceDepartment
Department(213)
(213)625-6631
625-6631--for
forassistance
assistancewith
withany
anylaw
lawenforcement
enforcement
Los
matters
matters
Officeof
ofGeneral
GeneralCounsel
Counsel(213)
(213)241-7600
241-7600--for
forassistance/consultation
assistance/consultationregarding
regardinglegal
legalissues
issues
Office
SchoolOperations
OperationsDivision
Division(213)
(213)241-5337
241-5337––for
forassistance
assistanceininschool
schooloperations
operationsand
andprocedures
procedures
School
concerning
students
and
employees
concerning students and employees
EmployeePerformance
PerformanceAccountability
Accountability(213)
(213)241-6056
241-6056--for
forassistance
assistancewith
withemployee
employeedisciplinary
disciplinary
Employee
action
action

BELIEVE
BELIEVE

**

EMPOWER
EMPOWER

**

TRANSFORM
TRANSFORM

LAUSD NEW TEACHER RESOURCE GUIDE 2015 | CHAPTER 8

CHILD ABUSE REPORTING INFORMATION SHEET
BUL-1347.2
The Los Angeles Unified School District (District) has policies and procedures regarding the
reporting of suspected child abuse to an appropriate child protective agency. The purpose of this
summary is to serve as a reference guide to those policies and procedures pertinent to the
identification and reporting of suspected child abuse. In addition to this summary, the District
strongly recommends that employees familiarize themselves with the District’s “Child Abuse and
Neglect Reporting Requirements” bulletin No. BUL-1347.2. Please review this summary and the
Child Abuse Reporting bulletin carefully, as each employee will be expected to, and is individually
responsible to, adhere to the District’s policies and procedures regarding suspected child abuse
reporting.
I. CALIFORNIA LAW
A District employee “. . . in his or her professional capacity or within the scope of his or her
employment, has knowledge of or observes a child whom . . . [the employee] knows or reasonably
suspects has been the victim of child abuse or neglect . . . shall report the known or suspected
instance of child abuse to a child protective agency immediately, or as soon as practically possible,
by telephone. Thereafter, the District employee must prepare and send a written report within 36
hours of receiving the information concerning the incident to the child protective agency called.”
All District employees are mandated to report suspected child abuse. As such, District
employees are “mandated reporters” of suspected child abuse. A report made by a
mandated reporter is deemed a “mandated report.”
Each District employee is individually responsible for reporting suspected child abuse.
Reporting suspected child abuse to a school principal, site administrator, supervisor, school
nurse/doctor, school counselor, co-worker, Los Angeles School Police Department (LASPD),
or other person does not substitute for making a mandated report to an appropriate child
protective agency.
Contents of a suspected child abuse report shall remain confidential.
II. DEFINITIONS – “CHILD ABUSE” INCLUDES THE FOLLOWING:
Life Endangerment – any act by a person who willfully causes, inflicts or permits any child to
endure cruel and inhuman corporal punishment, mental suffering, etc.
Neglect – negligent treatment, maltreatment, or failure to provide adequate clothing, food,
medical care, shelter, or supervision.
Physical Abuse – actual physical injury.
Sexual Abuse – sexual assault, sexual exploitation, molestation of child, etc.
III. CHILD ABUSE REPORTING PROCEDURES
An employee suspecting child abuse/neglect must immediately, or as soon as practically
possible, make their mandated suspected child abuse telephone report to an appropriate
child protective agency, either the Department of Children and Family Services (DCFS) (24
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hours per
per day
day –– 77 days
days per
per week)
week) or
or the
the local
local law
law enforcement
enforcement department
department serving
serving the
the
hours
school.
school.
Attachment AA -- Local
Local Law
Law Enforcement
Enforcement Departments
Departments Serving
Serving LAUSD
LAUSD Schools)
Schools) as
as follows:
follows:
Attachment
Department of
of Children
Children and
and Family
Family Services
Services (DCFS)
(DCFS) –– (800)
(800) 540-4000
540-4000
Department
Los
Angeles
Police
Department
(LAPD)
–
Child
Abuse
Unit
–
(213) 486-0530
486-0530
Los Angeles Police Department (LAPD) – Child Abuse Unit – (213)
Los Angeles
Angeles County
County Sheriff’s
Sheriff’s Department
Department
Los
City Police
Police Department
Department serving
serving the
the school
school
City
written report
report must
must be
be completed
completed and
and sent
sent to
to the
the same
same child
child protective
protective agency
agency called
called
AA written
within 36
36 hours
hours of
of receiving
receiving the
the information
information concerning
concerning the
the incident.
incident. The
The report
report must
must be
be
within
submitted to
to the
the same
same agency
agency that
that received
received the
the telephone
telephone report.
report.
submitted
Additional
copies
of
“Suspected
Child
Abuse
Report,”
Department
of Justice
Justice form
form SS
SS 8572
8572
Additional copies of “Suspected Child Abuse Report,” Department of
can be
be printed
printed off
off the
the LAUSD
LAUSD website:
website: http://schoolsafety.lausd.net/report_child_abuse
http://schoolsafety.lausd.net/report_child_abuse or
or
can
the Department
Department of
of Children
Children and
and Family
Family Services
Services website:
website: http://dcfs.co.la.ca.us/.
http://dcfs.co.la.ca.us/.
the
The identity
identity of
of aa District
District employee
employee who
who reports
reports suspected
suspected child
child abuse
abuse shall
shall remain
remain
The
confidential
and
disclosed
only
between
designated
child
protective
agencies,
by court
court
confidential and disclosed only between designated child protective agencies, by
order, when
when needed
needed for
for specified
specified court
court actions,
actions, or
or ifif the
the employee
employee waives
waives his/her
his/her
order,
confidentiality.
confidentiality.
IV. PROHIBITED
PROHIBITED ACTIONS
ACTIONS
IV.
Never contact
contact the
the child’s
child’s or
or the
the alleged
alleged perpetrator’s
perpetrator’s parent/guardian
parent/guardian ifif indicators
indicators point
point to
to
Never
possible
abuse
or
if
abuse
is
suspected
prior
to
making
a
report.
possible abuse or if abuse is suspected prior to making a report.
Never conduct
conduct an
an investigation
investigation of
of any
any kind
kind once
once abuse
abuse or
or neglect
neglect isis suspected
suspected or
or prior
prior to
to
Never
making aa report.
report.
making
Never report
report suspected
suspected child
child abuse
abuse to
to the
the Los
Los Angeles
Angeles School
School Police
Police Department
Department (LASPD).
(LASPD).
Never
The
law
provides
that
the
LASPD
is
not
a
child
protective
agency.
The law provides that the LASPD is not a child protective agency.
No removal
removal or
or arranging
arranging of
of any
any clothing
clothing to
to provide
provide aa visual
visual inspection
inspection of
of the
the underclothing,
underclothing,
No
breast, buttocks,
buttocks, or
or genitalia
genitalia of
of aa pupil
pupil isis permitted.
permitted.
breast,
V. DISTRICT
DISTRICT EMPLOYEE
EMPLOYEE NAMED
NAMED AS
AS ALLEGED
ALLEGED PERPETRATOR
PERPETRATOR
V.
District officials
officials may
may temporarily
temporarily relocate
relocate an
an employee
employee who
who has
has been
been named
named as
as an
an alleged
alleged
District
perpetrator in
in aa report
report of
of suspected
suspected child
child abuse.
abuse.
perpetrator
A
District
employee
who
is
temporarily
transferred
or relocated
relocated will
will be
be presumed
presumed innocent
innocent
A District employee who is temporarily transferred or
pending the
the outcome
outcome of
of the
the investigation
investigation and
and will
will have
have all
all appropriate
appropriate due
due process
process rights.
rights.
pending
VI. CONSEQUENCES
CONSEQUENCES FOR
FOR REPORTING/FAILURE
REPORTING/FAILURE TO
TO REPORT
REPORT
VI.
violation of
of District
District policies
policies and
and the
the law
law may
may lead
lead to
to disciplinary
disciplinary action,
action, up
up to
to and
and
AA violation
including suspension,
suspension, demotion,
demotion, and/or
and/or termination
termination from
from the
the District.
District.
including
Generally, District
District employees
employees are
are immune
immune from
from civil
civil and
and criminal
criminal liability
liability when
when reporting
reporting
Generally,
suspected
child
abuse
as
required
by
law.
suspected child abuse as required by law.
Failure to
to report
report suspected
suspected child
child abuse
abuse isis aa misdemeanor
misdemeanor punishable
punishable by
by imprisonment
imprisonment in
in
Failure
the county
county jail
jail for
for aa maximum
maximum of
of six
six months,
months, aa fine
fine up
up to
to $1,000,
$1,000, or
or both.
both.
the
FOR FURTHER
FURTHER ASSISTANCE,
ASSISTANCE, PLEASE
PLEASE CONTACT
CONTACT THE
THE OFFICE
OFFICE OF
OF GENERAL
GENERAL COUNSEL
COUNSEL AT:
AT:
FOR
(213) 241-7600
241-7600
(213)
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SCHOOL SAFETY CHILD ABUSE REPORTING
AGENCIES
ALL DISTRICT EMPLOYEES ARE MANDATED REPORTERS OF
SUSPECTED CHILD ABUSE.
Certificated
Health Practitioners
School Police
Employees of Child Care Centers
Instructional aides and assistants
Teachers’ Aides and Assistants
Special Education Aides and Assistants
Cafeteria Staff
Buildings and Grounds Staff
And All Other Classified Staff
Individual employees can incur criminal, civil and professional liability for failure to report
suspected child abuse.

Child Protection Agencies
Los Angeles County of Department of children and family Services (DCFS)
o (800) 540·4000
Los Angeles County Welfare Department of Public Social Services
o (877) 597·4777
Los Angeles Police Department
oo !(213)!285)4700
(213) 285·4700
Los Angeles County Sheriff’s Department
o (323) 267·4800
Department of Social Service, Community Care Licensing Office
o South/Northwest (310) 337-4333
o East (323) 981-3350
When reporting an incident of suspected child abuse the following information is given to the Child
Child
Protective Agency:
Your full name
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Businessaddress
address
Business
Phonenumber
number
Phone
Identifyyourself
yourselfas
asaamandated
mandatedreporter
reporterand
andprovide
providethe
thefollowing:
following:
Identify
Child'sname
name
Child's
Address
Address
Schooland
andGrade
GradeLevel
Level
School
Classand
andPresent
PresentLocation
Location(if
(ifknown)
known)
Class
Parents'or
orGuardians'
Guardians'contact
contactinformation
information
Parents'
Provideinformation
informationthat
thatgave
gaverise
riseto
toreasonable
reasonablesuspicion
suspicionof
ofchild
childabuse
abuse
Provide
Namesand
andAges
Agesand
andany
anycontact
contactinformation
informationof
ofthe
thealleged
allegedperpetrators,
perpetrators,ififknown.
known.
Names
REMEMBER:One
Oneof
ofthe
themost
mostessential
essentialtasks
tasksisisto
toensure
ensurethe
thesafety,
safety,welfare
welfareand
andthe
thewell-being
well-beingof
of
REMEMBER:
ourstudents.
students.You
Youare
aremandated
mandatedto
tomake
makeaareport
reportto
tothe
theprincipal,
principal,administrator,
administrator,supervisor
supervisoror
orunit
unit
our
head.IfIfyou
youwish
wishto
toview
viewthe
thetraining
trainingvideo
videoagain,
again,the
theSchool
SchoolSafety
SafetyPortal:
Portal:
head.
http://schoolsafety.lausd.net/childabuse/training
http://schoolsafety.lausd.net/childabuse/training
Thewebsite
websitealso
alsooffers
offersLAUSD
LAUSDteachers
teachersand
andadministrators
administratorsaaset
setof
oftools
toolsto
tohelp
helpwith
withchild
childsafety.
safety.
The
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LAUSD SEXUAL
SEXUAL HARASSMENT
HARASSMENT POLICY
POLICY
LAUSD
ADOPTED: 6/2010
6/2010
ADOPTED:
TheLos
LosAngeles
AngelesUnified
UnifiedSchool
SchoolDistrict
Districtisiscommitted
committedto
tomaintaining
maintainingaaworking
workingand
andlearning
learning
The
environmentthat
thatisisfree
freefrom
fromsexual
sexualharassment.
harassment.Sexual
Sexualharassment
harassmentof
ofor
orby
byemployees
employeesor
or
environment
students,or
orpersons
personsdoing
doingbusiness
businesswith
withor
orfor
forthe
theDistrict
Districtisisaaform
formof
ofsex
sexdiscrimination
discriminationin
inthat
thatitit
students,
constitutesdifferential
differentialtreatment
treatmenton
onthe
thebasis
basisof
ofsex,
sex,sexual
sexualorientation,
orientation,or
orgender,
gender,and,
and,for
forthat
that
constitutes
reason,isisaaviolation
violationof
ofstate
stateand
andfederal
federallaws
lawsand
andaaviolation
violationof
ofthis
thispolicy.
policy.
reason,
TheDistrict
Districtconsiders
considerssexual
sexualharassment
harassmentto
tobe
beaamajor
majoroffense
offensewhich
whichcan
canresult
resultin
indisciplinary
disciplinary
The
actionto
tothe
theoffending
offendingemployee
employeeor
orthe
thesuspension
suspensionor
orexpulsion
expulsionof
ofthe
theoffending
offendingstudent
studentin
ingrades
grades
action
fourthrough
throughtwelve.
twelve.Suspension
Suspensionor
orexpulsion
expulsionas
asaadisciplinary
disciplinaryconsequence
consequencefor
forsexual
sexualharassment
harassment
four
shallnot
notapply
applyto
tostudents
studentsenrolled
enrolledin
inKindergarten
Kindergartenand
andgrades
gradesone
onethrough
throughthree.
three.However,
However,
shall
studentsenrolled
enrolledin
inKindergarten
Kindergartenand
andgrades
gradesone
onethrough
throughthree
threemay
maybe
besubject
subjectto
toother
other
students
disciplinaryactions.
actions.
disciplinary
Anystudent
studentor
oremployee
employeeof
ofthe
theDistrict
Districtwho
whobelieves
believes that
thatshe
sheor
orhe
hehas
hasbeen
beenaavictim
victimof
ofsexual
sexual
Any
harassmentshall
shallbring
bringthe
theproblem
problemto
tothe
theattention
attentionof
ofthe
thesite
siteadministrator
administratoror
orTitle
TitleIX
IXComplaint
Complaint
harassment
Managerso
sothat
thatappropriate
appropriateaction
actionmay
maybe
betaken
takento
toresolve
resolvethe
theproblem.
problem.The
TheDistrict
Districtprohibits
prohibits
Manager
retaliatorybehavior
behavioragainst
againstanyone
anyonewho
whofiles
filesaasexual
sexualharassment
harassmentcomplaint
complaintor
orany
anyparticipant
participantin
in
retaliatory
thecomplaint
complaintinvestigation
investigationprocess.
process.Complaints
Complaintswill
willbe
bepromptly
promptlyinvestigated
investigatedin
inaaway
waythat
that
the
respectsthe
theprivacy
privacyof
ofthe
theparties
partiesconcerned.
concerned.
respects
CaliforniaEducation
EducationCode
CodeSection
Section212.5
212.5defines
definessexual
sexualharassment
harassmentas
asany
anyunwelcome
unwelcomesexual
sexual
California
advances,requests
requestsfor
forsexual
sexualfavors,
favors,and
andother
otherverbal,
verbal,visual,
visual,or
orphysical
physicalconduct
conductof
ofaasexual
sexual
advances,
naturemade
madeby
bysomeone
someonefrom
fromor
orin
inthe
thework
workor
oreducational
educationalsetting,
setting,under
underany
anyof
ofthe
thefollowing
following
nature
conditions:
conditions:
Submissionto
tothe
theconduct
conductisisexplicitly
explicitlyor
orimplicitly
implicitlymade
madeaaterm
termor
oraacondition
conditionof
ofan
an
Submission
individual’semployment,
employment,academic
academicstatus,
status,or
orprogress.
progress.
individual’s
Submissionto,
to,or
orrejection
rejectionof,
of,the
theconduct
conductby
bythe
theindividual
individualisisused
usedas
asthe
thebasis
basisof
of
Submission
employmentor
oracademic
academicdecisions
decisionsaffecting
affectingthe
theindividual.
individual.
employment
Theconduct
conducthas
hasthe
thepurpose
purposeor
oreffect
effectof
ofhaving
havingaanegative
negativeimpact
impactupon
uponthe
theindividual’s
individual’s
The
workor
oracademic
academicperformance,
performance,or
orof
ofcreating
creatingan
anintimidating,
intimidating,hostile,
hostile,or
oroffensive
offensivework
workor
or
work
educationalenvironment.
environment.
educational
Submissionto,
to,or
orrejection
rejectionof,
of,the
theconduct
conductby
bythe
theindividual
individualisisused
usedas
asthe
thebasis
basisfor
forany
any
Submission
decisionaffecting
affectingthe
theindividual
individualregarding
regardingbenefits
benefitsand
andservices,
services,honors,
honors,programs,
programs,or
or
decision
activitiesavailable
availableat
ator
orthrough
throughthe
theeducational
educationalinstitution.
institution.
activities
Sexualharassment
harassmentmay
mayinclude,
include,but
butisisnot
notlimited
limitedto:
to:
Sexual
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sexual
Unwelcome verbal conduct such as suggestive, derogatory or vulgar comments, sexual
pestering for
for
innuendos, slurs, or unwanted sexual advances, invitations, or comments; pestering
dates; making threats; and/or spreading rumors about or rating others as to sexual
sexual activity
activity
or performance.
pictures, posters,
posters,
Unwelcome visual conduct such as displays of sexually suggestive objects, pictures,
obscene
written material, cartoons, or drawings; graffiti of a sexual nature; and/or use of obscene
gestures or leering.
patting,
Unwelcome physical conduct such as unwanted touching, pinching, kissing, patting,
or study
study
hugging, blocking of normal movement, assault; and/or interference with work or
gender.
directed at an individual because of the individual's sex, sexual orientation, or gender.
Threats and demands or pressure to submit to sexual requests in order to keep a job
job or
or
sexual favors.
favors.
academic standing or to avoid other loss, and offers of benefits in return for sexual
For inquiries about District policies and procedures related to sexual harassment, including
including how
how to
to
file a complaint of sexual harassment, contact one of the following offices:
Educational Equity Compliance Office
Julie Hall, Director and District Title IX Coordinator
(213) 241-7682
When issues or complaints involve students or non-employees
Equal Opportunity Section
(213) 241-7685
When issues or complaints involve employees
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NON-DISCRIMINATION STATEMENT
STATEMENT
NON-DISCRIMINATION
ADOPTED: 3/2013
3/2013
ADOPTED:

The Los
Los Angeles
Angeles Unified
Unified School
School District
District is
is committed
committed to
to providing
providing aa working
working and
and learning
learning
The
environment free
free from
from discrimination,
discrimination, harassment,
harassment, intimidation
intimidation and
and bullying.
bullying. The
The District
District prohibits
prohibits
environment
discrimination, harassment,
harassment, intimidation
intimidation and
and bullying
bullying based
based on
on the
the actual
actual or
or perceived
perceived
discrimination,
characteristics set
set forth
forth in
in Penal
Penal Code
Code §§ 422.5,
422.5, Education
Education Code
Code §§ 220
220 and
and actual
actual or
or perceived
perceived sex,
sex,
characteristics
sexual orientation,
orientation, gender,
gender, gender
gender identity,
identity, gender
gender expression,
expression, race
race or
or ethnicity,
ethnicity, ethnic
ethnic group
group
sexual
identification, ancestry,
ancestry, nationality,
nationality, national
national origin,
origin, religion,
religion, color,
color, mental
mental or
or physical
physical disability,
disability,
identification,
age, or
or on
on the
the basis
basis of
of aa person's
person's association
association with
with aa person
person or
or group
group with
with one
one or
or more
more of
of these
these
age,
actual or
or perceived
perceived characteristics,
characteristics, in
in any
any program
program or
or activity
activity itit conducts
conducts or
or to
to which
which itit provides
provides
actual
significant assistance.
assistance.
significant
Discrimination is
is different
different treatment
treatment on
on the
the basis
basis of
of aa protected
protected category
category in
in the
the context
context of
of an
an
Discrimination
educational program
program or
or activity
activity without
without aa legitimate
legitimate nondiscriminatory
nondiscriminatory reason
reason and
and interferes
interferes with
with
educational
or limits
limits the
the individual’s
individual’s ability
ability to
to participate
participate in
in or
or benefit
benefit from
from the
the services,
services, activities,
activities, or
or privileges
privileges
or
provided by
by the
the District.
District.
provided
Harassment occurs
occurs when:
when: (1)
(1) the
the target
target is
is subjected
subjected to
to unwelcome
unwelcome conduct
conduct related
related to
to aa protected
protected
Harassment
category; (2)
(2) the
the harassment
harassment is
is both
both subjectively
subjectively offensive
offensive to
to the
the target
target and
and would
would be
be offensive
offensive to
to
category;
reasonable person
person of
of the
the same
same age
age and
and characteristics
characteristics under
under the
the same
same circumstances;
circumstances; and
and (3)
(3) the
the
aa reasonable
harassment is
is sufficiently
sufficiently severe,
severe, pervasive,
pervasive, or
or persistent
persistent so
so as
as to
to interfere
interfere with
with or
or limit
limit an
an
harassment
individual’s ability
ability to
to participate
participate in
in or
or benefit
benefit from
from the
the services,
services, activities,
activities, or
or opportunities
opportunities offered
offered
individual’s
by the
the District.
District.
by
Upon witnessing
witnessing an
an act
act of
of discrimination,
discrimination, harassment,
harassment, intimidation
intimidation and/or
and/or bullying
bullying based
based on
on
Upon
actual or
or perceived
perceived characteristics
characteristics of
of aa protected
protected category
category (as
(as enumerated
enumerated above),
above), school
school
actual
personnel are
are required
required to
to take
take immediate
immediate steps
steps to
to intervene
intervene when
when itit is
is safe
safe to
to do
do so.
so. Once
Once aa school
school
personnel
or office
office has
has notice
notice of
of discriminatory,
discriminatory, harassing,
harassing, intimidating
intimidating or
or bullying
bullying conduct,
conduct, whether
whether carried
carried
or
out by
by employees,
employees, students,
students, or
or third
third parties,
parties, itit should
should take
take immediate
immediate and
and appropriate
appropriate steps
steps to
to
out
investigate or
or otherwise
otherwise determine
determine what
what occurred
occurred and
and take
take prompt
prompt and
and effective
effective steps
steps reasonably
reasonably
investigate
calculated to
to end
end the
the conduct,
conduct, eliminate
eliminate aa hostile
hostile environment,
environment, ifif one
one has
has been
been created
created and
and
calculated
prevent the
the conduct
conduct from
from occurring
occurring again.
again. These
These steps
steps should
should be
be taken
taken whether
whether or
or not
not an
an
prevent
individual makes
makes aa complaint
complaint or
or asks
asks the
the school
school or
or office
office to
to take
take action.
action.
individual
This nondiscrimination
nondiscrimination policy
policy applies
applies to
to all
all acts
acts related
related to
to school
school activity
activity or
or school
school attendance
attendance
This
within any
any school
school or
or office
office under
under the
the jurisdiction
jurisdiction of
of the
the Superintendent
Superintendent of
of the
the Los
Los Angeles
Angeles Unified
Unified
within
School District.
District.
School
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For inquiries or complaints related to discrimination, harassment, intimidation and bullying of
students based on the actual or perceived characteristics listed above, contact your school’s
administrator, the school’s Title IX /Bullying Complaint Manager or:
Educational Equity Compliance Office E. Kevin O’Connell
District Section 504 and Title IX Coordinator
(213) 241-7682
For inquiries or complaints related to employee-to-employee, student-to-employee, or
work/employment related discrimination, harassment, or intimidation, contact your school
administrator or:
Equal Employment Opportunity Section
(213) 241-7685
Both Offices located at:
Los Angeles Unified School District
333 South Beaudry Avenue – 20th Floor
Los Angeles, CA 90017
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