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SCHOOL MISSION 
  
Our mission is to prepare students for leadership in the arts and business, where creativity, academic 
knowledge and financial literacy are essential for success. We are developing a generation of diverse, 
educated, compassionate leaders in the arts and business by providing a dynamic, innovative education 
that integrates the four lenses of learning: Academics, Arts, Enterprise, and Personal Growth. 
 
Academics: The LAAAE curriculum fully addresses the core academic content standards of the 
California State Board of Education and meets the University of California A-G requirements. 
  
The Arts: LAAAE provides comprehensive courses in the Visual and Performing Arts. 
 
Enterprise: LAAAE provides business education courses that teach core and advanced principles of 
enterprise, economics, and entrepreneurship. These courses are aligned with the Voluntary National 
Content Standards constructed by the National Council on Economic Education. 
 
Personal Growth: LAAAE focuses on personal growth and responsibility to self and others, through 
character education, Council and Community Service. 
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ASSESSMENT  OF  THE  CURRENT  STATUS  OF  SCHOOL  CULTURE 
 
Los Angeles Academy of Arts and Enterprise (LAAAE) is located near Downtown Los Angeles and 
serves about 350 students in grades 6-12. Currently LAAAE is co-located on the campus of Roybal 
Learning Center. Historically, the community LAAAE serves has faced particular challenges regarding 
poverty, employment, domestic violence, substance abuse and gangs. LAAAE provides a small and safe 
learning environment where every student can receive individualized attention and support. Students at 
LAAAE are classified into tiers 1, 2 or 3 based on their behavior, social/emotional needs, academics, 
and attendance in order to provide targeted and appropriate support for all students.  
  
LAAAE is also a PBIS school. Students receive nonacademic points for following the 4-Ps (prompt, 
prepared, productive, and polite) which can be redeemed at the LAAAE student store for school apparel 
and other prizes. LAAAE practices restorative justice practices, teaches social and emotional learning 
(SEL) curriculum through advisory, and utilizes other outside resources to help support at risk students. 
 
Notwithstanding any of the forgoing provisions of health, safety, and wellness, LAAAE reserves the 
right to act in conformity with EC §32281(2)(e)(1), as follows: “When a principal or his or her designee 
verifies through local law enforcement officials that a report has been filed of the occurrence of a violent 
crime on the school site of an elementary or secondary school at which he or she is the principal, the 
principal or the principal’s designee may send to each pupil’s parent or legal guardian and each school 
employee a written notice of the occurrence and general nature of the crime. If the principal or his or her 
designee chooses to send the written notice, the Legislature encourages the notice be sent no later than 
the end of business on the second regular work day after the verification. If, at the time of verification, 
local law enforcement officials determine that notification of the violent crime would hinder an ongoing 
investigation, the notification authorized by this subdivision shall be made within a reasonable period of 
time, to be determined by the local law enforcement agency and the school district. For purposes of this 
section, an act that is considered a “violent crime” shall meet the definition of Section 67381 and be an 
act for which a pupil could or would be expelled pursuant to Section 48915.” Further, in accordance with 
EC §32281, LAAAE confirms that the nothing in this plan shall preclude the Governing Board from 
conferring in a closed session with law enforcement officials pursuant to Government Code §54957 to 
approve a tactical response plan developed those officials pursuant to this subdivision. Any vote to 
approve the tactical response plan shall be announced in open session following the closed session. 
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PLANT  INSPECTIONS 
 

Inspecting and ensuring that all schools are clean, secured, all paths of egress are open and 
well-lit is essential to the safety and well-being of all students and employees of the Los Angeles 
Unified School District. 
 
Essential  Checklist:  Plant  Inspections  

A walk-through will be performed at least twice annually by the principal and plant 
manager to ascertain any unsafe conditions that are hazardous to the employees’ or 
students’ physical or mental well-being.  

The complete routes used by all students to travel to and from the assembly are used in an 
emergency should be inspected. Insure that there are no barriers to students with specific 
mobility needs. 

Within a month of the start of the new school year, the School Safety Committee will 
review the walk-through. A timeline for completion of necessary corrections will be 
reviewed and assessed monthly. 
ALVAREZ, EDDIE (Campus-wide Plant Manager) will be responsible for inspecting the 
campus regularly for the following conditions: 

•   All non-structural hazards in classrooms and other sites where students are served will 
be eliminated. These hazards may include: Incompatible chemical storage; unsecured 
objects on high shelves; trees or shrubs that require pruning; trip hazards; exposed 
nails; screws or bolts; equipment in need of repair, or any other condition that could 
constitute a hazard.  (See Form I - Safe Classroom Chart, found in Appendix A.) 

•   All damaged fences will be reported and corrected as soon as possible. 

•   Playground facilities and equipment will be inspected regularly for hazards. 
Repairs must be made as soon as possible. 

•   All non-functioning lighting fixtures must be reported and corrected as soon as 
possible. 
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CHILD  ABUSE  REPORTING  PROCEDURES 
 
LAAAE recognizes the responsibility to educate students about the dangers of child abuse so that they 
will acquire the skills and techniques needed to identify unsafe situations and to react appropriately and 
promptly. LAAAE recognizes that child abuse has severe consequences and that all LAAAE staff are 
mandated reporters and have a responsibility to protect students by facilitating the prompt reporting of 
known and suspected incidents of child abuse.  
 
Mandatory  Training  
Pursuant to AB 1432, LAAAE staff are required to complete a mandatory child abuse reporter training 
annually and within the first six weeks of initial hire date. The training is available at 
http://www.mandatedreporterca.com/. Certificates of completion are maintained by Administration.  
 
Reportable  Offenses  
A mandated reporter shall make a report to the Department of Children and Family Services (DCFS) 
using the procedures provided below whenever the mandated reporter in his/her professional capacity or 
within the scope of his/her employment, has knowledge of or observes a child whom the mandated 
reporter knows or reasonably suspects has been the victim of child abuse or neglect (Penal Code 11166). 
 
Responsibility  for  Reporting  
The reporting duties of mandated reporters are individual and cannot be delegated to another person. No 
supervisor or administrator shall impede or inhibit a mandated reporter from making a report (Penal 
Code 11166). Reporting the information regarding a case of possible child abuse or neglect to an 
employer, supervisor, school principal, school counselor, coworker, or other person shall not be a 
substitute for making a mandated report to DCFS. A mandated reporter who fails to report an incident 
of known or reasonably suspected child abuse or neglect as required by Penal Code 11166 is guilty of a 
misdemeanor punishable by up to six months confinement in a county jail or by a fine of one thousand 
dollars ($1,000) or by both that imprisonment and fine. If a mandated reporter intentionally conceals his 
or her failure to report an incident known by the mandated reporter to be abuse or severe neglect under 
Penal Code 11166, the failure to report is a continuing offense until an agency specified in Section 
11165.9 discovers the offense. 
 
Reporting  Procedures  
1. Initial Telephone Report 
Immediately or as soon as practicable and no later than 36 hours after knowing or observing suspected 
child abuse or neglect, a mandated reporter shall make an initial report by telephone to the Department 
of Children and Family Services. The phone number is (800) 540-4000. In the case of sexual abuse the 
Police department (excluding a school district police/security department), sheriff's department, county 
probation department if designated by the county to receive such reports, or county welfare department 
is notified as well (Penal Code 11165.9, 11166). 
 
2. Written Report 
As soon as practicable and no later than thirty-six (36) hours of knowing or observing the suspected 
child abuse information, the mandated reporter shall fill out a Suspected Child Abuse Report (SCAR), 
Form SS 8572 (Figure 1) located at https://mandreptla.org/. The form may either be sent via fax or 
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submitted electronically to DCFS. The original form will be mail out to the DCFS to the address 
mentioned above and a copy should be retained with the mandated reported for their files (Penal Code 
11166, 11168). Please see figure 2 for detail instruction on how to fill out appropriately the SCAR form. 
Staff members should maintain a copy for their records in a confidential file.  
 
Victim  Interviews  by  Social  Services/Law  Enforcement  
Whenever a representative from the Department of Children Family Services (DCFS) or another 
government agency investigating a suspected child abuse or neglect deems it necessary, a suspected 
victim may be interviewed during school hours, on school premises, concerning a report of suspected 
child abuse or neglect that occurred within the child's home or out-of-home care facility. The child shall 
be given the choice of being interviewed in private or in the presence of any adult school employee or 
volunteer aide selected by the child. (Penal Code 11174.3) 
 
A staff member or volunteer aide selected by a child may decline to be present at the interview. If the 
selected person accepts, the principal or designee shall inform him/her of the following requirements:  

1. The purpose of the selected person's presence at the interview is to lend support to the child 
and enable him/her to be as comfortable as possible. 

2. The selected person shall not participate in the interview. 
3. The selected person shall not discuss the facts or circumstances of the case with the child. 
4. The selected person is subject to the confidentiality requirements of the Child Abuse and 
Neglect Reporting Act, a violation of which is punishable as specified in Penal Code 11167.5. 

 
If a staff member agrees to be present, the interview shall be held at a time during school hours when it 
does not involve an expense to the school (Penal Code 11174.3). 
 
Release of Child to Peace Officer 
When a child is released to a peace officer and taken into custody as a victim of suspected child abuse 
or neglect, the Principal or the designee shall not notify the parent(s) or guardian(s)(s), but rather shall 
provide the peace officer with the address and telephone number of the child's parent(s) or 
guardian(s)(s). It is the responsibility of the peace officer or agent to notify the parent(s) or 
guardian(s)(s) of the situation (Education Code 48906). 
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Figure 1 
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Figure 2 
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DISASTER  RESPONSE  PROCEDURES  
LAAAE	  Emergency	  Assignments	  

	  
School	  Name:	   	   	   Los	  Angeles	  Academy	  of	  Arts	  and	  Enterprise	  
Street	  Address:	   	   	   1200	  Colton	  Street,	  3rd	  floor,	  building	  3	  
City:	   	   	   	   Los	  Angeles	  	  	  	  
Zip	  Code:	  	   	   	   90026	  
Tel:	  	   	   	   	   213-‐‑487-‐‑0600	  
  
EXTERNAL	  EMERGENCY	  NUMBERS:	  
SERVICE	  TYPE	   NAME	  OF	  SERVICE	   PHONE	  NUMBER	  

Electric	  Company	   DWP	   800-‐‑342-‐‑5397	  

Gas	  Company	   Southern	  CA.	  Gas	  Company	   800-‐‑427-‐‑2200	  

Fire	  Station	   Fire	  Station	  #3	   213-‐‑485-‐‑6203	  

Nearest	  Hospital	   Good	  Samaritan	  Hospital	   213-‐‑997-‐‑2121	  

Police	  Station	   Rampart	  Community	  Station	   213-‐‑484-‐‑3400	  

Sewer	  Authority	   DWP	   800-‐‑342-‐‑5397	  

Water	  Company	   DWP	   800-‐‑342-‐‑5397	  

  
TEAM	  ASSIGNMENTS:	  	  
TASK	  AND	  ASSIGNMENT	  	   EMPLOYEE	  ASSIGED	  

Incident	  Commander	  (IC)	   David	  Calvo	  

Backup	  IC/Relief	   Kelly	  O’Brien	  

Public	  Information	  Officer	   Ericka	  Solis	  

Safety	  Coordinator	  	   David	  DeFrenza	  

Security	  Team	  *Leader/Member	   Manuel	  Cordova	  

Sanitation/Emergency	  Supplies/Equipment	   Mercedes	  Cordova	  

Psychological	  	   Toni	  Arteaga	  

Student	  Care	  Team	  Leader	  	   Jose	  Ramos	  	  

Search	  and	  Rescue	  Team	  Leader	   Manuel	  Cordova	  

Search	  and	  Rescue	  Team	  Members	  
Member	  1:	  Manuel	  Cordova	  
Member	  2:	  Richard	  Bin	  
Alternate:	  Stephanie	  Espana	  

First	  Aid/Medical	  Team	  Leader	   Jorge	  Corletto	  

First	  Aid/Medical	  Team	  Members	   James	  Joseph	  and	  Stephanie	  Salino	  

Reunion	  Gate	  Team	  *Leader/Member	   Ana	  Grajeda	  and	  Gabriela	  Gutierrez	  

Supply/Equipment	  *Team	  Leader/Member	   Nicole	  Shapiro	  
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Student	  and	  Staff	  Accounting:	  David	  Calvo	  
	  

“All	  personnel	  not	  assigned	  above	  are	  responsible	  for	  student	  care	  and	  management	  and	  should	  report	  to	  the	  Student	  
Care	  Leader”	  
	  
All school site staff are made aware of these emergency procedures through annual and ongoing on-
site training. A copy of the emergency protocol is also kept in a red folder in every classroom and are 
made ready for implementation at any time to maintain student safety.  
 
Emergency Supplies 
In case of an emergency each classroom will have a 1-day provision of supplies along with a portable 
toilet. The supplies include water and granola bars. LAAAE also has a 3-day provision of supplies 
located in our storage room. Each classroom is equipped with a first aid kit. There is a wheel chair in 
the main office.  
 
Fire Drills 
LAAAE holds four fire drills throughout the year. 

1.   The principal/designee shall notify all staff of the fire drill schedule. 
2.   When a fire drill is held, all students, teachers, and other employees shall evacuate the building 

to the Evacuation Zone located at the Vista Hermosa soccer field, which is behind the Multi-
Purpose Room (MPR) on the Edward R. Roybal Learning Center Campus (Figure 5). 

 
Earthquake Drills 
LAAAE holds one earthquake drill per year. LAAAE participates in the annual “Great Shakeout.” 
LAAAE practices the drop procedure a minimum of once per semester.  
 
Lock Down Drills 
LAAAE holds one lock down drill per year. 
 
 

DRILL  CALENDAR  FOR  2018-‐2019  
	  
Drill	  Date	   Drill	  Type	   Drill	  Time	   Action	  	  
8/30/18	   Fire	  Drill	   10:40am	   Practice	  egress	  

9/5/18	   Lock	  Down	  Drill	   10:40am	   Lock	  doors	  and	  stay	  in	  place	  

10/18/18	   Earthquake/Fire	  Drill	  (with	  
drop	  procedure)	  

10:18am	   Drop	  procedures,	  practice	  egress	  

1/9/19	   Earthquake/Fire	  Drill	  (with	  
drop	  procedure)	  

10:40am	   Drop	  procedures,	  practice	  egress	  

1/23/19	   Lock	  Down	  Drill	   10:40am	   Lock	  doors	  and	  stay	  in	  place	  

4/4/19	   Fire	  Drill	   10:40am	   Practice	  egress	  

 
*Dates and times are subject to changed 
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Evacuation Procedure for Fires 
Each class is assigned an exit route to the Vista Hermosa soccer field located behind the MPR on 
Roybal’s campus (figure 4 & 5).  Teachers are responsible for bringing their red emergency folders to 
the field to take attendance.  Classes will sit down according to their class number.  The “safety team” 
ensures that all people have vacated the building in case of an emergency. 
  
A fire evacuation is initiated when a fire has been identified in the building, the fire alarm system 
initiates, or the building is determined to be unsafe. 
  
Administrative Protocols 
The Principal and or his/her designee will use the PA system to alert all faculty, staff, and students about 
the emergency. If the PA system is not working, email/text message will be used as a secondary method 
of communication. The Principal/designee will call 9-1-1. 
  
Drill/Evacuation Procedures 
All school personnel should be calm, convey reassuring comments that the situation is under control 
and provide clear directions such as: 
  
“WE ARE EXPERIENCING A FIRE. EVERYONE SHOULD EVACUATE THE BUILDING 
AND REPORT TO OUR DESIGNATED AREA AND REMAIN WITH ME AT ALL TIMES.” 
  

1.   Follow the procedures below to evacuate the building: 
a.   Take your emergency RED folder. 
b.   Direct students to the appropriate egress route. Note secondary egress routes in case of 

congestion.   
c.   Leave your door unlocked and ensure that all students have left the room. 
d.   Place the appropriate tag on the outside of your door. (GREEN all clear, RED indicates 

injured person). These tags will assist the Search and Rescue Team in their duties, such 
as quickly identifying where immediate assistance is needed. 

e.    Use the stairway. DO NOT allow elevator usage. 
f.   In the event of smoke, stay low to the ground to minimize smoke inhalation. 

2.   Proceed with your class to the Emergency Evacuation Area (soccer field behind the MPR) in an 
orderly manner. (Figure 4). Remain with your students at all times. 

3.   Upon arrival to the evacuation area, teachers should immediately instruct all students to sit on 
the grass. This helps to quickly identify teachers. 

4.   Teachers will take roll (refer to your Red emergency folders for class rosters).  
5.   Mark present students with a check mark "√”. Mark an “A” for students who are absent. Mark 

an “M” for missing student(s). 
a. If you have a missing student after the evacuation please alert and administrator    
immediately with the student’s name and grade. 

6.   Classroom rosters will be pick up by assigned LAAAE staff members. 
7.   Please make sure that all students remain with you at all times in the evacuation area. 
8.   Please wait for an all-clear announcement to be made before returning to the building. 
9.   Classes will be dismissed back to the school site by the Principal and/or designee by excusing 

each section. 
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Evacuation Procedure for Earthquakes 
Duck and Cover 
This procedure consists of everyone dropping to their knees, taking cover under a table or desk, 
protecting their head with arms if not under a table or desk, and facing away from windows or mirrors. 
This action is taken to protect students and staff from flying or falling debris. 
  
Administrative Protocols 
The Principal or his/her designee will use the PA system to alert all faculty, staff, and students about the 
emergency that is occurring. If the PA system is not working, an email/text message will be issued as a 
secondary method of communication. The Principal or designee will call 9-1-1 if needed. 
  
Drill/Evacuation Procedures 
All school personnel should be calm, convey reassuring comments that the situation is under control and 
provide clear directions such as: 
 “WE ARE EXPERIENCING AN EARTHQUAKE. EVERYONE SHOULD FOLLOW “DUCK 
AND COVER PROCEDURES.” HOLD THIS POSITION UNTIL THE SHAKING STOPS.” 
  
     1. Follow the procedures below to evacuate the building: 

a.   Take your emergency RED folder. 
b.   Direct students to the appropriate egress route. Note secondary egress routes in case of 

congestion.   
c.   Leave your door unlocked and ensure that all students have left the room. 
d.   Place the appropriate tag on the outside of your door. (GREEN all clear, RED injured 

person). These tags will assist the Search and Rescue Team in their duties. 
e.    Use the stairway. DO NOT allow elevator usage. 
f.   In the event of smoke, stay low to the ground to minimize smoke inhalation. 

2.   Proceed with your class to the Emergency Evacuation Area (soccer field behind the MPR) in an                           
orderly manner. (Figure 4). Remain with your students at all times. 
3.   Upon arrival to the evacuation area, teacher should immediately instruct all students to sit on the 

grass. This helps to identify teachers quickly. 
4.   Teachers will take roll (refer to your Red emergency folders for class rosters).  
5.   Mark present students with a check mark "√”. Mark an “A” for students who are absent. Mark 

an “M” for missing student(s). 
6.   Classroom rosters will be pick up by assigned LAAAE staff member. 
7.   If you have a missing student after the evacuation, please alert an administrator immediately with 

the student’s name and grade either via text or verbal. 
8.   Please make sure that all students remain with you at all times in the evacuation area. 
9.   Please wait for an all-clear announcement to be made before returning to your classroom/office. 
10.  Classes will be dismissed back to the school site by the Principal and/or designee by evacuation 

section. 
 
LAAAE is co-located at Roybal Learning Center, a District facility, and as such, defers to the District 
Policy for coordination with the American Red Cross as to the utilization of the school during disasters 
or other emergencies affecting public health and welfare when necessary to meet the needs of the 
community.  



 

13 

Shelter-In-Place 
Shelter-‐‑in-‐‑Place	  drill	  is	  implemented	  when	  there	  is	  a	  need	  to	  isolate	  students	  and	  staff	  to	  provide	  greater	  level	  of	  
protection	  from	  chemical,	  biological	  or	  radiological	  contaminants	  that	  may	  be	  released	  accidentally	  or	  intentionally	  
into	  the	  environment.	  This	  includes	  the	  shutdown	  of	  classroom	  and/or	  building	  HVAC	  systems.	  No	  one	  should	  be	  
exposed	  to	  the	  outside	  air.	  	  
	  
Administrative	  Protocols	  
The	  Principal	  and	  or	  his/her	  designee	  will	  make	  an	  announcement	  over	  the	  PA	  system	  to	  alert	  all	  faculty,	  staff,	  and	  
students	  about	  the	  emergency	  that	  is	  occurring.	  If	  the	  PA	  system	  is	  not	  working,	  please	  check	  email/text	  messages	  as	  
a	  secondary	  method	  of	  communication.	  The	  Principal	  or	  designee	  will	  call	  9-‐‑1-‐‑1	  if	  needed.	  
	  
Drill	  Procedures	  
All	  school	  personnel	  should	  be	  calm,	  convey	  reassuring	  comments	  that	  the	  situation	  is	  under	  control	  and	  provide	  
clear	  directions	  such	  as:	  
	  
“WE	   HAVE	   RECEIVED	   INFORMATION	   REGARDING	   A	   HAZARD	   IN	   THE	   COMMUNITY.	   SHELTER-‐‑IN-‐‑PLACE	  
PROCEDURES	  ARE	  IN	  PLACE.	  ALL	  PERSONNEL	  MUST	  REMAIN	  INSIDE	  THE	  BUILDING	  AWAY	  FROM	  OUTSIDE	  
AIR	  WITH	  WINDOWS	  AND	  DOORS	  SECURELY	  CLOSED	  AND	  COVER	  ALL	  HVAC	  VENTS.”	  

	  
1.   Teachers	  will	  keep	  students	  in	  the	  classroom	  until	  further	  instructions	  are	  given.	  

	  
2.   If	  outside,	  teachers	  should	  consider	  the	  location	  and	  proximity	  of	  the	  identified	  hazard	  and,	  if	  necessary,	  

proceed	  to	  an	  alternative	  indoor	  location	  (e.g.,	  library,	  gymnasium)	  for	  protection.	  Notify	  administration	  as	  
soon	  as	  possible	  and	  wait	  for	  further	  information.	  

	  
3.   If	  there	  are	  visitors	  in	  the	  building,	  provide	  for	  their	  safety	  by	  asking	  them	  to	  stay	  –	  not	  to	  leave.	  	  

	  
4.   Teachers	  are	  responsible	  to	  secure	  individual	  classrooms.	  If	  children	  have	  cell	  phones,	  allow	  them	  to	  use	  

them	  to	  call	  a	  parent	  or	  guardian	  to	  let	  them	  know	  that	  they	  have	  been	  asked	  to	  remain	  in	  school	  until	  
further	  notice,	  and	  that	  they	  are	  safe.	  

	  
5.   Security/Administration	  Team	  will	  assist	  in	  completing	  safety	  procedures	  as	  needed:	  shut	  down	  the	  

classroom/building(s)	  HVAC	  system;	  close	  and	  lock	  doors	  and	  windows;	  seal	  gaps	  under	  doors	  and	  
windows	  with	  wet	  towels	  or	  duct	  tape;	  seal	  vents	  with	  aluminum	  foil	  or	  plastic	  wrap,	  if	  available;	  and	  turn	  
off	  sources	  of	  ignition,	  such	  as	  pilot	  lights.	  

	  
6.   The	  school	  will	  have	  designated	  personnel	  answering	  telephone	  inquiries	  from	  concerned	  parents.	  	  

	  
7.   All	  communication	  among	  faculty	  and	  staff	  will	  be	  done	  on	  the	  PA	  system,	  if	  the	  PA	  system	  is	  not	  work	  

communication	  will	  be	  via	  email	  and/or	  text.	  	  	  
	  

8.   Please	  wait	  for	  an	  all-‐‑clear	  email	  in	  order	  to	  resume	  any	  activity.	  
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Campus	  Protection	  
Campus	  Protection,	  “lock	  down”	  drill	  is	  implemented	  when	  the	  threat	  of	  violence	  or	  gunfire	  is	  identified	  or	  directed	  
by	  law	  enforcement.	  It	  is	  necessary	  to	  prevent	  the	  perpetrator(s)	  from	  entering	  occupied	  areas.	  During	  campus	  
protection,	  students	  are	  to	  remain	  in	  the	  classrooms	  or	  designated	  locations	  at	  all	  times.	  The	  Principal	  will	  call	  9-‐‑1-‐‑1.	  
	  
Administrative	  Protocols	  
The	  Principal	  and	  or	  his/her	  designee	  will	  announce	  over	  the	  PA	  system	  to	  alert	  all	  faculty,	  staff,	  and	  students	  about	  
the	  emergency	  that	  is	  occurring.	  If	  the	  PA	  system	  is	  not	  working,	  please	  check	  email/text	  message	  as	  a	  secondary	  
method	  of	  communication.	  The	  Principal	  or	  designee	  will	  call	  9-‐‑1-‐‑1	  if	  needed.	  
  
Drill	  Procedures	  
All	  school	  personnel	  should	  be	  calm,	  convey	  reassuring	  comments	  that	  the	  situation	  is	  under	  control	  and	  provide	  
clear	  directions	  such	  as:	  
	  
“WE	  HAVE	  AN	  EMERGENCY	  SITUATION	  AND	  NEED	  TO	  IMPLEMENT	  CAMPUS	  PROTECTION	  PROCEDURES.”	  
	  

1.   Teachers	  will	  need	  to	  immediately	  lock	  the	  classroom	  doors	  and	  keep	  all	  students	  inside	  until	  further	  notice.	  	  
a.   Before	  doing	  so,	  quickly	  glance	  outside	  the	  room	  to	  direct	  any	  students	  or	  staff	  members	  in	  the	  hall	  

into	  your	  room	  immediately.	  
	  

2.   If	  outside,	  proceed	  to	  the	  nearest	  safe	  indoor	  facility	  (e.g.	  library,	  gymnasium),	  notify	  administration	  and	  wait	  
for	  further	  instruction.	  	  

	  
3.   Teachers	  and	  students	  will	  remain	  in	  the	  classroom	  quietly	  or	  in	  a	  secured	  area	  until	  further	  instructions	  are	  

given.	  
	  

4.   Communication	  will	  be	  delivered	  primary	  through	  the	  P.A.	  system.	  If	  other	  methods	  of	  communication	  are	  
necessary	  depending	  on	   the	  situation,	  a	   secondary	  method	  will	  be	  using	   the	  Reminder	  app,	   lastly	  a	   third	  
method	  will	  be	  email.	  	  

	  
5.   If	  you	  have	  a	  missing	  student,	  email	  the	  school’s	  registrar	  and	  courtesy	  copy	  (cc)	  “all	  staff”	  to	  identify	  the	  

missing	  the	  student	  and	  his/her	  whereabouts.	  
	  

6.   DO	  NOT	  open	  the	  door	  until	  notified	  by	  an	  Administrator/Designee	  or	  Law	  Enforcement.	  	  
	  

7.   1st	   and	   Beaudry	   and	   the	   Colton	   entrance	   will	   be	   locked	   and	   no	   visitors	   other	   than	   appropriate	   law	  
enforcement	  or	  emergency	  personnel	  will	  be	  allowed	  on	  campus.	  

	  
8.   Please	  wait	  for	  an	  “all-‐‑clear”	  announcement	  over	  the	  P.A.	  systems,	  or	  via	  any	  other	  communication	  methods	  

in	  order	  to	  resume	  any	  activity.	  
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LAAAE	  Roles	  and	  Responsibilities	  for	  Emergency	  Team	  Leaders	  
	  
Incident	  Commander	  
The	  Incident	  Commander	  (Principal)	  is	  responsible	  for	  directing	  emergency	  operations	  and	  shall	  remain	  at	  the	  
Command	  Post	  to	  observe	  and	  direct	  all	  operations.	  Specific	  duties	  of	  the	  Incident	  Commander	  may	  include:	  

•   Periodically	  assessing	  the	  situation.	  
•   Directing	  the	  Incident	  Command	  Team	  and	  all	  other	  emergency	  teams.	  
•   Determining	  the	  need	  for,	  and	  requesting,	  outside	  assistance.	  
•   Periodically	  communicating	  with	  the	  Local	  District	  Superintendent.	  (LAUSD)	  

	  
Public	  Information	  Officer	  
The	  Public	  Information	  Officer	  (PIO)	  is	  the	  official	  spokesperson	  for	  the	  school	  site	  in	  an	  emergency	  and	  is	  
responsible	  for	  communicating	  with	  the	  media	  and	  delivering	  public	  announcements.	  Specific	  duties	  of	  the	  Public	  
Information	  Officer	  may	  include:	  

•   Periodically	  receiving	  updates	  and	  official	  statements	  from	  the	  Incident	  Commander.	  
•   Maintaining	  a	  log	  of	  PIO	  actions	  and	  all	  communications.	  
•   Periodically	  interacting	  with	  the	  media	  and	  district	  communications.	  
•   Preparing	  statements	  for	  dissemination	  to	  the	  public.	  
•   Ensuring	  announcements	  and	  other	  public	  information	  are	  translated	  into	  other	  languages	  as	  needed.	  
•   Monitoring	  news	  broadcasts	  about	  the	  incident	  and	  correcting	  any	  misinformation.	  

	  
Safety	  Coordinator	  
The	  Safety	  Coordinator	  is	  responsible	  for	  ensuring	  that	  all	  emergency	  activities	  are	  conducted	  in	  as	  safe	  a	  manner	  as	  
possible	  under	  the	  circumstances	  that	  exist.	  Specific	  duties	  of	  the	  Safety	  Coordinator	  may	  include:	  

•   Periodically	  checking	  with	  the	  Incident	  Commander	  for	  situation	  briefings	  and	  updates.	  
•   Maintaining	  all	  records	  and	  documentation	  as	  assigned	  by	  the	  Incident	  Commander.	  
•   Monitoring	  drills,	  exercises,	  and	  emergency	  response	  activities	  for	  safety.	  
•   Identifying	  safety	  hazards.	  
•   Ensuring	  that	  responders	  use	  appropriate	  safety	  equipment.	  

	  
First	  Aid/Medical	  Team	  Leader	  
The	  First	  Aid/Medical	  Team	  Leader	  is	  responsible	  for	  directing	  team	  activities	  by	  periodically	  interacting	  with	  the	  
incident	  Commander	  to	  determine	  medical	  needs	  and	  planned	  actions.	  The	  First	  Aid/Medical	  Team	  Leader	  is	  also	  
responsible	  for	  collecting	  the	  Injury	  and	  Missing	  Persons	  Report	  from	  Team	  Members	  and	  making	  these	  reports	  to	  
have	  them	  readily	  available	  to	  the	  Incident	  Commander.	  Specific	  duties	  of	  the	  First	  Aid/Medical	  Team	  Leader	  may	  
include:	  

•   Assigning	  First	  Aid	  personnel	  and	  assessing	  available	  inventory	  of	  supplies	  &	  equipment.	  
•   Designating	  and	  setting	  up	  First	  Aid/Medical	  treatment	  areas,	  with	  access	  to	  emergency	  vehicles.	  
•   Determining	  the	  need	  for	  skilled	  medical	  assistance,	  and	  overseeing	  care,	  treatment,	  and	  assessment	  of	  

patients.	  
•   Periodically	  keeping	  the	  Incident	  Commander	  informed	  of	  overall	  status.	  
•   Completing	  the	  Injury	  and	  Missing	  Persons	  Report	  	  

	  	  
First	  Aid/Medical	  Team	  Members	  
The	  members	  of	  the	  First	  Aid/Medical	  Team	  are	  responsible	  for	  assessing	  injuries	  and	  administering	  necessary	  first	  
aid	  and	  medical	  treatment	  as	  indicated	  during	  an	  emergency.	  Specific	  duties	  of	  the	  members	  of	  the	  First	  Aid/Medical	  
Team	  may	  include:	  

•   Setting	  up	  first	  aid	  area,	  triage	  and/or	  temporary	  morgue.	  
•   Keeping	  accurate	  records	  of	  care	  given	  and	  tagging	  each	  of	  the	  injured	  with	  name,	  address,	  injury	  and	  any	  

treatment	  rendered.	  
•   Reporting	  deaths	  immediately	  to	  First	  Aid/Medical	  Team	  Leader.	  
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Psychological	  
The	  Psychological	  Team	  Leader	  is	  responsible	  for	  the	  caring	  and	  safety	  of	  all	  students	  on	  campus	  during	  an	  
emergency.	  The	  Psychological	  Team	  Leader	  is	  responsible	  for	  directing	  team	  activities	  and	  periodically	  interacting	  
with	  the	  Incident	  Commander	  to	  identify	  problems	  and	  report	  status.	  The	  Psychological	  First	  Aid	  Team	  Leader	  is	  
also	  responsible	  for	  assigning	  personnel	  as	  needed.	  Other	  staff	  maybe	  called	  in	  to	  assist.	  
	  
Search	  and	  Rescue	  Team	  
The	  Search	  and	  Rescue	  Team	  is	  responsible	  for	  preparing	  and	  performing	  search	  and	  rescue	  operations	  during	  an	  
emergency.	  There	  may	  be	  two	  or	  more	  Search	  and	  Rescue	  teams.	  
	  
Search	  and	  Rescue	  Team	  Leader	  
The	  Search	  and	  Rescue	  Team	  Leader	  is	  responsible	  for	  directing	  team	  activities	  and	  keeping	  the	  Incident	  
Commander	  informed	  of	  overall	  status.	  Specific	  duties	  of	  the	  Search	  and	  Rescue	  Team	  Leader	  may	  include:	  

•   Obtaining	  briefings	  from	  the	  Incident	  Commander,	  noting	  injuries	  and	  other	  situations	  requiring	  response.	  
•   Assigning	  and	  recording	  teams	  based	  on	  available	  personnel,	  minimum	  2	  persons	  per	  team.	  
•   Updating	  teams’	  reports	  on	  site	  map	  and	  recording	  exact	  location	  of	  damage	  and	  triage	  tally.	  

	  
Search	  and	  Rescue	  Team	  Members	  
The	  members	  of	  the	  Search	  and	  Rescue	  Team	  are	  responsible	  for	  performing	  search	  and	  rescue	  operations	  during	  
an	  emergency.	  Specific	  duties	  of	  the	  members	  of	  the	  Search	  and	  Rescue	  Team	  may	  include:	  

•   Searching	  assigned	  area,	  reporting	  gas	  leaks,	  fires,	  or	  structural	  damage	  to	  Team	  Leader	  upon	  discovery.	  
•   Shutting	  off	  gas	  or	  extinguishing	  fires	  as	  appropriate.	  
•   Periodically	  reporting	  to	  the	  Team	  Leader	  on	  location,	  number,	  and	  condition	  of	  injured.	  
•   Conducting	  pre-‐‑established	  search	  and	  rescue	  patterns,	  checking	  each	  classroom,	  office,	  storage	  room,	  

auditorium	  and	  other	  rooms.	  
•   Sealing	  off	  and	  posting	  areas	  where	  hazardous	  conditions	  exist.	  
•   Contacting	  Security/Utilities	  Team	  to	  secure	  the	  building	  from	  reentry	  after	  the	  search.	  

	  
Security	  
The	  Security	  Team	  is	  responsible	  for	  the	  security	  of	  the	  school	  site	  and	  its	  population	  during	  an	  emergency.	  The	  
Security/Utilities	  Team	  will	  coordinate	  activities	  with	  the	  Incident	  Commander	  as	  required.	  Close	  coordination	  with	  
the	  Reunion	  Gate	  Team	  is	  necessary	  in	  order	  to	  safely	  reunite	  students	  with	  their	  parents	  or	  lawful	  guardians.	  The	  
Security	  Team	  is	  also	  responsible	  for	  initiating	  short-‐‑term	  repairs	  and	  other	  necessary	  actions	  during	  an	  emergency.	  
The	  effective	  response	  of	  the	  Security	  Team	  in	  shutting	  down	  facility	  air	  handling	  systems,	  and	  gas,	  power	  and	  water	  
supplies	  can	  be	  vital	  in	  minimizing	  damage	  to	  school	  facilities.	  This	  team	  includes	  participation	  by	  the	  custodial	  and	  
cafeteria	  staff.	  
	  
Security	  Team	  Leader	  
The	  Security	  Team	  Leader	  is	  responsible	  for	  directing	  team	  activities	  and	  interacting	  with	  the	  Incident	  Command	  to	  
identify	  problems	  and	  report	  status.	  The	  Security	  Team	  Leader	  is	  also	  responsible	  for	  contacting	  local	  utilities	  
(water,	  electricity,	  gas,	  sewer)	  as	  needed.	  
	  
Security	  Team	  Members	  
The	  members	  of	  the	  Security	  team	  are	  responsible	  for	  securing	  the	  school	  and	  reporting	  that	  the	  campus	  is	  in	  “lock-‐‑
down”	  to	  the	  Incident	  Commander.	  They	  are	  also	  responsible	  for	  surveying	  all	  utilities	  and	  taking	  appropriate	  
actions	  to	  shut-‐‑off	  gas,	  water	  and	  electricity.	  The	  Security/Utilities	  Team	  will	  direct	  all	  external	  requests	  for	  
information	  to	  the	  Public	  Information	  Officer.	  Specific	  duties	  of	  the	  members	  of	  the	  Security/Utilities	  Team	  may	  
include:	  

•   Locking	  all	  external	  gates	  and	  doors;	  unlocking	  gates	  when	  appropriate.	  
•   Stationing	  one	  team	  member	  at	  the	  main	  entrance	  to	  the	  school	  to	  direct	  emergency	  vehicles	  to	  area(s)	  of	  

need	  and	  to	  greet	  parents.	  
•   Keeping	  students	  and	  staff	  out	  of	  buildings,	  as	  necessary.	  
•   Assisting	  at	  Reunion	  Gate	  as	  appropriate.	  
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•   Assessing	  damage	  to	  school	  facilities.	  
•   Checking	  emergency	  water	  supply	  and	  making	  it	  ready	  for	  distribution.	  
•   Setting	  up	  temporary	  sanitation	  areas	  (portable	  toilets).	  
•   Helping	  with	  first	  aid	  and	  setting	  up	  temporary	  morgue	  (if	  necessary).	  
•   Preparing	  and	  distributing	  food	  as	  directed	  by	  the	  Incident	  Commander.	  
•   Assisting	  the	  First	  Aid/Medical	  Team	  in	  comforting	  students	  as	  needed.	  

	  
Supply/Equipment	  Team	  
The	  Supply/Equipment	  Team	  is	  responsible	  for	  ensuring	  the	  availability	  and	  delivery	  of	  adequate	  supplies	  and	  
equipment	  during	  the	  course	  of	  an	  emergency.	  
	  
Supply/Equipment	  Team	  Leader	  
The	  Supply/Equipment	  Team	  Leader	  is	  responsible	  for	  directing	  team	  activities	  and	  keeping	  the	  Incident	  
Commander	  informed	  of	  overall	  status.	  Specific	  duties	  of	  the	  Supply/Equipment	  Team	  Leader	  may	  include:	  

•   Reporting	  equipment	  and	  supply	  needs.	  
•   Estimating	  the	  number	  of	  persons	  requiring	  shelter	  and	  determining	  the	  length	  of	  time	  shelter	  will	  be	  

needed.	  
	  
Supply/Equipment	  Team	  Members	  
The	  members	  of	  the	  Supply/Equipment	  Team	  are	  responsible	  for	  assessing	  the	  adequacy	  of	  available	  water,	  food	  
and	  other	  supplies	  and	  organizing	  the	  distribution	  of	  resources	  for	  immediate	  use	  (water,	  food,	  power,	  radios,	  
telephones,	  and	  sanitary	  supplies).	  Specific	  duties	  of	  the	  members	  of	  the	  Supply/Equipment	  Team	  may	  include:	  

•   Distributing	  emergency	  water	  and	  food	  supplies.	  	  
•   Establishing	  a	  list	  of	  all	  persons	  in	  shelter	  and	  determining	  any	  special	  needs.	  
•   Controlling	  conservation	  of	  water.	  

	  
Student	  Care	  and	  Assembly	  Area	  Team	  
The	  Assembly	  Area	  Team	  is	  responsible	  for	  the	  safe	  evacuation	  and	  accounting	  of	  all	  students	  and	  staff	  during	  an	  
emergency.	  The	  team	  is	  also	  responsible	  for	  reporting	  missing	  persons	  to	  the	  Incident	  Commander.	  
	  
Assembly	  Area	  Team	  Leader	  
The	  Assembly	  Area	  Team	  Leader	  is	  responsible	  for	  directing	  team	  activities	  and	  periodically	  interacting	  with	  the	  
Incident	  Command	  to	  identify	  problems	  and	  report	  status.	  The	  Assembly	  Area	  Team	  Leader	  is	  also	  responsible	  for	  
collecting	  the	  Injury	  and	  Missing	  Person	  Report	  from	  the	  Team	  Members	  and	  make	  them	  readily	  available	  to	  the	  
Incident	  Commander.	  
	  
Assembly	  Area	  Team	  Members	  
The	  members	  of	  the	  Assembly	  Area	  Team	  are	  responsible	  for	  performing	  the	  safe	  evacuation	  of	  student	  and	  staff	  
during	  an	  emergency.	  Specific	  duties	  of	  the	  members	  of	  the	  Assembly	  Area	  Team	  may	  include:	  

•   Obtaining	  reports	  of	  missing	  students	  from	  teachers	  or	  other	  personnel.	  
•   Gathering	  Injury	  and	  Missing	  Persons	  Report	  from	  each	  teacher	  and	  submitting	  them	  to	  the	  Assembly	  Area	  

Team	  Leader:	  -‐‑	  Checking	  student	  emergency	  card	  for	  name	  of	  person(s)	  authorized	  to	  pick	  up	  student.	  
•   Assisting	  the	  Reunion	  Gate	  Team	  as	  required.	  

	  
Reunion	  Gate	  Team	  
The	  Reunion	  Gate	  Team	  is	  responsible	  for	  reuniting	  parents	  or	  guardians	  with	  students.	  This	  can	  be	  a	  highly	  
sensitive	  role	  due	  to	  the	  fact	  that	  some	  parents	  will	  be	  informed	  that	  their	  children	  may	  be	  injured,	  missing	  or	  dead.	  
The	  team	  will	  keep	  accurate	  records	  of	  students	  leaving	  the	  campus.	  
	  
Reunion	  Gate	  Team	  Leader	  
The	  Reunion	  Gate	  Team	  Leader	  is	  responsible	  for	  directing	  team	  activities	  and	  periodically	  interacting	  with	  the	  
Incident	  Commander	  to	  identify	  problems	  and	  report	  status.	  The	  Reunion	  Gate	  Team	  Leader	  will	  refer	  all	  requests	  
for	  information	  to	  the	  Public	  Information	  Officer.	  The	  Reunion	  Gate	  Team	  Leader	  is	  also	  responsible	  for	  collecting	  
the	  Student	  Release	  Log	  from	  the	  Team	  Members	  and	  have	  them	  readily	  available	  to	  Incident	  Commander.	  
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Reunion	  Gate	  Team	  Members	  
The	  members	  of	  the	  Reunion	  Gate	  Team	  are	  responsible	  for	  greeting	  parents,	  guardians,	  and	  designees	  and	  
reuniting	  them	  with	  their	  students	  at	  the	  designated	  Reunion	  Gate.	  Specific	  duties	  of	  the	  members	  of	  the	  Reunion	  
Gate	  Team	  may	  include:	  

•   Greeting	  parents,	  guardians,	  and	  designees	  at	  the	  Reunion	  Gate.	  
•   Verifying	  the	  authenticity	  of	  the	  tags	  or	  other	  identifications.	  
•   Dispatching	  Student	  Runners	  to	  Assembly	  Area	  to	  escort	  students	  whose	  parents	  have	  come	  to	  claim	  them.	  
•   Providing	  reassurance	  to	  parents,	  guardians,	  and	  designees	  and	  directing	  them	  to	  the	  Reunion	  Area	  to	  wait	  

for	  their	  children.	  
•   Confirming	  students	  recognize	  the	  authorized	  adults	  who	  come	  to	  claim	  them	  and	  requiring	  adult	  to	  sign	  

student	  out	  of	  school.	  
•   Completing	  Student	  Release	  Log	  and	  submitting	  them	  to	  the	  Reunion	  Gate	  Team	  Leader.	  

	  
School	  Staff	  
California	  Government	  Code,	  Chapter	  8,	  Section	  3100	  states:	  “…all	  public	  employees	  are	  hereby	  declared	  to	  be	  
disaster	  service	  workers	  subject	  to	  disaster	  service	  activities	  as	  may	  be	  assigned	  to	  them	  by	  their	  superiors	  or	  by	  
law.”	  In	  accordance	  with	  these	  provisions,	  all	  staff	  members	  are	  considered	  “disaster	  service	  workers”	  during	  
emergencies	  and	  must	  remain	  on	  site	  to	  carry	  out	  assigned	  responsibilities.	  School	  staff	  should	  be	  familiar	  with	  
emergency	  procedures	  and	  any	  assigned	  responsibilities.	  During	  an	  emergency,	  staff	  will	  serve	  on	  response	  teams	  
and	  implement	  response	  procedures.	  If	  a	  teacher	  has	  been	  assigned	  to	  a	  position	  in	  the	  following	  list,	  the	  teacher	  
will	  first	  accompany	  the	  students	  to	  the	  Assembly	  Area,	  where	  they	  will	  be	  reassigned	  to	  another	  teacher.	  The	  
teacher	  will	  then	  carry	  out	  assigned	  responsibilities.	  
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0	  

APPEXDIX	  A	  
Response	  Level	  Diagram	  
  
  
  
  
  
  
  

	  

Major	  Disaster	  	  
  
  
 
 
 
 
 
 
 
 
 	   	  

Local	  Disaster	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

	  

Local	  Emergency	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	   	  

	  	  	  	  Readiness	  
	  
	  
	  
	  
	  
	  
	  

	  

3	  

2	  

1	  

None	  

Level	  3:	  Major	  Disaster	  	  
On-‐‑scene	  incident	  	  
A	  major	  disaster	  occurs	  when	  resources	  in	  or	  near	  the	  
impacted	  areas	  are	  overwhelmed	  and	  extensive	  State	  
and	  Federal	  resources	  are	  required.	  

Level	  2:	  Local	  Disaster	  	  
On-‐‑scene	  incident	  	  
A	  moderate	  to	  severe	  emergency	  in	  which	  resources	  
are	  not	  adequate	  and	  mutual	  aid	  may	  be	  required	  on	  a	  
regional,	  even	  statewide	  basis.	  

Level	  1:	  Local	  Emergency	  
On-‐‑scene	  incident	  	  
A	  minor	  to	  moderate	  incident	  in	  which	  local	  resources	  
are	  adequate	  and	  available.	  

Level	  0:	  Readiness	  
Day-‐‑to-‐‑day	  response	  by	  school	  

Routine:	  
Maintenance	  	  
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Response	  levels	  are	  used	  to	  describe	  the	  type	  of	  event.	  
	  

Response	  Level	  0	  –	  Readiness	  Phase	  
On-‐‑going	  response	  by	  the	  school	  to	  daily	  emergencies	  or	  incidents.	  Stand-‐‑by	  and	  alert	  procedures	  issued	  in	  advance	  
of	  an	  anticipated	  or	  planned	  event.	  	  

	  
Response	  Level	  1	  –	  Local	  Emergency	  
A	  minor	  to	  moderate	  incident	  in	  which	  local	  resources	  are	  adequate	  and	  available.	  This	  level	  of	  emergency	  response	  
occurs	  when	  an	  emergency	  incident,	  e.g.,	  gas	  leak,	  sewer	  back-‐‑up,	  assaults,	  bomb	  threat,	  toxic	  spill,	  medical	  
emergency,	  shooting,	  etc.,	  occurs	  at	  a	  single	  site.	  

	  
Response	  Level	  2	  –	  Local	  Disaster	  	  
A	  moderate	  to	  severe	  emergency	  in	  which	  resources	  are	  not	  adequate	  and	  mutual	  aid	  may	  be	  required	  on	  a	  regional,	  
even	  statewide	  basis.	  A	  local	  emergency	  will	  be	  proclaimed	  by	  the	  City	  and	  the	  County	  of	  Los	  Angeles.	  Then,	  a	  
state	  of	  emergency	  may	  be	  declared	  by	  the	  State	  of	  California.	  This	  response	  level	  occurs	  when	  multiple	  sites	  are	  
impacted	  by	  related	  incidents	  and	  local	  police	  and	  fire	  departments	  are	  working	  in	  concert	  with	  the	  school.	  

	  
California	  Government	  Code,	  Section	  3100	  states	  that	  public	  employees	  are	  disaster	  service	  workers,	  subject	  to	  such	  
disaster	  service	  activities	  as	  may	  be	  assigned	  to	  them	  by	  their	  superiors	  or	  by	  law.	  The	  term	  "public	  employees"	  
includes	  all	  persons	  employed	  by	  the	  state	  or	  any	  county,	  city,	  city	  and	  county,	  state	  agency	  or	  public	  district,	  
excluding	  aliens	  legally	  employed.	  	  

	  
Response	  Level	  3	  –	  Major	  Disaster	  	  
A	  major	  disaster	  occurs	  when	  resources	  in	  or	  near	  the	  impacted	  areas	  are	  overwhelmed	  and	  extensive	  State	  and	  
Federal	  resources	  are	  required.	  A	  local	  emergency	  will	  be	  proclaimed	  by	  the	  City	  and	  the	  County	  of	  Los	  Angeles.	  
Then,	  the	  State	  of	  California	  will	  declare	  a	  State	  of	  Emergency.	  A	  Presidential	  Declaration	  of	  an	  Emergency	  or	  Major	  
Disaster	  will	  be	  requested	  by	  the	  State.	  An	  example	  of	  a	  major	  disaster	  would	  be	  the	  Northridge	  Earthquake	  in	  1994	  
or	  the	  Firestorms	  of	  2003.	  

	  
With	  regard	  to	  the	  ability	  of	  the	  school	  to	  proclaim	  a	  local	  emergency,	  per	  the	  terms	  of	  Government	  Code	  Section	  
8630,	  subdivision	  (a),	  the	  only	  way	  in	  which	  a	  school	  official	  may	  proclaim	  an	  emergency	  would	  be	  if	  an	  ordinance	  
adopted	  by	  either	  the	  City	  of	  Los	  Angeles	  or	  the	  County	  of	  Los	  Angeles	  designated	  a	  school	  official	  as	  having	  the	  
capacity	  to	  declare	  a	  local	  emergency.	  Since	  the	  school’s	  boundaries	  extend	  beyond	  the	  City	  of	  Los	  Angeles	  the	  
school	  would	  likely	  have	  to	  request	  the	  Los	  Angeles	  Board	  of	  Supervisors	  to	  adopt	  an	  ordinance	  in	  order	  to	  by	  
authorized	  to	  proclaim	  a	  local	  emergency	  within	  the	  school.	  While	  the	  school	  may	  declare	  an	  emergency	  under	  the	  
Brown	  Act,	  which	  would	  allow	  the	  school	  to	  comply	  with	  different	  notice	  requirements	  for	  emergency	  meetings,	  the	  
determination	  that	  an	  emergency	  exists	  under	  the	  Brown	  Act	  does	  not	  equate	  with	  an	  emergency	  being	  declared	  
under	  the	  California	  Emergency	  Services	  Act.	  (Please	  see	  Appendix	  A)	  
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PROCEDURES  FOR  SAFE  INGRESS  AND  EGRESS  FROM  SCHOOL  
 
Egress and Ingress to the campus have been effectively implemented at LAAAE and are practiced 
throughout the school year (Figure 4 & 5).  
 
The main gates to the campus are unlocked at 7:00a.m. during school days. Student who arrive prior the 
school start time have access to the patio area as well as tutoring services in the morning by students in 
the National Honors Society and teachers. Students start going to class at 8:35a.m. on Mondays, 
Tuesdays, and Thursday to ensure they arrive to class at 8:40a.m. and on Wednesdays and Fridays 
students start going to class at 9:35a.m. to ensure they arrive to class at 9:40a.m.. The two entrances to 
the school are located on Colton Street and 1st Street.  
 
LAAAE’s start time is at 8:40a.m. on Mondays, Tuesdays, and Thursdays and 9:40a.m. on Wednesdays 
and Fridays.  Students attend all classes and the school day ends at 3:45p.m.  On Mondays, students will 
attend all classes (Periods 1-7) and the dismissal time is at 3:45p.m. On Tuesdays and Thursdays students 
attend only odd periods (1, 3, 5, and 7) and the dismissal time is at 3:45p.m.  Finally, on Wednesdays 
and Fridays, the students attend even periods (2, 4, advisory and 6) and dismissal is at 3:45p.m. The 
reason for two late starts at 9:40a.m. every week is to allow LAAAE staff to conduct professional 
development to help improve our services to our students and community.  
 
All visitors entering the campus must sign in at the front office at 1200 Colton Street.  Each visitor will 
receive a visitor’s pass with their names written on the tag. Once on campus, LAAAE visitors must check 
in with Reception at Room 3-320.  
 
All authorized employees or people which include LAAAE, Youth Policy Institute (YPI) personnel.  By 
providing all working personnel help increase safety and ensures monitoring of who is accessing the 
parking lot. 
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LAAAE  2018-‐2019  School  Map  
 
 
 

 
 

 
 
Figure 3 
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Evacuation	  Routes	  
	  

Rm.	  301,	  302,	  305,	  306,	  and	  307	  exit	  to	  the	  stairway	  by	  Rm.	  301	  and	  302	  (Figure	  A)	  
	  

Rm.	  311,	  313,	  314	  (Resource	  room),	  and	  317	  exit	  to	  the	  stairway	  by	  Rm.	  311	  (Figure	  B)	  
	  

Rm.	  319,	  323,	  and	  325	  exit	  to	  the	  stairway	  between	  Rm.	  323	  and	  325	  (Figure	  C)	  
	  

Rm.	  326,	  330,	  332,	  336,	  232,	  and	  236	  exit	  to	  the	  stairway	  next	  to	  Rm.	  332	  and	  336	  (Figure	  D)	  
	  
Step	  by	  step	  instructions	  from	  the	  beginning	  to	  end	  of	  the	  evacuation	  process:	  
	  

1.   Once	  the	  evacuation	  starts,	  please	  place	  your	  red	  (student	  injured/left	  behind)/green	  (everything	  is	  
ok)	  paper	  on	  your	  door.	  Please	  leave	  your	  door	  unlocked	  and	  evacuate	  the	  building	  in	  a	  calm	  manner.	  

	  
2.   Next,	  exit	  with	  your	  students	  using	  the	  stairway	  assigned	  above	  with	  your	  emergency	  folder	  in	  hand	  for	  

attendance	  purposes.	  
	  

3.   Assign	  a	  student	  to	  hold	  your	  blue	  sign	  with	  your	  room	  number	  up	  high.	  Walk	  with	  your	  class	  pass	  the	  
MPR	  .	  The	  Vista	  Hermosa	  soccer	  field	  is	  located	  behind	  the	  MPR	  (Appendix	  B).	  	  

	  
4.   Have	  your	  class	  sit	  down	  on	  the	  ground	  in	  a	  straight	  line	  facing	  the	  MPR.	  (Appendix	  B)	  

	  
5.   You	  will	  be	  required	  to	  take	  attendance	  once	  you	  arrive	  at	  the	  soccer	  field.	  Once	  you	  are	  finished	  taking	  

attendance	  you	  will	  turn	  it	  in	  to	  office/administrative	  staff.	  
	   	  

6.   After	  all	  attendance	  is	  taken,	  we	  will	  review	  the	  efficiency	  of	  our	  evacuation.	  
	  

7.   After	  we	  debrief	  with	  the	  entire	  school,	  we	  will	  dismiss	  each	  of	  your	  class	  one	  by	  one.	  Please	  ensure	  your	  
class	  is	  sitting	  down	  in	  a	  straight	  line	  so	  the	  principal/designee	  can	  dismiss	  them	  (fire	  drill	  purpose	  
only).	  	  

	  
8.   Once	  you	  arrive	  back	  to	  class	  please	  continue	  your	  instruction.	  	  
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Exit	  Route-‐‑	  Rm.	  301	  (Figure	  A)	  
 

                  
 
 

Exit	  Route	  Rm.	  311	  (Figure	  B)	  
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Exit	  Route	  Between	  Rm.	  323	  and	  325	  (Figure	  C)	  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Exit	  Route-‐‑	  Rm.	  336	  (Figure	  D)	  
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Location of Evacuation in Case of an Emergency 
 

Vista	  Hermos	  Soccer	  Field	  Classroom	  Locations	  
 

 
 

Figure 4 
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Figure 5 
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PROTOCOLS  TO  ADDRESS  MENTAL  HEALTH  CARE  OF  STUDENTS  
 

If a LAAAE faculty or staff member encounters a student who seems to be distressed or exhibits unusual 
behavior, the adult will refer the student to the counseling department while approaching the situation 
with caution. Depending on the severity of the situation, the adult will either contact the counseling 
department via e-mail, in person or phone. 
 
Suicide Prevention Policy 
 
If there is suspicion that a student poses a threat to himself/herself, LAAAE personnel will address the 
situation as follows:  

•   The counseling department is notified for further assessment. 
•   The parent or guardian will be informed of the situation. 

Based on the counseling department’s suicide risk assessment results, the following steps are conducted: 
•   Low-risk results deem a formal conference with parent/ guardian to develop an action plan to 

ensure counseling services are provided. 
•   High- risk results in the notification of The Psychiatric Emergency Teams (PET) for further 

support.  
•   A formal conference with the parent/guardian is conducted to develop a student safety action 

plan to ensure counseling services are provided.  
 
All incidents will be logged in the Risk Assessment Referral Data (RARD) system. If a student is 
transported by a PET team member, the counseling department will develop a student safety action plan 
with the parent and student for readmission to the school to ensure their ongoing safety and protection. 
	  

PROCEDURES  TO  ENSURE  A  SAFE  AND  ORDERLY  ENVIRONMENT  
 

Family Nights 
 
Family nights are held the last Wednesday & Thursday of every month. They include events such as 
PTO, SSC, ELAC, Progress Report Nights, Back to School, and Awards Ceremonies. 
 
Staff Involvement 
Every week LAAAE has dedicated two days of professional development (PD) on Wednesday and 
Friday morning from 8-9:15am for all faculty members to ensure that they are receiving the necessary 
support to best service our students. Another helpful reason for PD is to allow faculty to collaborate to 
address necessary concerns about students and areas of improvements for the school.   

 
A variety of LAAAE teachers are involved with non-academic activities such as, coaching a sport or 
sponsoring a club.  

 
To ensure proper services were provided throughout the school year all students are provided with a 
school-climate survey to be fill out to evaluate teachers. The principal/designee shares the finding with 
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each teacher. In addition, teachers are provided with the same school-climate survey to evaluate the 
leadership team. All feedback provided helps the leadership team development for the next school year. 

 
Student Involvement 
Ms Coronel is our Leadership teacher. The class is composed of middle and high school students. The 
class organizes school events such as, Homecoming, dances, pep rally’s the “Walk Out” and Prom.  
 
Several of our faculty have sponsored clubs or coach sports such as Cheer, Cross Country, Girls 
Volleyball, Girls/Boys Soccer, Boys Volleyball, and Softball, and College Club. 

 
Youth Policy Institute (YPI) 
YPI is our after school program whose services are available to all LAAAE students.  The program is 
split in two levels; middle and high school. The program runs for three hours after school and has 
assigned activities throughout the three hours. YPI provides tutoring and academic enrichment activities 
for our students. The program also provides credit recovery to high school students. 
 
Passing Period/Lunch Time Supervision 
During each passing period administrative and support staff roam the halls on the third floor to ensure 
students are going to class on time. Teachers are also assigned to stand by their doors to help with 
supervision and ensure students arrive to class on time.  

 
During both middle and high school lunch time, administrative staff as well as classified personnel are 
assigned locations throughout the lunch area to ensure all students are being supervised and not 
disrupting classes that are in session. Students who would like to leave the lunch area during the lunch 
period need to have teacher permission.  
 

GENERAL  POLICIES  
 
School Activities  
LAAAE offers a range of activities that enrich student development during and after school. Because 
the safety of students is priority, specific rules may apply to these activities. PLEASE NOTE: School 
administration reserves the right to refuse anyone to attend an activity based on academic, or disciplinary, 
and behavioral concerns that pose a significant threat to student health and safety.  
 
Field trips 
Field Trips offer exiting ways to learn. LAAAE students may have the opportunity to go on field trips 
at various times throughout the school year. Students must have the LAAAE permission form completed 
and submitted before the field trip. Participation in any school related field trip may be denied due to 
academic, attendance, and disciplinary issues upon review by teachers and/or administration in the event 
that the student’s attendance poses a threat to student health and/or safety. Students participating in field 
trips must follow all LAAAE dress code and/or grooming regulations and conduct themselves according 
to the discipline policies of LAAAE.  
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After-School Activities 
LAAAE offers a variety of after-school tutoring, clubs, sports, and other student activities that are free. 
There is no better way to enrich a student’s education then by taking part in the many offerings at 
LAAAE. Students who stay for an after-school activity must follow these rules: 

•   Be	  with	  a	  teacher	  or	  other	  staff	  member	  at	  all	  times	  
•   Arrange	  to	  have	  their	  transportation	  pick	  them	  up	  at	  the	  end	  of	  the	  activity	  
•   Abide	  by	  the	  LAAAE	  code	  of	  conduct	  as	  outlined	  in	  the	  handbook	  while	  participating	  in	  the	  activity	  

Students who are disruptive, disrespectful, or who do not follow the rules may be prohibited from 
participating in LAAAE after-school activities, if the student behavior poses a threat to student health 
and/or safety.  
 
Medication Policy  
Non-Prescription medication: School employees may not distribute any non-prescription medication. 
Students may NOT carry, consume, or distribute any non-prescription medication for pain relief (or for 
any other reason) to anyone. Medications must be checked-in with a LAAAE staff member in the 
reception office. Parents must provide a note with instructions for administration.  
 
Parent/Family Involvement 
All parents and legal guardians are highly encouraged, but not required, to volunteer 20 hours to the 
school by the end of May of the school year. Furthermore, they are encouraged to attend and participate 
in parent-student-teacher conferences, school meetings, and other LAAAE related events throughout the 
year. 
 
Visitors  
Parents/Guardians of current students are welcome to visit the school. All visitors must enter and sign-
in at the main office. Students may not have friends, siblings, or other relatives visit them at school at 
any time, unless accompanied by a parent or guardian for a legitimate school purpose. For prospective 
students who would like to visit the school, they can do so if accompanied by a parent or guardian on a 
scheduled tour accompanied by a school administrator or designee. All visitors must sign in and sign out 
of school and should visit Room 3-320 upon their arrival on campus.  
 
PowerSchool  
Parents can follow student academic progress through the Internet. Parents have access to the 
PowerSchool parent portal, which allows them to check their student’s homework, grades, test scores, 
lunch balances, and even attendance. To receive access to your PowerSchool log-in, please contact the 
main office. 
 
Users of Power School are required to ensure that confidential, sensitive, and personal information is 
protected from disclosure by law, regulation, and policy. LAAAE strictly enforces information security.  
Unauthorized access, inspection, use, disclosure or modification of confidential, sensitive, or personal 
information may result in administrative discipline or termination of privileges to access PowerSchool.  
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TECHNOLOGY  AND  INTERNET  USAGE  
 
Acceptable Uses of the Computer or the Internet 
The account provided by LAAAE should be used only for educational or professional purposes. Staff 
may use the Internet for personal use only if such use is incidental and occurs during their duty-free time. 
If a user is uncertain about whether a particular use of the computer network or the Internet is appropriate, 
he or she should consult a teacher or supervisor. 
 
Unacceptable Uses of the Computer or the Internet 
Individuals who are provided access to computer facilities and to the campus-wide communication 
network assume responsibility for their appropriate use. LAAAE expects individuals to be careful, 
honest, responsible, and civil in the use of computers and networks. Those who use wide-area networks 
(such as the Internet) to communicate with others or to connect to computers at other institutions are 
expected to abide by the rules for the remote systems and networks as well as those for LAAAE’s 
systems. Be advised that, in addition to being a violation of LAAAE rules, certain computer misconduct 
is prohibited under California General Laws, and is, therefore, subject to criminal penalties. Such 
misconduct includes: knowingly gaining unauthorized access to a computer system or data base, falsely 
obtaining electronic services or data without payment of required charges, and destroying of 
electronically processed, stored, or in-transit data. 
 
Individuals are expected to abide by these rules and policies and to consult an official of LAAAE prior 
to any activity that would appear to threaten the security or performance of School computers and 
networks. 
 
The following uses of the account provided by LAAAE are unacceptable: 

•   LAAAE must ensure that academic work takes precedence at all times over other computing 
activities in its facilities. In situations of high user demand that may strain available computer 
resources, LAAAE reserves the right to restrict (e.g., to specific times of day) or prohibit 
computer entertainment activities such as game playing.  

•   Uses that violate any state or federal law or municipal ordinance are unacceptable. 
Unacceptable uses include, but are not limited to the following: 
 

1.   Selling or purchasing any illegal substance; 
2.   Accessing, transmitting, or downloading child pornography, obscene depictions, harmful 

materials, or materials that encourage others to violate the law; or 
3.   Transmitting or downloading confidential information or copyrighted materials. 
•   Uses that involve the accessing, transmitting or downloading of inappropriate matters on the 

Internet, as determined by the school board, local educational agency or other related authority 
•   Uses that involve obtaining and or using anonymous email sites. 
•   Individuals may not attempt to damage or to degrade the performance of LAAAE’s computers 

and networks and should not disrupt the work of other users. Individuals may not attempt to 
circumvent security systems or to exploit or probe for security holes in any LAAAE network or 
system, nor may individuals attempt any such activity against other networks or systems accessed 
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through LAAAE’s facilities. Uses that cause harm to others or damage to their property are 
unacceptable. Unacceptable uses include, but are not limited to the following: 
1.   Deleting, copying, modifying, or forging other users' e-mails, files, or data; 
2.   Accessing another User’s email without their permission, and as a result of that access, 

reading or forwarding the other User's e-mails or files without that User's permission; 
3.   Damaging computer equipment, files, data or the network; 
4.   Using profane, abusive, or impolite language; 
5.   Disguising one's identity, impersonating other users, or sending anonymous email messages; 
6.   Threatening, harassing, or making defamatory or false statements about others; 
7.   Accessing, transmitting, or downloading offensive, harassing, or disparaging materials; 
8.   Accessing, transmitting or downloading computer viruses or other harmful files or programs, 

or in any way degrading or disrupting any computer system performance; or 
9.   Accessing, transmitting or downloading large files, including "chain letters" or any type of 

"pyramid schemes." 
10.  Using any district computer to pursue “hacking,” internal or external to LAAAE, or 

attempting to access information that is protected by privacy laws. 
•   Execution or compilation of programs designed to breach system security is prohibited unless 

authorized in advanced. Moreover, the possession or collection of others passwords, personal 
identification numbers (PINs), private digital certificates, or other secure identification 
information is prohibited. Use that jeopardize access or lead to unauthorized access into Accounts 
or other computer networks are unacceptable. Unacceptable uses include, but are not limited to 
the following: 
1.   Using other users' account passwords or identifiers; 
2.   Disclosing one's account password to other users or allowing other users to use one's 

accounts; 
3.   Getting unauthorized access into other users' accounts or other computer 
4.   Interfering with other users' ability to access their accounts. 

•   Use of LAAAE’s computers and networks for business-related purposes without authorization is 
prohibited. Unauthorized use of the LAAAE Network, computer systems, or facilities is 
prohibited. Individuals should not attempt to exploit, test, or probe for suspected security holes 
on LAAAE computers or networks, but instead should report them to LAAAE's Network 
Operation Center. Likewise, users should not disseminate to others any information that serves 
to circumvent or degrade system or network security, configuration or integrity. Commercial 
uses are unacceptable. Unacceptable uses include, but are not limited to the following: 
1.   Selling or buying anything over the Internet for personal financial gain; or 
2.   Using the Internet for advertising, promotion, or financial gain; or 
3.   Conducting for-profit business activities and engaging in non-government related fundraising 

or public relations activities such as solicitation for religious purposes, lobbying for political 
purposes, or soliciting votes. 

•   Physical	  theft,	  rearrangement,	  or	  damage	  to	  any	  School	  computer	  or	  network	  equipment,	  facilities,	  
or	   property	   is	   strictly	   prohibited,	   and	   will	   be	   reported	   to	   the	   police.	   This	   includes	   all	   public	  
computer	  labs,	  network	  hubs,	  wiring,	  and	  links.	  III.	  Internet	  Safety	  

•   In compliance with the Children's Internet Protection Act ("CIPA"), LAAAE may implement 
filtering and/or blocking software to restrict access to Internet sites containing child pornography, 
obscene depictions, or other materials harmful to minors under 18 years of age. The software 
may work by scanning for objectionable words or concepts, as determined by LAAAE. [Note: 
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CIPA does not enumerate any actual words or concepts that should be filtered or blocked. Thus, 
CIPA necessarily requires that LAAAE determine which words or concepts are objectionable.] 
However, no software is foolproof, and there is still a risk an Internet user may be exposed to a 
site containing such materials. An account user who incidentally connects to such a site must 
immediately disconnect from the site and notify a teacher or supervisor. If an Account user sees 
another user is accessing inappropriate sites, he or she should notify a teacher or supervisor 
immediately. 

•   In compliance with CIPA, LAAAE and its representatives may implement a mechanism to 
monitor all minors' on-line activities, including website browsing, email use, chat room 
participation and other forms of electronic communications. Such a mechanism may lead to 
discovery a user has violated or may be violating this Policy, the appropriate disciplinary code 
or the law. Monitoring is aimed to protect minors from accessing inappropriate matter, as well 
as help enforce this policy, on the Internet, as determined by the school board, local educational 
agency or other related authority. LAAAE reserves the right to monitor other users' (e.g., 
employees, students 17 years or older) online activities, and to access review, copy, store or 
delete any electronic communications or files and disclose them to others as it deems necessary. 

•   If a student under the age of eighteen accesses his/her LAAAE account or the Internet outside of 
school, a parent or legal guardian must supervise the student's use of the Account or Internet at 
all times and is completely responsible for monitoring the use. Filtering and/or blocking software 
may or may not be employed to screen home access to the Internet. Parents and legal guardians 
should inquire at the school or district if they desire more detailed information about the software. 

•   Student information may not be posted unless it is necessary to receive information for 
instructional purposes, and only if the student's teacher and parent or guardian has granted. 

•   Account users may not reveal on the Internet personal information about themselves or about 
other persons. For example, Account users should not reveal their full names, home addresses, 
telephone numbers, school addresses, or parents' names on the Internet. 

•   Account users may not meet in person anyone they have met on the Internet in a secluded place 
or a private setting. Account users who are under the age of 18 may not meet in person anyone 
they have met on the Internet without their parent's permission. 

•   Account users may abide by all LAAAE security policies. 
 

Use of the wireless network 
•   Users with personal computers on the wireless network are expected to take reasonable precautions 

to ensure the security of their systems. Individuals may be held responsible for misuse by others that 
occurs on their systems. 

•   Attempts to monitor, analyze, or tamper with network data packets that are not explicitly addressed 
to your computer are prohibited. 

•   Using a network address other than the one assigned by LAAAE is prohibited. 
•   Users are not permitted to register external domain names that reference systems on the LAAAE 

Network without authorization. 
•   Users may not advertise routing information on the LAAAE Network, attempt to act as a gateway to 

any external network, or connect any other secondary physical network. 
•   Providing services or running applications that consume excessive bandwidth or impede others' use 

of the LAAAE Network is prohibited without authorization. 
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Privacy of Information 
Information stored on a computer system or sent electronically over a network is the property of the 
individual who created it. Examination, collection, or dissemination of that information without 
authorization from the owner is a violation of the owner's rights to control his or her own property. 
Systems administrators, however, may gain access to users data or programs when it is necessary to 
maintain or prevent damage to systems or to ensure compliance with other rules. 
 
Computer systems and networks provide mechanisms for the protection of private information from 
examination. These mechanisms are necessarily imperfect and any attempt to circumvent them or to gain 
unauthorized access to private information (including both stored computer files and messages 
transmitted over a network) will be treated as a violation of privacy. 
 
In general, information that the owner would reasonably regard as private must be treated as private by 
other users. Examples include the contents of electronic mail boxes, the private file storage areas of 
individual users, and information stored in other areas that are not public. That measures have not been 
taken to protect such information does not make it permissible for others to inspect it. 
 
On shared and networked computer systems certain information about users and their activities is visible 
to others. Users are cautioned that certain accounting and directory information (for example, user names 
and electronic mail addresses), certain records of file names and executed commands, and information 
stored in public areas, are not private. Nonetheless, such unsecured information about other users must 
not be manipulated in ways that they might reasonably find intrusive; for example, eavesdropping by 
computer and systematic monitoring of the behavior of others are likely to be considered invasions of 
privacy. The compilation or redistribution of information from School directories (printed or electronic) 
to third parties, especially those outside the School, is forbidden. 
 
Electronic Communication 
LAAAE neither sanctions nor censors individual expression of opinion on its systems. The same 
standards of behavior, however, are expected in the use of electronic mail as in the use of telephones and 
written and oral communication. Therefore electronic mail, like telephone messages, must be neither 
obscene nor harassing. Similarly, messages must not misrepresent the identity of the sender and should 
not be sent as chain letters or broadcast indiscriminately to large numbers of individuals. This prohibition 
includes unauthorized mass electronic mailings. For example, E-mail on a given topic that is sent to large 
numbers of recipients should in general be directed only to those who have indicated a willingness to 
receive such E-mail. 
 
Intellectual Property 
Computer programs written as part of one's academic work should be regarded as literary creations and 
subject to the same standards of misrepresentation of copied work. In addition, attempts to duplicate, 
use, or distribute software or other data without authorization by the owner is prohibited. 
 
Under federal copyright law, no copyrighted work may be copied, published, disseminated, displayed, 
performed, or played without permission of the copyright holder. LAAAE may terminate the network 
access of users who are found to have repeatedly infringed the copyrights of others. 
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Cases of Misconduct 
Whenever a case of computer misconduct is suspected or reported, LAAAE reserves the right to deny 
system or network access on a temporary basis to anyone who violates these rules. This includes the 
ability to terminate processes or connections that threaten system or network security, performance, or 
integrity. 
 
Waiver 
Users recognize that systems and networks are imperfect and waive any responsibility for lost work or 
time that may arise from their use. The staff of LAAAE cannot compensate users for degradation or loss 
of personal data, software, or hardware as a result of their use of school-owned systems, software, or 
networks, or as a result of assistance they may seek from LAAAE staff. 
 
Disconnection 
LAAAE reserves the right to disconnect a network connection to protect the integrity and security of the 
network. 
 

PERMISSION  FOR  STUDENTS  TO  LEAVE  CAMPUS  
 
Students cannot leave campus during the school day without prior written consent from their parents or 
guardians. A written note must be given to the school office by 8:15 a.m. the day the early dismissal is 
being requested. A phone number where a parent can be reached must be on the request. Once verified 
verbally from the parent, the administration may authorize an early dismissal slip. If no verbal 
verification is received within a timely manner, the students may not be able to leave school before the 
end of the day. 
 

PERSONAL  PROPERTY  
 
Students may be solely responsible for bringing items to school and must watch their belongings 
carefully. The school is not responsible for any loss or damage to personal items. It is best for items that 
are not related to the instructional program (i.e., iPods, IPads, PSPs, Portable Gaming Devices, expensive 
jewelry/items) be kept at home for safe-keeping. 
 
Skateboards, Bicycles, and Scooters: 
Students may ride a skateboard/bicycle/scooter to school. Upon arriving to campus, students must store 
their skateboard or bicycle in the designated storage area below the large stairwell. Students may not 
ride on any of these things during the school day or on campus grounds. Students who do not adhere to 
these conditions may have these items confiscated. Only the parent/guardian may retrieve the confiscated 
item. The school is not responsible for any loss or damage to equipment. We encourage the use of locks 
to keep student’s belongings safe. 
 
Lost and Found 
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The lost-and-found may be in the Main Office. Students who have lost clothing, keys, etc., should 
check in the office to see if the items have been turned-in. at the end of the month, unclaimed items 
may be donated to a non-profit organization. 
	  

LOCKER  POLICY  
 
Los Angeles Academy of Arts and Enterprise (LAAAE) has lockers available for student use on the 
school premises, including, but not limited to, lockers located in the hallways, and physical education 
area, and are the property of the school. These lockers are made available for student use in storing 
school supplies and personal items necessary for use at school, but the lockers are not to be used to store 
items which cause, or can reasonably be foreseen to cause, an interference with school purposes or an 
educational function, or which are forbidden by state law or school rules.  
 
A student who uses a locker that is the property of the school is to follow the expectation below: 

•   Lockers are a privilege, not a right. Misuse of a locker may cause locker privileges to be revoked. 
Damage to lockers will result in a restitution charge. 

•   Lockers are numbered. Students are to use their assigned locker only. Locker codes shall not be 
shared. 

•   Personal locks may not be used. Personal locks are subject to cutting, and/or destruction and will 
not be replaced. 

•   Open food or drinks are not to be stored in lockers. 
•   Students may not keep animals in the locker. 
•   Drugs, alcohol, and weapon storage/possession is strictly forbidden. 
•   Any pictures or posters you display inside your locker cannot be offensive in any way to anyone. 
•   All pictures must be school appropriate; subjects of photos must be appropriately dressed and 

there can be no images of items banned at school such as tobacco products, weapons, alcohol, 
etc. 

•   The front of all lockers is to be kept completely blank and clean. 
•   Lockers should be cleaned out daily.  
•   The school will not responsible for any lost, stolen, or damaged items left inside the locker. 
•   Random inspections will be held by the school’s personnel without the student present, and 

without notice. There is no expectation of privacy. Student and parent consent is not required to 
search lockers.  
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MEAL  PROGRAM  
 
Application 
Students must submit the LAAAE meal program application in order to apply for the school lunch 
program. Students are responsible for the cost of their meals if they pay reduced or full price. Each 
month, students with balances may receive a letter home detailing an invoice that must be paid by the 
end of the month.  

•   Students who qualify for free or reduced-price breakfast/nutrition/lunch may receive one meal 
of each per day. Students who do not qualify for free or reduced-priced meal may be charged 
the full price of $1.85 for breakfast/nutrition and $3.00 for lunch.  

  
Food Service 
All students are provided with breakfast and lunch during the school day. Students in the lunch line 
will use their student ID number to record lunches received. Students with a balance will be contacted 
for payment to be made.  
 

NOTIFICATION  OF  PLANNED  USE  OF  PESTICIDE  PRODUCT  
 
LAAAE is located on an LAUSD campus, and LAUSD has adopted an Integrated Pest Management 
(IPM) policy. This policy includes notifying parents/guardians and staff of pesticide use. During the 
school year, it may be necessary to apply pesticides at your child's school to avoid serious health 
problems posed by pests and/or maintain the integrity of a structure. However, should you feel that your 
child's or your (for school staff) health and/or behavior could be influenced by exposure to pesticide 
products, you are notified as follows: 

•   An application of products on the Approved List may be applied during the school year (see 
attached list of pesticide products that have approved for use at District sites). Additional product 
information is available online at http://www.cdpr.ca.gov. 

•   In the event the use of a product is required that is not on the Approved List, you will be notified 
72 hours in advance (Exception: Emergency circumstances that warrant an immediate response) 

•   Only authorized pest management staff may use pesticides on District property. Pesticide 
applications (e.g., aerosol sprays) are allowed. District policy unauthorized staff from bringing 
or using a pesticide product at District sites. 
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SCHOOL  SAFETY  BOARD  POLICY  
 
While Los Angeles Academy of Arts and Enterprise encourages parents/guardians and interested 
members of the community to visit the Los Angeles Academy of Arts and Enterprise (LAAAE) and view 
the educational programs, LAAAE also endeavors to create a safe environment for students and staff. 
As such, parents and other visitors must adhere to the following policy in order to maximize the safety 
of the students and minimize the disruption to the education environment. 
 
Parents/guardians and other visitors, including children who are not students at LAAAE shall not loiter 
on the school premises, including the parking lot and outside school buildings. The parking lot shall be 
used for picking up and dropping off students, and while conducting business. Parents/guardians and 
other visitors are expected to leave campus premises upon the conclusion of any business matters or after 
dropping their students off at school. If a parent or guardian wishes to visit LAAAE to view the 
educational program, the visitor must follow the following procedures, which have been developed to 
ensure the safety, of students and staff as well as to minimize interruption of the instructional program, 
pursuant to California Penal Code Sections 627. 
 

1.   Visits during school hours should first be arranged with the teacher and the parent coordinator, 
at least three days in advance. If a conference is desired, an appointment should be set with the 
parent coordinator or teacher during non-instructional time, at least three days in advance. Parents 
seeking to visit a classroom during school hours must first obtain the written approval of the 
classroom teacher and the Principle or designee. 
 

2.   All visitors shall register with the parent coordinator in the front office immediately upon entering 
any school buildings or grounds when during regular school hours. When registering, the visitor 
is required to provide his/her name, address, occupation, age (if under 21), his/her purpose for 
entering school grounds, and proof of identity. For purposes of school safety and security, the 
principle or designee may design a visible means of identification for visitors while on school 
premises. 

 
3.   The Principle, or designee, may refuse to register an outsider if he or she has a reasonable basis 

for concluding that the visitor’s presence or acts would disrupt the school, its students, it’s 
teachers, or its other employees; would result in damage to property; or would result in the 
distribution or use of unlawful or controlled substances. 
 

4.   The principle or designee may withdraw consent to be on campus even if the visitor has a right 
to be on campus whenever there is reasonable basis for concluding that the visitor’s presence on 
school grounds would interfere or is interfering with the peaceful conduct of the activities of the 
school, or would disrupt or is disrupting the schools, its students, teachers, or its other employees. 

 
5.   The Principle or designee may request that a visitor who has failed to register, or whose 

registration privileges have been denied or revoked, promptly leave school grounds.  When a 
visitor is directed to leave, the Principal or designee shall inform the visitor that if he/she reenters 
the school without following the posted requirements he/she will be guilty of a misdemeanor. 
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6.   Any visitor that is denied registration or has his/her registration revoked may request a hearing 
before the Principal, a Principal’s designee or the Board on the propriety of the denial or 
revocation. The request shall be in writing, shall state why the denial or revocation was improper, 
shall give the address to which notice of hearing is to be sent, and shall be delivered to either the 
principal or Board president within five days after the denial or revocation. The Principal or 
Board President shall promptly mail a written hearing. A hearing before the Principal shall be 
held within 10 days after the Principal receives the request. A hearing before the board shall be 
held at the next regularly scheduled Board meeting after the President receives the request. 

 
7.   The Principal or designee shall seek the assistance of the police in dealing with or reporting any 

visitors in violation of this policy. 
 

8.   At each entrance to Los Angeles Academy of Arts and Enterprise grounds signs shall be posted 
specifying that registration is required. 

 
9.   No electronic listening or recording device may be used by students or visitors in a classroom 

without the teacher’s and Principal’s written permission. 
Penalties 

 
1.   Pursuant to the California Penal Code, if a visitor does not leave after being asked or if the 

visitor returns without following the posted requirements after being directed to leave, he/she 
will be guilty of a crime as specified which is punishable by a fine of up to $500.00 or 
imprisonment in the County jail for a period of up to six (6) months or both.  
 

2.   Further conduct of this nature by the visitor may lead to the School’s pursuit of a restraining 
order against such visitors which would prohibit him/her from coming onto school grounds, 
or attending School activities for any purpose for a period of three (3) years.  
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RULES  AND  PROCEDURES  ON  SCHOOL  DISCIPLINE  
 

Discipline Foundation Policy 
Student discipline at the Charter School is based on positive support and involves multiple parties 
including school staff, teachers, parents, and students. The Charter School seeks input from parents, 
teachers, and students on how to best provide a safe and healthy school environment.  
  
Based on stakeholder feedback, the Charter School has developed a comprehensive student discipline 
policy included in the student handbook. Charter School staff review the discipline policy with students 
and parents prior to admission to the Charter School. By enrolling in the Charter School, the students 
and parents acknowledge their understanding of and the responsibility to the standards set forth in the 
discipline policy. The discipline policy will include the students’ rights and responsibilities and the 
Charter School’s suspension and expulsion policies. The discipline policy will not be discriminatory, 
arbitrary, or capricious, and will follow the general principles of due process. The policy will be adapted 
as needed in regard to the discipline of a student with special needs as determined by the provisions of 
the IDEA. 
  
Charter School shall ensure that its staff is knowledgeable about and complies with the District’s 
Discipline Foundation Policy and/or current equivalent policy, as required by the Modified Consent 
Decree. Charter School shall comply with the terms of the School Discipline Policy and School Climate 
Bill of Rights resolution adopted by the LAUSD Board of Education on May 6, 2013. 
  
The Charter School’s foundational beliefs and practices align with the District’s Discipline Foundation 
Policy. Specifically, the Charter School implements a school-wide positive behavior and intervention 
and support (PBIS) program called PBIS Rewards. School level practices also include: teaching school 
rules and social emotional skills; reinforcing appropriate student behavior; using effective classroom 
management and positive behavior support strategies by providing early intervention for misconduct and 
appropriate use of consequences. Serving as examples, faculty and staff model community norms, 
including treating others with respect, appreciating differences, finding peaceful solutions, showing 
empathy and compassion, and defending the rights of others. Expected student behaviors are rewarded 
with points which students can redeem for prizes. The program aims to reduce tardies, increase 
attendance, and improve school climate and culture through a multi-tiered system of academic, social, 
and behavioral supports to address students’ attendance, behavioral, social emotional, and academic 
needs. Through positive reinforcement, PBIS is intended to mitigate punitive approaches that infringe 
on instructional time.  Staff shall enforce disciplinary rules and procedures fairly and consistently among 
all students. Staff are trained and annually review de-escalation strategies for students in crises. These 
strategies focus on developing relationships with students, identifying and avoiding, when possible, 
triggers for undesirable behavior, and stabilizing students who have been triggered safely. 
  
Behavior Modification Intervention and Student Support Services 
Once the student has been referred, determination of disciplinary actions will be made by the 
Principal/designee after careful review of specific incidents. Depending on the incident students may 
receive Behavior Modification Intervention (BMI). Parent(s) will be notified with a phone call and or in 
writing. These intervention services are provided for severe offenses such as, fighting, possession of 
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weapons, drugs, alcohol, or being under the influence of illegal paraphernalia. BMI seeks to correct 
student’s behaviors by also providing counseling services from our counseling department. 
 
Disciplinary consequences will be appropriate and are issued at the discretion of the administration. 
The leadership team, office staff, and other faculty are able to assist in classroom management and 
diffusing challenging situations. Students who do not adhere to their responsibilities, and who violate 
the school rules may expect consequences for their behavior. Once a student has been referred to the 
office, consequences may include but are not limited to: 
●   Loss of privileges; 
●   Warning, both verbal and written; 
●   Separation from other students in class; 
●   Restorative justice practices; 
●   Notification to parent(s) or guardian(s); 
●   In-school and after-school detention; 
●   BMI, and extensive Counseling Services  
●   In-school and Out-of-school suspension; and Expulsion. 
●   Counseling Services 

  
The decision regarding the consequence will be based on circumstances unique to each individual 
incident of inappropriate behavior. Factors such as, the cause and severity of the offense, the student’s 
attitude, length of time since the last incident, and the student’s past behavior records may influence the 
disciplinary action to be taken. A good record of behavior may result in the administration of minimal 
disciplinary actions, while the student who is more frequently involved in problematic behavior may 
expect more severe consequences. A single incident of severe inappropriate behavior may require the 
application of a more severe consequence. 
 
 
Once the student has been referred, determination of disciplinary actions will be made by the 
Principal/designee after careful review of specific incidents. Depending on the incident students may 
receive Behavior Modification Intervention (BMI). Parent(s) will be notified with a phone call and or in 
writing and may be encouraged to meeting with school staff. A student will be identified for BMI for 
severe offenses such as fighting, possession of weapons, drugs, alcohol, or being under the influence of 
illegal paraphernalia. BMI is a system social and emotional supports aimed to correct student’s behaviors 
and provide counseling services from our counseling department. 
 
Philosophy 
The Los Angeles Academy of Arts and Enterprise discipline policy aims to establish a culture which 
helps students improve their academic abilities and self-esteem through a foundation of trust and high 
expectations. It is the goal of the administration, staff and parents to encourage students to exercise self-
discipline. Students share the responsibility for creating an atmosphere that is conducive to learning. 
LAAAE will implement a school-wide culture of positive and restorative justice approaches while 
working with students, staff, and parent(s) or guardian(s).   
 
Expectations 
It is the responsibility of the student to attend school regularly, to show effort in classroom work, and to 
conform to school rules and regulations. Administration, faculty, and parents also share the responsibility 
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with LAAAE students to develop a climate within the school that has a positive impact on learning. No 
student has the right to interfere with the education of fellow students. 
 
Student Responsibilities at LAAAE 
See the chart below, which illustrates student responsibilities at LAAAE.  
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CLASSROOM  DISCIPLINE  POLICY  AND  PROCEDURE  
 
OVERVIEW 
 
All faculty and staff at Los Angeles Academy of Arts and Enterprise (LAAAE) have a responsibility to 
assist in maintaining good discipline, not only in the classroom, but also throughout the school. This 
policy and supporting procedures were developed to support staff in the maintenance of classroom 
discipline and to provide a standard, fair and transparent system for dealing with any disciplinary 
situation that may arise in the classroom or on campus. 
 
Within the school, the Principal has overall responsibility for student discipline.  The Dean of Students 
is responsible for the implementation of the disciplinary process. 
 
PROCEDURE 
 
Teacher’s protocol for student(s) who demonstrate improper behaviors:  
 

1.   Provide a warning. 
2.   Provide positive behavior incentives. 
3.   Provide appropriate and restorative in class consequences. 
4.   Complete the Wellness Center Submission form. 
 

If a student is a repeat offender, the teacher can use his/her discretion to move through the steps 
enumerated above to the appropriate consequence. 
 
LAAAE’s Leadership team supports and empowers teachers in their classrooms and encourages teachers 
to ask for advice and guidance.   
 
Administration Protocols for Extreme and/or Emergency Situations: 
 
If a student(s) is involved in any action of violence, possession of any paraphernalia, and possible 
intoxication, the teacher and/or staff member should immediately call or text in the following order:  
 

1.)  Mr. Cordova, Student Service Specialist 
2.)  Mr. DeFrenza, Dean of Students 
3.)  Mr. Calvo, Principal 
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Minor  Problem  Behaviors  
  

Minor  Problem  Behavior   Definitions  
Attendance/  Truancy   Student  is  out  of  class  during  instructional  minutes  without  

following  appropriate  school  procedures.  
Defiance   Student  engages  in  brief  or  low-intensity  failure  to  follow  

directions  or  talks  back.  
Disrespect   Student  engages  in  low-intensity,  socially  rude  or  dismissive  

tone  to  adults  or  students.  
Disruption   Student  engages  in  low-intensity,  but  inappropriate  

disruption.  
Dress  Code  Violation   Student  wears  clothing  that  is  near,  but  not  within,  the  dress  

code  guidelines  defined  by  the  school  dress  code  policy.  
Electronic  Violation   Student  displays  inappropriate  use  of  cell  phone,  and  any  

other  electronic  device.  
Horse  Playing   Student  engages  in  non-serious  inappropriate  behavior.  
Inappropriate  Language   Student  engages  in  low-intensity  instance  of  inappropriate  

language  (ex.  Profanity).  
Out  of  Bounds  Area   Student  leaves  class  or  campus  without  permission.  
Tardy   Student  arrives  to  class  after  the  bell  (or  signal  that  class  has  

started).  
Verbal  Altercation   Student  engage  in  inappropriate  abusive  verbal  language  

with  another  student  and/or  adult.  
  

Major  Problem  Behaviors  
 

Major  Problem  Behavior   Definitions  
Cheating   Student  copies  or  takes  credit  that  is  not  his/her  work.  
Fighting   Student  is  involved  in  mutual  participation  in  an  incident  

involving  physical  altercation.  
Harassment/Bullying   Student  repeatedly  or  constantly  delivers  disrespectful  

comments  or  behaviors  to  another  person  which  may  make  a  
person  feel  uncomfortable.  

Theft/Fraud   Student  is  involved  by  being  in  possession  of,  having  passed  
on,  or  being  responsible  for  removing  someone  else’s  
property;;  or  the  student  has  signed  a  person’s  name  without  
that  person’s  permission,  or  claims.  

Use/  Possession  of  
Alcohol/Drug(s)  

Student  is  in  possession  of  or  in  using  alcohol  or  illegal  
drugs/substances  or  imitations.  

Use/Possession  of  Weapon(s)   Student  is  in  possession  of  knives  (>6  in.,  <6  in.)  and  guns  
(real  or  look  alike),  or  other  objects  readily  capable  of  causing  
bodily  harm.  

Vandalism/  Property  Damage   Student  affiliates/participates  in  an  activity  that  results  in  
destruction  or  disfigurement  of  property.  
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Staff & Faculty Behavior Response Responsibilities 
 

Students who receive Office Disciplinary Referrals (ODRs) will have progress consequences issued for 
each subsequent submission as outline in the Progressive Discipline Contract. All consequences are 
designed to be restorative in nature, teach appropriate replacement behaviors. 
 

STUDENT  SEARCHES  
 
The 4th Amendment of the United States Constitution protects individuals from unlawful searches. 
However, the law allows school officials to conduct searches of students under certain limited 
circumstances. 
 
Searches Based on Reasonable Suspicion 
If a student has engaged in conduct that causes an administrator to have reasonable suspicion that the 
student has committed, or is about to commit, a crime or has violated statutory laws or school rules, the 
administrator may conduct a search of that student. The administrator must: 

• Be able to articulate the reason for his or her suspicion and the facts and/or circumstances 
surrounding a specific incident. 
• Be able to reasonably connect the student to a specific incident, crime or rule or statute violation. 
• Have relied on recent, credible information from personal knowledge and/or other 
eyewitnesses. 
• Ensure that a search based on reasonable suspicion is not excessively intrusive in light of the 
student‘s age and gender and the nature of the offense. 

 
When conducting a student search based on reasonable suspicion, school officials must adhere to the 
following practices: 

• Conduct the search only if there are clear and specific reasons for suspicion and there are facts 
that connect the student to a specific incident of misconduct. 
• Jackets, purses, pockets, back packs, bags, and containers in the student‘s possession may be 
searched to the extent reasonably necessary. 
• Under no conditions may a body or strip search be conducted. 
• Only school officials of the same sex as the student being searched may conduct the search. 
• Searches based on reasonable suspicion must be conducted in a private area where the search 
will not be visible to other students or staff (except for a school administrator or designee witness, 
also of the same sex). 
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School-‐wide  Dress  Code  Prohibiting  Gang-‐Related  Apparel  
 
Dress and Grooming 
In cooperation with teachers, students, parent(s) or guardian(s), the principal or designee shall establish 
school rules governing student dress and grooming that are consistent with the school dress policy. 
 
Gang-Related Apparel 
The principal, staff and parent(s) or guardian(s) at a school may establish a reasonable dress code that 
prohibits students from wearing gang-related apparel when there is evidence of a gang presence that 
disrupts or threatens to disrupt the school's activities. Such a dress code may be included as part of the 
school safety plan. Gang-related apparel is defined as clothing that reasonably could be determined to 
threaten the health and safety of the school environment if it were worn or displayed on the school 
campus (Education Code 32282). 
 
Because gang-related symbols are constantly changing, definitions of gang-related apparel shall be 
reviewed at least once each semester and updated whenever related information is received. 
 
LAAAE shall allow students to wear sun-protective clothing, including but not limited to hats, for 
outdoor use during the school day for Physical Education (Education Code 35183.5). 
 
In addition, the following guidelines shall apply to all regular school activities: 

1.   Shoes must be worn at all times. 
2.   Clothing, jewelry and personal items (backpacks, fanny packs, gym bags, water bottles etc.) shall 

be free of writing, pictures or any other insignia that are crude, vulgar, profane or sexually 
suggestive, that bear drug, alcohol or tobacco company advertising, promotions and likenesses, 
or that advocate racial, ethnic or religious prejudice. 

3.   The school handbook will describe specific requirements for the student uniform policy. 
 

 
The principal, staff, students and parent(s) or guardian(s) at each school may establish reasonable dress 
and grooming regulations for times when students are engaged in extracurricular or other special school 
activities. 
 
LAAAE will also provide each student with one physical education (PE) shirt free of charge at the 
beginning of each school year.  Additional PE shirts will be at the cost of the family. The principal or 
designee may establish a method for recycling or exchanging uniforms as students grow out of them. 
 
The uniform requirement minimizes clothing-related bullying from their peers, reduces parent stress 
over buying different clothing for their child to wear to school each day, and contributes positively to 
the school culture by uniting students and giving them pride and identity.   
 
A school-wide uniform is required.  If at any point there is an interest in changing the school uniform 
there will be collaboration between all stakeholders to select a specific uniform to be worn.  
 
Our school uniform policy is implemented, the principal or designee shall notify parent(s) or guardian(s) 
of this policy (Education Code 35183). 
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The school will provide each student one uniform polo shirt free of charge at the beginning of each 
school year.  Additional polo shirts will be at the cost of the family.   
 
Student Dress Code 
Los Angeles Academy of Arts and Enterprise (LAAAE) has adopted a School Uniform Requirement for 
all students. School uniforms assist schools in several ways, such as an enhanced climate of learning, 
boosting school unity and pride, they are cost-effective, and most importantly they increase school safety 
and security.   
 

BULLYING  PREVENTION  POLICIES  AND  PROCEDURES  
 
Bullying  
LAAAE takes a strong position against bullying, hazing or any behavior that infringes on the safety and 
well-being of students and employees, or interferes with learning or teaching. LAAAE prohibits 
retaliatory behavior against anyone who files a complaint or who participates in the complaint 
investigation process. 
 
All students and staff of public primary, elementary, middle, and senior high schools have the inalienable 
right to attend campuses which are safe, secure and peaceful [Article 1, Section 28(c) of the California 
State Constitution]. The bullying and hazing policy, written in accordance with Federal guidelines and 
California Education Code, requires that LAAAE students and all personnel promote respect and 
acceptance. This policy shall encompass behaviors and actions that occur among students, LAAAE 
employees, and associated adults. The policy is applicable in LAAAE, at school and LAAAE-related 
programs, activities and events, traveling to and from school, and all other areas of the  
LAAAE’s jurisdiction [Ed Code 489009(s)].  
 
Bullying is unwanted and aggressive behavior among students that involves a real or perceived power 
imbalance. The behavior is repeated, or has the potential to be repeated, over time. Examples of bullying 
behavior include making threats, spreading rumors, attacking someone physically or verbally, and 
excluding someone from a group on purpose. The determination of whether an action or collection of 
actions rises to the level of bullying is generally differentiated from an isolated occurrence when the 
behavior is repetitive and there exists a power imbalance that may include physical strength, access to 
embarrassing information, or popularity used to control or harm another student. 
 
Bullying is any deliberate and unwanted severe or pervasive physical, verbal, or electronic act that has 
the intention of, or can be reasonably predicted to have the effect of, one or more of the following:  
• Reasonable fear of harm to person or property. 
• Substantially detrimental effect on physical or mental health. 
• Substantial interference with academic performance. 
•  Substantial interference with the ability to participate in or benefit from school services, activities, or 

privileges. 
 
Cyberbullying is conducted via electronic communication technology (e.g., texts, e-mails, blogs, 
postings) and meets the impact of bullying. A person who engages in cyberbullying at school or school-
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related activities and events may be subject to disciplinary action. Cyberbullying that occurs off-campus 
but substantially disrupts the instructional environment of the school may fall under District jurisdiction. 
 
Hazing is any humiliating or potentially harmful initiation, pre-initiation, or rite of passage associated 
with membership in a student organization whether or not it is officially recognized by the educational 
institution. Parents and students are encouraged work with LAAAE faculty or administrative staff.  
 
Bullying Prevention 
To the extent possible, LAAAE and school strategies shall focus on prevention of bullying by 
establishing clear rules for student conduct and strategies to establish a positive, collaborative school 
climate. Students shall be informed, through student handbooks and other appropriate means, of LAAAE 
and school rules related to bullying, mechanisms available for reporting incidents or threats, and the 
consequences for perpetrators of bullying. 
 
LAAAE will provide students with instruction, in the classroom or other educational settings, that 
promotes effective communication and conflict resolution skills, social skills, character/values 
education, respect for cultural and individual differences, self-esteem development, assertiveness skills, 
and appropriate online behavior. 
 
Based on an assessment of bullying incidents at school, the principal or designee may increase 
supervision and security in areas where bullying most often occurs, such as classrooms, hallways, 
restrooms, and the MPR. 
 
Intervention 
Students are encouraged to notify school staff when they are being bullied or suspect that another student 
is being victimized. 
 
School staff who witness bullying shall immediately intervene to stop the incident when it is safe to do 
so (Education Code 234.1). 
 
As appropriate, the Student Services Team or Administrative designee will notify the parent(s) or 
guardian(s) of victims and perpetrators. The Student Services Team or Administrative designee also may 
involve school counselors, mental health counselors, and/or law enforcement. 
 
Complaints and Investigation 
Students may submit to a teacher or administrator a verbal or written complaint of conduct they consider 
to be bullying. The student complaint forms are located in the main office as well as the Student Service 
Center. Complaints of bullying shall be investigated and resolved in accordance with LAAAE conflict 
resolution policy, the school discipline policy and the Uniform Complaint Procedure (UCP). 
 
When the circumstances involve cyberbullying, individuals with information about the activity shall be 
encouraged to save and print any electronic or digital messages sent to them that they feel constitute 
cyberbullying and to notify a teacher, the principal, or other employee so that the matter may be 
investigated. 
 
If the student is using a social networking site or service that has terms of use that prohibit posting of 
harmful material, the Student Service Facilitator or Administrative designee will contact the parents of 
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the perpetrator and victims and will ask the perpetrator to remove the content off of the social media 
domain, followed by additional interventions, consequences, and/support to correct this behavior to 
ensure the behavior does not continue. 
 
Any student who engages in bullying on school premises, or off campus in a manner that causes or is 
likely to cause a substantial disruption of a school activity or school attendance, shall be subject to 
discipline, which may include, after school detention, BMI/Counseling Intervention, suspension, or 
expulsion. 
 
When a student is suspected of or reported to be using electronic or digital communications to engage in 
cyberbullying against other students or staff, or to threaten LAAAE property, the investigation shall 
include documentation of the activity, identification of the source, and specific facts or circumstances 
that explain the impact or potential impact on school activity, school attendance, or the targeted student's 
educational performance. 
 
Students shall be encouraged to save and print any messages sent to them that they feel constitute 
cyberbullying and to notify a teacher, the principal, or other employee so that the matter may be 
investigated. 
 
Any student who engages in cyberbullying on school premises, or off campus in a manner that causes or 
is likely to cause a substantial disruption of a school activity or school attendance, shall be subject to 
discipline in accordance with LAAAE policies and regulations.  
 

NON-‐DISCRIMINATION  AND  HARASSMENT  
 
LAAAE desires to ensure equal opportunities for all students in admission and access to LAAAE’s 
educational programs, guidance and counseling programs, athletic programs, testing procedures, and 
other activities. LAAAE	   prohibits	   discrimination,	   harassment,	   intimidation,	   and	   bullying	   based	   on	  
actual	   or	   perceived	   race	   or	   ethnicity,	   ethnic	   group	   identification,	   ancestry,	   nationality,	   national	  
origin,	   religion,	   color,	   creed,	   sex,	   sexual	   orientation,	   gender,	   gender	   identity,	   gender	   expression,	  
mental	  or	  physical	  disability,	  age,	  genetic	  information,	  marital	  status,	  pregnancy,	  medical	  condition,	  
military	  or	  veteran	  status,	  or	  on	  the	  basis	  of	  a	  person's	  association	  with	  a	  person	  or	  group	  with	  one	  
or	  more	  of	  these	  actual	  or	  perceived	  characteristics,	  in	  any	  program	  or	  activity	  it	  conducts	  or	  to	  which	  
it	  provides	  significant	  assistance.	  These terms are defined by state or federal statute. 
 
LAAAE prohibits discrimination, intimidation, or harassment of any student by any employee, student, 
or other person in LAAAE. Prohibited harassment includes physical, verbal, nonverbal, or written 
(including the use of the electronic communications) conduct based on one of the categories listed above 
that is so severe and pervasive that it affects a student's ability to participate in or benefit from an 
educational program or activity; creates an intimidating, threatening, hostile, or offensive educational 
environment; has the purpose or effect of substantially or unreasonably interfering with a student's 
academic performance; or otherwise adversely affects the student's educational opportunities. School 
staff and volunteers shall carefully guard against segregation, bias, and stereotyping in the delivery of 
services, including, but not limited to, instruction, guidance, and supervision. The Principal or designee 
shall develop a plan to provide students with appropriate accommodations when necessary for their 
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protection from threatened or potentially harassing or discriminatory behavior. Students who engage in 
discrimination or harassment in violation of law or administrative regulation shall be subject to 
appropriate discipline, up to and including counseling, suspension, and/or involuntary release to student's 
school of residence. 
 
The Los Angeles Academy of Arts and Enterprise (LAAAE) is committed to providing a working and 
learning environment free from discrimination, harassment, intimidation and bullying. LAAAE prohibits 
discrimination, harassment, intimidation and bullying based on the actual or perceived characteristics set 
forth in Penal Code § 422.5, Education Code § 220 and actual or perceived sex, sexual orientation, 
gender, gender identity, gender expression, race or ethnicity, ethnic group identification, ancestry, 
nationality, national origin, religion, color, mental or physical disability, medical condition (including 
pregnancy and related medical conditions), age, military status, or on the basis of a person's association 
with a person or group with one or more of these actual or perceived characteristics, in any program or 
activity it conducts or to which it provides significant assistance.  
  
Discrimination 
Discrimination is different treatment on the basis of a protected category in the context of an educational 
program or activity without a legitimate nondiscriminatory reason and interferes with or limits the 
individual’s ability to participate in or benefit from the services, activities, or privileges provided by 
LAAAE.  
 
Harassment  
Harassment occurs when: (1) the target is subjected to unwelcome conduct related to a protected 
category; (2) the harassment is both subjectively offensive to the target and would be offensive to a 
reasonable person of the same age and characteristics under the same circumstances; and (3) the 
harassment is sufficiently severe, pervasive, or persistent so as to interfere with or limit an individual’s 
ability to participate in or benefit from the services, activities, or opportunities offered by LAAAE.  
 
Grievance Procedures 
Any student who feels that he/she has been subjected to discrimination or harassment should 
immediately contact the Principal, administrators or designee. Any student or school employee who 
observes an incident of discrimination or harassment should report the incident to the Principal, 
administrator or designee whether or not the victim files a complaint. Upon receiving a complaint of 
discrimination or harassment, the Principal or other administrator or designee shall immediately 
investigate the complaint.  
 

SEXUAL  HARASSMENT  POLICY  
 

LAAAE is committed to providing a working and learning environment free from sexual harassment.  
The District prohibits sexual harassment of or by employees, students, or persons doing business with 
or for the District on the basis of actual or perceived sex, sexual orientation, gender, gender identity or 
gender expression. Failure to follow this policy is a violation of state and federal law. 
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Sexual harassment is defined by California Education Code Section 212.5 as any unwelcome sexual 
advances, requests for sexual favors, and other verbal, visual, or physical conduct of a sexual nature 
made by someone from or in the work or educational setting, under any of the following conditions: 
• Submission to the conduct is explicitly or implicitly made a term or a condition of an individual‘s 
employment, academic status, or progress. 
• Submission to, or rejection of, the conduct by the individual is used as the basis of employment or 
academic decisions affecting the individual. 
• The conduct has the purpose or effect of having a negative impact upon the individual‘s work or 
academic performance, or of creating 
an intimidating, hostile, or offensive work or educational environment. 
• Submission to, or rejection of, the conduct by the individual is used as the basis for any decision 
affecting the individual regarding benefits and services, honors, programs, or activities available at or 
through the educational institution. 
 
Upon witnessing an act of discrimination, harassment, intimidation and/or bullying based on actual or 
perceived characteristics of a protected category (as enumerated above), school personnel are required 
to take immediate steps to intervene when it is safe to do so. Once LAAAE has notice of discriminatory, 
harassing, intimidating or bullying conduct, whether carried out by employees, students, or third parties, 
it should take immediate and appropriate steps to investigate or otherwise determine what occurred and 
take prompt and effective steps reasonably calculated to end the conduct, eliminate a hostile 
environment, if one has been created and prevent the conduct from occurring again. These steps should 
be taken whether or not an individual makes a complaint or asks the school or office to take action.  
  
This policy applies to all acts related to school activity or school attendance. For inquiries or complaints 
related to discrimination, harassment, intimidation and bullying of students based on the actual or 
perceived characteristics listed above or for complaints related to employee-to-employee, student-to-
employee, or work/employment related discrimination, harassment, or intimidation, contact LAAAE’s 
administrator designated to coordinate compliance efforts: Amy Frame, Principal, at (213) 487-0600. 
 
Title IX  
Federal law, Title IX, State law and District policy prohibit anyone from discriminating against any 
student on the basis of actual or perceived sex, sexual orientation, and gender (including gender identity, 
gender expression, marital status, pregnancy, childbirth or related medical condition).  
 
Male and female students have the right to equal learning opportunities in their schools and must be 
treated the same in all activities and programs, including: 
 
• Athletics 
• The classes they can take 
• The way they are treated in the classroom 
• The kind of counseling they are given 
• The extracurricular activities in which they can participate 
• The honors, special awards, scholarships and graduation activities in which they can participate. 
Students who feel that their rights are being violated have the right to take action and should not be afraid 
of trying to correct a situation by speaking to a school administrator, Title IX/Bullying Complaint 
Manager, psychologist, counselor, or trusted adult at school, or filing a complaint (see Uniform 
Complaint Procedures). Students are encouraged whenever possible to try to resolve their complaints 
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directly at the school site.  Any student who believes he or she is being discriminated against in violation 
of Title IX has the right to file a complaint. For further information or assistance, contact the LAAAE 
Principal, Amy Frame at (213) 487-0600.  
 
 
Sexual Harassment in the Workplace 
The Fair Employment and Housing Act (FEHA) defines sexual harassment as harassment based on sex 
or of a sexual nature; gender harassment; and harassment based on pregnancy, childbirth, or related 
medical conditions. The definition of sexual harassment includes many forms of offensive behavior, 
including harassment of a person of the same gender as the harasser. The following is a partial list of 
types of sexual harassment:  

•  Unwanted sexual advances   
•  Offering employment benefits in exchange for sexual favors   
•  Actual or threatened retaliation   
•  Leering; making sexual gestures; or displaying sexually suggestive objects, pictures, cartoons, or 
posters   
•  Making or using derogatory comments, epithets, slurs, or jokes  
•  Sexual comments including graphic comments about an individual’s body; sexually degrading 
words used to describe an individual; or suggestive or obscene letters, notes, or invitations   
•  Physical touching or assault, as well as impeding or blocking movements  

 
Employer Obligations 
LAAAE will take the following actions against harassment in the workplace: 

•  Take all reasonable steps to prevent discrimination and harassment from occurring, including 
annual training. If harassment does occur, take effective action to stop any further harassment 
and to correct any effects of the harassment.   

•  Develop, implement and periodically review the sexual harassment prevention policy with a 
procedure for employees to make complaints and for the employer to investigate complaints. 
Policies should include provisions to:  

•  Fully inform the complainant of his/her rights and any obligations to secure those rights.   
•  Fully and effectively investigate. The investigation must be thorough, objective, and complete. 

Anyone with information regarding the matter should be interviewed. A determination must be 
made and the results communicated to the complainant, to the alleged harasser and, as 
appropriate, to all others directly concerned.   

•  Take prompt and effective corrective action if the harassment allegations are proven. LAAAE 
must take appropriate action to stop the harassment and ensure it will not continue the employer 
must also communicate to the complainant that action has been taken to stop the harassment from 
recurring. Finally, appropriate steps must be taken to remedy the complainant’s damages, if any.   

•   Post the Department of Fair Employment and Housing (DFEH) employment poster (DFEH 162) 
in the workplace (available through the DFEH toll-free number [800] 884-1684 or web site).  

•   Distribute an information sheet on sexual harassment to all employees. An employer may either 
distribute this pamphlet (DFEH 185) or develop an equivalent document that meets the 
requirements of Government Code section 12950(b). This pamphlet may be duplicated in any 
quantity. However, this pamphlet is not to be used in place of a sexual harassment prevention 
policy, which all employers are required to have.   

•   All employees should be made aware of the seriousness of violations of the sexual harassment 
policy. Supervisory personnel should be educated about their specific responsibilities. All 
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employees must be cautioned against using peer pressure to discourage harassment victims from 
complaining.   

 
Filing a Complaint  
Employees or job applicants who believe that they have been sexually harassed may follow LAAAE’s 
internal complaint process and may also elect to file a complaint of discrimination with the Department 
of Fair Employment and Housing (DFEH) within one year of the harassment. DFEH serves as a neutral 
fact-finder and attempts to help the parties voluntarily resolve disputes. If DFEH finds sufficient 
evidence to establish discrimination occurred and settlement efforts fail, the Department may file a 
formal accusation. The accusation will lead to either a public hearing before the Fair Employment and 
Housing Commission or a lawsuit filed by DFEH on behalf of the complaining party.  
 
Employees can also pursue the matter through a private lawsuit in civil court after a complaint has been 
filed with DFEH and a Right-to-Sue Notice has been issued. For more information, see DFEH 
publication 159 “Guide for Complainants and Respondents” or contact DFEH at (800) 884-1684 or visit 
www.dfeh.ca.gov. 
 
Disciplinary Actions for Students 
Any student who engages in sexual harassment of anyone at school or at a school-sponsored or school-
related activity is in violation of this policy and shall be subject to disciplinary action. For LAAAE, 
disciplinary action may include behavior modification intervention, suspension, expulsion, and/or 
involuntary release to the student’s school of residence. All complaints and allegations of sexual 
harassment shall be kept confidential except as necessary to carry out the investigation or take other 
subsequent necessary action (5 CCR 4964). 
 
Students and parents/guardians can report a verbal or written Title IX complaint to the school 
administrator or to the school Title IX Complaint Coordinator within six months from the date of the 
incident occurred. Complainants have the right to a timely and informal resolution at the school site 
level. Complainants who are not satisfied with the school site level resolution, can file a Uniform 
Complaint Procedures (UCP) complaint with LAAAE’s Governing Board. This will begin the formal 
investigation process which must be completed within 60 days. A written appeal of the Governing 
Board’s findings may be made to the California Department of Education - Office of Equal Opportunity. 
 
Where Can a Student/Parent/Guardian Obtain Further Information or Assistance? 
Speak to the Principal/designee. 
 
   Dr. Amy Frame  
  1200 Colton Street, 3rd Floor, Building 3, Room 320  
  Los Angeles, CA 90026 
  Tel. (213) 487-0600 
  Fax: (213) 487-0500 
 

ANNUAL  NOTICE  OF  UNIFORM  COMPLAINT  PROCEDURE  (UCP)  
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Los Angeles Academy of Arts and Enterprise has the primary responsibility for compliance with federal 
and state laws and regulations. We have established Uniform Complaint Procedures (UCP) to address 
allegations of unlawful discrimination, harassment, intimidation, and bullying, and complaints alleging 
violation of state or federal laws governing educational programs, the charging of unlawful pupil fees 
and the non-compliance of our Local Control and Accountability Plan (LCAP). 
 
We will investigate all allegations of unlawful discrimination, harassment, intimidation or bullying 
against any protected group as identified in Education Code section 200 and 220 and Government Code 
section 11135, including any actual or perceived characteristics as set forth in Penal Code section 422.55 
or on the basis or a person’s association with a person or group with one or more of these actual or 
perceived characteristics in any program or activity conducted by the LEA, which is funded directly by, 
or that receives or benefits from any state financial assistance. 
 
The UCP shall also be used when addressing complaints alleging failure to comply with state and/or 
federal laws in: 

•   After School Education and Safety  
•   Career Technical Education  
•   Consolidated Categorical Programs  
•   Discrimination, Harassment, Intimidation, and Bullying  
•   Foster and Homeless Youth  
•   Local Control Funding Formula and Local Control Accountability Plans  
•   NCLB Titles I-VII  
•   Nutrition Services - USDA Civil Rights  
•   School Facilities  
•   Special Education  
•   Course Content 
•   Unlawful Pupil Fees  
•   Lactation Accommodations 

 
A pupil fees and/or LCAP complaint may be filed anonymously if the complainant provides evidence or 
information leading to evidence to support the complaint.  
 
A pupil enrolled in a public school shall not be required to pay a pupil fee for participation in an 
educational activity.  
 
A pupil fee includes, but is not limited to, all of the following: 

1.   A fee charged to a pupil as a condition for registering for school or classes, or as a condition for 
participation in a class or an extracurricular activity, regardless of whether the class or activity is 
elective or compulsory, or is for credit. 

2.   A security deposit, or other payment, that a pupil is required to make to obtain a lock, locker, 
book, class apparatus, musical instrument, clothes, or other materials or equipment. 

3.   A purchase that a pupil is required to make to obtain materials, supplies, equipment, or clothes 
associated with an educational activity. 

 
A pupil fee complaint shall be filed no later than one year from the date the alleged violation occurred. 
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Complaints other than issues relating to pupil fees must be filed in writing with the following designated 
to receive complaints: 
 

Name or title:  David Calvo   
Unit or office:  Principal 
Address:  1200 West Colton Street, Room 3-320 
   Los Angeles, CA 90026 
Phone:  (213) 478-0600 
E-mail address:  dcalvo@laaae.org 

 
A pupil fees complaint is filed with the Los Angeles Academy of Arts and Enterprise and/or the principal 
of a school. 
 
Complaints alleging discrimination, harassment, intimidation, or bullying, must be filed within six (6) 
months from the date the alleged discrimination, harassment, intimidation, or bullying,  occurred or the 
date the complainant first obtained knowledge of the facts of the alleged discrimination, harassment, 
intimidation, or bullying, unless the time for filing is extended by the superintendent or his or her 
designee. 
 
Complaints will be investigated and a written Decision or report will be sent to the complainant within 
sixty (60) days from the receipt of the complaint. This sixty (60) day time period may be extended by 
written agreement of the complainant. The LEA person responsible for investigating the complaint shall 
conduct and complete the investigation in accordance with sections 4680-4687 and in accordance with 
local procedures adopted under section 4621.   
 
The complainant has a right to appeal our Decision of complaints regarding specific programs, pupil fees 
and the LCAP to the California Department of Education (CDE) by filing a written appeal within 15 
days of receiving our Decision.  
 
The appeal must be accompanied by a copy of the originally-filed complaint and a copy of our Decision. 
 
The complainant is advised of civil law remedies, including, but not limited to, injunctions, restraining 
orders, or other remedies or orders that may be available under state or federal discrimination, 
harassment, intimidation or bullying laws, if applicable.  
 
A copy of our UCP compliant policies and procedures is available free of charge. 
 
Applicable Law:  
Education Code Section 35186; Title 5 California Code of Regulations Section 4681, 4682, 4683  
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SUSPENSION  AND  EXPULSION  PROCEDURES  
  
Students who present an immediate threat to the health and safety of others may be suspended or 
expelled. A student may be suspended or expelled for any of the acts enumerated in this section, in 
accordance with State Law and LAAAE’s Charter Petition. 
 
Reasons for Suspension and Expulsion (Education Code 48900 and 48915) 
 
Los Angeles Academy of Arts and Enterprise does not consider suspensions or expulsions as effective 
means of improving student behavior and compliance with school rules and policies. While either or 
both may become necessary in extraordinary circumstances, disciplinary issues shall first be attempted 
to be dealt with through other strategies. A student may be suspended or expelled for acts which occur, 
but not limited to: while on school grounds; while going to or leaving from school; and during, or 
traveling to or from, a school-sponsored activity.  
 
Below are excerpts from the Administrator Recommendation of Expulsion Matrix as posted on the 
California Department of Education’s website http://www.cde.ca.gov/ls/ss/se/expulsionrecomm.asp. 
 
Must Recommend Expulsion:  
In accordance with Education Code Section 48915(c), the principal shall suspend and recommend 
expulsion of a pupil determined to have committed any of the following acts:  
a. Possessing firearm when a district employee verified firearm possession and when student did not 
have prior written permission from a certificated employee which is concurred with by the principal or 
designee.  
b. Selling or otherwise furnishing a firearm.  
c. Brandishing a knife at another person.  
d. Unlawfully selling a controlled substance listed in Health and Safety Code Section 11053 et. seq.  
e. Committing or attempting to commit a sexual assault as defined in subdivision (n) of EC 48900 or 
committing sexual battery as defined in subdivision (n) of 48900.  
f. Possession of an explosive.  
 
Shall Recommend Expulsion Unless Particular Circumstances Render Inappropriate:  
In accordance with Education Code Section 48915(a), the principal shall recommend expulsion for the 
following violations [except for 48915 subsections (c) and (e)] unless the principal finds that expulsion 
is inappropriate due to a particular circumstance.  
a. Causing serious physical injury to another person, except in self-defense. 
b. Possession of any knife, explosive, or other dangerous object of no reasonable use to the pupil. 
c. Possession and/or use of any substance listed in Chapter 2 (commencing with Section 11053) of 
Division 10 of the Health and Safety Code, except for the first offense for possession of not more than 
one avoirdupois ounce of marijuana other than concentrated cannabis.  
d. Robbery or extortion.   
e. Assault or battery, or threat of, on a school employee.  
 
The recommendation for expulsion shall be based on one or both of the following:  
1. Other means of correction are not feasible or have repeatedly failed to bring about proper conduct.  
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2. Due to the nature of the act, the presence of the pupil causes a continuing danger to the physical safety 
of the pupil or others [see Section 48915 (b)].  
 
May Recommend Expulsion: 
In accordance with Education Code Section 48900, in addition to the foregoing mandatory 
suspension/expulsion infractions, students may be immediately suspended and recommended for 
expulsion upon a determination that the student has committed one of the acts listed below:  
a. Inflicted physical injury†  
b. Possessed dangerous objects  
c. Possessed drugs or alcohol  
d. Sold look alike substance representing drugs or alcohol  
e. Committed robbery/extortion  
f. Caused damage to property‡  
g. Committed theft  
h. Used tobacco  
i. Committed obscenity/profanity/vulgarity  
j. Possessed or sold drug paraphernalia  
k. Received stolen property  
l. Possessed imitation firearm  
m. Committed sexual harassment  
n. Harassed, threatened or intimidated a student witness  
o. Sold prescription drug Soma  
p. Committed hazing  
q Engaged in an act of bullying, including, but not limited to, bullying committed by means of an 
electronic act, as defined in subdivisions (f) and (g) of Section 32261, directed specifically toward a 
pupil or school personnel.  
r. Participating in the act of hate Violence and Terroristic Threats  
 
The recommendation for expulsion shall be based on one or both of the following:  
1. Other means of correction are not feasible or have repeatedly failed to bring about proper conduct.  
2. Due to the nature of the act, the presence of the pupil causes a continuing danger to the physical safety 
of the pupil or others [see Section 48915 (b)].  
 
† Section 48900 (t) states a pupil who aids or abets in infliction of physical injury to another, as defined 
in Penal Code 31, may suffer suspension, but not expulsion. However, if a student is adjudged by a court 
to have caused, attempted to cause, or threatened personal injury, the student shall be subject to discipline 
pursuant to 48900(a).  
‡ Section 48900 (u)"school property" includes, but is not limited to, electronic files and databases.  
 
In-School Suspensions  
In alignment with California Education Code Section 48911.1, the principal or designee may assign a 
student to a supervised in-school suspension for any offense that qualifies for suspension for the length 
of the suspension. 
 
Process for Suspension and/or Expulsion - Informal Conference 
Suspension shall be preceded by an informal conference conducted by the principal or designee, with 
the student and his/her parents. The conference may be omitted if the principal determines that an 
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emergency situation exists. An “emergency situation” involves a clear and present danger to the lives, 
safety or health of students or school personnel. If the student is suspended without a conference, the 
parent/guardian shall be notified of the suspension by the principal or designee by telephone. Should this 
not render success, the principal or designee will follow up in writing. A conference will be conducted 
as soon as possible thereafter. The principal may notify law enforcement if it is reasonably suspected 
that the student committed offenses identified in Penal Codes 245, 626, and Education Code 48900. If 
the student is subsequently arrested, the principal or designee will take immediate steps to notify the 
parent of the place to which the student is reportedly being taken.  
 
Notice to Parents/Guardians 
At the time of a student’s suspension, the principal or designee shall make a reasonable effort to contact 
the parent/guardian by telephone or in person. A written notice will follow initial contact. This notice 
will state the specific offense(s) committed by the student. In addition, the notice will also state the date 
and time the student may return to school.  
 
Length of Suspension 
The length of a suspension, when not including a recommendation for expulsion, shall not exceed five 
(5) consecutive days per suspension or twenty (20) days total per year, unless the student has an IEP, in 
which case will not exceed (10) without a manifestation determination. Students are expected to continue 
completing their respective assignments throughout a suspension period. Los Angeles Academy of Arts 
and Enterprise will continue to provide the student with an education, including textbooks or other 
instructional materials, classwork, and homework, as well as support from appropriate staff and 
opportunities to complete missed assignments or other in-class activities. Upon a recommendation by 
the principal for expulsion, the pupil and the pupil’s guardian or representative will be invited to a 
conference to determine if the suspension for the pupil should be extended pending an expulsion hearing. 
The principal will make this determination upon either of the following findings:  

•   Whether the pupil’s presence will be disruptive to the educational process; or 
•   Whether the pupil poses a threat or danger to others.   

Upon this determination, the pupil’s suspension will be extended, pursuant to Education Code 48911 (g) 
pending the results of an expulsion hearing.   
 
Expulsion Hearing 
Upon recommendation of expulsion by the principal, the student and student’s guardian(s) and/or 
representative(s) will be invited to a conference to determine if the suspension for the pupil should be 
extended pending an expulsion hearing. The determination will be made by the principal upon either of 
the following determinations:  
 
(1) the pupil’s presence will be disruptive to the education process or  
(2) the pupil poses a threat or danger to others.  
 
Upon either determination, the student’s suspension will be extended pending the results of an expulsion 
hearing. Students recommended for expulsion are entitled to a hearing to determine whether the pupil 
should be expelled. A written hearing waiver will be solicited from parents electing to waive the hearing. 
Unless postponed for good cause, the hearing shall be held within 30 school days after the 
recommendation for expulsion. The school will be responsible for providing the student with appropriate 
educational opportunities, while the student is on suspension and awaiting an expulsion hearing. 
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The expulsion hearing (which is usually held in closed session, unless otherwise requested, 72 hours in 
advance) will be presided over by an expulsion administrative panel appointed by Los Angeles Academy 
of Arts and Enterprise’s governing board. The expulsion administrative panel will consist of at least 
three members who are certificated. No teacher of the pupil or Los Angeles Academy of Arts and 
Enterprise governing board member will serve on the expulsion administrative panel. A facts and 
findings document that includes dates, times, incidences, people present, and an objective anecdotal 
record of the events will be prepared by the expulsion administrative panel to summarize the evidence 
presented at the hearing and to substantiate the expulsion decision. The administrative panel may 
recommend to reinstate the student, to reinstate the student with a behavioral contract, or to expel. A 
special meeting of Los Angeles Academy of Arts and Enterprise’s governing board will be convened 
within one week of the expulsion hearing. At that meeting, the final expulsion hearing decision and 
outcome will be reported, by a representative of the expulsion administrative panel, to Los Angeles 
Academy of Arts and Enterprise’s governing board, who will uphold or not uphold the recommendation.  
 
Written notice of the hearing shall be forwarded by the principal or principal’s designee, to the pupil and 
the pupil’s parent/guardian at least ten (10) calendar days before the date of the hearing. Upon mailing 
the notice, it shall be deemed served upon the pupil. The notice shall include the following:  
 
a. The date and place of the expulsion hearing;  
b. A statement of the specific facts, charges, and offenses upon which the proposed expulsion is based;  
c. A copy of the disciplinary rules which relate to the alleged violation;  
d. Notification of the pupil’s or parent/guardian’s obligation provide information about the pupil’s status 
at the school to any other school district or school to which the pupil seeks enrollment;  
e. The opportunity for the pupil or the pupil’s parent/guardian to appear in person or to employ and be 
represented by counsel or an advocate;  
f. The right to inspect and obtain copies of all documents to be used at the hearing;  
g. The opportunity to confront and question all witnesses who testify at the hearing; and  
h. The opportunity to question all evidence presented and to present oral and documentary evidence on 
the pupil’s behalf including witnesses.  
 
Recording of Hearing  
A record of the hearing shall be made and may be maintained by any means, including electronic 
recording, as long as a reasonably accurate and complete written transcription of the proceedings can be 
made.  
 
Presentation of Evidence  
While technical rules of evidence do not apply to expulsion hearings, evidence may be admitted and 
used as proof, only if it is the kind of evidence on which reasonable persons can rely in the conduct of 
serious affairs. A decision by the expulsion administrative panel to expel must be supported by 
substantial evidence that the pupil committed the expellable offense(s).  
 
Findings of fact shall be based solely on the evidence at the hearing. While hearsay evidence is 
admissible, no decision to expel shall be based solely on hearsay, and sworn declarations may be 
admitted as testimony from witnesses, when the principal determines that disclosure of their identity or 
testimony at the hearing may subject them to an unreasonable risk of physical or psychological harm.  
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If, due to a written request by the pupil who is being considered for an expulsion, the hearing is held at 
a public meeting, and the charge is committing or attempting to commit a sexual assault or committing 
a sexual battery, as defined in Education Code Section 48900, a complaining witness shall have the right 
to have his/her testimony heard in a session closed to the public.  
 
Special Procedures for Expulsion Hearings Involving Sexual Assault or Battery Offenses  
1.   The complaining witness in any sexual assault or battery case must be provided with a copy of the 

applicable disciplinary rules and advised of his/her right to (a) receive five days’ notice of his/her 
scheduled testimony, (b) have up to two (2) adult support persons of his/her choosing present in the 
hearing at the time he/she testifies, which may include a parent, guardian, or legal counsel, and (c) 
elect to have the hearing closed while testifying.   

2.   Los Angeles Academy of Arts and Enterprise must also provide the victim a room separate from the 
hearing room for the complaining witness' use prior to and during breaks in testimony.   

3.   At the discretion of the person or panel conducting the hearing, the complaining witness shall be 
allowed periods of relief from examination and cross-examination during which he or she may leave 
the hearing room.   

4.   The person conducting the expulsion hearing may also arrange the seating within the hearing room 
to facilitate a less intimidating environment for the complaining witness.   

5.   The person conducting the expulsion hearing may also limit time for taking the testimony of the 
complaining witness to the hours he/she is normally in school, if there is no good cause to take the 
testimony during other hours.  

6.   Prior to a complaining witness testifying, the support persons must be admonished that the hearing 
is confidential. Nothing in the law precludes the person presiding over the hearing from removing a 
support person whom the presiding person finds is disrupting the hearing. The person conducting the 
hearing may permit any one of the support persons for the complaining witness to accompany him 
or her to the witness stand.   

7.   If one or both of the support persons is also a witness, Los Angeles Academy of Arts and Enterprise 
must present evidence that the witness' presence is both desired by the witness and will be helpful to 
Los Angeles Academy of Arts and Enterprise. The person presiding over the hearing shall permit the 
witness to stay unless it is established that there is a substantial risk that the testimony of the 
complaining witness would be influenced by the support person, in which case the presiding official 
shall admonish the support person or persons not to prompt, sway, or influence the witness in any 
way.  Nothing shall preclude the presiding officer from exercising his or her discretion to remove a 
person from the hearing whom he or she believes is prompting, swaying, or influencing the witness.   

8.    The testimony of the support person shall be presented before the testimony of the complaining 
witness and the complaining witness shall be excluded from the hearing room during that testimony.   

9.   Evidence of specific instances of a complaining witness' prior sexual conduct is presumed 
inadmissible and shall not be heard absent a determination by the person conducting the hearing that 
extraordinary circumstances exist requiring the evidence be heard. Before such a determination 
regarding extraordinary circumstance can be made, the witness shall be provided notice and an 
opportunity to present opposition to the introduction of the evidence.  In the hearing on the 
admissibility of the evidence, the complaining witness shall be entitled to be represented by a parent, 
legal counsel, or other support person. Reputation or opinion evidence regarding the sexual behavior 
of the complaining witness is not admissible for any purpose.   

 
Notification of Expulsion  
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The principal, following Los Angeles Academy of Arts and Enterprise governing board’s decision to 
expel shall send written notice of expulsion, including the expulsion administrative panel's findings of 
fact, to the pupil or parent/guardian. This notice shall include the following:  
(1) Notice of the specific offense(s) committed by the pupil.  
(2) Notice that the pupil has a right to appeal and the date and process by which an appeal may be filed.  
(3) Notice of the pupil’s or parent/guardian’s obligation to inform any new district in which the pupil 
seeks to enroll of the pupil’s status.  
(4) Effective date of expulsion.  
(5) Notice of alternative education placement. 
(6) Date the student to be reviewed for readmission.  
 
Appeal of Suspension or Expulsion 
If a suspension was assigned by a principal’s designee, a parent may request an appeal by submitting a 
written appeal request, addressed to the principal, within 72 hours of the imposed suspension. If the 
suspension was assigned or upheld by the principal, a parent may request an appeal, addressed to Los 
Angeles Academy of Arts and Enterprise’s governing board chair, within 72 hours of the principal’s 
notification. Lastly, a parent may request an appeals hearing at a regularly scheduled Los Angeles 
Academy of Arts and Enterprise governing board meeting. Los Angeles Academy of Arts and 
Enterprise’s governing board will issue a decision the same day. A written notice with the decision will 
be provided to the parent.  A suspension appeal decision by Los Angeles Academy of Arts and 
Enterprise’s governing board is final.   
 
Parent/s or legal guardian/s may appeal an expulsion within thirty (30) days from the notice of expulsion 
by submitting a written request for appeal, or providing that request in person or via telephone to the 
principal. If the request is made in person or via telephone, the principal will create a memorandum that 
documents the request and forward it to Los Angeles Academy of Arts and Enterprise’s governing board 
for review and consideration. 
 
Written notice of the appeal shall be forwarded to the pupil and the pupil’s parent/guardian at least ten 
(10) calendar days before the date of the appeals hearing. Upon mailing the notice, it shall be deemed 
served upon the pupil. The notice shall include the following:  
a. The date and place of the expulsion appeal hearing;  
b. A statement of the specific facts, charges, and offense(s) upon which the proposed expulsion is based;  
c. A copy of the disciplinary rules which relate to the alleged violation;  
d. Notification of the pupil’s or parent/guardian’s obligation provide information about the pupil’s status 
at the school to any other school district or school to which the pupil seeks enrollment;  
e. The opportunity for the pupil or the pupil’s parent/guardian to appear in person or to employ and be 
represented by counsel or an advocate;  
f. The right to inspect and obtain copies of all documents to be used at the hearing;  
g. The opportunity to confront and question all witnesses who testify at the hearing; and  
h. The opportunity to question all evidence presented and to present oral and documentary evidence on 
the pupil’s behalf including witnesses.  
 
The student will be considered suspended until a meeting is convened to hear the appeal (within 10 
working days) at which time the parent(s) must attend to present their appeal. A fair and impartial panel 
of representatives assigned by Los Angeles Academy of Arts and Enterprise’s governing board will hear 
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the appeal. Such hearing will be presided over by an expulsion appeals administrative panel which will 
consist of at least three members who are certificated. No teacher of the pupil or Los Angeles Academy 
of Arts and Enterprise governing board member will serve on the administrative appeals panel. This 
panel will not include any of the members of the expulsion administrative panel. The expulsion appeals 
administrative panel will deliberate in closed session after hearing presentations from both the principal 
and the student and his/her parent/s or legal guardian/s. The expulsion appeals administrative panel will 
issue its decision the same day as the hearing. The expulsion appeals administrative panel may 
recommend to reinstate the student, to reinstate the student with a behavioral contract, or to expel. The 
decision of the expulsion appeals administrative panel will be final. 
 
A facts and findings document that includes dates, times, incidences, people present, and an objective 
anecdotal record of the events will be prepared by the expulsion appeals administrative panel to 
summarize the evidence presented at the hearing and to substantiate the appeal decision. A special 
meeting of Los Angeles Academy of Arts and Enterprise’s governing board will be convened within one 
week of the expulsion appeal hearing. At that meeting, the final decision and outcome will be reported, 
by a representative of the expulsion appeals administrative panel, to Los Angeles Academy of Arts and 
Enterprise’s governing board, who will uphold or not uphold the recommendation.  
 
Recording of Hearing 
A record of the hearing shall be made and may be maintained by any means, including electronic 
recording, as long as a reasonably accurate and complete written transcription of the proceedings can be 
made.  
 
Presentation of Evidence  
While technical rules of evidence do not apply to expulsion appeals hearings, evidence may be admitted 
and used as proof only if it is the kind of evidence on which reasonable persons can rely in the conduct 
of serious affairs. A decision by the expulsion appeals administrative panel to expel must be supported 
by substantial evidence that the pupil committed the expellable offense(s).  
 
Findings of fact shall be based solely on the evidence at the hearing. While hearsay evidence is 
admissible, no decision to expel shall be based solely on hearsay, and sworn declarations may be 
admitted as testimony from witnesses, when the principal determines that disclosure of their identity or 
testimony at the hearing may subject them to an unreasonable risk of physical or psychological harm.  
 
If, due to a written request by the pupil who is being considered for an expulsion, the hearing is held at 
a public meeting, and the charge is committing or attempting to commit a sexual assault or committing 
a sexual battery, as defined in Education Code Section 48900, a complaining witness shall have the right 
to have his/her testimony heard in a session closed to the public, as previously detailed in this element. 
 
In the event of a decision to expel a student from Los Angeles Academy of Arts and Enterprise, Los 
Angeles Academy of Arts and Enterprise will work cooperatively with the district of residence, county, 
and/or private schools to assist with the appropriate educational placement of the student who has been 
expelled. Any incident of violent and/or serious student behavior shall be communicated to the 
district/school to which the student matriculates. 
 
If a student is expelled or leaves Los Angeles Academy of Arts and Enterprise without graduating or 
completing the school year for any reason, Los Angeles Academy of Arts and Enterprise shall notify the 
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superintendent of the school district of the student’s last known address within 30 days, and shall, upon 
request, provide that school district with a copy of the cumulative record of the student, including a 
transcript of grades or report card, and health information. 
 
If the student is not reinstated, the student can enroll at their home school. Students who are not 
reinstated, must be sent written notification of such, including specific reasons why reinstatement was 
denied; and must be given a new eligibility review date. 
 
For new enrollees, Los Angeles Academy of Arts and Enterprise will request a copy of the rehabilitation 
plan and work with the expelling school/district to ensure the student is provided with the supports and 
interventions needed for successful reinstatement. 
 
Outcome data will be maintained including: 

•   Suspensions  
•   Expulsions and Expulsion Placements 
•   Reinstatements  
•   Out of the District Expellees 

	  
Students who demonstrate successful rehabilitation are able to be reinstated. Los Angeles Academy of 
Arts and Enterprise will expunge the expulsion order once the student has successfully completed the 
prescribed rehabilitation plan. 
 
GUIDELINES GOVERNING SPECIAL EDUCATION STUDENTS  
 
In the case of a student who has an IEP, or a student who has a 504 Plan, the charter will ensure that it 
follows the correct disciplinary procedures to comply with the mandates of state and federal laws, 
including the IDEA and Section 504 of the Rehabilitation Plan of 1973.   
 
As set forth in the MOU regarding special education between the District and Los Angeles Academy 
of Arts and Enterprise an IEP team, including a district representative, will meet to conduct a 
manifestation determination and to discuss alternative placement utilizing the District’s Policies and 
Procedures Manual. Prior to recommending expulsion for a student with a 504 Plan, the charter 
administrator will convene a Manifestation Determination meeting to ask the following two 
questions:  A) Was the misconduct caused by, or directly and substantially related to the student’s 
disability?  B) Was the misconduct a direct result of the Charter’s failure to implement the 504 Plan? 
Outcome data will be maintained including: Suspensions, expulsions and expulsion placements, 
reinstatements, and other school placements.  


