LOS AMIGOS HIGH SCHOOLPRIVATE 


FACULTY HANDBOOK


2009-2010
[image: image2.png]



SCHOOL MOTTO
Siempre Con Dignidad - Always with Dignity

TABLE OF CONTENTS

FORWARD
1

INTRODUCTORY INFORMATION
Expected Schoolwide Learning Results (ESLRs)
2

School Goals.
3

SUPPORT PERSONNEL
Certificated Staff.
4

Classified Staff.
5

Administrators’ Responsibilities
6

Counselors’ Responsibilities
7

Activities Director’s Responsibilities.
8
Athletic Directors’ Responsibilities.
8
Department Chairpersons’ Responsibilities.
8
TEACHER RESPONSIBILITIES


Department Meetings.

9
Faculty Meetings.

9
Teacher Absence/Requesting a Substitute.

9
Hours of Duty/Length of School Day.

9
Class Schedule - New Students.

9
Student Withdrawals from School.

9
Hall Passes.

9
ID Cards/Lanyards
10
Releasing Students.

10
Attendance Procedures

10
Tardy Policy

10
Class Record/Grade Books.

10
Philosophy of Grading.

10
Reporting to Parents.

10
Special Report to Parents.

11
Classroom Detention.

11
Philosophy of Discipline.

11
Suggested Measures of Discipline.

11
Undesirable Means of Discipline.

12
Procedure in Handling Classroom Problems.

12
Suspension.

13
Call Slips.

14
Detaining Students Between Classes.

14
General Responsibility for Supervision.

14
Teachers Leaving Classrooms.

14
Student Accidents, Teacher's Responsibility.

15
Student Accident Report.

15
FACULTY INFORMATION


School Keys.

16
Alarm System.

16
Mailboxes.

16
Pledge of Allegiance.

16
Accident Reports, Employee.

16
Correspondence.

16
Calendar.

16
Extra Curricular Activities.

16
Forms (Where to Locate).

16
Valuables.

16
Food Served at School.

16
Mileage.

17
Student Store.

17
Lost and Found.

17
Fund Raising.

17
Club Accounts.

17
Cash Receipts.

17
Petty Cash.

17
Custodial Service.

17
Use of Personal Property.

17
Use of School Facilities and Equipment.

17
Purchase of Equipment and Supplies.

18
Use of Audio Visual Aids.

18
Outside Speakers.

18
Requests by Boosters & Community Groups.

18
Publicity and Public Relations.

18
Physical Condition of the Room.

18
Study and Co-Curricular Activity Trips.

18
Field Trip Procedures.

19
Transporting Students.

19
Textbook Distribution.

20
Textbook Collection.

20
Textbook Reimbursement.

20
Library Media Center

20
Library Media Center/Class Visits
20
Library Media Center/Sending Students
21
Library Media Center/Computer Assistance
21
Library Media Center/Computer Service
21
Teacher Web Pages/Student Privacy

22


Cheating Policy.

23
Disciplinary Consequences.

24
Tardy Policy

26
Dress Code

28
Parent-Student-School Compact

29
School Parental Involvement Policy Summary
30
DISASTER INFORMATION


Situation Response Code
31

Code Red – Campus Lockdown Procedures
32

Emergency Response Chart
33
Armed Students
34
Chemical Emergencies
35
Fire or Explosion
36
Hostage Situation
37
Code Red – Campus Lockdown Bomb Threat Situation
39
Code Red – Campus Lockdown Intruder on Campus
40
Code Red – Campus Lockdown Shooting
42
Telephone Threats
44
X Signs
45
MISCELLANEOUS INFORMATION


Bell Schedule
47
School Map
48
Foreword

This handbook should answer questions regarding a variety of routine school procedures and policies.  In many instances these practices are based on provisions of the California Education Code, California Administrative Code and local school board regulations.  Some procedural items are based on past practices agreed upon by the administration and teaching staff to enable members to follow uniformly the policies of the school.  Good rules and regulations should free us to perform our most important task.

No handbook can attempt to encompass every possible situation that could arise at a school site.  The handbook will certainly be modified in future times to reflect changes in staff, laws and procedures.  Questions regarding interpretation of any policy or items not included in the handbook should be discussed with an administrator at the school site.  Teachers are encouraged to review the material contained herein and to make suggestions for improvement.

LOS AMIGOS HIGH SCHOOL

EXPECTED SCHOOLWIDE LEARNING RESULTS

ESLRs

At the time of graduation from Los Amigos High School, all students will be expected to be:

RESPONSIBLE CITIZENS

· Who possess the skills to become participants in the democratic process

· Who show respect for and acceptance of cultural diversity

· Who demonstrate respect for self, respect for others, and respect for environment

· Who exhibit effective work habits, regular attendance, punctuality, and efficient time management

ACADEMIC ACHIEVERS

· Who read, write, listen and speak effectively

· Who possess awareness and appreciation of the arts

· Who can use technology to enhance language skills and to support academic objectives

· Who demonstrate competence in core content areas with an emphasis on State Content Standards in language arts, social science, mathematics, and science

SELF-DISCIPLINED INDIVIDUALS

· Who possess the ability to plan for the future and to set realistic and appropriate goals

· Who possess the skills to become lifelong learners who can apply their knowledge to new situations and adapt to a changing world 

· Who are aware of the importance of lifelong fitness

EFFECTIVE PROBLEM-SOLVERS

· Who demonstrate critical thinking skills

· Who access a variety of information resources, critically evaluate their appropriateness, and apply them to life situations.


Los Amigos High School

MISSION:  To provide each student with curriculum through quality instruction and support so that they will meet a-g requirements, maximizing post secondary options.

VISION: To raise the a-g completion rate for Los Amigos High School students to 50% in three years.

VALUES:
As an educator, I believe that:

1. All students can learn and it is my responsibility to differentiate instruction to meet their learning needs.

2. My job as an educator is to not only set the bar, but support students to reach the bar.

3. I can and will continue to look to improve my practice.

4. All stakeholders deserve my respect.
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Activities Director
Cathey Ryder

Adaptive PE

Colleen McCowin
Athletic Director
Chris Sandro
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Jared Fulton (Supplemental)

Camille Giordano (P-Z)
Chris Pieklo (A-G)
Michele Ramos (9th Grade)

Librarian
Christina Fenner
School Nurse
Cindy Monty
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Classified Staff             Staff

AVID Tutors
Myra Gutierrez

Dyshea Lee

Michele Rivera

TBA (9)
Campus Safety Assistants
Cesar Garcia

David Knorr

Larry Mahoney

Deborah Morton
Clerical Staff

Maryann Backouris, Library Clerk

Gina Darter, Attendance Secretary

Stephanie DeAugustine, Attendance Clerk

Susan Fait, Front Office Clerk
Liz Figueroa, Guidance Secretary 

Sylvia Franzman, ROP Clerk

Gloria Gleizer, Athletic/Activities Clerk
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Michael Gonzales, Swing Shift Custodian

Jesus Gonzalez, Pool Maintenance 
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Frank Mora, Plant Supervisor
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Uyen KimHuong Nguyen, Food Service Worker

Lilia Romero, Baker

Emma Stevens, Food Service Worker

Rosemary Valdez, Food Service Worker

Instructional Aides
Beatriz Badillo, Bilingual Spanish ELL
Molly Boesing, Special Education

Casas, Cristina, Special Education 
Dinh Duong, Bilingual Vietnamese ELL
Bill Edwards, ELL
Lu Ann Flanagan, Special Education

Amber McMillan, Special Education

Daisy Pantaleon, Bilingual Spanish ELL

Natalia Pfeifer, Bilingual Spanish ELL
Hoa Pham, Bilingual Vietnamese ELL
Sandra Robinson, Special Education
Mario Tellez, Special Education
William Vincent, Special Education

TBA, Bilingual Spanish ELL (1)
	Principal:

Robin Patterson

Responsible for all phases of the school program including:

· Accreditation process/implementation of schoolwide action plans

· Activities within the school

· All agencies which support the academic program such as guidance, attendance, and student control

· All budgetary items

· Athletic league representative

· Consultants

· Enforcing legislative and executive directives/policies of the school board and superintendent

· Final approval of all school policies

· In-service for all personnel

· Instructional field trips and transportation (other than athletics and activities)

· Instructional materials and textbook selection, ordering, and inventory

· Making rules and regulations for the school as needed

· Master schedule

· Meeting with the Faculty Advisory Committee (FAC)

· Organization and implementation of school curriculum

· Overseeing the evaluations of all classified and certificated employees within the school

· Overseeing the TASEL-M Grant and the Title 1 Program

· Plant operation and facility maintenance

· School newspaper and yearbook

· Student teachers

· Technology

· Textbooks
	Assistant Principal:

Stephanie Heflin

Duties include:

· Administrative liaison for AVID, Regional Occupational Program (ROP), Science, Special Education and World Language departments

· Administrator in charge of activities

· Assemblies

· Accountability for students with last names beginning with A – M

· Bookstore and related meetings

· Cheerleading

· College Center Coordinator

· Come-to-School Night (AKA: Back-to-School Night)

· Fitz assembly

· Guidance office and counselors

· IEP team meetings (A-M)

· Security for all school events

· Senior activities: Awards Night, cap and gown distribution, diploma distribution, Lock-in, Luau and Senior Breakfast 

· Testing facilitator for 

· CAHSEE

· PSAT

· Transportation

· Weekly update with activity director and related meetings


	Assistant Principal:  

Mischelle Repsher

Duties include:

· Administrative liaison for Business, Performing Arts, English Language Arts, History/Social Studies, and Home Economics departments

· Adjunct teacher assignments

· Accountability for 9th grade students and the grade level center

· Community liaison supervisor and related meetings

· Family Night (AKA:  Open House)

· Free and Reduced Lunch oversight

· Freshman Orientation

· Health and Safety Committee and related meetings

· Health Services, health aide and school nurse and related meetings

· IEP team meetings (9th gr)

· Instructional aide supervisor and related meetings

· School Plan and Accreditation - Western Association of Schools and Colleges (WASC)

· TeleParent Coordinator 

· Testing facilitator for

· CST


	Assistant Principal: 

Alfredo Torres

Duties include:

· Administrative liaison for Art, English Language Learner (ELL), Library/Media Center, Math and Physical Education departments

· Athletics: eligibility, CIF liaison, in-service for all coaches prior to respective season, and monitor inventory 

· Accountability for students with last names beginning with N - Z

· Attendance office and related meetings

· Bus Passes

· Campus safety assistants and related meetings

· Disaster preparedness, emergency handbook and emergency drills

· IEP team meetings (N-Z)

· Identification cards

· Ten Educational Commandments, English Language Learner Advisory Committee (ELAC) and, Latino Parent Advisory meetings

· Off campus and lunch passes

· Saturday School coordinator

· School pictures

· Senior activities: Baccalaureate and Graduation 

· Testing facilitator for

· CELDT

· AP exams

· Title I Oversight

· Weekly meetings with the athletic director




Counselor Responsibilities 2009-2010
Counselors are advocates for all students in all areas (Academic, Social/Emotional, and Career) of support. The following are areas of emphasis for the counselors at Los Amigos:
	Cathy Draeger 

Students Me - Ra Grade 10 -12

AP Testing Coordinator

Career Unit Coordinator 

Career Awareness

Job Fair

Regional Occupational Program Coordinator 

Students in Business Day

Liaison with:

Business Department

Industrial Arts Department

Mathematics Department 


	Jared Fulton
Supplemental Counselor

CAHSEE Coordinator

Credit Recovery Program

Summer School Registration

Community Agencies Liaison

AB1802 Conferences

Attendance/Truancy Interventions 

Truancy Recovery Council Member


	Evelyn Garcia

Students A-Fi Grade 10 - 12 

College (4 year)/Career Information Liaison 

College Information Night

Scholarships and Grants 

Financial Aid: FAFSA & Cal Grant

Senior Awards Night 

CST (Co-Chair)

Liaison with:

Performing Arts Department

Home Economics Department

Science Department
	Camille Giordano - Head Counselor

Students Re - Z Grade 10 -12
CST Testing Coordinator

College Awareness

CSU Early Assessment Program

UCI Early Academic Outreach Program 

Fee Waivers:  SAT & ACT Testing

GATE Program Liaison

Military Liaison 

Liaison with:

ELL 

Library/Media Center

World Language Department
	Chris Pieklo 

Students Fl - Mc Grade 10 – 12

Community College (2 year)/Career Information Liaison 

Eligibility in Local Context (UC System)

NCAA

PSAT Testing Coordinator

Santa Ana College Test 

SOAR - Orange County College, Coastline

College & Golden West College

Liaison with:

History/Social Science Department 

Special Education Department
	Michele Ramos
9th Grade Counselor 

Master Schedule

9th Grade Orientation

Intermediate Liaison

8th Grade Registration

Freshman Accountability

Liaison with:

Art Department

Physical Education Department

English/Language Arts Department
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	Activities Director:  Cathey Ryder
Master calendar

Weekly bulletin, announcements, marquee and information updates 

ASB accounts (collection, disbursement, and recordkeeping)

Planning and coordinating of all school assemblies

Planning and coordinating school participation in district and community events

Developing procedures and coordinating school productions, sporting events, and social activities

Teaching the leadership class, advising, and coordinating student governmental activities in their related functions

Developing effective communication between students and faculty via the daily bulletins and other types of media

Developing and maintaining a copy of the school master calendar of events

Coordinating informational news releases in accordance with school and district policies

Coordinating the activities of school clubs and organizations

Coordinating selection of class rings, photographs, and caps and gowns

Representative at Calendar meetings

	Athletic Director:  Chris Sandro
Scheduling of all athletic teams and distributing copies of schedules to each opponent

Preparing and presenting the athletic budget to the assistant principal in charge of athletics

Making sure that all athletic purchase orders are sent out and that all athletic equipment is ordered and delivered

Making "on the field" preparations for athletic contests in all sports and for all teams

Making arrangements concerning inventory, purchase, issuing, cleaning, returning, and caring of athletic equipment and facilities

Determining that each athletic participant has a physical, insurance or affidavit from the parent and is eligible by CIF and league standards to compete in athletic contests

Submitting rosters of team members of all sports to the assistant principal at the beginning of each sport

Supervising in-service training of coaches regarding procedures for handling injuries and filing accident reports in the manner prescribed by the district and school policies

Completing all insurance claim forms for CIF protection fund

Supervising attendance procedures utilized by all coaches and physical education teachers to make certain they are functional and workable and that the profile cards are being used correctly to ensure student accountability

Ordering officials for all home contests

Ensuring that coaches carry out the policies, rules, and regulations of the school and district

Ensuring that coaches supervise the gym area before and after practice and games

Attending and supervising or arranging for administrative supervision for all home athletic contests

Supervising the organization of any school sponsored tournaments

Overseeing bus requests for all away athletic events

Representative at Calendar Meetings

	Department Chairperson
At the direction of the principal, the department chairperson provides instructional leadership for the teachers in the department, assists with the implementation and assessment of the district-adopted curriculum, and is responsible for departmental communications and recordkeeping.

Plans and conducts regularly scheduled department meetings to provide direction, communication, and

implementation of district-adopted curriculum. Minutes will be taken and submitted to the principal. 

Facilitates the development of department goals/objectives and action plans for implementation of 

district-adopted curriculum. 

Attends and participates in district and school meetings scheduled for department chairpersons and disseminates information from those meetings to each department member. (If the department chairperson can not be present due to an emergency, it is that persons’ responsibility to send an alternate or make arrangements to obtain necessary information.)

Assists in the distribution of district and school information.

Provides an assessment of department needs.

Confers with teachers on methods and techniques relating to courses of study, instructional practices, 

classroom management, and departmental policies.

Provides leadership in planning, directing, and assisting pilot and/or categorical programs.

Coordinates efforts of teachers in the selection of textbooks and supplemental materials.

Provides recommendations for appropriate student placement.

Promotes collaboration and positive interaction among department members and between departments.

Provides an accurate inventory of materials, assists teachers in the requisition of supplies, and monitors the department budget.

Accepts a reasonable share of the responsibility for the general operation of the school program.




Teacher Responsibilities/General Information
Department Meetings 

Organized and conducted by the chairperson of each department to meet the needs of the educational program of the department.  The number of meetings, the time and place are to be decided by the group and the administrator assigned to the department.  All departments will meet at least once each month.  Each chairperson will supply the principal with a schedule of planned meetings, an agenda three school days prior to the meeting and minutes of the items discussed.

Faculty Meetings 

All teachers, counselors, and administrators are required to attend all faculty meetings which are generally scheduled on the first Wednesday of each month.  Additional meetings are scheduled as necessary.

Teacher Absence/Requesting a Substitute 

The Garden Grove Unified School District has an automated system for teachers to use when they need to request a substitute Please follow the AESOP (Automated Educational Substitute Operator) Phone System Instructions found in your folder.

Hours of Duty/Length of School Day 

All teachers are required to be at their school site not more than 30 minutes before their first assignment begins and not more than 15 minutes after their last assignment ends.  Teachers participating in district programs which require them to be elsewhere may leave after their last assignment ends.  Preparation periods are considered part of the assignment.

Class Schedule/New Students 

New students registering after school has started will receive a white class schedule that is stamped "Approved."  It is to be signed by each teacher and returned to the office.

Student Withdrawal 

Students requesting to withdraw from school must present authorization for the withdrawal to the attendance office.  This authorization must be a written note from the parent.  In some cases, the withdrawal form will be sent to the teachers after the student has left school.
Hall Passes
Students must have a Hall Pass to be out of class during the regular class time.  Teachers should not issue passes indiscriminately, but should reserve them for specific good reasons.  Passes should always be filled out in ink in order to avoid possible student changes.  Appropriate spaces on the pass should be used.  The time and signature should be filled in and checked by the teacher receiving the pass.  One teacher should not detain a student nor call a student out of another's class except in the case of an emergency and then only after permission has been given by the school office.

ID Cards
Faculty and staff are to wear their school-issued ID card and lanyard during school hours.
Releasing Students 

Persons calling the school for release of a student during the school day must be identified by an administrator before the student is permitted to leave.  The student will be called to the office for release.

Attendance Procedures
·
The success and efficiency of the attendance system is largely dependent upon the cooperation and accuracy of each teacher.  We will be taking attendance on line using the Aeries system. Teachers will be required to verify their attendance throughout the school year.

·
Teachers will take roll for each class they teach, and record the absences in Aeries and keep a written record. 
Tardy Policy (see full policy after discipline guidelines)
Consequences for Tardies

1st and 2nd Tardy - a verbal warning will be issued by the teacher to the student. The student is notified of consequences for next tardies.

3rd Tardy – teacher issues a verbal warning to the student and makes a personal phone call home (use liaison if home language is an issue).

4th, 5th, and 6th Tardy – Lunch time detention is issued by administration, counselor meets with parent to discuss tardy issue.

7th and 8th Tardy – 2 hours of Saturday School is assigned by administration.

9th Tardy – In House Suspension

Consequences for tardies beyond the 9th are at the discretion of administration.

Class Records/Grade Books
Grades will be submitted at each grading period through the Aeries system. Each teacher must keep a record of grades in a grade book.  Sufficient grades should be recorded so that a student's standing can be computed at any time.  Class records/grades will be filed in the guidance office for reference at the end of each semester.  Entering dates, transferring dates and drops should be noted in red ink for appropriate date.  Use "E" for entering students, "W" for students withdrawing from the class for any reason.  An explanation of your method of grading must be included with your class records/grades.  List what each grade is for.  Identify your grades for examinations, quarters, and semesters.  Remember, counselors and administrators must be able to read and interpret your class records/grades.

Reporting to Parents
There are several ways by which a teacher can report to parents regarding unsatisfactory work or classroom behavior on the part of the student:

·
Personal conference with the parent.

·
Telephone conference with the parent.

·
TeleParent.

·
Written correspondence (copies must be filed in the student's cum folder).

Failure notices are to be used only after the teacher has made every effort possible to correct the situation.  Such effort should be made by appointments with students during a free period, after school or during class study time.

Special Report to Parents
This report is made during the middle of each quarter for referral to the parents of students who are doing failing work. This report indicates that the cumulative grade to date is an "F" and that the subsequent quarter or semester grade will be an "F" unless improvement is made.  A student should not receive a grade of "F" for any quarter or semester unless his/her parents are sent this report.  No Special Report should be mailed to parents after the last two weeks of the quarter.

Classroom Detention
Teachers may hold a student after school for disciplinary purposes, to help with his/her lessons or for any other reason the teacher feels will be in the student's best interest.  It is requested that students not be held after school unless there are at least two students in the room.  Teachers are not to hold a student for more than forty-five minutes.  This will enable the student to leave the campus within an hour after his/her last class.  No student may be held for more than an hour after school according to the Education Code.  A student should be notified one day in advance that he/she would be required to stay in order that the parents may be alerted.

Philosophy of Discipline
The goal in discipline is for the students to grow and develop in self-control and self-direction to the point that their habits and attitudes will enable them to live harmoniously within their group and ultimately to achieve self-mastery.

Discipline is controlled behavior calculated to develop within an individual responsibility for his/her own conduct.  Teachers and administrators shall have the authority to establish reasonable rules and regulations to help guide their students to the responsible behavior that is expected of them in the school setting.  Teachers shall insist upon appropriate adherence to these rules and regulations.  The Board of Education believes adherence to rules and regulations is accomplished best in an atmosphere of trust and mutual respect.

Respect is something that is earned rather than demanded.  Ordinarily, strong teachers who prepare their work carefully, conduct interesting classes and observe the axioms of elementary psychology have good rapport.  It is desirable that teachers handle their own classroom problems as much as possible.

Good discipline depends upon keeping students busy at worthwhile tasks commensurate with their abilities.  Classes should be maintained at all times so that students can have the best possible working conditions free from distractions. The development of good habits, attitudes, skills, respect for authority and good citizenship should be among the first considerations.  Corporal punishment is prohibited by the Board of Education

Suggested Measures of Discipline
·
Personal conference (confidential, quiet talk)
·
Requesting the student to do something definite about conduct
·
Depriving the student of privileges
·
Giving the student special responsibilities
·
Isolation from the rest of the class
·
Changing seats
·
Referral to the appropriate administrator
·
Conference with parent and student
·
Detention
Undesirable Means of Discipline
·
Sarcasm, ridicule, argument
·
Making threats/shouting
·
Forced apology
·
Punishment of the group for the offense of a few
·
Personal indignities (calling names, pointing out personal weaknesses)
·
Forced busy work
·
Revenge or temper explosions
·
Lowering grade as means of punishment
·
Generally speaking, any means of discipline which detracts from the dignity of a student as a human being is undesirable
Minor Offenses - To be handled by the teacher and/or referred to a counselor
·
Food, candy or drink in the classroom
·
Forgetting books, pencils or supplies
·
Failure to complete an assignment
·
Talking in class
·
Poor work habits
Major Offenses - Continued disturbance beyond the teacher's control should be referred to the assistant principal
·
Fighting
·
Gambling
·
Smoking
·
Profane language
·
Defiance or insolence
·
Stealing
·
Defacing property

·
Habitual tardiness
·
Failure to comply with safety regulations
·
Dangerous drugs, narcotics
In case of major offenses, follow the procedures below:
·
Make out a referral form
·
Be sure the departure time is listed on the referral form
·
State the reason for the referral as clearly as possible.  If you want to discuss the problem personally before any measure of discipline is taken, write on the referral "I will see you later."  In this case, the student will simply be retained in the office for the remainder of the class period. Discipline will follow later.

·
Students sent out for class disturbance or misbehavior will not return during that period.

·
As soon as disciplinary measures are taken, the duplicate referral will be returned to the teacher's mailbox.  The duplicate referral will indicate action taken.  The original referral will remain in the office.

·
If a student has been referred and has not returned to class or you have not received the duplicate slip, bring it to the attention of the assistant principal.

·
Please do not indicate desired action on the referral slip.

Suspension Codes
Education Code 48900.  A pupil shall not be suspended from school or recommended for expulsion, unless the superintendent or the principal of the school in which the pupil is enrolled determines that the pupil has committed an act as defined pursuant to any of subdivisions (a) to(r), inclusive:

   (a) (1) Caused, attempted to cause, or threatened to cause physical injury to another person.

   (2) Willfully used force or violence upon the person of another, except in self-defense.

   (b) Possessed, sold, or otherwise furnished a firearm, knife, explosive, or other dangerous object, unless, in the case of possession of an object of this type, the pupil had obtained written permission to possess the item from a certificated school employee, which is concurred in by the principal or the designee of the principal.

   (c) Unlawfully possessed, used, sold, or otherwise furnished, or been under the influence of, a controlled substance listed in Chapter 2 (commencing with Section 11053) of Division 10 of the Health and Safety Code, an alcoholic beverage, or an intoxicant of any kind.

   (d) Unlawfully offered, arranged, or negotiated to sell a controlled substance listed in Chapter 2 (commencing with Section 11053) of Division 10 of the Health and Safety Code, an alcoholic beverage, or an intoxicant of any kind, and either sold, delivered, or otherwise furnished to a person another liquid, substance, or material and represented the liquid, substance, or material as a controlled substance, alcoholic beverage, or intoxicant.

   (e) Committed or attempted to commit robbery or extortion.

   (f) Caused or attempted to cause damage to school property or private property.

   (g) Stolen or attempted to steal school property or private property.

   (h) Possessed or used tobacco, or products containing tobacco or nicotine products, including, but not limited to, cigarettes, cigars, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets, and betel. However, this section does not prohibit use or possession by a pupil of his or her own prescription products.

   (i) Committed an obscene act or engaged in habitual profanity or vulgarity.

   (j) Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell drug paraphernalia, as defined in Section 11014.5 of the Health and Safety Code.

   (k) Disrupted school activities or otherwise willfully defied the valid authority of supervisors, teachers,  administrators, school officials, or other school personnel engaged in the performance of their duties.

   (l) Knowingly received stolen school property or private property. 
   (m) Possessed an imitation firearm. As used in this section, "imitation firearm" means a replica of a firearm that is so substantially similar in physical properties to an existing firearm as to lead a reasonable person to conclude that the replica is a firearm.

   (n) Committed or attempted to commit a sexual assault as defined in Section 261, 266c, 286, 288, 288a, or 289 of the Penal Code or committed a sexual battery as defined in Section 243.4 of the Penal Code.

   (o) Harassed, threatened, or intimidated a pupil who is a complaining witness or a witness in a school disciplinary proceeding for the purpose of either preventing that pupil from being a witness or retaliating against that pupil for being a witness, or both.

   (p) Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma.

   (q) Engaged in, or attempted to engage in, hazing. For purposes of this subdivision, "hazing" means a method of initiation or preinitiation into a pupil organization or body, whether or not the organization or body is officially recognized by an educational institution, which is likely to cause serious bodily injury or personal degradation or disgrace resulting in physical or mental harm to a former, current, or prospective pupil. For purposes of this subdivision, "hazing" does not include athletic events or school-sanctioned events.

   (r) 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.

   (s) A pupil shall not be suspended or expelled for any of the acts enumerated in this section, unless that act is related to school activity or school attendance occurring within a school under the jurisdiction of the superintendent of the school district or principal or occurring within any other school district. A pupil may be suspended or expelled for acts that are enumerated in this section and related to school activity or attendance that occur at any time, including, but not limited to, any of the following:

   (1) While on school grounds.

   (2) While going to or coming from school.

   (3) During the lunch period whether on or off the campus.

   (4) During, or while going to or coming from, a school sponsored activity.

   (t) A pupil who aids or abets, as defined in Section 31 of the Penal Code, the infliction or attempted infliction of physical injury to another person may be subject to suspension, but not expulsion, pursuant to this section, except that a pupil who has been adjudged by a juvenile court to have committed, as an aider and abettor, a crime of physical violence in which the victim suffered great bodily injury or serious bodily injury shall be subject to discipline pursuant to subdivision (a).

   (u) As used in this section, "school property" includes, but is not limited to, electronic files and databases.

   (v) A superintendent of the school district or principal may use his or her discretion to provide alternatives to suspension or expulsion, including, but not limited to, counseling and an anger management program, for a pupil subject to discipline under this section.

   (w) It is the intent of the Legislature that alternatives to suspension or expulsion be imposed against a pupil who is truant, tardy, or otherwise absent from school activities.

All the above act/acts must be related to school activity or attendance.  It is the intent of the legislature that alternatives to suspension or expulsion be imposed against any pupil who is truant, tardy or otherwise absent from assigned school activities.

Call Slips
Teachers are asked to send students to the office upon receipt of this notice.  Discretion in the use of these slips will be exercised by the office staff.  These call slips must be signed by a member of the office staff.

Detaining Students Between Classes
Please do not detain students at the end of the period.  They are due in the next class in five minutes.  Disregard of this rule permits a student to use this as an excuse for tardiness.  If you must hold a student after class, issue a hall pass with an explanation and/or place a courtesy call to the teacher of the student's next class.

General Responsibility for Supervision
All teachers are expected to assist in the performance of such standard duties as game supervision, dance supervision, and general responsibility for student conduct at any place or any time on the campus during the day.

Each teacher is responsible for hall conduct in the area adjacent to their room before, after school, and during passing periods.  Teachers are expected to be outside their door at least two minutes before the ending bell of the passing period. At Los Amigos High School we continually work toward a friendly and cooperative relationship between student and teacher.  Occasionally, supervision duties unfortunately force us into the role of a policeman, but even so, guidance is the major approach and over a period of time solves most problems.  The following hints or suggestions to teachers are given to help clarify the supervision duty and perhaps to make the job a little easier.

·
A quiet firmness combined with a basic belief in fair play will usually prove adequate in most supervision situations.

·
Respect for a teacher and reasonably good manners are expected of all students.

·
Threats are of questionable worth; refer serious problems to the appropriate administrator.

·
Have paper and pencil handy when on supervision duty to jot down names and description of any incident which should be reported to the assistant principal.

Teachers Leaving Classrooms
Teachers are not to leave their rooms when students are present.  In case of an emergency, notify the office and an arrangement will be made to have someone take over.

Student Accidents, Teacher's Responsibility
To reduce the number of accidents:

·
Never leave a class unattended.

·
Students are not to be permitted to carry out an activity without teacher supervision.  Frequently students request permission to work on a project after school.  There is no criticism of the reasons for the student wanting to use the classrooms; however, the liability involved is too great to take such risks.  If teachers want some of their students to use a classroom, they must be present the full time the students are in the room.

·
Teachers are not to issue school equipment or supplies to students for their personal use.

·
Students are not to be permitted to perform duties which might in any way be hazardous.

·
Custodians are not to allow outsiders into any classroom, locker, office or any other portion of the building that is not open, without written approval from an administrator.  The above applies to students.
Student Accident Report
Occasionally, there will be an accident in your room.  Be aware of the necessity to handle the situation so that you are not to blame for further injury.

·
Call the office immediately, the nurse or assistant principal will respond.

·
Do not send an injured student to the office with another student.

·
Be sure to stop by the nurse's office and fill out the Student Accident Report worksheet before leaving campus.

·
The nurse needs to know how the accident occurred; if the injured person was unconscious; if any first aid procedure was taken immediately after the accident.

If you are a teacher in the Industrial Arts or PE departments, please keep copies of the accident report worksheets available, then you can complete the report immediately after dealing with the injured person.  The worksheets are kept in the nurse's office.

Faculty Information
School Keys
Keys will be checked out by the principal's secretary in September to teachers and must be checked in again after the end of school in June.  Each key must be accounted for.  Duplicate keys must not be made.  Keys are not to be given to students.

Alarm System
An alarm system has been installed throughout the school buildings.  The custodians have been assigned to deactivate the alarm at 6:00 a.m. and activate the alarm when the night shift leaves at 11:00 p.m.  Teachers are not authorized admittance on Saturday, Sunday, and/or holidays when school is not in session.  Please check with the principal when there is a school related need to use the classroom on these days.

Mailboxes
Each teacher is assigned a mailbox.  These mailboxes are located in the school office.  Teachers are to check and clear their mailboxes each day before school and again after school for special bulletins and communications.  Teachers are instructed not to send students for their mail.

Pledge of Allegiance
There shall be daily pledge of allegiance to the flag of the Unites States in each public school.  The pledge will be conducted at the beginning of third period.

Accident Reports, Employee
Every injury, however small or one that may seem unimportant, must be immediately reported to the school nurse/health clerk or the principal's secretary, if the nurse is unavailable.

Correspondence
Only official school correspondence should be placed on school letterhead.  School business should be done by letter in ample time for confirmation eliminating the need for long distance phone calls.  All publicity releases should be cleared by the assistant principal in charge of activities.

Calendar
The master calendar of all high school activities is maintained in the front office.  All school functions must be entered on the master calendar (written request by the sponsor to be submitted for approval by the activities director).  It is necessary that all school functions, on or off campus, be recorded on this calendar.  All special events should be listed on the school calendar at least three weeks in advance of the date set.  Any changes on the calendar must be cleared by the activities director as early in the semester as possible.

Extra Curricular Activities
All faculty members are encouraged to attend athletic and social events of Los Amigos High School.  Many local school activities are free of charge to staff members and spouses.

Valuables
All teachers are cautioned not to leave any valuables or money in their desks or in their rooms.  No money is to be left on the school grounds overnight.

Food Served at School
No food prepared at home or school is to be served or sold at school by any organization without the permission of the principal. All district guidelines for food sales will be strictly enforced.
Mileage
No teacher is to use his/her car and expect reimbursement for mileage unless he/she has principal and Board approval.  Mileage claim forms must be completed and returned to the principal's secretary.

Student Store
The school maintains a student store where snacks may be purchased at lunchtime.

Lost and Found
Lost and found articles are to be turned in and claimed at the attendance office.  Students are to do this between periods or when classes are not in session.  Articles not claimed are turned over to welfare organizations of nearby communities.

Fund Raising
No raffle ticket sales may be conducted by students; nor may students be utilized in such a manner as to imply sponsorship by school authorities or in any sense be interpreted as an extension of the regular educational process or programs.

Club Accounts
All funds of a student organization shall be deposited in the proper student account of the school and all transfers of funds to or from any outside organization must be approved by the principal or his/her designated representatives.

Cash Receipts
All cash receipts should be deposited with the school accounting technician in the bookstore as soon as possible.  In no case should money be left in a classroom overnight.  A receipt should be received whenever money changes hand.  Be sure that you fill out a deposit slip and receive a receipt when you turn in money.

Custodial Service
Any needed repairs, adjustments, etc. should be emailed to Frank Mora or put in writing in his mailbox.

Use of Personal Property
All employees requesting to use personal property at work, must request approval from the principal by filling out the form "Request to Use Personal Property at Work Site."  This form can be obtained from the principal's secretary.  There is a $750 cap on the value of the property.  No claim for reimbursement will be considered without this approved form on file in the school office.

Use of School Facilities and Equipment
School equipment and supplies are for school use only.  No employee shall remove any piece of equipment from school or use school supplies for personal use.  No employee shall loan any school property to any individual/organization.  Only the district will arrange for rental or use of buildings and equipment.

·
A job shall not be undertaken for any "outside" organization or individual in a school shop without the previous approval of the administration.

·
A school employee shall not borrow or use school equipment or supplies for personal business.

·
When a school club wishes to reserve a classroom or the gym, please check with the assistant principal in charge of activities.

Purchase of Equipment and Supplies
The district can pay for supplies purchased for school use only when they are properly requisitioned by the principal or department head through the administration office and ordered from the vendor on a regular purchase.  Employees cannot be reimbursed if they purchase merchandise for cash and submit a bill to the district.  All requests for supplies should be made through the principal or department head.  Department chairpersons will provide information regarding the procedures for selection and adoption of textbooks.

Use of Audio Visual Aids
Teachers are to be advised that:

·
All motion picture films, filmstrips, and other instructional aids must be used in context, with appropriate preparation (for example, the supplementary AV aids must be incorporated into the units of study and thus planned for well in advance).

·
Any motion picture film, filmstrip, VCR or other audio visual aid that might touch on so-called sensitive topics such as human reproduction, religion, political ideologies or areas that require parental guidance must be discussed with the administration prior to the scheduled showing.

·
All copyright laws must be followed.

Outside Speakers
The use of such community resources as outside speakers is encouraged.  However, before extending invitations to have such persons, it is necessary to clear with the principal.

Request by Boosters and Community Groups
Requests made by community groups for art, posters, etc. must be referred to the principal prior to any commitments.  This also applies to requests for musical groups, speech groups, talent groups, etc.

Publicity and Public Relations
All agencies connected with the school provide the public relation background.  The best kind of publicity comes through the daily contacts between students and teachers in the classroom and in school activities.  Parents are interested in the success of their children and respond to information along that line.

Physical Condition of the Room and Hallways
Rooms should be made as attractive as possible for the students and the many people who come to visit.  Have your students keep their desks clean and the floor around their desks or workstation clean.  Books and materials that are left on tables, desks or counters should be neatly arranged. Hallways are to be clear of desks and other furniture.
Study and Co-Curricular Activity Trips
All study trips must have definite educational value and serve as a supplement to the instructional program of the school and the individual classroom.  Each trip should be treated in the same manner in which a teacher would treat a regular classroom assignment.  There should be preliminary planning by the teacher and students so that all students will know exactly why they are going, where they are going, what they are to observe and how this relates to the daily classroom instructional program.  After the completion of a study trip, there should be adequate opportunity provided in the classroom to discuss and evaluate the trip.  Unless a study trip is planned and followed in accordance with these procedures, it would be most difficult to justify time away from school.

Co-curricular trips are to be scheduled to avoid a loss of class time by participants whenever possible.  Study trips are to be scheduled so that students do not miss more than three class periods except in unique situations such as the Marine Biology Program.

Study trips will not be authorized for the primary purpose of entertainment.  For example, attendance at a play or a movie must specifically relate to the class work in progress and must follow the procedures stated in related Board Policies.

Teachers are responsible for their students throughout the trip.  On the bus, teachers are to assist the bus driver in enforcing the district's conduct standards.  Please remember that trips are not to be scheduled the last two weeks of each semester.  This permits students to prepare for final exams.

Field Trip Procedures
When arranging bus transportation for any activity, other than athletics, the following steps are followed:

·
A trip request is submitted to the assistant principal from the sponsor of the trip.

·
The best time for the trip is determined.

·
The method of payment for the buses is established.

·
The appropriate number of chaperons (10/1) is secured.

·
If during school hours, class coverage is arranged for chaperons.

·
A Special Transportation Request must be completed and returned to the athletic/activities clerk in the front office.

·
A roster of all participating students is compiled for attendance purposes.  Please give the field trip authorization form of those students who did not go on the field trip to the athletic/activities clerk in the front office upon return.  

·
The field trip authorization form is completed, signed by a parent, and returned by the day of the trip.

·
If necessary, detailed directions are phoned to transportation.

·
A briefing on conduct and responsibility is held with the chaperons.

Transporting Students
Private vehicles being operated for district purposes must meet the following guidelines:

·
Driver must possess a valid California driver's license and maintain a minimum liability insurance of $100,000.

·
Number of passengers shall not exceed 10, including the driver.  In no case shall the number of passengers, including driver, exceed the number of available seat belts in the vehicle.

·
Trips must be approved, in advance, by the appropriate school or program administrator.  

·
All drivers, (whether employees or volunteers), must be approved by the district prior to departure.

·
Vehicle form "Use of Private Vehicle" must be completed, approved and on file in the approving office prior to departure.  This form can be obtained from the athletic/activities clerk in the front office.
Textbook Distribution
·
Teacher's editions of textbooks will be issued to teachers from the bookstore located in the L Building.

·
Textbooks will be issued from the bookstore to students that have current Los Amigos ID cards.

Textbook Collection
·
At the end of the use period of a textbook, the classroom teacher will make arrangements with the bookstore to return textbooks. Textbooks are not to be collected by the teacher and dropped at the bookstore.
·
Students are to return their textbooks to the bookstore.

Textbook Reimbursement
·
Damaged Books - Contact bookstore clerk.

·
Lost Books - Students are responsible for all books checked out to them and required to pay reimbursement for any that are not returned.
·
Reimbursement - When a lost book is returned, money will be reimbursed to the student contingent upon the condition of the book at the time it is returned to the bookstore clerk.

Library Media Center
The library media center (LMC) is open daily from 7:00 a.m. until 6:00 p.m. on Monday through Thursday and 7:00 a.m. to 3:15 p.m. on Friday.  Orientations for the following topics are available:

Computer Library Catalog

Computer Orientation (3-day presentation by teacher and librarian)

Library Orientation (one-day presentation and worksheet by the librarian)

Readers’ Guide to Periodical Literature

Library Media Center/Class Visits
Class visits to the library media center (LMC) are to be scheduled in advance.  Teachers are to come to the LMC to reserve dates and times.  Do not send your class to the library with a substitute teacher unless prior arrangements have been made with the librarian.

Teachers are to:

Remind students to have their ID card and all necessary materials.
Arrive with their class and remain during the entire period. Direct supervision will help keep students focused.

Assist students with their research.  Notify the librarian of any content area that needs more information.

Assist and oversee students using computers.  You are encouraged to become more familiar with the computers and programs prior to bringing your class to the library.

Remind students to return/check out materials before the period is over.  Make sure tables are cleared, chairs pushed in and trash picked up before excusing them.  Have them wait in the main library area, not the entrance, to be excused.

Monitor students as they leave the library.  Stand in front of the exit area to ensure that students leave in an orderly fashion and exit the security gate properly.

Enforce the no food, drinks, candy, gum, visiting, makeup policy while in the library.

Library Media Center/Sending Students
Teachers may send small groups of students (maximum of 4 students per class) to the library to use library materials and/or computers during periods 1-6 when space is available.  Student ID cards and written hall passes are required.  

Library Media Center/Computer Assistance

If you need computer assistance in the LMC a computer resource assistant is available from 7:15 a.m. to 10:45 a.m. Computer assistance is also provided in your classroom during these same hours.  Please contact the library to schedule help.
Library Media Center/Computer Services

In addition to the computers that are available in the classrooms the following computers can be reserve on a first come, first serve basis in the library media center.

(
Computers with Internet access, as well as Microsoft Word, Excel, PowerPoint, SIRS (Social Issue Resource Services) and Discovery Collection

(
Three Look-up Computer Stations for automated card catalog

(
Two portable carts with 31 laptop computers each with Internet access as well as Microsoft Word, Excel, and PowerPoint.  All laptops are networked, so students can access their portfolio, save and retrieve their work.

(
One laptop for teacher checkout through the library.  An Equipment Check Out form must be submitted and approved by the principal.

(
Two digital cameras, one digital video recorder and three video cameras are available for check out.  An Equipment Check Out form must be submitted and approved by the principal.

Teacher Web Pages - Student Privacy
Content suggestions for teacher web pages are listed in the GGUSD Web Pages Standards and posted at <http://infosys/download/instruction/webstandards.pdf>.  Please note that it is illegal to match posted grades and/or test scores on web pages with personal student information either by student’s name, social security number (or portions), ID number (or portions), home address, telephone number, or other information that would make a student’s identity traceable. 
The district urges teachers to refrain from posting grades, test scores, and other sensitive student information on their independent websites due to possible violation of federal student privacy laws. The district is currently reviewing proposals for a district sponsored web-based system that includes a module for posting grades and will be fully compliant with all laws governing student records and privacy. 

In the event teachers still wish to proceed with posting grades and scores on their personal websites, two layers of security with password protection should be used. First, access to the teacher website location displaying class grades and test scores should be password protected. Second, a method of identifying pupils with online grade and score reports must be adopted without using traceable student identifiers. One solution is to assign a randomly generated identity code known only to the student, his or her parents, and the teacher. Most popular online grade book services feature such security measures. Passwords must not be generated using any identifiable information such as the student’s name, initials, social security number (or portions), student ID number (or portions), phone number, etc.

For a complete description of the Family Educational Rights and Privacy Act and related documents see www.ed.gov/policy/gen/guid/fpco/ferpa/index.html.
Los Amigos High School

Cheating Policy

2009-10
Definition of Cheating/Plagiarism 
Anyone who uses any improper assistance to complete assigned work and/or tests has cheated.  Examples of improper assistance are:

1. Copying/scanning papers or homework assignments or turning in any project that belongs to another person.  

2. Giving or loaning assigned work to another student to be turned in or copied.

3. Using papers/reports/projects that are posted on the Internet or taken from other sources.

4. Using any form of a cheat sheet during a quiz/test.

5. Giving information about a quiz/test to any other student and/or receiving information about a quiz/test from anyone other than the teacher.

6. Unauthorized use of cell phones or other electronic devices to text message other students during exam time.

Consequences for Cheating

1. Any student cheating in any class will receive “0” points for that assignment/project/quiz/test with no possibility to make-up the points.  The student will receive a “U” in Citizenship for the semester.  Saturday School will be assigned.  Parents will be contacted.   

2. A second cheating incident in any class will result in the student receiving “0” points for that assignment/project/quiz/test with no possibility to make-up the points.  The student will receive a “U” in Citizenship for the semester.  The student will be suspended for two days from school, attend a parent conference, and will sign a last chance contract.

3. A third cheating incident in any class will result in the student receiving a drop “F” from that class.

Automatic Drop F

Any student stealing or illegally obtaining an assignment, quiz, test, project, teacher’s edition, altering a teacher’s grade book and/or computer grading program will be suspended from school for three days, will attend a parent conference, and will receive a drop “F” from the class. 

Clarification of Cheating Incidents

The above policy applies to a student’s entire high school career.  For example, if the student has a cheating incident in 9th grade and has a third cheating incident in 12th grade, the student will be dropped from the class with an “F.”  This means the student will not graduate if the class is required for graduation.

Parent's Printed Name
Parent's Signature
Date

Student's Printed Name
Student's Signature
Date

Student's Grade
Student ID Number

LOS AMIGOS HIGH SCHOOL

DISCIPLINARY CONSEQUENCES

2009-10

 1. 
ARSON/EXPLOSIVE MATERIALS


Suspension pending District Discipline Committee action/Parent Contact/Police Action/Restitution/


Counseling with Fire Officials

 2.
CHEATING POLICY

Any student cheating will receive “0” points for the assignment/project/quiz/test with no possibility to make-up the points.  The student will receive a “U” in Citizenship for the semester.  Saturday School will be assigned.  Parents will be contacted.   


A second cheating incident will result in the student receiving “0” points for the assignment/project/

quiz/test with no possibility to make-up the points.  The student will receive a “U” in Citizenship for the semester.  The student will be suspended for two days from school, attend a parent conference, and will sign a last chance contract.


A third cheating incident will result in the student receiving a drop “F” from the class.


Automatic Drop F

Any student stealing or illegally obtaining an assignment, quiz, test, project, teacher’s edition, altering a teacher’s grade book and/or computer grading program will be suspended from school for three days, will attend a parent conference, and will receive a drop “F” from the class. 

 3.
CONTROLLED SUBSTANCE (ALCOHOL/DRUGS) OR DRUG RELATED PARAPHERNALIA 

1st Offense
-
One to five days Suspension/Parent and student conference with school counselor required/Police Action/District Discipline Committee referral as necessary


2nd Offense -
Five days suspension/Parent and student conference with school counselor required/Police Action/District Discipline Committee referrals as necessary

 4.
DISRESPECT, DEFIANCE, INSUBORDINATION OR CLASS MISCONDUCT

Minor Problem
-
Conference with student, possible detention


Serious Problem
-
Detention, Saturday School or suspension depending on the severity or repeated occurrence/Parent Contact

 5.
DRESS CODE

Parent contacted to bring change of clothes or student changes into loaner clothes/Possible Suspension 

 6.
ELECTRONIC DEVICES, PAGERS, RADIOS, TAPE RECORDERS AND ANY SOUND PRODUCTION EQUIPMENT ARE NOT PERMITTED IN CLASSROOMS DURING SCHOOL HOURS AND WILL BE CONFISCATED BY STAFF MEMBERS.  THE SCHOOL IS NOT RESPONSIBLE FOR LOST OR STOLEN ITEMS.

Returned only to parents by Administrator

 7.
CELL PHONES USED DURING SCHOOL HOURS  


Returned only to parents by Administrator

 8.
FAILURE TO SERVE ADMINSTRATIVE DETENTION

lst Offense
- Warning and detention reassigned


2nd Offense
- Parent contact/Saturday School or In-House Suspension

 9.
FAILURE TO SERVE SATURDAY SCHOOL

1st Offense
- Saturday School reassigned


2nd Offense
- Parent contact

10.
FIGHTING – Consequences May Include:

1st Offense
-
One to five days suspension/In-house Suspension/Parent contact/Possible Police Contact


2nd Offense
-
One to five days suspension/In-house Suspension/Parent contact/Possible Police Contact


3rd Offense
-
Three to five days suspension/referred to District Discipline Committee/Parent Contact/Possible Police Contact

11.
FORGED NOTES 

1st Offense
- 
Saturday School/Parent Conference


2nd Offense
- 
Saturday School or may be suspended/Parent Contact 


Additional
- 
Saturday School or may be suspended/Parent Contact

12.
HATS OR HEAD WEAR OTHER THAN THE OFFICIAL LOS AMIGOS COLORS OF ORANGE, BLACK, AND WHITE (NO HOODS OR HATS ARE TO BE WORN IN CLASSROOMS)

Returned only to parents by Administrator

13.
HAZING/HARASSMENT/THREATS/CYBER BULLYING

Any actions, verbal, written or physical, which cause or are likely to cause mental duress and/or physical harm to any student or adult attending/employed by any school and/or school event is illegal and will face administrative action.  (Detention/Saturday School/suspension and/or referral to District Discipline Committee)

14.
LEAVING CAMPUS WITHOUT PERMISSION

1st Offense
- Saturday School/Parent Contact


Additional
- One to five days suspension/Parent Contact/Possible referral to School Attendance Review Board or alternative program

15.
MISBEHAVIOR AT ASSEMBLIES, SCHOOL FUNCTIONS, ETC.

Appropriate discipline action based on severity of offense, parent contact and possible exclusion from future activities

16.
POSSESSION OR USE OF TOBACCO/MATCHES/LIGHTERS

1st Offense
- Saturday School/One to three day suspension/Parent Contact


Additional
- One to five days suspension/Parent Contact/Referred to District Discipline Committee

17.
PROFANITY 

Detention/Saturday School/Suspension/Parent contact

18.
SKATEBOARDS, SCOOTERS OR BICYCLE RIDING ON CAMPUS 

Returned only to parent by Administrator

19.
THEFT/DESTRUCTION OR VANDALISM OF SCHOOL OR PERSONAL PROPERTY
Saturday School/Suspension/Parent Contact/Possible referral to District Discipline Committee/Possible Police Action and Restitution

20.
POSSESSION OF WEAPONS/DANGEROUS OBJECTS/FACSIMILE (TOY GUNS, KNIVES, LASER PENS, ETC.) ON A HIGH SCHOOL CAMPUS IS A SERIOUS VIOLATION OF THE LAW THAT MAY RESULT IN ANY OR ALL OF THE FOLLOWING ACTIONS:

Confiscation, parent conference, suspension, action by police, District Discipline Committee referral, and possible expulsion from Garden Grove Unified School District

21.
OTHER INFRACTIONS NOT ADDRESSED ABOVE


Administration will determine appropriate consequence(s)

Los Amigos High School

Tardy Policy

Academic success is directly correlated to attendance and punctuality. All stakeholders must work together to make sure students are present and on time to each class of the day. Students must understand that it does matter if they are on time, that there are consequences for being on time and for being tardy. There must also be a strong effort by each person in our community to help students get to class on time. This policy (or any policy) will work only if each and every person involved participates consistently to implement its parts.

Each person has a role:

Students will:

· arrive to each and every class on time.

Parents will:

· support their child in arriving to school on time and reinforcing the tardy policy. 

· keep open lines of communication with teachers and other school personnel.

Teachers will:

· make every effort to monitor the hallways during passing periods for at least the last two minutes while greeting students at the door.

· keep the student traffic moving and be a positive adult presence, and show students that teachers do want them to be on time.

· Record attendance daily and maintain a printed hard copy.

· Not allow students out of class without a proper hall pass.

· Not send students to the office during class time for tardy issues.

· Make parent contacts when tardiness becomes a problem in their classes.

Campus Supervisors will:

· Patrol the campus, monitor the flow of student traffic, and help students get to class on time, and help wandering students get back to their classes.

Counselors will:

· Meet with habitually tardy students and make parent contacts.

Administrators will:

· Support teachers by assigning higher level alternative means of correction (i.e. In School Suspension, Out of School Suspension, SARB). 

Notes to teachers and staff:

1. For the purpose of this tardy policy, a tardy will be defined as a student who is not inside the classroom when the tardy bell rings.

2. The tardy policy will start at the beginning of each quarter.

3. Grades may not be affected by tardies. Grades may be affected by missing assignments because of tardiness.

4. Advocate for students so they do not miss an opportunity to demonstrate learning.

5. Tardy sweeps will be conducted periodically. When the tardy bell rings for this period, teachers will not allow students in without a tardy pass, and will not allow students out for the first 10 minutes of class. This will give administration enough time to quickly collect students, get their information, and send them back to class with a pass.

6. Be respectful of your fellow teachers. No student should miss full/partial classes without prior permission from the following class teacher(s).

Consequences for Tardies

1st and 2nd Tardy - a verbal warning will be issued by the teacher to the student. The student is notified of consequences for next tardies.

3rd Tardy – teacher issues a verbal warning to the student and makes a personal phone call home (use liaison if home language is an issue).

4th, 5th, and 6th Tardy – Lunch time detention is issued by administration, counselor meets with parent to discuss tardy issue.

7th and 8th Tardy – 2 hours of Saturday School is assigned by administration.

9th Tardy – In House Suspension

Consequences for tardies beyond the 9th are at the discretion of administration.

Positive Incentives for Perfect Attendance

(No absences, no tardies)

Teachers will take accurate attendance on line. Student names will be entered into a drawing for each week of perfect attendance in the month and winners will be selected randomly each month. Teachers and students will be notified on the last Thursday of each month to see the list of that month’s winners.

Students will have their name entered into the drawing each week when they have perfect attendance (possibility of having their name entered up to 4 times each month).

MONTH – Winners will be randomly selected from students  who have perfect attendance for the month and will have a “Front of the Line” pass for lunch on the last Friday of each month. At the start of each month all students will be eligible again for the end of the month selection.
QUARTER – Winner(s) will be randomly selected from students who have perfect attendance for the quarter. Prize awarded will depend on donation. At the start of each quarter, all students will be eligible again for the end of the quarter selection.

SEMESTER – One winner randomly selected from students who have perfect attendance for the semester. At the start of the new semester, all students will be eligible again for the end of the semester selection.

YEAR – One winner randomly selected from students who have perfect attendance for the year.

All awards for perfect attendance except for monthly will be dependent on the donations received from local businesses.

Los Amigos High School

Dress Code

2009-10
Los Amigos High School students are expected to attend school in clothes that are safe and appropriate.  Parents and students are encouraged to work together to ensure that all students have a school environment that is safe and conducive to learning.  If a student wears inappropriate item(s) to school, the item(s) will be taken and returned to a parent.  If a student wears inappropriate clothing to school, the student will be referred to the office.  The student will call home to get a change of clothes, change into loaner clothes, or may be suspended.

Our dress code describes what a student CANNOT wear giving them freedom to choose from the vast array of clothing available beyond what we ask them not to wear on campus.  Students may not wear the following:
1. Clothing or items which promote or depict inappropriate topics such as but not limited to alcohol, drugs, gangs, graffiti, guns, obscenity, racism, swearing, sex, tobacco, violence, vulgarity, or illegal activities.

2. Cut-offs/shorts that come below the knee with socks pulled above the calf.

3. Clothing that shows undergarments; pants/shorts worn below the hip; bare midriff tops/tube tops/thin straps/dresses/skirts/shorts that are of a length or cut in a manner as to be revealing.

4. Bandanas, hair nets, or hats.  Exceptions to the rule are orange, black, and/or white hats (school colors) without logos and official Los Amigos hats.

5. Dangling belts, initial belts, or wallet chains.

6. Articles of clothing or items that can be considered dangerous, cause a disruption in class or on campus.

Support from parents is essential.  When you go out with your son/daughter to buy clothes to be worn to school or your son/daughter buys clothes to be worn to school, be aware of the dress code and purchase appropriate clothing.

My son/daughter and I have read the dress code and he/she will follow it.

Parent’s Printed Name
Date
Parent’s Signature

Student’s Printed Name
Date
Student’s Signature

Student’s Grade
Student’s Identification Number
LOS AMIGOS HIGH SCHOOLPRIVATE 

PARENT - STUDENT - SCHOOL COMPACT
2009-10
Los Amigos High School, with the support of the community, endeavors to provide a positive, well-rounded education in a safe, productive environment, stimulating life-long learning, problem solving, self-esteem, and personal responsibility.

As a Los Amigos High School Parent I Pledge to:

•
Encourage and expect my child to learn the Expected Schoolwide Learning Results (ESLRs) of being a Responsible Citizen, Academic Achiever, Self-Disciplined Individual, and Effective Problem-Solver.

•
Learn about and support my child’s enrollment in courses that meet the A-G requirements for college admission.
•
Support my child's efforts to successfully complete the requirements necessary to earn a high school diploma:

•
Make sure student wears his/her ID card and school-issued lanyard at school everyday.

•
Encourage my student to attend before or after school tutoring when available and/or see his/her teachers for extra help.

•
Check my student’s Lobo Planner and/or require grade checks on the first and/or third Thursday/Friday of each month.

•
Make sure student attends school consistently and arrives on time to each class.

•
Provide study time at home.

•
Provide school supplies.

•
Participate in parent/teacher/counselor meeting.

•
Contact the Attendance Office at 663-6554 to report absences and check on attendance.

•
Contact counselors at 663-6596 to check on student’s progress at school and grad status.

•
Show respect to the staff, students, and other parents at LAHS, the school and all school property.

•
Show active support by attending co-curricular programs, parent groups, special events, and activities.

•
Appreciate the wealth of cultural diversity and encourage unity on the campus and in my community.

Parent's Printed Name

Parent's Signature
Date

As a Los Amigos High School Student I Pledge to:
•
Learn and put into practice the Expected Schoolwide Learning Results (ESLRs) of being a Responsible Citizen, Academic Achiever, Self-Disciplined Individual, and Effective Problem-Solver.

•

Learn about and enroll in courses that meet the A-G requirements for college admission.
•
Work to the best of my ability to successfully complete the requirements necessary to earn a high school diploma.

•
Wear my ID card and school-issued lanyard correctly around my neck at school everyday.

•
Attend before or after school tutoring when available and/or see my teachers for extra help.

•
Use my Lobo Planner to keep track of my homework, tests, and projects.

•
Comply with the rules of the school and those of my individual teachers.

•
Show respect to all teachers and staff at LAHS, the school and all school property.

•
Show respect to my classmates and act on their behalf to avoid any dangerous or potentially dangerous situations inside or outside of school.

•
Appreciate the wealth of cultural diversity and encourage unity on my campus and in my community.

Student's Printed Name 

Student Identification Number
  

Student's Signature
All Los Amigos High School Staff Members Pledge to:
•
Expect all students to attain the Expected Schoolwide Learning Results (ESLRs) of being a Responsible Citizen, Academic Achiever, Self-Disciplined Individual, and Effective Problem-Solver.

•

Reinforce students’ knowledge of and enrollment in courses that meet the A-G requirements for college admission.
•
Encourage all students to successfully complete the requirements necessary to earn a high school diploma.

•
Enforce the ID card and school-issued lanyard policy.

•
Encourage students to attend before or after school tutoring when available and/or see their teachers for extra help.

•
Show respect to all staff, students, and parents at LAHS, the school and all school property.

•
Explain expectations, instructional goals, and grading systems to students and parents.

•
Maintain a positive atmosphere for students, parents, and community.

•
Make or increase the number of parent phone calls to report student progress.

•
Return calls and email contacts in a timely manner.

•
Participate in parent/teacher/counselor meeting.

•
Appreciate the wealth of cultural diversity and encourage unity on the campus and in the community.

•
Maintain and provide family privacy.

Robin Patterson              







Principal's Printed Name



Principal's Signature
LOS AMIGOS HIGH SCHOOLPRIVATE 

School Parental Involvement Policy Summary

2009-10 
The following is a summary of the Los Amigos High School Parental Involvement Policy for 2008-2009.  Copies of the entire policy in English, Spanish and Vietnamese are available in the front office, on-line and through mail by parent request.  The entire policy is also reviewed at Parent Advisory Meetings, English Learner Advisory Committee meetings, School Site Council meetings, Parent Booster Meetings, Freshmen Orientation, Come to School Night and Family Night.  Translation is available at all parent meetings.

At Los Amigos we understand that parental involvement means the consistent participation of parents in meaningful communication involving student academic learning and other school activities.  We, the school staff, understand the importance of ongoing communication between parents and the school through reports on student progress, access to staff and opportunities to volunteer and participate in and observe the educational program.

· There will be an annual meeting to inform and distribute the School Parental Involvement Policy and information about other special school programs.

· The policy will be jointly developed, reviewed and updated annually by parents and Los Amigos staff.

· The policy will be made available to all parents in a language that the parents can understand at meetings, on-line and by mail.

· The Parent Student School Compact will be reviewed annually and remain an important component of the School Parental Involvement Policy.

· The annual Parent Needs Assessment will be used to determine the topics and scheduling of parent meetings.

· Parents will be given information regarding a description of the curriculum used in all courses, the forms of academic assessment used to measure student progress and the proficiency levels students are expected to meet.

· Parents will be instructed how to communicate their concerns to the Garden Grove Unified School District and will be provided assistance with translation if needed.

Specific Parent Involvement Activities that will be held in 2008-2009 will include but are not limited to the following:

· Family Nights for English, math, science and social science

· Ten Educational Commandments – Garden Grove Unified School District Parent Training Program 

· Book Fair

· Cultural Appreciation Events

· English Learner Advisory Committee (ELAC)

· School Site Council (SSC)

· College Information Night

· College Fair

· Community Outreach Meetings

· District ELAC

· District Advisory Committee
Parent's Printed Name
Parent's Signature
Date

Student's Printed Name
Student's Signature                                        
Date

Student's Grade
Student ID Number

BE ALERT!


[image: image1] 
These codes will be announced on the school P.A. System.

Los Amigos High School

Code Red - Campus Lockdown Procedures

2009-10
When the principal or designee determines a situation to be an emergency in which evacuation is not considered safe an announcement will be made and/or staff runners will be sent to declare we have a Code Red – Campus Lockdown situation.  You are to immediately:

1.
Look outside your door very quickly and insist all nearby students come in immediately.

2.
Lock your doors and windows (draw shades if possible).  Ignore all bells and wait for instructions. Do not allow anyone to leave or enter your classroom for any reason. Teachers need to take roll and record the names of any other students in their room.  
3.
Never send a student or adult to the office to find out what is going on.  If you are on your conference period you’ll need to stay inside whatever locked room you are in when the Code Red announcement occurs.

4.
Students or staff in restrooms when a Code Red occurs must run to the nearest classroom or office IMMEDIATELY.

5.
Stay off the phone, walkie talkie and PA system until you receive directions from the principal, designee or police.

Examples of Code Red - Campus Lockdown situations are:

▪
Intruder on campus

▪
Gang members on campus

▪
Serious medical emergency

▪
Chemical spill or leakage problem

▪
Explosive device on campus (i.e. bomb threat)

▪
Person displaying a weapon or out of physical control

▪
Assault on a school staff member

▪
Requested by police department

Emergency Response Chart

	Event
	Signal
	Action to be Taken
	All Clear

	Blackout/Power Failure
	Classrooms and hallways are dark with no electrical power


	Use flashlights & remain in classroom

Instructions disseminated by adult runner


	One 5 second bell and

possible directions by PA

	Bomb Explosion
	Drill  

30 second continuous bell

Actual explosion

Teacher instructs students to “drop & cover”


	Assume duck & cover positions

Await other signals or an announcement on the PA
	One 5 second bell and

possible directions by PA

	Bomb Threat
	Announcement Code Red – Campus Lockdown

	Keep students in class

Visual search of classroom

Wait for further instructions


	One 5 second bell and

possible directions by PA

	Earthquake
	Drill

30 second continuous bell

Actual earthquake

Teacher instructs students to “drop & cover” 


	Assume duck & cover position

Await other signals for evacuation to JV baseball field (Student Supervision Area))
	One 5 second bell and 

possible directions by PA 

	Falling Aircraft 


	Drill

30 second continuous bell

Actual crash

Teacher instructs class to “drop & cover”


	Assume duck & cover position

Await other signals or an announcement on the PA
	One 5 second bell and

possible directions by PA

	Fire
	A series of intermittent bells
	Silent, controlled evacuation of all classrooms/buildings

Close doors

Take class list and proceed to JV baseball field (Student Supervision Area)

Take roll in supervision area


	One 5 second bell 

	Intruder on Campus
	Announcement Code Red – Campus Lockdown

	Immediately close and lock classroom doors
	Five 5 second bells and

possible directions by PA


For any of the above events teachers will be given further instructions.



                      ARMED STUDENTS

Any staff member must report to the site administrator if a student is suspected of having a weapon on campus:

· If a student draws a weapon, the teacher/staff member should treat it like a hostage situation and should follow the Hostage Situation Procedure.  As soon as possible, contact the office at one of the following extensions 111, 113, 200, 109, or 663-6288.  Report the incident to an adult.

· Do not contact the student!  Wait for the administrator and/or police.

· Do not try to retrieve the weapon!  Wait for administrator and/or police.
· Do not restrain or discipline the student!  Wait for administrator and/or police.
· If the student is in class and the weapon is concealed, the staff member should quietly send a note in an envelope to the principal, using a messenger.  Include as much information as possible:
1.
The name of the student.





2.
Exact location of student in class.



3.
Type of weapon suspected.



4.
Location of weapon.

5.
Number of students in class.

6.
Demeanor of student and any other useful information.

· Principal or assistant principal contacts police as appropriate.
· Allow class to remain in normal routine until police arrive; do not alarm other students.  Pull the student’s emergency card.
· Allow administration and police to handle situation as they see fit.  They will generally try to isolate the student from others and apprehend him or her.
· Administration shall immediately contact appropriate district office personnel to advise them of situation.
· If media becomes involved refer to the district public information officer.
· When appropriate, follow Business Office procedures for property damage and liability claims.

                    
                CHEMICAL EMERGENCIES

Chlorinated Briquettes

Prevention – Briquettes are scooped out of a 100 pound bucket with a plastic scoop.  Employees use caution when scooping and filling tanks.  The lids are kept on the buckets when not in use.

Spill – In the event of a spill the briquettes are swept up and placed in a clean bucket.  They are added to the pool well that is filled with water where it dissolves.  There is no hazard of these briquettes spreading beyond the initial drop area.
Sunscreen Stabilizer

Prevention – The lid is kept on the bucket when not in use.  When the stabilizer is added to the pool water the employee who is adding the stabilizer to the water uses caution when scooping and pouring into the pools.

Spill – If any stabilizer is spilled onto the pool deck it is swept up and added to the pool.  This is in powder form so it does not spread.

Muriatic Acid

Prevention – The caps are left on the 15 pound drums when not in use.

Spill – If acid is leaked onto the ground it will be flushed with water to neutralize it.  All students and employees in the immediate area will be evacuated up wind until the acid vapors have cleared.  We currently do not have any other means of keeping the acid spill from spreading.  If a large acid spill were to occur (maximum 15 gallons) it would flow to a grass and dirt field.

Notification

If the spill is small no notification will be made.  If the spill involves acid which is spreading to the asphalt and field location the teachers and students in the immediate area will be notified and moved away from the area by two-way radio and by verbal commands.

Fire

In the event of a fire the local fire department will be notified.  The administration will be notified by two-way radio and an announcement will be made to evacuate to an alternate staging area.  This will have to be somewhere on the north end of campus.  The regular staging area for a fire on campus would be the area that any acid spill would occur.

In the event of a spill or release of hazardous materials the pool maintenance worker or building maintenance worker will contain the spill or leakage.  Depending on the chemical or amount of materials spills the following procedures will be used.









                 FIRE OR EXPLOSION

Note:  If an explosion has occurred, police will enter the area to investigate before fire personnel take action.

· Call  911
· Confirm facts regarding the incident and the degree to which site(s) have been impacted.

· Treat injured as much as possible while awaiting police or fire department personnel.

· Evacuate all students and staff from threatened buildings and crosswind from smoke or hazardous fumes. Maintain control of students and take roll, from class lists.

· If smoke is in the immediate vicinity, instruct students to “Get Low and Get Out, “ crawling to avoid breathing fumes.

· If no escape is possible, close as many doors as possible between you and the fire.  Stuff cracks and openings with wet cloths and avoid fanning flames.  Lay on floor to avoid smoke. Wait for help.

· If anyone is injured or trapped, activate the Search and Rescue team while waiting for police and fire personnel.

· Assigned site personnel should turn off power supplies, electricity and gas lines.

· Notify the appropriate district office staff as soon as possible.

· If possible, tape off necessary area around explosion or fire to preserve police investigation.  Have staff stand guard.

· All witnesses should be gathered for police questioning.

· If fire is serious, students may be moved to an alternate location.

· Refer all media to the district public information officer.

· Provide on-going updated information regarding students’ status and be prepared to provide translators.

· Check emergency response chart on page 43. 









               HOSTAGE SITUATION
Instructions for the teacher if a classroom is taken hostage:

· Obey the suspect’s commands.  Don’t argue or fight.
· Try to calm the suspect and listen to complaints or demands.
· Keep the students calm and don’t allow them to agitate suspect.
· If possible and safe, send a messenger to the administration to report the situation.  In the messenger’s note, try to include as much information as possible to speed police response.

1.
Number, identification (if known) and description of assailant(s).
    2.
Exact location of assailant(s).
    3.
Number of students and staff in classroom or hostage area.
    4.
Type of weapon, any shots fired?
    5.
Any injuries?
    6.
List demands the assailant has made.
    7.
List any background information: past problems with the assailant, demeanor, possible motive,             vendettas against staff, etc.

· Encourage suspect to release everyone.
· Make an effort to establish a rapport with suspect.  Find out his/her first name and talk to him/her using his/her first name throughout the conversation.
· If it is not possible to notify the principal and/or other administrator:

    1.
Stay where you are.
    2.
Others will become aware of the situation.
    3.
Be calm and patient.
    4.
Wait for help.

Reporting staff instructions:

· Call 911 immediately.  Stay on the phone with police and report:

 
1.
Number, identification (if known) and description of assailant(s).
 
2.
Exact location of assailant(s).
 
3.
Number of students and staff in classroom or hostage area.
 
4.
Type of weapon, any shots fired?
 
5.
Any injuries?

6.
Report demands the assailant has made.

7.
Report any background information: past problems with the assailant demeanor, possible                       motive, vendettas against staff, etc.
· When the police arrive, provide them with:

  
1.
A detailed map of your site.
   

2.
Detailed blueprints showing electrical lines, plumbing, phones, air conditioning and heating                ducts, gas lines, attic and roof access for all buildings.

3.
A detailed location of doors and windows, and the types of locks used.
4.
Information on any chemical equipment (such as cleaners) that may be in the room with suspect.
5.
Full access to the campus.
6.
Area to set up command center.
· Keep other uninvolved students in their classroom.  Do not evacuate until instructed by police.
· Notify appropriate district office staff.
After the situation is resolved:
· Gather witnesses in one room but do not allow them to talk to each other (to protect investigation).

· With police approval, call district office for crisis assistance.

· Follow directions of district public information officer.

Provide on-going updated information regarding students’ status and be prepared to provide translators.






CODE RED – CAMPUS LOCKDOWN
                                                                                                                Bomb Threat Situation

When a staff member tells you a bomb threat has been received that requires your immediate discrete attention.  You are to follow the procedures listed below:

1. DO NOT announce the bomb threat to the class.

2.
Keep all students in your classroom until further notice.  Do not release any student for any reason, even if the bell rings.  An announcement will be made when it is safe to release students.

3.
The teacher and adult aides in the room need to do a “visual” search for unusual looking objects, packages, or backpacks that no one claims to own.  Visually search cabinets, closets, bookcases, desks, etc.  DO NOT TOUCH OR MOVE THE OBJECT.
4. If you find an “unusual looking object,” call the office immediately at 111, 113, 200, 109, or 663-6288.  DO NOT USE A CELL PHONE.
5.
Please, stay off the phones in case the office needs to contact your room.



                CODE RED – CAMPUS LOCKDOWN

                                                                                         Intruder on Campus

It is important for all personnel to be aware of a definite procedure to be followed in case of a campus disturbance such as an intruder on campus (i.e. gang involved fight, potential threat to staff or students, etc.) which disrupts normal school procedure to the point that we must take action.  

If a lock down is needed, the school principal or his or her designee will go on the school PA system and/or send staff runners to declare that we have a Code Red – Campus Lockdown.  At that time, the bells will be turned off and the following sequence of events will need to occur to help us secure our campus as quickly as possible:

If the emergency occurs when students are in class:

1.
Look outside your door very quickly and insist all nearby students come in immediately.

2.
Lock your doors and windows (draw shades if possible).  Ignore all bells and wait for instructions. Do not allow anyone to leave or enter your classroom for any reason. Teachers need to take roll and record the names of any other students in their room.  

3.
Never send a student or adult to the office to find out what is going on.  If you are on your conference period you’ll need to stay inside whatever locked room you are in when the Code Red announcement occurs.

4.
Students or staff in restrooms when a Code Red occurs must run to the nearest classroom or office IMMEDIATELY.

5.
Stay off the phone, walkie talkie and PA system until you receive directions from the principal, designee or police.

If the emergency occurs when the students are out of class:

1. Teachers not in their classrooms are to report to their classrooms and direct students to report to their third period class or the closest available room.  If the emergency takes place during non-class time or lunch, students and faculty should report to their third period class.  Physical education classes should go into the gym and remain there until the all clear bell rings.  REMEMBER TO LOCK ALL DOORS!  Use judgment on when your room is full and direct students to the next available classroom.  Teachers need to begin taking roll and record the names of any other students in their room.  

2. Lock classroom doors when students are in the room.  If a visitor or outsider tries to enter the room, call the main office on extensions (111, 113, 200, 109, or 663-6288).  Relay any information to an adult only.  

3. Custodians are to lockdown and secure all entrance gates.  They are to proceed to lockdown and secure all restrooms. 

4. The office staff is to lockdown and secure all doors in attendance, health office, counseling, and administration offices.  Record the names of any students who remain in your office when it is secured.  Once buildings are secured, report status to the principal’s office.  Available counselors need to assist in securing these buildings.  

5. Any students or outsiders escorted into the administration building need to be identified and logged in with a referral or brief narrative, including names, situation, where, when, and who brought them in.  Counselors may be needed to assist in gathering this information.

6. The campus safety assistants are to report to their lunch or after school locations to secure all parking lot gates and stand by for Fountain Valley Police, emergency vehicles, and/or district staff to arrive. 

7. Keep all radio transmissions down to a minimum to help expedite communications waiting for further instructions.  Information regarding the emergency situation and directions will be provided once the campus is secured via a runner, memo, or our school phone or P.A. systems.


                                                                                   CODE RED – CAMPUS LOCKDOWN 
                                                                        Shooting

At the first indications of shooting, sound of gunfire, loud cracking, popping, banging noises, windows shattering, glass exploding into classroom, bullets ricocheting:

· Notify administration.

· Someone must call 911 as soon as possible.

· Confirm facts regarding the incident.

If outside:
· Instruct students to drop to the ground immediately, face down as flat as possible.  (If you are within 15-20 feet of a safe position, duck and run for it.)

· Move or crawl away from gunfire, trying to create obstruction between you and the gunfire.

· Try to get behind or inside a building and stay down.

· When you reach a relatively safe area, stay down and don’t move.  Do not peek or raise your head.

· Call the administration to report the situation.

· Listen for directions from the administration/police.

If inside the classroom (with assailant outside):
· Duck and cover.  Keep students inside.

· Close and lock the outside door to the classroom, if possible.  Close the blinds, turn off the lights and stay on the floor.

· Call the office, if possible, to report location of the sniper.
Reporting staff instructions

· Duck and cover on the floor, making phone calls from this position.

· Instruct students and staff to stay indoors.

· Call 911.  As police are in transit, relay information:

1.
Is suspect still on campus?  Where did he/she go?
2.
Specific location of occurrence.
3.
Number of wounded, if any.
4.
Type and location of weapon.
5.
Any background knowledge of suspect.

· Notify district office personnel as appropriate.

· Allow police to set up a command post; assign a staff member to stay with police to provide information or run errands.  Allow police full control of grounds and classrooms.  Assign a liaison (preferable an administrator) to stay with police and fire personnel.

· Gather witnesses in one room for police questioning.  Have one teacher or administrator stay with them and calm them down.  To protect police investigation, do not allow witnesses to talk.

· Follow directions of district public information officer for media guidelines.

· Provide on-going updated information regarding students’ status and be prepared to provide translators.

TELEPHONE THREATS

It is easy to become flustered or intimidated when dealing with a threatening telephone call.  All such calls should be reported to the assistant superintendent’s office and the following is a list of suggested items to assist you in providing pertinent information.  All threats are to be taken seriously.

Date Received                 Time              Name of Recipient




 Phone



BOMB THREAT:

SUGGESTED QUESTIONS TO ASK THE CALLER:

1. When is the bomb going to explode?

2. Where is the bomb right now?

3. What does it look like?

4. What kind of bomb is it?

5. What is your name?  Where are you calling from?

ANY THREAT:

EXACT WORDING OF THE THREAT (as best as you can recall):

Sex of caller

Approximate age

Length of call







CALLER’S VOICE:


Accent


Angry


Excited


Slow

Deep Breathing


Laughing


Crying


Normal


Nasal

Slurred


Stutter


Lisp


Raspy


Deep

Calm


Familiar


Disguised


High


Soft

Loud

If the voice is familiar, who does it sound like?









THREAT LANGUAGE:


Well Spoken

Educated


Irrational

Foul

Taped

BACKGROUND SOUNDS:


Street Noise

Voices


Music

Machinery

Animals

Other













REMARKS:

X

X 

Los Amigos High School

Bell Schedule

2009-2010

Regular Schedule

Period 0
7:00
-
  7:55
(55 minutes) 

Period 1
8:00
-
  8:56
(56 minutes)

Period 2
9:01
-
  9:57
(56 minutes)

Period 3
10:02
-
11:03
(61 minutes)
Announcements & Homeroom

Period 4
11:08
-
12:05
(57 minutes) 

Lunch
12:05
-
12:37
(32 minutes) 

Period 5
12:42
-
  1:39
(57 minutes)

Period 6
1:44
-
  2:40
(56 minutes)

Assembly Schedule

Period 0
7:00
-
7:55
(55 minutes) 

Period 1
8:00
-
8:45
(45 minutes)

Period 2
8:50
-
9:36
(46 minutes)

Period 3
9:41
- 
10:26
(45 minutes) 
 






 

Period 4
10:31
-
12:06
(95 minutes)
Includes time for alternating assembly & instruction


10:26
-
10:31
( 5  minutes)
Teachers take roll and wait for announcement to travel

Assembly A
10:31
-
11:16
(45 minutes)
to assembly/


 
11:16
-
11:21
( 5  minutes)


Assembly B
11:21
-
12:06
(45 minutes)


Lunch
12:06
-
12:38
(32 minutes) 

Period 5
12:43
-
1:39
(56 minutes)

Period 6
1:44
-
2:40
(56 minutes)

Collaboration Schedule

Collaboration
7:30
-
9:00
(90 minutes)

Period 0
9:05
-
9:43
(38 minutes) 

Collaboration Dates
Period 1
9:48
-
10:28
(40 minutes)



Period 2
10:33
-
11:14
(41 minutes)
1st Semester:  9/30/09, 10/28/09, 11/25/09, 1/27/10
Period 3
11:19
-
12:00
(41 minutes) 
2nd Semester:  2/24/09, 3/31/09, 4/21/10, 5/26/10, 6/16/10

Lunch
12:00
-
12:32
(32 minutes) 

Period 4
12:37
-
1:15
(38 minutes) 

Period 5
1:20
-
  1:58
(38 minutes)

Period 6
2:03
-
  2:40
(37 minutes)

Exam Schedule - Day 1

Period 0
7:00
- 
7:55
(55 minutes)
Period 1
8:00
-
9:25
(85 minutes)

Period 2
9:30
-
10:55
(85 minutes)
Period 3
11:00
-
12:25
(85 minutes)

Lunch
12:25
-
12:55
(30 minutes)

Extended Lunch Schedule

Period 0
7:00
- 
7:55
(55 minutes)

Period 1
8:00
- 
8:55
(55 minutes)

Period 2
9:00
- 
9:55
(55 minutes)

Period 3
10:00
-
10:55
(55 minutes) 

Period 4
11:00
-
11:55
(55 minutes)

Lunch
11:55
-
12:40
(45 minutes)

Period 5
12:45
- 
1:40
(55 minutes)

Period 6
1:45
-
2:40
(55 minutes)

Exam Schedule - Day 2

Period 0
7:00
- 
7:55
(55 minutes)
Period 6
8:00
- 
9:25
(85 minutes)

Period 5
9:30
-
10:55
(85 minutes)
Period 4
11:00
-
12:25
(85 minutes)

Lunch
12:25
-
12:55 
(30 minutes

Los Amigos High School Map
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All students and staff will resume normal school activities.





WHITE


All Clear





All students and teachers will immediately evacuate to the assembly areas.





GREEN


Evacuation





The perimeter of the school will be secured and normal school activities will continue.





YELLOW


Caution





All students and teachers are to remain in their rooms; lock all doors! Ignore all bells and await instructions.  Allow no one to leave or enter your


classroom.














RED


Campus Lockdown





Meanings





Codes








LOS AMIGOS HIGH SCHOOL 


Situation Response Codes














1





Administrative Responsibilities








2








5








4








13








12








11








10








9








Student Parking 


Lot





Staff


Parking Lot








CC





Portable Classrooms


Portable Restrooms – RR


Student Store – SS


Custodial Office – Cust.


Wrestling Room – WR








Miscellaneous


Conference Room – FDR1


Classroom – GL1


Little Theatre – LT


Library – Lib


Dance Room – DR


Nurse’s Office - N








M Building


Business


College Center - CC


Math


Science


Special Education


Teachers’ Workroom - TW


Teachers’ Lounge - TL





FA Building


Art


Home Economics


Music





IA Building


Auto Careers


Construction


CAD Drafting


Tech Lab





GL1





    Girl’s


    Locker


      Room











Pool








Pool











Commons





Grade


Center





1





26





24





23





18





17








Science


Prep Room





21





20





19





16





15





14








Boy’s


Locker


Room





Wrest.


Room





Dance


Room





Student


Store





Cust.


Office








Library











Gymnasium








Foyer





7





2





1





6





4





5





3





Tiki Room








Cafeteria








Faculty


Dining


Room





F


D


R


1





Guid.





Attnd.





Front Office





N





Quad








Little


Theatre








A1








A2





TW








Book


Store





5





4








1








2








3





2





5





9








TW








AA








TL








TW





28





27





14





25





20





16





3





4





6





7





8





10





11





12





13





15





22





21





19





18





17





TW





TL








TW





6





7





5





8





B1





B2





B3





B4





B5





B6





B7





C1





C





C3





C4





C5





C6





C7








L Bldg.





Portables





Portables








IA Bldg.





Office








M Bldg.








L Building


Activities/Athletic Office - AA


English


ELD


Grade Center


Language


Social Science


Special Education


Teachers’ Work Room - TW


Teachers’ Lounge - TL














FA Bldg.





A1,A2


B1, B2, B3


B4, B5, B6, B7


C1, C2, C3 


C4, C5, C6, C7


D1, D2, D3, D4





D4





D3





D2





D1








RR
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