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This PowerPoint is provided as a tool, developed in 
collaboration with the expertise of various departments, for 
school administrators as one way to share information with 
school staff regarding the administrator's certification.  

This tool provides a general overview of each area but is 
not intended to be a substitute for knowledge of District 
policies and guidelines. 

In addition, principals may have other required actions that 
they must complete to meet certification for each area.

Administrators may feel free to modify this PowerPoint as 
needed.

Welcome !!!



The following departments contributed to this presentation

Accounting and Disbursements Division
Budget Services & Financial Planning

 Division of Instruction
 Division of Risk Management and Insurance Services

 Division of Special Education
 Educational Equity Compliance Office

 Ethics Office
 Information Technology Services

 Division of School Operations
 Office of Emergency Management

 Office of Environmental Health and Safety
 Office of General Counsel

 Student Health and Human Services
 Student Integration Services

 



Access to Critical Information Systems
BUL-114700.1 Access to Critical Information Systems

To protect student information, access to 
critical information systems is restricted by 
job classification and need-to-know basis.

As individuals change positions or job 
assignments within the District, their access 
will change accordingly.

Student and employee information is 
confidential and should only be shared 
with appropriate personnel.

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=ID114700


Automated External Defibrillator (AED)
BUL-4480.2 Policy and Procedures for Acquisitions and Use of Automated External Defibrillators (AEDs)

❑ Annually notify all staff the location of all AED 
units on campus and the proper use of an AED

❑ Designate AED/CPR trained staff to be on the 
AED Emergency Response Team

❑ Learn how to use an AED

Trainings and additional information
    Nursing Services offers:
❑ American Heart Association CPR/AED and First 

Aid courses for employees
❑ View course offerings and enroll via MyPLN or 

visit  LAUSD Nursing

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1269745
https://www.lausd.org/nursing#spn-content


Bullying and Hazing Policy  
BUL-5212.3 Bullying and Hazing Policy (Student-to-Student and Student-to-Adult)

Definition of Bullying
Any deliberate and unwanted severe or 
pervasive, physical, verbal, or electronic act that 
has the intention of, or can be reasonably 
predicted to have the effect of one or more of 
the following:

1. Reasonable fear of harm to a person or 
property.

2. Substantially detrimental effect on physical 
or mental health.

3. Substantial interference with academic  
performance.

4. Substantial interference with the ability to 
participate in or benefit from school 
services, activities, or privileges

Definition of Hazing 

Any method of initiation, pre-initiation or rite of 
passage associated with actual or desired 
membership in a student organization or body, 
whether the organization or body is officially 
recognized by an educational institution which is likely 
to cause serious bodily injury, personal degradation or 
disgrace resulting in physical or mental harm.

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1306328


Bullying and Hazing Policy  
BUL-5212.3 Bullying and Hazing Policy (Student-to-Student and Student-to-Adult)

Staff Responsibilities
• Model appropriate behavior and promote a safe, 

respectful, and inclusive office.
• Recognize the indicators of bullying and hazing.
• Report suspected incidents to the administrator 

or Bullying Complaint Manager.
• Work with site administrator who will investigate 

the allegation, and if indicated:
❑ Design interventions for the parties involved 
❑ Follow-up with employees
❑ Monitor that the bullying has stopped
❑ Develop individual safety plan for the 

employee, if necessary
❑ Meet with the Positive Behavior Support 

Team

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1306328


Child Abuse Reporting 
BUL-1347.5 Child Abuse and Neglect Reporting Requirements

All District employees shall 
report instances of 
suspected child abuse or 
neglect by telephone 
immediately, or as soon as 
practically possible.

Prepare and send a written 
report to the same child 
protective agency called 
within 36 hours.

All District employees must 
annually complete the 
Child Abuse Awareness 
Training (CAAT) in MyPLN 
by September 15th.

The mandated employee 
must make the report to 
the appropriate child 
protective agency.

https://my.lausd.net/webcenter/faces/wccdoc?dDocName=1338543


The annual Child Abuse Awareness 
Training (CAAT) is designed to deepen the 
knowledge and awareness of employees to 
better identify and report suspected child 
abuse.

All Los Angeles Unified employees are 
auto-enrolled during the first week of July 
and are required to complete the Fall CAAT 
in My Professional Learning Network 
(MyPLN) online course and assessment 
only during work hours no later than 
September 13, 2024.

Child Abuse Awareness Training
MEM-6338.11 Child Abuse Awareness Training

https://my.lausd.net/webcenter/wccproxy/d?dDocName=1358128


Breaking the Silence
Breaking the Silence

The Breaking the Silence - Child Abuse and 
Neglect Awareness Training is a District required 
training to be conducted in the Spring semester 
for all  schools and offices. The goal of the 
training is to review knowledge about 
recognizing and reporting child abuse and 
neglect. The content of this PowerPoint is from 
the Child Abuse and Neglect Reporting 
Requirements bulletin. The training is designed 
to include facilitated group discussions by 
participants using scenarios that are based on 
real life events. The PowerPoint presentation 
includes the Elementary School scenarios and 
Secondary School scenarios that are reflected in 
the participant handouts.

The Due Date for the Spring Semester Breaking the 
Silence Training is April 30, 2025.

https://my.lausd.net/webcenter/wccproxy/d?dDocName=1298122


Crisis Response
BUL-5800.1 Crisis Preparedness, Response and Recovery ❏ Every school creates a crisis team that 

consists up of multiple staff (administrator, 
counselor, school psychologist, PSW, nurse, 
and out of classroom coordinators)

❏ School site crisis teams are responsible for 
initiating crisis response, assessing the 
range of services needed, and providing 
direct intervention services 

❏ Crisis team can refer students to extended 
counseling services

❏ Schools may collaborate with Region and 
Central Offices for additional resources

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1261320


Threat Assessment & Management
BUL-5799.2 Threat Assessment and Management (Student-to-Student, Student-to-Adult, Student to School)

Report
Report any worrisome behaviors or suspected threats to 
911 or call LASPD at  (213) 625-6631 immediately or as soon 
as practically possible. Notify relevant offices.

Investigate/Assess for Risk
Gather relevant information from reporting party, 
witnesses, and person of concern. Assess for risk to self 
and others.

Convene Multidisciplinary Team
A multidisciplinary team is convened to assess information 
and risk level.

Action Plan
Depending on the risk level, an action plan is implemented, 
and resources are provided.

https://my.lausd.net/webcenter/faces/wccdoc?dDocName=1261267


Suicide Prevention, Intervention & 
Postvention
BUL-2637.5 Suicide Prevention, Intervention and Postvention (Students)

TRAINING
All District employees must complete the online Suicide 
Prevention and Awareness Training annually. The training 
must be completed no later than September 15, 2023.

REPORT
Inform the school site administrator/designee and/or 
Suicide/Threat Prevention Liaison at your school 
immediately or as soon as practically possible of concerns, 
reports, or behaviors relating to students who might be 
suicidal and/or engaging in self-injury.

ADHERE
Adhere to the Suicide Prevention, Intervention, and 
Postvention policy.

https://my.lausd.net/webcenter/faces/wccdoc?dDocName=1359112


Digital Citizenship
Social Media Policy for 

Employees & Associated 
Persons 

BUL-6399.2 Social Media Policy for Students

Provides instructional guidance that supports 
online engagement. 

Provides rationale for engaging in digital literacy 
practices that promote productive, positive, and 
safe engagement online.

Provides operational guidance on leveraging 
digital spaces for online engagement with District 
employees, families, and students.

Policy Regarding Internet 
Safety for Students
BUL-5181.2 Policy Regarding Internet Safety for 
Students

Schools will educate all their students 
about appropriate online behavior 
including:

• Cyberbullying and hate speech
• Relationships and communication
• Digital footprint and identity
• Screen time and well-being
• Protecting personal information

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1342421
https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1257211
https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1257211


Responsible Use Policy (RUP)for District Computer 
Network System
BUL-999.15 Responsible Use Policy (RUP) for District Computer and Network

All users are responsible for practicing  
positive digital citizenship which include:
❑ Communication – exchanging information covers social 

media and direct messaging

❑ Etiquette – standards for acceptable conduct over the 
internet

❑ Security – precautions for internet safety

❑ Health and Wellness – physical and mental well-being 
(e.g., cyber-bullying)

❑ Copyright – respecting ownership of intellectual property 
on media sharing sites

https://my.lausd.net/webcenter/faces/wccdoc?dDocName=999


Information Security Training and Awareness
BUL-079114.1 Information Security Training and Awareness

Annual basic cyber security training is mandatory and 
must be completed by the end of the calendar year.

The District has implemented an Information 
Security Training and Awareness (ISTA) program 
with the purpose of:

❑ Improving the District's resilience to cyber 
security threats

❑ Establishing a strong security-minded culture
❑ Improving compliance with external regulatory 

and contractual requirements 
❑ Minimizing the frequency and impact of 

security incidents

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=ID079114


Employee Attendance 
Employee Attendance Policy - Board of Education Report No. 393-0304

The Los Angeles Unified Board of Education expects employees to

Maintain regular 
attendance and avoid 

absenteeism.

Work every hour that they 
are assigned.

Be at their workstations on 
time every working day.

Comply with legal restrictions, 
Los Angeles Unified policies and 
procedures, and the respective 
collective bargaining rules 
regarding reporting of absence 
and providing appropriate 
documentation.

https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/770/Employee%20Attendance%20Policy%20Board%20of%20Education%20Report%20No.%20393-0304.pdf


Employee Attendance 

Reasons for which employees 
may request an absence leave 
and  types of absences must 
be made according to the 
applicable Board Rules, 
Personnel Commission Rules, 
Collective Bargaining 
Agreements and District 
Policies governing the 
employee.



Employees and all individuals who work with or 
have contact with students are expected to use 
good judgment and are cautioned to avoid the 
situations indicated in the District’s “Code of 
Conduct with Students”.

All individuals who work with or have contact 
with students are reminded that they must be 
mindful of the fine line drawn between being 
sensitive to and supportive of students and a 
possible or perceived breach of responsible, 
ethical behavior. 

To access the online training go to
MyPLN or http://achieve.lausd.net/mypln

Code of Conduct 
REF-057699.1 Code of Conduct with Students - Online Training Module

https://achieve.lausd.net/cms/lib/CA01000043/Centricity/domain/644/__mypln_login/#spn-content
http://achieve.lausd.net/mypln
https://my.lausd.net/webcenter/portal/wccdoc?dDocName=ID057699


Code of Conduct 
REF-057699.1 Code of Conduct with Students - Online Training Module

Click the link below for the video:

https://lausd.wistia.com/medias/h74bfqtop2

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=ID057699
https://lausd.wistia.com/medias/h74bfqtop2


Ethics Policies
BUL-4748.0 Ethics Policies

We must use our 
Los Angeles Unified 
position, and Los Angeles 
Unified resources, for the 
public’s benefit, not for our 
own, private gain.

We must avoid outside 
income that might be 
perceived as inconsistent, 
incompatible, or in conflict 
with our official duties.

We must avoid conflicts of 
interest and the 
appearance of a conflict.

Los Angeles Unified has an 
annual cumulative gift limit 
of $100 from a single 
source, and a $40 annual 
limit on gifts between 
parents/students and 
Principals/teachers.

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1106655


Outside District Employment or Activities
BUL-049895.0 Outside District Employment or Activities 

Los Angeles Unified policy mirrors state law.  Under state law, a public agency 
employee (not just an LAUSD employee) must first disclose and obtain agency 
permission to engage in outside employment or other activities that may be 
inconsistent with the agency’s mission or interfere with the agency’s work.

• Read the Outside Activities Bulletin and know what it expects of you

• It’s not your decision to make; prior LAUSD approval is required, and you must ask 
for it

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=ID049895


Outside District Employment or Activities
BUL-049895.0 Outside District Employment or Activities 

Read our Employee Code of Ethics and do your best to 
understand the ethical risks your outside work poses.

When you ask permission to engage in an outside activity, you must “clearly show that the outside 
activity does not violate the LAUSD Code of Ethics”.

Know what you can and can’t do if you receive                             
permission to engage in an outside activity.

You can’t perform your outside activity during your LAUSD working hours.

If you need to do so, your supervisor (or site administrator) must approve vacation time (if available) 
for the hours worked and for the time required to travel to engage in the outside work.

You can’t use LAUSD assets to perform your outside activity.  “LAUSD assets” include work time, funds, 
materials, resources, supplies, equipment, and your LAUSD title and affiliation.

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=ID049895


Family Medical Leave (FMLA)
 

BUL-1205.7 Family and Medical Leave Act/California Family Rights

Employees must provide advance notice if the need for leave is foreseeable or as soon as 
reasonably possible if the need for leave is unforeseeable.

Site administrators/supervisors are responsible for providing employees with an Eligibility 
notice, along with a Rights & Responsibilities notice, once the status has been determined. 

Employees are responsible for submitting a complete and sufficient leave certification. 

Site administrators/supervisors are responsible for providing a designation (Approved or Not 
Approved) notice to applicants in writing.

FMLA/CFRA (California Family Rights Act) Administration Requirements
Eligible employees are entitled to up to 12 workweeks of job-protected FMLA/CFRA/Parental 

Leave and up to 18 workweeks per pregnancy. 

See your administrator for guidance.
More information can be found at:

https://achieve.lausd.net/Page/14893

https://my.lausd.net/webcenter/faces/wccdoc?dDocName=1312830
https://achieve.lausd.net/Page/14893


The request for a reasonable accommodation does not have to be in writing.  A verbal 
request should be documented by the employee or site administrator/designee.

Site administrators/supervisors are responsible for providing employees with an 
Eligibility notice, along with a Rights & Responsibilities notice, once the status has been 
determined.

Employees are responsible for submitting a complete and sufficient leave certification. 

Site administrators/supervisors are responsible for providing a designation (Approved 
or Not Approved) notice to applicants in writing.

The District is committed to providing equal employment opportunities for employees with 
disabilities

The accommodation process begins as soon as an employee makes a request for accommodation.

Reasonable Accommodations
BUL-4569.14 Reasonable Accommodation for Individuals with Disabilities

https://my.lausd.net/webcenter/faces/wccdoc?dDocName=1302097


Non-Discrimination/Anti-Harassment  (Including Sexual Harassment) 
Policy & Complaint  Procedure (Adult to Adult) 
BUL-6612.1 Non-Discrimination and Anti-Harassment (Including Sexual Harassment) Policy and Complaint Procedure

Policy Overview:
This Bulletin outlines the District policy as it is 
related to adult-to-adult protected category 
discrimination, harassment (including sexual 
harassment), and retaliation. It also outlines the 
complaint and investigative procedure 
under the policy.

Protected Categories:
Includes but are not limited to age, race, 
disability, sex, sexual orientation, gender 
identity/expression, religion, marital status, 
national origin, ancestry, veteran status, color, 
genetic information, political beliefs, and 
cancer-related medical condition.

When to Investigate Internally:
When the complaint is peer to peer (not 
involving an administrator) and allegations 
are one-time occurrences and not 
egregious.

When to refer to the Equal Opportunity 
Section (EOS):
When allegations involve an Administrator 
or when peer to peer allegations are more 
than a limited occurrence or the 
allegations are egregious.

Applies to:
All District employees and non-employee 3rd parties including District vendors, applicants, 

parents, and interns (not an exhaustive list).

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1313874
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Written program available in the main 
office

Find more information, including the IIPP template and a training 
PowerPoint at: https://achieve.lausd.net/Page/3760 

One-page summary posted 

Annual training for all staff 

Quarterly Safety Committee meetings 
Two (2) site safety inspections 

per year 

Injury & Illness Prevention Program (IIPP)
REF-5693.4 Cal/OSHA Log of Injuries and Illnesses

The District is committed to providing equal employment opportunities for employees with 
disabilities.

Health and safety program required for all schools and offices by Cal/OSHA. 
Here are the basics

https://achieve.lausd.net/Page/3760
https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1306677


Nondiscrimination Information & Sexual 
Harassment Prevention Policy
MEM-5818.12 Nondiscrimination Required Notices and Ordering of Student Brochures 
BUL-2521.5 Title IX Policy/Nondiscrimination Complaint Procedures (Including for Sex Discrimination and Sexual Harassment)

The District is committed to providing a safe 
working and learning environment, free from 
discrimination, harassment, intimidation, 
abusive conduct, or bullying. 

Federal and state law mandate that Districts 
annually publish and disseminate 
nondiscrimination notices. 

The information is to be presented to all 
students in age-appropriate language as 
part of any orientation program conducted 
for students at the beginning of the school 
year or summer session as applicable. 

https://my.lausd.net/webcenter/faces/wccdoc?dDocName=1346028
https://my.lausd.net/webcenter/faces/wccdoc?dDocName=254740


Cal/OSHA 300A Annual Certification
REF-5693.4 Cal/OSHA Log of Injuries and Illnesses

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1306677


Site Computer Inventory Policy
BUL-095100.2 Site Computer Inventory Policy
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The current status of 
each device has 
been verified and 
updated in the IT 
Asset Management 
System. (i.e., 
checked-out, in 
inventory, lost, 
damaged, etc.)

The site administrator 
must submit an 
annual physical 
inventory certification 
of computing devices 
and Wi-Fi hotspots by 
June 30th of each 
year.Site administrators should 

designate a staff member 
to serve as an Inventory 
Device manager (IDM) 
responsible for managing 
devices inventory control.

https://my.lausd.net/webcenter/faces/wccdoc?dDocName=ID095100


Student And Employee Security
BUL-5269.3 Incident System Tracking Accountability Report (iSTAR)

iSTAR is the Districtwide electronic tool to report and 
document incidents involving students, employees, or 
the school community which occur on or near District 
schools and sites. 

Accurate reporting enables Regions, Central Offices 
and other responders to mobilize efficiently and 
effectively and provide support to schools, and 
offices.

Review iSTAR reporting procedures 
with assigned administrator 
designees and other appropriate 
staff.

Review and update staff 
members with iSTAR 
access. 

https://my.lausd.net/webcenter/portal/wccdoc?dDocName=1287873


Uniform Complaint Procedure
BUL-5159.13 Uniform Complaint Procedures (UCP)
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The District has the primary responsibility to ensure compliance with 
applicable state and federal laws and regulations and shall 
investigate complaints alleging failure to comply with those laws and 
regulations, including but not limited to:

• Allegations of unlawful discrimination, harassment, intimidation, 
or bullying against any protected group 

OR

• Noncompliance with laws relating to all programs and activities 
implemented by the District that are subject to the Uniform 
Complaint Procedures (UCP)

The District shall seek to resolve those complaints of noncompliance 
pursuant to procedures in the California Code of Regulations and the 
District’s governing board policies and procedures under the UCP, 
including allegations of retaliation for participation in the UCP process 
and/or to appeal District decisions regarding such complaints.

https://my.lausd.net/webcenter/faces/wccdoc?dDocName=1343458


Thank you


