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The Los Angeles Unified School District is committed to maintaining a safe learning
environment for all students and employees.

This Policy Bulletin outlines reporting procedures and notification requirements, the
employee reassignment process, and investigation procedures for alleged incidents of
employee misconduct. This policy reflects the requirements outlined in the Board
Resolution, Protect Children and Safeguard Due Process, adopted on April 16, 2013.
The District is committed to ensuring all allegations of employee misconduct are dealt
with in a prompt, thorough, and effective manner, and that all administrators and
supervisors have clear guidelines and procedures to follow. Please keep in mind that
employees accused of misconduct are entitled to respect, fairness, and due process
throughout the investigation. Procedures outlined in this policy pertain to both
Certificated and Classified employees. This policy will:

e Guide administrators, Division heads, and supervisors in the management of
reports of employee misconduct, including sexual allegations;

e Streamline applicable procedures to allow for efficient and timely resolution of
reported incidents;

e Promote student, staff, and workplace safety; and,

e Ensure due process by complying with the rights of employees under applicable
laws and collective bargaining agreements.

For purposes of this bulletin, a reassignment is the temporary removal of an employee
from his/her regularly assigned workplace for the safety of our students and/or staff
(e.g., “temporary pull”, “housing” an employee, relocation of worksite for inquiry
into allegations, suspension pending dismissal).
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MAJOR This Policy Bulletin replaces all previously-issued Policy Bulletins of the same

CHANGES: subject, including, but not limited to, BUL-6532.1, BUL-3357.1, and BUL-5736.2.
This Policy Bulletin includes updates regarding reporting of suspected abuse for
dependent adults, timeline for completing a preliminary inquiry, responsibility for
monitoring investigations for matters not referred to the Student Safety Investigation
Team (SSIT), time reporting codes for Classified employees, and appropriate reason
code when requesting substitute teachers for reassigned employees. This document
reflects relevant collective bargaining provisions, as applicable. Attachments have
been reordered, Attachments A and G have been revised, and Attachments E and F
have been added.

GUIDELINES: The following guidelines apply.

The District must provide safe classrooms, schools, and workplaces for its students
and employees. When allegations of employee misconduct arise that threaten
students, staff, or workplace safety, District leaders must take appropriate and timely
administrative action. Employees will be reassigned when the safety of students,
schools or the workplace is clearly at risk. A few examples of incidents that may
require a reassignment of an employee are:

A. Allegations of sexual misconduct;

B. Acts of workplace violence that threaten or result in serious injury; or,

C. Any allegations, arrests, or filing of criminal charges related to serious criminal
acts.

Employees may also be reassigned if it is determined that the employee’s presence in
the workplace undermines the integrity of an investigation or otherwise causes
disruption. Employees are not typically reassigned based on performance,
competence, or judgment issues unrelated to safety. Contact Staff Relations at (213)
241-6056 for guidance on these matters.

l. REPORTING PROCEDURES FOR ALLEGATIONS OF EMPLOYEE
MISCONDUCT (Including Sexual Misconduct)

According to District policy and California law, all LAUSD employees are
mandated reporters of suspected child abuse, as well as of suspected
dependent/elder adult abuse. When an alleged incident occurs that involves
reasonable suspicion of child or dependent adult abuse (including sexual
abuse) by an employee, the following steps shall be taken:
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The mandated reporter must make a telephone report to a local law
enforcement agency and/or a child or adult protective services agency
immediately (e.g., Los Angeles Police Department, Los Angeles County
Sheriff’s Department, Department of Children and Family Services, Adult
Protective Services) AND submit the written report to the agency called
within 36 hours of receiving the information. In cases involving alleged
employee misconduct, the call must be made to a law enforcement agency,
and the written report completed and mailed within 36 hours regardless of
the law enforcement response. Only law enforcement has the authority to
grant clearance to investigate a matter administratively. If the mandated
reporter is an administrator, he/she will inquire with law enforcement as to
whether the District may proceed with or should refrain from conducting
an administrative investigation. Refer to BUL-1347.3, Child Abuse and
Neglect Reporting Requirements, or BUL-2449.0, Dependent/Elder Adult
Abuse and Neglect Reporting Requirements, for complete information.

The mandated reporter must immediately notify his/her site administrator/
Division supervisor of the incident, unless the allegation involves the site
administrator/Division supervisor. The site administrator/Division
supervisor must in turn immediately notify the Local District
Administrator of Operations.

Upon receiving information from the mandated reporter, the site
administrator/Division supervisor must take immediate action to stop the
alleged inappropriate conduct by removing the employee from the
classroom or worksite when it poses a risk to student or school safety.

. When alleged employee misconduct by a Division employee (e.g., food

service worker, gardener) is reported directly to a Division (e.g.,
Transportation, M&O) and results in the removal of the accused employee
from his/her assignment, the Division Head will notify the Administrator
of Operations of the respective Local District wherein the misconduct
occurred whenever students are impacted. The Local District
Administrator of Operations will work with the Division Head to ensure
that the respective Division adheres to the guidelines of this policy.

The site administrator/Division supervisor will contact the Local District
Administrator of Operations/Division Head. The Administrator of
Operations/Division Head will consider the potential risk to student or
school safety in order to determine whether or not the employee may
continue in his/her assignment, report to the Local District/Division, or
remain at home, pending the outcome of the investigation. The site
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administrator/Division supervisor will inform the Local District/Division
of law enforcement’s determination as to whether the District may proceed
with or should refrain from conducting an administrative investigation.

The Office of the Superintendent has determined that all Local District
administrators shall be responsible for supporting school sites. The
Operations Coordinator and Director assigned to the school site, or in cases
of Division employees, the Division Supervisor and Division HR
Representative shall meet to discuss the course of action to be taken in a
preliminary inquiry of the allegations.

Before commencing a preliminary inquiry and, if needed, the Local
District/ Division Administrator will confirm with law enforcement as to
whether the initiation of a District investigation would interfere with any
criminal investigation.

The site administrator/Division supervisor will immediately generate and
submit an Incident System Tracking Accountability Report (ISTAR) to
include all relevant information available at the time of the report in the
incident summary. The site administrator/Division supervisor will then
enter regular updates up until the time that the employee is formally
reassigned, or the Local District Administrator of Operations/Division
Head determines that the matter is resolved.

The Local District/Division shall contact the Human Resources Reassigned
Employees designee at (213) 241-8391:

a. Todiscuss ISTAR incident types for allegations that appear to be
sexual in nature. After such consultation with Human Resources, the
Local District Superintendent/Division Head will make a final
determination of the appropriate incident type to ensure that the
ISTAR reflects accurate data, including the date on which the
employee was initially reassigned. The ISTAR should also include
law enforcement’s response along with the officer’s name and
employee identification number.

b. To determine the job classification of non-permanent Certificated or
Classified employees or non-employees (e.g., substitutes, at-will
employees, non-district contracted employees, volunteers) before
taking any adverse action against the employee.
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J. If the allegation involves the site administrator/non-school based

supervisor, the mandated reporter must inform the Local District
Administrator of Operations/ Division Head about the alleged
inappropriate conduct. The Local District Administrator of Operations/
Division Head will generate and submit the ISTAR.

K. If the ISTAR reflects that the allegation is of a sexual nature, Employee
Relations will make an appropriate and timely report to the California
Commission on Teacher Credentialing.

L. The Local District Administrator of Operations/Division Head, in
conjunction with the school and/or appropriate District offices, will
monitor the incident and communicate ongoing updates through the
ISTAR until the matter is resolved.

M. Volunteers are not mandated reporters of possible child or dependent adult
abuse. However, they should be encouraged to report any inappropriate
conduct immediately to the site administrator/Division supervisor. The
site administrator/ Division supervisor is required to report the allegation
to the appropriate reporting agency if he/she has a reasonable suspicion
that the allegation is true.

CTC REPORTING AND INVESTIGATION PROCEDURES

The Education Code requires all California school districts to report
allegations of sexual misconduct by Certificated employees to the
Commission on Teacher Credentialing (CTC). Employee Relations makes all
such reports to the CTC on behalf of LAUSD. Local Districts/Divisions will
utilize ISTAR to monitor and document its investigative activities related to
alleged sexual misconduct by Certificated employees that have not been
removed from the worksite. It is expected that Local Districts’/Divisions’
inquiries will be completed within five (5) working days of the initial
reporting of the allegations. If an inquiry into allegations by a Local
District/Division cannot be completed within five (5) working days, the
Administrator of Operations/Division Head should consider formally
reassigning the employee. Employee Relations shall:
e Review the allegation and any additional information as documented in the
initial ISTAR.
¢ Report allegations of sexual misconduct by Certificated employees to the
CTC.
e Provide the CTC notification regarding case outcomes based on
information received from Local Districts/Divisions.
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Contact Employee Relations (213) 241-6591 for questions.

I1l.  PRELIMINARY INQUIRY OF ALLEGATIONS (Up to five (5) working
days)

A. The decision to reassign an employee pending the outcome of an
administrative inquiry and final recommendation for action typically rests
with the Local District Administrator of Operations/Division Head, except
when the allegations are against a school-based administrator. If the
employee is a school-based administrator, the Local District Administrator
of Operations will consult with the Local District Superintendent before
making a final reassignment determination.

B. If a decision is made to reassign an employee, the site-based administrator/
Division supervisor shall do the following:

1. Inform the employee that the removal from the worksite is due to an
allegation of employee misconduct and provide the employee with
the Directive to Report to Local District/Division document
(Attachment A). Attachment A will be provided to the worksite by
the Local District/Division.

2. Direct the employee not to interfere with the investigation being
conducted by law enforcement and/or the District.

3. Direct the employee not to harass, intimidate, and/or retaliate against
students, staff, or parents of the school or any other District school.

4.  Direct the employee not to contact students of the school or any other
District school, with the exception of those who are members of the
employee’s immediate family or household.

5. Retrieve and secure the employee’s keys, grade books, teacher’s
manuals, job-related logs/ledgers, and all District-issued portable
technology devices including laptops, phones, iPads, etc. as soon as
the employee is removed from his/her classroom or work area.

6. Ensure that no one attempts to recover or view evidence or data on
any electronic devices issued to or accessed by the employee.

7. Store all technology-related devices assigned to the employee in a
secure location at the worksite in order to establish a chain-of-
custody.

8. Retrieve student records that may prove pertinent to the case, i.e., any
student files from the classroom of an employee who is accused of
alleged misconduct.

9. Direct the employee not to access any district/school databases or
non-public district web sites.

BUL-6532.2
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10.

11.

Deactivate the employee’s access to district/school databases (e.g.,
MiSiS).

Advise the employee that he/she shall not enter the premises of the
school site or office or any other District school or facility without
prior written administrative direction or approval from the Local
District Administrator of Operations/Division Head.

The Local District/Division shall do the following upon the employee’s
reassignment to the Local District/Division:

1.

Provide the school site with the Directive to Report to Local
District/Division document (Attachment A), and submit an electronic
copy of the form immediately to HRIncidentReporting@Ilausd.net in
order to ensure timely and accurate tracking.

Conduct an intake meeting with the employee on the first day of
reassignment and provide a completed Preliminary Reassignment
Memo (Attachment B), and submit an electronic copy of the form
signed by the employee immediately to HRIncidentReporting@
lausd.net . Contact the Human Resources Reassigned Employees
designee at (213) 241-8391 should the employee request a leave or be
absent for any other reason that prevents the Local District/Division
from conducting the intake meeting for reassignment. Note: The
timeline for the preliminary reassignment begins on the first date the
employee is directed to report to the Local District/Division, regardless
of whether an employee requests a leave of absence, calls out for
illness, fails to report, etc. None of these reasons will result in an
extension of the five (5) day timeline to complete a preliminary
inquiry.

Within three (3) days of reassignment, provide the employee with both
a verbal and written explanation of the reason(s) for the reassignment
(See Notice of Reason for Preliminary Reassignment Pending
Investigation, Attachment C), and submit an electronic copy of the
form signed by the employee immediately to
HRIncidentReporting@lausd.net. Please refer to the Recommended
Brief Incident Descriptions (Attachment D) to complete Notice of
Reason for Preliminary Reassignment (Attachment C). If law
enforcement requests that the Local District/Division refrain from
informing the employee of the allegation, the Local District/ Division
is to state only that an investigation is being conducted due to an
allegation of possible employee misconduct (refer to Attachment D,
Item A).

Page 7 of 20 July 17, 2017


mailto:HRIncidentReporting@lausd.net
mailto:HRIncidentReporting@lausd.net
mailto:HRIncidentReporting@lausd.net
mailto:HRIncidentReporting@lausd.net

POLICY BULLETIN

!ﬂ’ LLOS ANGELES UNIFIED SCHOOL DISTRICT
3_.0‘ ;

D. The Local District Administrator of Operations/Division Head shall
coordinate with school or worksite administrators to conduct a preliminary
inquiry of the allegation(s) prior to making the decision to formally
reassign an employee. It is expected that this preliminary inquiry will be
completed and documented within the first five (5) working days of the
initial reassignment (refer to Attachment E, Administrative Report
Template for Preliminary Inquiry). Should extenuating circumstances
arise during the preliminary inquiry, the Local District Administrator of
Operations/Division Head may provide rationale for an extension of the
timeline for up to two (2) additional days for consideration.

E. Contact the following offices for questions or support:

Human Resources Reassigned Employees Designee (213) 241-8391:
Reassignment process or paperwork, ISTAR incident type, employee
classification, extension of timeline for preliminary inquiry.
Student Safety Investigation Team (SSIT) (213) 241-7073:
Preliminary inquiry/investigation, information regarding the status of
law enforcement holds, ISTAR documentation.
Office of the General Counsel (213) 241-6601: Legal questions.
Staff Relations or Human Resources Representatives: Employee
discipline matters.
o Certificated Employees: (213) 241-6056
o School-based Classified Employees (other than Facilities/M&O or
Food Services employees): (213) 241-6056)
o FacilitiessM&O: (213) 241-0312
o Food Services: (213) 241-2993
o Central Offices:
e Information Technology (213) 241-2687
e Procurement Services (562) 654-9302
e Transportation (213) 580-2970

F. During the first five (5) working days of the reassignment of the employee,
the Local District/Division shall:

BUL-6532.2
Human Resources Division
Office of the General Counsel

1. Confirm that a child abuse report has been made to law enforcement

by phone, a written SCAR (Suspected Child Abuse Report) or SOC
341 (Suspected Dependent Adult and Elder Abuse Report) completed
and mailed regardless of response, and that the District has been
cleared by law enforcement only to initiate an administrative
investigation.
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2. Confirm that an ISTAR has been entered, submitted, and includes all
relevant information available at the time of the report in the incident
summary. Continue to monitor that the site administrator/Division
supervisor enters regular updates up until the time that the employee is
formally reassigned, or the Local District Administrator of
Operations/Division Head determines that the matter is resolved.

3. Ensure that any and all technology-related equipment has been secured
at the worksite. The Local District Operations Coordinator should
consider securing electronic devices at the Local District if there are
concerns about the items remaining at the school site.

4. Only after securing law enforcement clearance, interview and attempt
to secure written statements from the alleged victim(s) and witness(es)
regarding the alleged misconduct (refer to Attachment E,
Administrative Report Template for Preliminary Inquiry).

5. Ensure that written statements include detailed information related to
the allegation (who, what, when, where, how and why), the printed full
name and signature of the person writing the statement, and the date on
which the statement was written. No one other than the author should
write on or otherwise modify the statement. For alleged victim(s)
and/or witness(es) unable to write a statement, the person transcribing
the statement will provide his/her printed full name and signature,
along with the date on which the statement was verbally reported.

6. Check school or worksite employee files in order to ascertain if any
prior misconduct by the accused employee has been documented via
conference memo, discipline, letter of reprimand, etc., and collect
copies.

7. Contact Staff Relations and/or Employee Relations for information
related to other possible employee misconduct including prior
discipline issued/served, prior allegations of employee misconduct, etc.

For cases involving criminal matters, the Local District/Division shall
consult with the SSIT. In the case that a site administrator receives
notification directly from law enforcement regarding an employee under
investigation for a criminal matter, the site administrator shall immediately
notify the Local District Administrator of Operations and Employee
Relations. If law enforcement has not fully granted clearance for LAUSD
to initiate an administrative investigation by the third day of the
employee’s preliminary reassignment, the Local District shall contact the
SSIT designee for guidance. If law enforcement has not fully granted
clearance by the fifth day, the Local District shall formally reassign the
employee, and the SSIT shall become the sole contact with law
enforcement.
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H. After a preliminary inquiry of the allegation (by the end of the fifth
working day) has been completed, the Local District Administrator of
Operations or the Division Head will decide whether to return the
employee to the worksite or proceed with formal reassignment as set forth
below. If the employee is a school-based administrator, the Local District
Administrator of Operations will consult with the Local District
Superintendent before making a final determination to return the employee
to the worksite or to proceed with formal reassignment.

I. If the decision is made to return the employee to the worksite, the Local
District Superintendent/Local District Administrator of Operations, or the
Division Head will immediately conduct a return to work conference with
the employee prior to his/her return to the worksite and submit the Return
to Worksite Accountability Form (Attachment L) to the Human Resources
Reassigned Employees designee at HRIncidentReporting@ lausd.net. If
the findings of the Local District/Division preliminary inquiry indicate that
the allegations of misconduct made against the employee are unfounded or
unsubstantiated, a conference memorandum must be issued regardless for
purposes of documentation. Contact your assigned Staff Relations Field
Director (Certificated) or Human Resources Representative (Classified)
for assistance. Contact the Human Resources Reassigned Employees
designee at (213) 241-8391 should the employee request a leave or be
absent for any other reasons that prevent the Local District/Division from
conducting the return to work conference.

1. Ensure that the ISTAR has been updated to include the Local
District’s/Division’s general description of its investigative process,
including findings, action steps, and resolution. Details of the
investigation should be documented in an administrative report (refer to
Attachment E, Administrative Report Template for Preliminary
Inquiry).

2. Notify Employee Relations that the investigation is completed and
documented in cases of Certificated employees who have been reported
to CTC for alleged sexual misconduct. Employee Relations will
forward updated information to the CTC for its records of the District’s
response to the allegations.

IV. REASSIGNMENT OF AN EMPLOYEE PENDING OUTCOME OF A
FORMAL INVESTIGATION (Beyond five (5) working days)

When a credible allegation of employee misconduct indicates a significant
safety risk to students, staff, other employees, or members of the school
community, the employee will be reassigned, in most cases to home.

BUL-6532.2
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Classified employees may be reassigned to worksites where no students are

present. For purposes of this bulletin, a reassignment is the temporary removal

of an employee from his/her regularly assigned workplace for the safety of our

students and/or staff (e.g., “temporary pull”, “housing” an employee,

suspension pending dismissal, relocation of work site during investigation). In

all situations, the Reassignment of District Employee form (Attachment G)

must be completed and submitted to HRIncidentReporting@]lausd.net.

Employees may be reassigned as a result of inappropriate conduct occurring at

or away from the worksite, including, but not limited to:

e Allegations of sexual misconduct;

e Acts of workplace violence that threaten or result in serious injury; or,

e Any allegations, arrests, or filing of criminal charges related to serious
criminal acts, in accordance with applicable law.

Employees may also be reassigned if their presence causes disruption at the
workplace or undermines the integrity of an investigation.

Procedures in this bulletin apply to both Certificated and Classified employees.
Local Districts should contact the Human Resources Reassigned Employees or
SSIT designees for all other cases of alleged misconduct involving students by
non-permanent Certificated or Classified employees or non-employees,
including substitutes, at-will employees, non-district contracted employees,
volunteers, etc.

When a Certificated or Classified employee is reassigned pending the outcome
of an investigation, the following must occur:

A. The Local District Administrator of Operations or Division Head will
complete the Reassignment of District Employee form (Attachment G,
formerly known as a “pull memo”) and submit it electronically to
HRIncidentReporting@]lausd.net.

B. Submit the electronic form immediately after the decision is made by the
Local District Administrator of Operations or Division Head to reassign a
Certificated or Classified employee in order to ensure timely and accurate
tracking.

C. The Reassignment of District Employee form will be reviewed for
consistency with the guidelines for reassignment. If the reassignment does
not appear to meet the criteria described in this policy, Human Resources
will contact the Local District Administrator of Operations or Division
Head to discuss.
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D. Once the Reassignment of District Employee form (Attachment G) is

submitted, employee time will be reported as follows:
1. Employee Relations will report and approve time for Certificated

employees. Each Local District/Division is responsible for collecting
and sending a signed timecard for each reassigned Certificated
employee to the Employee Relations timekeeper designated for
reassigned employees.

. Attachment O, Time Reporting, and Attachment O-1, Substitute

Reimbursement Form for Reassignment of Teacher(s), provides
additional information regarding time reporting for reassigned
Certificated employees. When requesting a substitute teacher using
SmartFind, select “Reassignment” as the reason code.

The worksite will continue to report time for permanent Classified
employees. The worksite shall not report the employee’s time as
vacation, unless the employee’s respective bargaining agreement
stipulates such, or the employee makes a request for vacation time to
his/her worksite supervisor while reassigned and receives approval.
The Human Resources Reassigned Employees designee shall
determine an employee’s permanency status and job classification and
inform all appropriate offices in order to determine next steps for pay
and reassignment protocols. The Local District and school site shall
wait for a response from Human Resources prior to taking any adverse
action against the employee.

E. The Local District Administrator of Operations/Division Head or designee

BUL-6532.2
Human Resources Division
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will do the following:
1. Ensure that all technology-related devices assigned to the employee

have been retrieved and locked in a secure location in order to establish

a chain-of-custody.

Complete the Student Safety Investigation Team Request for Assistance

(Attachment 1) and submit it to the SSIT Director at

HRIncidentReporting@lausd.net for a full investigation whenever

student safety has been compromised. The incident description must

include the initial allegation along with new developments and
additional information uncovered during the preliminary inquiry that
supports the decision of the Administrator of Operations/Division Head
to request a full investigation.

a. Local Districts/Divisions should contact other District offices for
matters for support with investigations involving employee
misconduct that does not impact student safety. (See Section V.A.)

b. A forensic examination of District-issued devices will be completed
for investigations involving sexual misconduct. For all other
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investigations, forensic examinations will be completed as deemed
necessary.

3. Conduct a formal reassignment meeting with the Certificated or

Classified employee to provide immediate verbal and written direction
regarding procedures for reporting while formally reassigned (See
Preliminary Reassignment to Local District at Home or Division Name
at Home, Attachment H, for specific topics to be discussed). Contact
the Human Resources Reassigned Employees designee at (213) 241-
8391 should the employee request a leave of absence, call out for
ilIness, fail to report, or for any other reasons that prevent the Local
District/Division from conducting the formal reassignment meeting.
Ensure that the employee is or was previously provided with both a
verbal and written explanation of the reason(s) for the reassignment
within three (3) working days (refer to Section I111.C.3). If law
enforcement requests that the Local District/Division refrain from
informing the employee of the allegation, state only that an
investigation is being conducted due to an allegation of possible
employee misconduct (refer to Notice of Reason for Preliminary
Reassignment Pending Investigation, Attachment D, Item A).

In most cases, after the formal reassignment meeting with the Local
District Administrator of Operations/Division Head, the reassigned
employee will remain at home and will not report to the Local District/
Division, unless directed to do so.

V. INVESTIGATIONS

A. District Investigations

Various investigative units within LAUSD support the District in a variety
of matters involving employee and student misconduct:

BUL-6532.2
Human Resources Division
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Office of the Inspector General (213) 241-7700: Investigates matters of
fraud, waste, finance, and other related issues.

Human Resources Representatives (213) 241-6056: Investigates
misconduct by Classified employees that do not involve students (e.g.,
drugs/alcohol).

Equal Opportunity Section (213) 241-7685: Addresses complaints by
employees regarding employment discrimination, harassment, and
retaliation.

Office of Educational Equity (213) 241-7682: Addresses matters
impacting students, whether student-to-student or adult-to-student,
involving discrimination in the learning environment (e.g.,
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harassment/sexual harassment, intimidation and/or bullying).

Human Resources shall track employees reassigned by these Divisions
through the completion of their investigation.

District Investigations: Student Safety Investigation Team (SSIT) (213)
241-7073

In addition to the aforementioned units in Section A, the SSIT investigates
matters of alleged employee misconduct by employees that impact student
safety (sexual and non-sexual). These investigations are conducted when a
request for assistance is made by a Local District or Division and the
employee has been formally reassigned away from his/her regularly
assigned worksite. Under certain circumstances, outside contracted
investigative firms will conduct investigations on behalf of the District.

The Student Safety Investigation Team will:

e Make every attempt to complete all full investigations within 120
working days of the date the administrative case is cleared by law
enforcement and opened, in accordance with the Board resolution. It is
the District’s goal, however, to complete investigations within 90
working days should no complications arise.

e Investigate all allegations of sexual and non-sexual misconduct which
result in the formal reassignment of an employee.

e Offer consultation and assistance to support Local District/Division
investigations of alleged misconduct by non-reassigned employees.

e Serve as a resource for communication with law enforcement for
allegations involving criminal matters.

Law Enforcement Investigations

When a child abuse or dependent adult report is made by phone to law
enforcement, the site-based administrator/Division supervisor will inquire
with law enforcement before commencing an inquiry into the matter as to
whether the initiation of a District investigation would interfere with any
criminal investigation. Only law enforcement has the authority to grant
clearance to investigate a matter administratively.

If law enforcement does not grant the District clearance to investigate and
the employee has been officially reassigned pending investigation, the
following will occur:

1. The SSIT will become the sole liaison to law enforcement on behalf of
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the Local District/Division once the Request for Student Safety

Investigation Team Assistance (Attachment 1) has been submitted.

a. The incident description must include the initial allegation along
with any additional information uncovered during the course of the
preliminary inquiry that supports the decision to request a full
investigation.

2. The SSIT will regularly contact law enforcement for updates and will
relay the information to the Local District Administrator of
Operations/Division Head and other applicable parties via email and/or
by telephone.

3. The Local District/Division shall regularly update the ISTAR with
information received from the SSIT.

4. For questions regarding law enforcement’s access to students,
employees, or information, administrators/supervisors should contact
the Office of the General Counsel at (213) 241-7600.

D. Other External Agency Investigations

One or more external agencies may also investigate matters of alleged
misconduct by employees in addition to law enforcement agencies. These
may include the Department of Children and Family Services (DCFS),
Adult Protective Services (APS), the Department of Social Services (DSS),
and the Commission on Teacher Credentialing (CTC). Please note that
these investigations are separate and independent from any District
administrative investigation, and have no bearing on any action the District
may take at the conclusion of its investigation.

VI. NOTIFICATION AND COMMUNICATION FOR ALLEGATIONS OF
SEXUAL MISCONDUCT

A.

BUL-6532.2
Human Resources Division
Office of the General Counsel

Parent Letter and Blackboard Connect

After law enforcement notifies the Local District/Division, or after the

Local District/Division informs law enforcement about an allegation of

sexual misconduct of an employee, the following shall occur:

1. The Local District/Division will consult with the Los Angeles School
Police Employee Crimes Coordinator before releasing any information
to parents and guardians.

2. The Local District Superintendent will make the determination as to

whether or not the school should disseminate a 72-hour notification
and/or Blackboard Connect message for any matter occurring within
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BUL-6532.2
Human Resources Division
Office of the General Counsel

his/her Local District, including those involving Division employees

that impact students within the Local District (e.g., The Local District

Superintendent and/or the Administrator of Operations may consult

with the Office of the General Counsel, the Los Angeles School Police

Department’s Employee Crimes Coordinator assigned to the Student

Safety Investigation Team, the Office of Communications, and/or the

Office of School Operations regarding the release of the 72-hour

Parent Notification Letter and/or Blackboard Connect message. The

communication shall be documented in the respective ISTAR.

If there are extenuating reasons not to send the 72-hour notification,

the Local District Superintendent and/or the Administrator of

Operations/Division Head will advise the site administrator/Division

supervisor and will note the reason in the ISTAR.

Once law enforcement ensures that parent notification will not

compromise the investigation, the site administrator, with the approval

of the Local District Superintendent, will send the 72-hour Parent

Notification Letter and/or a Blackboard Connect message to parents

and guardians as described below:

a. The Local District/Division shall not include the name of the
employee (unless approved by the Office of the General Counsel at
(213) 241-7600.

b. The parent notification will specify whether the case involves any
ongoing investigation and/or if there has been an arrest of the
employee due to an allegation of sexual misconduct.

c. Principals shall use specific letter and Blackboard Connect phone
message templates as follows:

e Attachment I - On-Going Law Enforcement Investigation
Template
Principals shall use the Attachment | template after an
employee has been removed from the worksite due to a criminal
investigation.

e Attachment J - Law Enforcement Arrest of an Employee
Template
Principals shall use the Attachment J template if the law
enforcement agency has confirmed an arrest of an employee.

e Attachment K - District’s Administrative Investigation — NO
Arrest by Law Enforcement Agencies Template
Principals shall use the Attachment K template if the law
enforcement agency has confirmed that they are not proceeding
criminally and advises the case be handled administratively.
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B.

Informational Meeting for Parents, Guardians and Community

The Local District/Division may conduct an informational meeting for
parents, guardians and the community in consultation with the Office of
the General Counsel, the Office of Communications, and the Los Angeles
School Police Department.

C. Communications to the Media

1. All communications to the media regarding alleged incidents of

egregious misconduct will be coordinated through the Office of
Communications in consultation with the Office of the General
Counsel, School Operations, Employee Relations, and/or the Student
Safety Investigation Team.

Specifically, all communications with the media will emphasize that
the initial removal of an employee should not be interpreted as a
substantiation of the allegation.

VII.  CONCLUSION OF INVESTIGATION AND LOCAL DISTRICT/
DIVISION DETERMINATION OF NEXT STEPS

Upon conclusion of its investigation, the Student Safety Investigation Team
will submit a final investigation report to the Local District Administrator of
Operations/Division Head for review. Within fifteen (15) working days of
receipt of the final investigation report, the Local District Administrator of
Operations/Division Head will make a determination to return the employee to
a worksite or to initiate disciplinary proceedings.

A. The Local District Administrator of Operations/Division Head will

BUL-6532.2
Human Resources Division
Office of the General Counsel

complete Attachment L, Reassignment Review Packet Checklist, in
collaboration with the principal/immediate supervisor, as well as Staff
Relations/Division Human Resources Representative, and submit it
electronically to Human Resources at HRIncidentReporting@ lausd.net.
Human Resources will review the packet for completeness and route for
processing.

1. For Certificated employees, the Local District Administrator of

Operations/Division Head will meet with the employees to issue
Attachment J, Notification of Conclusion of Investigation.

For Classified employees, no meeting is held to discuss the conclusion
of the investigation. The Local District Administrator of Operations
will mail Attachment J, Notification of Conclusion of Investigation, to
Classified employees by both certified and regular U.S. mail.
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B. If the Local District/Division’s determination is to return the employee to a

BUL-6532.2
Human Resources Division
Office of the General Counsel

worksite, within eight (8) working days of submission of completed
packet, Human Resources will conduct a case review and:
1. Review the packet of the employee returning to the workplace, in

consultation with other departments as appropriate, to ensure that

preventative and corrective measures have been implemented prior to

the employee’s return.

Request additional information from the Local District/Division if

necessary. Unless there are unforeseen delays, the Local District/

Division will have ten (10) working days to provide Employee

Relations with the requested information.

Process the employee for return to a worksite in a timely manner,

generally within five (5) working days.

Monitor and support the employee to ensure successful reintegration to

the worksite.

e The Local District Superintendent/Local District Administrator of
Operations or Division Head will conduct a return to work
conference with the employee to review all applicable policies and
procedures and submit the Return to Worksite Accountability Form
(Attachment L) to Human Resources at HRIncidentReporting
@lausd.net.

e Contact the Human Resources Reassigned Employees designee at
(213) 241-8391 should the employee request a leave of absence,
call out for illness, fail to report, or for any other reasons that
prevent the Local District/Division from conducting the return to
work conference.

e Generally, the employee shall not be returned to work prior to the
case review being held. Consult with the Human Resources
Reassigned Employees designee at (213) 241-8391 for Classified
employees whose matters may not require a case review (e.g.,
drugs/alcohol).

e The Local District Administrator of Operations/Division Head will
consult with Staff Relations to ensure consistency of discipline
issued, if any.

e Human Resources will contact the Local District Administrator of
Operations/Division for an update on the employee’s progress for
two semesters following the employee’s return to a worksite. The
Local District/Division will document this progress on the Progress
Check (for Formally Reassigned Employees Only) (Attachment M)
and submit to Human Resources at HRIncidentReporting@
lausd.net.
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C. If'the Local District/Division’s determination is to initiate disciplinary
proceedings up to dismissal, within eight (8) working days of
submission of completed packet, Staff Relations will:

1. Conduct a case review in consultation with other departments as
appropriate.

2. Request additional information from the Local District/Division if
necessary. Unless there are unforeseen delays, the Local District/
Division will have ten (10) working days to provide Staff Relations
with the requested information.

3. Absent compelling concerns, assist with issuance of discipline,
facilitate relevant appeals (Certificated employees only), and
conduct an Administrative Review (Skelly). Staff Relations will
then forward all case documents to the Office of the General
Counsel (Certificated) or Employee Relations (Classified) for
Board Action.

D. For questions regarding investigations involving other investigative
units, contact the Human Resources Reassigned Employees designee at
(213) 241-8391.

AUTHORITY: This is a policy of the Superintendent of Schools. The following legal standards are
applied in this policy.

RELATED

California Education Code Sections 49001 and 49050
Penal Code Section 11164 et seq.
Title IX Regulations, Title 34, Code of Federal Regulations, Part 106.

e Board Resolution To Enforce the Respectful Treatment of All Persons
RESOURCES: e BUL-1347.3, Child Abuse and Neglect Reporting Procedures
e BUL-2449.0, Dependent/Elder Adult Abuse and Neglect Reporting Requirements
e BUL-3349.1, Sexual Harassment Policy (Student-to-Student, Adult-to-Student,
and Student-to-Adult
e BUL-5167.0, Code of Conduct with Students-Distribution and Dissemination
Requirement Policy
e BUL-4748.0, Ethics Policies
e BUL-5212.2, Bullying and Hazing Policy
e BUL-5747.2, Abolition of Corporal Punishment
e BUL-999.11, Responsible Use Policy (RUP) for District Computer and Network
Systems
e BUL-5721.1, Social Media Policy for Employees and Associated Persons
e BUL-5310.0, Guidelines on Use of Privately Owned Vehicles for Authorized
BUL-6532.2
Human Resources Division Page 19 of 20 July 17, 2017
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School District Business
e Personnel Commission Rules

ATTACHMENTS:

Attachment A — Directive to Report to Local District/Division

Attachment B — Preliminary Reassignment (Preliminary Inquiry up to five (5)
days) to Local District, Division, or Home

Attachment C — Notice of Reason for Preliminary Reassignment Pending
Investigation

Attachment D — Recommended Brief Incident Descriptions

Attachment E—  Administrative Report Template for Preliminary Inquiry

Attachment F —  Risk Assessment Evaluation Tool

Attachment G — Reassignment of District Employee

Attachment H— Formal Reassignment (Post-Preliminary Inquiry) to Local
District/Division to be Reassigned at Home or Alternate Worksite

Attachment | —  Student Safety Investigation Team — Request for Assistance

AttachmentJ—  Notification of Conclusion of Investigation

Attachment K — Case Review Document Checklist

Attachment L — Return to Worksite Accountability Form

Attachment M — Progress Check (for Formally Reassigned Employees)

Attachment N — Timeline: Protocols and Procedures to Report, Reassign and
Investigate Allegations of Employee Misconduct

Attachment O — Instructions for Time Reporting

Attachment O-1 — Substitute Reimbursement Form for Reassignment of Teacher

Attachment P —  Letter Template for Principals: On-Going Law Enforcement
Investigation Dealing with Sexual Misconduct of an Employee

Attachment Q — Letter Template for Principals: Law Enforcement’s Arrest of an
Employee Dealing with Sexual Misconduct

Attachment R — Letter Template for Principals: District’s Administrative
Investigation Dealing with Sexual Misconduct of an Employee —
No Arrest by Law Enforcement Agencies

ASSISTANCE: For assistance or further information please contact your Local District, Human
Resources at (213) 241-8391, or the Student Safety Investigation Team at (213)

241-7073.
Contact Staff Relations for Certificated and Classified units B, D, F, G, and S at (213)
241-6056.

BUL-6532.2
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INTEROFFICE CORRESPONDENCE
Los Angeles Unified School District
[Local District/Division]

ATTACHMENT A

DIRECTIVE TO REPORT TO LOCAL DISTRICT/DIVISION

TO: [Employee name, EN#, job title] DATE: [MM/DD/YYYY]

FROM: [Name of Administrator/Supervisor]
Administrator of Operations/Division Head

SUBJECT: REASSIGNMENT OF DISTRICT EMPLOYEE

I have directed that you be reassigned from your current worksite due to an allegation(s) of misconduct.
An investigation of the allegation(s) has commenced.

On [date] at [time], you are directed to meet with [name and title of Administrator/Division designee] at
[Local District Location/Division], [location address]. You will be given additional information after
reporting to your reassigned location.

You are to adhere to the following directives:

e Do not interfere with the investigation being conducted by law enforcement and/or the District.

e Do not to enter the premises of [school/work location] or any other District school or facility, for
any reason without prior written administrative direction or approval from the Local District
Administrator of Operation or Division Head.

e Do not harass, intimidate, and/or retaliate against students, staff, or parents at [name of school/
work location] or any other District school or facility. Do not contact students of [name of school],
or any other school, except for those who are members of your immediate family or household.

If you have any questions, please phone [Local District Administrator/Division designee], [phone number].
Failure to follow an administrative directive shall lead to disciplinary action including the issuance of a

Notice of Unsatisfactory Act, Notice of Suspension and/or dismissal from the Los Angeles Unified School
District.

c. HRIncidentReporting@Ilausd.net
(Please include ISTAR # in body of email
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INTEROFFICE CORRESPONDENCE
Los Angeles Unified School District
[Local District/Division]

ATTACHMENT B

TO: [Employee name, EN#, job title] DATE: [MM/DD/YYYY]

FROM: [Name of LD Administrator of Operations/Division Head]
Administrator of Operations/Division Head

SUBJECT: PRELIMINARY REASSIGNMENT (Preliminary Inquiry up to five (5) days) TO
LOCAL DISTRICT [LD], [Division Name] DIVISION, OR HOME

This memo is to summarize our conference on [date] regarding your preliminary reassignment effective
[date]. During the conference, | informed you that there is an ongoing investigation about allegations
concerning events or conduct in which you may have been involved. While this investigation is taking
place, you will remain assigned to [LD/Division/Home] until notified by me.

I am providing you with the following information and procedural directives:
1. Your administrator/supervisor while assigned to [LD/Division] is [name, title].
2. Your work hours are as follows:

a.  Workday [XX:XX]a.m.to [XX:XX]p.m.
b. Break [XX:XX] a.m. to [XX:XX] a.m.
c. Lunch [XX:XX] a.m. to [XX:XX] p.m.

The following apply only if employee is assighed to a Local District/Division Office during
preliminary reassignment:

3. You are to sign-in upon arrival and sign-out upon departure at [LD/Division].

4. You are to remain in your assigned work area during work hours except during scheduled break
times.

5. If you must leave the premises at any time during the scheduled workday, you are to notify your
administrator/supervisor and sign out. Be sure to sign in again if you return during your scheduled
workday.

6. You are to refrain from making personal phone calls while at work, except during break times or
with the specific approval of your supervisor.

7. Although you may be assigned work while you are on preliminary assignment at the [Local
District/Division] office, you are to come prepared each day with appropriate District work. This
may include designing lesson plans, reading standards-based instructional materials, and/or
reviewing District training materials.

8.  You are to refrain from using District equipment (e.g., fax machines, copiers, computers,
telephones) for personal use; they may be used for work-related purposes with the specific
approval of your administrator/supervisor.
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The following apply only if the employee is assigned to home during preliminary reassignment:

9.

10.

You are to call in to [designated individual, title] at [phone number] at the start and end of each
workday. You are required to remain at home during your assigned working hours, available to
assist in the investigation upon request except during the designated break and lunch times. A time
card is attached. You are to fill it in each workday, and send it via fax to the attention of [designated
individual, title] at [fax number], or by email at [email address], each Friday afternoon. Certificated
employees must initial the appropriate days and Classified employees enter accurate start and end
times so that your payroll can be completed. Failure to submit a properly completed timecard on
schedule will prevent you from being paid on time.

While reassigned to home, you may be assigned work by [LD administrator/ Division supervisor].
However, except if directly assigned, you are not to perform any services for the District or students
relating to your former assignment, nor any other work for the District, nor are you to represent to
anyone that you are doing so. You shall, however, remain readily available and responsive to
District administration or other designated investigators.

The following apply in all cases of preliminary reassignment:

11.

12.

13.

14.

15.

16.

17.

18.

If you will be absent and unavailable due to illness, qualifying personal necessity, or other paid or
unpaid leave of absence, you are to call [designated individual, title] at [phone number] and let
[him/her] know the date(s) of your absence(s), the reason for your absence(s), and your anticipated
return date. In such event you are to restrict your activities and locations to the designated purposes
of the applicable absence or leave.

You are not to perform any duties or services for any non-District individual or entity during work
hours.

You are further directed not to interfere with the investigation being conducted by law enforcement
and/or the District.

You are not to access any District/worksite databases or websites without the specific approval of
your administrator/supervisor.

You have been relieved of duty from your regular assignment and any additional assignments
including, but not limited to, summer school, intervention, and/or intersession, at your current site
or any other District location.

You are directed not to enter the premises of your current site or any other District location at any
time, either during or outside of assigned work hours, including volunteering, without prior written
administrative direction or approval from your Local District Administrator of Operations or
Division supervisor.

You are directed to refrain from harassing, intimidating, or retaliating against students, staff, or
parents at [name of school/Division]. You are not to contact students at [name of school/ Division]
or any other school at any time, except those who are members of your immediate family or
household. You are not to contact any District employee during regular work hours without
approval of your administrator/supervisor.

[Insert any additional directives particular to the location and/or to the reassigned employee]
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19. Any failure to adhere to any of the above rules or directives, or to any other administrative directive, may
lead to disciplinary action, including suspension and/or dismissal.

Should you have any questions or concerns, please schedule an appointment to meet with me or [LD
administrator or Division supervisor].

Acknowledgement of Receipt Date

¢: HRIncidentReporting@lausd.net
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NTEROFFICE CORRESPONDENCE
Los Angeles Unified School District
Local District/Division

ATTACHMENT C

NOTICE OF REASON FOR PRELIMINARY REASSIGNMENT PENDING INVESTIGATION

TO: [Employee name, EN#, job title] DATE: [MM/DD/YYYY]

FROM: [Name of LD Administrator of Operations/Division Head]
Administrator of Operations/Division Head

SUBJECT: NOTICE TO EMPLOYEE OF REASON FOR PRELIMINARY
REASSIGNMENT PENDING INVESTIGATION

This memo is to summarize our conference held on [date] regarding your preliminary reassignment to
[LD/Division or home].

During the conference, | informed you that the temporary removal from your worksite is due to an allegation
of misconduct involving [provide reason from Attachment D]. There is an ongoing investigation concerning
this allegation.

In accordance with Board resolution, the District will make every attempt to complete all full investigations
within 120 working days of the date the administrative case is cleared by law enforcement and opened. It is
the District’s goal, however, to complete investigations within 90 working days, as stipulated in a bargaining
agreement with UTLA, should no complications arise. The same goal timeline shall be applied to employees
of all other bargaining units. The safety and security of students, staff, and the workplace, however, shall be
the primary factors in determining the length of time for its completion.

You will be notified of the results of the investigation and any impact on your reassigned status within 15
workdays following the completion of the investigation.

If you have any questions, please call [LD Administrator/Division Supervisor] at [phone number].

Thank you.

Acknowledgement of Receipt Date

¢: HRIncidentReporting@lausd.net
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LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

ATTACHMENT D

RECOMMENDED BRIEF INCIDENT DESCRIPTIONS

If authorized by law enforcement and/or the Student Safety Investigation Team (SSIT), the following incident
descriptions, if applicable to the allegation, shall be used to provide the employee with a reason for being
reassigned. Please note that these recommended descriptions are not inclusive of all reasons an employee may
be reassigned.

A

An ongoing investigation of allegations of misconduct by law enforcement. (Use this incident description
only when directed not to release details by the investigating law enforcement agency)

Law enforcement investigation for the sale/use of child pornography or other non-District related lewd and
lascivious acts

Touching or physical contact of a student, or other behaviors motivated by sexual interest, or engaging in
sexual relations with a District-enrolled student regardless of age or other minors

Physical contact, including the use of corporal punishment, with a student that is not age-appropriate or
within the scope of the employee’s responsibilities or duties

Endangering and/or threatening the safety and well-being of students, including failure to provide
appropriate supervision

Egregious sexual harassment of a student

Failure to report suspected child abuse

. Violation of the District’s Responsible Use Policy by downloading, viewing, or exposing students to

inappropriate audio-visual materials of a sexual nature

Violation of the District’s Social Media Policy, Responsible Use Policy, and/or Code of Conduct with
Students by communicating with students inappropriately

Charges of serious felonious crimes
The misuse of District funds/fraud/financial malfeasance

Testing irregularities

. Other: (Please consult with SSIT or Human Resources designees




ATTACHMENT E

ADMINISTRATIVE INVESTIGATION TEMPLATE: ALLEGATIONS OF EMPLOYEE MISCONDUCT

Date investigation opened : Date ISTAR #: ISTAR#
Employee: Name EN# EN# Position: Position
CONTACT YOUR LOCAL DISTRICT OPERATIONS COORDINATOR FOR GUIDANCE

This form is designed in a fillable format. Click on a field to enter text or select a response.

School/Worksite School/Worksite Local District/Division LD/Division
Investigating Administrator Name Position Position  EN# EN#
Phone number Phone number Email address email@Ilausd.net
Operations Coordinator Name Date of initial contact Date

1. Maintain an investigation file. Include all notes, documentation collected, and a copy of this completed report
in the file for future reference.

2. Type of allegation: [ Sexual in nature [ Non-sexual
Is the alleged misconduct a crime or suspected crime? []Yes [] No

If Yes, law enforcement agency and division contacted*: Agency and division Date Date

Officer’'s name: Name Badge/Serial Number: [D #

Law enforcement response: [Click here for dropdown options]

3. Allegation statement (Be sure to include pertinent information, such as: Who reported what to whom? When
was the matter reported? Who was involved? Who witnessed the misconduct? When and where did it occur?
How many times? Under what circumstances?)

4. Names of persons interviewed — Consult with your Operations Coordinator prior to interviewing the accused
employee. Be certain to keep separate detailed interview notes in your investigation file for future reference.

Name District ID or EN# Role (Victim, Witness, Accused)
Name 1 District ID or EN # Role
Name 2 District ID or EN # Role
Name 3 District ID or EN # Role
Name 4 District ID or EN # Role
Name 5 District ID or EN # Role

*For matters involving alleged employee misconduct, contact law enforcement. Call DCFS only in cases where direct contact
with law enforcement cannot be made
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ADMINISTRATIVE INVESTIGATION TEMPLATE: ALLEGATIONS OF EMPLOYEE MISCONDUCT

Date investigation opened : Date ISTAR #: ISTAR#
Employee: Name EN# EN# Position: Position
CONTACT YOUR LOCAL DISTRICT OPERATIONS COORDINATOR FOR GUIDANCE

This form is designed in a fillable format. Click on a field to enter text or select a response.

5. Documentation collected: [ 1 Written statements [1Photographs/screen shots [1Emails [J Handwritten notes
[] Other (Please specify) Type of document

6. Other evidence collected: [ (Please specify) Other evidence

7. Allegations of prior misconduct (Review school/worksite files for documentation, such as conference memos,
emails, handwritten notes. Contact Staff Relations and Employee Relations for information from the employee’s
other work locations.)

[Click here to enter prior misconduct]

8. Summary of investigation (Describe action steps chronologically and succinctly. Be sure to include pertinent
details.)

[Click here to enter summary of investigation]

9. Law enforcement follow-up (Provide any updated law enforcement actions or information, if applicable.)

[Click here to enter follow-up information]

*For matters involving alleged employee misconduct, contact law enforcement. Call DCFS only in cases where direct contact
with law enforcement cannot be made
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ADMINISTRATIVE INVESTIGATION TEMPLATE: ALLEGATIONS OF EMPLOYEE
MISCONDUCT

Date investigation opened : Date ISTAR #: ISTAR#

Employee: Name EN# EN# Position: Position
CONTACT YOUR LOCAL DISTRICT OPERATIONS COORDINATOR FOR GUIDANCE

This form is designed in a fillable format. Click on a field to enter text or select a response.

10. Findings: (Use bulleted statements. See samples below and on next page.)
e LAPD provided Injury Report #1234-xyz and stated they will not investigate further.
e  Six of eight students corroborated the allegation that Ms. Lee pushed Evelyn into her locker.
e Mr. Thomas used reasonable force as defined by the Child Abuse bulletin to restrain Joseph from striking Michael.
e Ms. Zavala had previously received two conference memos (or ISTAR entries) for similar behavior.
e Marlene has a visible bruise on her left forearm.
e Josie broke down into tears when she described the incident.

[Click here to enter analysis of findings]

11. Outcome of preliminary inquiry: (i.e., Employee reassigned by the local district on [indicate date]; in
consultation with Staff Relations, the matter was addressed in a conference and documented in a
conference memo [even in cases when the allegation cannot be corroborated].)

Click here to enter outcome and resolution

DO NOT UPLOAD THIS COMPLETED INVESTIGATION REPORT INTO ISTAR.

Instead, enter a statement into ISTAR indicating that an administrative investigation was completed and
that the report and all supporting documentation are available at the school site. Forward a copy to your
Local District Operations Coordinator.

Administrator’s signature Date investigation completed Click for dropdown calendar




ATTACHMENT F

RISK ASSESSMENT EVALUATION: ALLEGATIONS OF EMPLOYEE MISCONDUCT

Employee

EN# ISTAR #

INITIAL ALLEGATION
(Clear and specific)

MANDATED REPORTING

YES

NO

Was law enforcement contact needed (allegation potentially
criminal)?

Is the allegation a violation of District policy not requiring a report to
law enforcement or another outside agency?

[ O

[ O

TEMPORARY RELOCATION ON CAMPUS/AT WORKSITE

YES

Does the employee’s presence in the classroom/work area pose an
immediate threat to the safety of students, staff, or the workplace?

Could the employee potentially interfere with an assessment of the
situation by remaining in the classroom/work area?

[]

DECISION TO REASSIGN FOR PRELIMINARY INQUIRY (5-day*) or
RETURN EMPLOYEE TO CLASSROOM/WORK AREA

<
m
wn

2
(@]

Is the safety of students, staff, or the workplace at risk?

Will law enforcement conduct an investigation?

Is the allegation sexual in nature?

If the allegation involves violence, is there evidence of injury?
Has the employee been involved in prior misconduct?

Does this allegation demonstrate escalating or repeated behavior that
threatens the safety of students, staff, or the workplace?

Could the employee’s presence at the school or worksite potentially
interfere with the investigation?

O 0O oodod
O 0O oodod

PRELIMINARY
REASSIGNMENT and
INQUIRY

LAW ENFORCEMENT CLEARANCE TO INVESTIGATE

YES

Has law enforcement provided clearance for an administrative
investigation?

]

*Local District Administrators of Operations/Division Heads may extend up to two working days as needed to complete a
preliminary inquiry when extenuating circumstances are present. Email notification to HRIncidentReporting@lausd.net .
Contact the Human Resources /Student Safety Investigation Team designees for questions and/or consultation.
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ATTACHMENT F

RISK ASSESSMENT EVALUATION: ALLEGATIONS OF EMPLOYEE MISCONDUCT

Employee

EN# ISTAR #

PRELIMINARY INQUIRY (if cleared by law enforcement)

<
m
wn

Were victim(s) identified and interviewed?

Were witness(es) identified and interviewed?

Were written statements collected?

Is the information provided in written statements consistent?
Do the written statements seem credible and authentic?
Were photographs/screenshots/other evidence available?

Did a review of school/worksite files reveal documentation of prior
misconduct?

Did Staff Relations/Employee Relations contact identify any prior
misconduct?

I I I N R R I

O 0O O Od d o s

DECISION TO REASSIGN FORMALLY or RETURN EMPLOYEE TO WORK

<
m
wn

Is the safety of students, staff, or the workplace at risk?

Is law enforcement conducting an active investigation?

Is the allegation sexual in nature?

If the allegation involves violence, is there evidence of injury?

Was new information discovered during the preliminary inquiry?
(e.g., new victims, additional allegations, complex circumstances)

Could the employee potentially interfere with the investigation?

Can the allegation(s) simply be addressed with a conference memo
and/or discipline without reassignment?

Is a more comprehensive investigation needed?

Can the matter be escalated without an investigation as a result of
preliminary findings and evidence of prior misconduct?

O 0O 0Oddddodd

O 0O 0Odddoo s

Decision and rationale:

AOO/Division Head

Date

*Local District Administrators of Operations/Division Heads may extend up to two working days as needed to complete a
preliminary inquiry when extenuating circumstances are present. Email notification to HRIncidentReporting@lausd.net .
Contact the Human Resources /Student Safety Investigation Team designees for questions and/or consultation.
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LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

ATTACHMENT G

TO: Human Resources DATE: [MM/DD/YYYY]
HRIncidentReporting@Ilausd.net

FROM: [Name and Title of Local District Administrator of Operations/Division Head]
[Local District/Division]

SUBJECT: REASSIGNMENT OF DISTRICT EMPLOYEE

The following employee has been temporarily reassigned pending an investigation into allegations of misconduct. This
reassignment was made to ensure the safety of students, staff, and/or the workplace. | acknowledge that this information is
confidential.

Employee’s name (last, first) PERS ID/Employee number

To the best of your knowledge, indicate the employee’s position and job classification.
Human Resources will confirm and notify the respective Local District/Division.

Date employee removed from Position(s) School/location
worksite
Operations Coordinator/Supervisor Staff Relations Field Director/ Cost center and location reassigned to

HR Representative

Administrator/supervisor at reassigned location Time reporter at reassigned location

Law enforcement station notified Law enforcement contact name Law enforcement phone number

Initial law enforcement decision (e.g., handle administratively, do not investigate)

Victim’s name (last, first) Type (e.g., student, employee) Victim’s date of birth

Date(s) of incident that prompted reassignment ISTAR incident number

Human Resources Use Only:

Was a Suspected Child Abuse Report (SCAR) filed? [] Yes [] No

Reason for reassignment: (Please provide a brief description of allegation, including any available background information)

¢: HRIncidentReporting@Ilausd.net
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INTEROFFICE CORRESPONDENCE
Los Angeles Unified School District
Local District/Division

ATTACHMENT H

TO: [Employee name, EN #] DATE: [MM/DD/YYYY]
[Position]
FROM: [Administrator/Supervisor, Title]

SUBJECT: FORMAL REASSIGNMENT (Post-Preliminary Inquiry) TO [LOCAL

DISTRICT/DIVISION] TO BE REASSIGNED AT [HOME OR ALTERNATE
WORKSITE]

This memo is to summarize our conference on [date] regarding your preliminary reassignment to [Local
District/Division name] effective [date]. During the conference, | informed you that there is an ongoing
investigation about allegations concerning events or conduct in which you may have been involved. While
this investigation is taking place, and unless and until otherwise directed or reassigned, you are to remain
at [home/alternate worksite] in paid status during your reassignment to the [Local District/Division].

The following information and procedural directives are applicable to you at all times during your
assignment at [home/alternate worksite]:

1.
2.

Your administrator/supervisor while you are so assigned is [administrator/supervisor's name, title].
Your work assignment covers all dates of your regular assignment basis, and the following hours:

a. Workday [XX:XX]a.m. to [XX:XX] p.m.
b. Break [XX:XX] a.m. to [XX:XX] a.m.
c. Lunch [XX:XX] a.m. to [XX:XX] p.m.

You are to call in to [designated clerk, phone number] at the start and end of each workday. You are
required to remain at home during your assigned working hours, available to assist in the
investigation upon request except during the designated break and lunch times. A time card is
attached. You are to fill it in each workday, and send it Attention: [designated clerk] by fax to [fax
number], or email [email address] each Friday afternoon. Certificated employees must initial the
appropriate days and Classified employees enter accurate start and end times so that your payroll
can be completed. Failure to submit a completed timecard on schedule will prevent you from being
reported for pay on time.

If you need to utilize an absence at or from your home due to illness, qualifying personal necessity,
or other paid or approved unpaid leave of absence, you are immediately to call [designated clerk,
phone number] to report the beginning date of your absence(s), the reason for your absence and your
anticipated return date, and you shall also reflect such information on your timecard entries. In such
event, you are to restrict your activities and locations to the designated purpose of the applicable
leave/absence.

You have been relieved of duty from your regular assignment and any additional assignments
including, but not limited to, summer school, intervention, and/or intersession, at your current site or
any other District location.
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6.

10.

11.
12.

13.

You may participate in District-sponsored in-service classes available online that can be accessed
through the Learning Zone at http://lz.lausd.net or my Professional Learning Network at
http://achieve.lausd.net/myplIn. Sign in using your single sign-on. Select applicable courses from
the course catalog.

You are directed not to enter the premises of your current site or any other District location at any
time, either during or outside of assigned work hours, including volunteering, without prior written
administrative direction or approval from your Local District Administrator of Operations or
Division supervisor.

While on assignment at [home or alternate site], you may be assigned work by
[administrator/supervisor]. However, except as may be directly so assigned, you are not to perform
any services for the District or students relating to your former assignment, nor any other work for
the District, nor are you to represent to anyone that you are doing so. You shall, however, remain
readily available and responsive to District administration or other designated investigators.

You are not to perform duties or services for any non-District individual or entity during work
hours.

You are further directed not to interfere with the investigation being conducted by law enforcement
and/or the District.

You are not to contact any District employees during regular work hours.

You are directed to refrain from harassing, intimidating, or retaliating against students, staff, or
parents at [school/office/Division]. You are not to contact students of [school], or any other
students at any time, excepting those who live in your immediate family or household.

[INSERT ANY ADDITIONAL DIRECTIVES PARTICULAR TO THE EMPLOYEE OR THE
LOCAL DISTRICT].

Any failure to adhere to any of the above rules or directives, or any failure to follow any other
administrative directive, may lead to disciplinary action, including suspension and/or dismissal.

Should you have any questions or concerns, please email me at [Administrator of Operations'/Supervisor's
email] or schedule a phone conference appointment with me or [administrator/supervisor] by contacting
[designated clerk] at [phone number] or [email address].

Acknowledgement of Receipt Date

¢: HRIncidentReporting@lausd.net
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ATTACHMENT I

Interoffice Correspondence
Los Angeles Unified School District

TO: Director, Student Safety Investigation Team DATE: |
HRIncidentReporting@lausd.net

FROM: | | Administrator of Operations / Division Head

| | Local District/Division

SUBJECT: Student Safety Investigation Team — Request for Assistance
Employee Name | |  EN# | | ISTAR# |
School/Worksite | |

[ ] FULL INVESTIGATION
The Student Safety Investigation Team (SSIT) will investigate all allegations of employee misconduct of formally
reassigned employees once this request for assistance has been submitted by the Local District/Division. This will
include a forensic examination of District-issued technology devices for cases involving sexual misconduct. Forensic
examinations with regard to non-sexual allegations will be performed at the discretion of the SSIT.

Provide brief description of the allegations along with new developments and additional information uncovered during the
preliminary inquiry (including current status of law enforcement investigations). Identify key search words for forensic
exams, if any.

FORALL
REQUESTS

All electronic devices issued to the employee have been confiscated and are currently secured at the following
location:

Please direct any questions to the following contact:

" : -
(.)p.efatlons Coc?rdlrratorl Office Phone:
Division Supervisor:

Email: Cell Phone:

*You will be contacted by an SSIT member to arrange a date and time for pick-up of equipment.
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INTEROFFICE CORRESPONDENCE
Los Angeles Unified School District
[Local District/Division]

ATTACHMENT J

NOTIFICATION OF CONCLUSION OF INVESTIGATION

TO: [Employee name, EN#, job title] DATE: [MM/DD/YYYY]

FROM: [Name of Administrator/Supervisor]
Administrator of Operations/Division Head

This serves as a notification that the District has concluded the investigation regarding the allegations of
misconduct which resulted in your reassignment.

Please be advised that you will remain reassigned pending further case review and District action. This may
include either your return to a worksite, issuance of discipline, and/or the initiation of the process for
dismissal from District service.

¢: HRIncidentReporting@lausd.net
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LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

ATTACHMENT K

CASE REVIEW DOCUMENT CHECKLIST
HR Reassigned Employees/Staff Relations

Directions:  Please use this checklist to prepare documents for a case review. Include this checklist when
submitting paperwork to Human Resources within 15 working days of receipt of the Student
Safety Investigation Team’s Investigation Report to: HRIncidentReporting@lausd.net.

Required Documents:

Completed Case Determination Page

Student Safety Investigation Team Report (will be included by after submission of case review
documents)

Local District/Division Administrative Investigation Report

Employment Summary (will be included after submission of case review documents)

Conference Memo Related to Current Alleged Incident (Certificated Personnel)

Alleged Victim(s) Written Statement (Be sure statement includes printed name, signature, and date)
Witness(es) Written Statement(s) (Be sure statements include printed name, signature, and date)

Employee Written Statement (Be sure statement includes printed name, signature, and date)

D oo dood oo

Interview of Employee — If no interview, why not?

[

Interview(s) of Alleged Victim(s)— If no interview, why not?

] Interview(s) of Witness(es) —If no interview, why not?
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Other Pertinent Documents:

N e e s A 0 A I N O I B

Pre-discipline Documents (Letter of Reprimand)

Copy of Prior Discipline

Prior Conference Memos

Employee Response to Conference Memo Related to Current Alleged Incident
Employee Response to Prior Conference Memos

Map Depicting Location of Alleged Incident

Visitor Logs/Sign-sheets (to verify whereabouts)

Copies of Text Messages

Copies of Phone Records

Original or Very Clear Copies of Pictures Related to Alleged Incident, color or black/white
Copies of Current and/or Prior Final Evaluations

Letters of Employee Support, signed and dated

Court Documents

Law Enforcement Information

Video/Audio Recordings (cell phone, You Tube, Facebook, etc.)

Screen Shots of Social Media Pages Containing Applicable Information

ISTARS

Other

Other
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CASE DETERMINATION

Worksite Recommendation:

Principal / Division Signature:
Supervisor: (Name)
Return to worksite: [ Date: -
Dismiss: ]
Rationale for recommendation:
Recommended discipline, assistance and guidance:
Local District/Division Case Decision:
Local District _ Signature:
Administrator of (Print)
Operations/ Division Head:
Return to worksite: [ Date: -

Dismiss: ]

Rationale for decision:

Recommended discipline, assistance and guidance:




TO:

INTEROFFICE CORRESPONDENCE
Los Angeles Unified School District
[Local District/Division]
ATTACHMENT L

RETURN TO WORKSITE ACCOUNTABILITY FORM

Human Resources DATE: [Date]

FROM: LOCAL DISTRICT ADMINISTRATOR OF OPERATIONS/DIVISION HEAD

SUBJECT: Accountability for Employee Returned to Worksite

I am appointing [name of Operations Coordinator/Division Supervisor] to be responsible for this case.

The designee will be responsible for:

1.

C:

Advising [name of employee and EN#] that he/she is returned to [school or worksite] effective
MM/DD/YYYY.

Ensuring that [name of employee] receives and understands applicable policies and procedures, including

but not limited to (check as applicable):

[ ] Employee Code of Ethics

[ ] Employee Code of Conduct with Students

[] Board Rule regarding Respectful Treatment of Others

[ ] Responsible Use Policy (RUP) for District Computer and Network Systems

[ ] Personnel Commission Rules

[] Policy Bulletin BUL-5747.1 (Abolition of Corporal Punishment)

[ ] Policy Bulletin BUL-3349.1 (Sexual Harassment Policy)

% Policy Bulletin BUL-1347.2 (Child Abuse and Neglect Reporting Requirements)
Other:

As the Local District Administrator of Operations or Division Head, | will ensure diligent supervision of
[name of employee] within the parameters of the collective bargaining agreement:

e | will advise the immediate administrator or supervisor of the issues related to [name of employee].

e |If [name of employee] transfers to a worksite outside of my Local District or Division, | will advise
the receiving Local District or Division of this matter.

e | will name a new designee if [name of designee] transfers, goes on leave, or if his/her employment
ends.

HRIncidentReporting@Ilausd.net
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INTEROFFICE CORRESPONDENCE
Los Angeles Unified School District
[Local District/Division]
ATTACHMENT M

PROGRESS CHECK (for FORMALLY REASSIGNED EMPLOYEES ONLY)

[Name of employee and EN#] [School or worksite]

1. First semester status report: Date:

Click or tap here to enter text.

Signature: (Principal/Division Supervisor)
Signature: (LD Administrator of Operations/Designee)
2. Second semester status report: Date:

Click or tap here to enter text.

Signature: (Principal/Division Supervisor)

Signature: (LD Administrator of Operations/Designee

¢: HRIncidentReporting@Ilausd.net



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

ATTACHMENT N

Timeline Process Responsible Party
ASAP Reporting Procedures for Allegations of Employee Misconduct (refer to Section I). Worksite Administrator
| Administrator/Supervisor calls law enforcement, contacts LD Operations/Division, completes and submits mandated written report, and enters an Local District/Division
ISTAR. If the mandated reporter is not an administrator, he/she must notify an administrator immediately.
[ after consulting with the LD Administrator of Operations/Division Head, the site administrator/supervisor issues Attachment A, Directive to Report
to Local District/Division, to the employee. The Local District/Division will upload a copy to HRIncidentReporting@Ilausd.net as soon as possible.
[] operations Coordinator and Director/Division Supervisor meet to discuss next steps.
[ If cleared by law enforcement to investigate concurrently or handle administratively, worksite begins a preliminary inquiry in collaboration with the
Local District/Division.
Day 1* of [] A00O/Division Head completes and provides employee Attachment B, Preliminary Reassignment Memo. AOO/Division Head
reassignment
Day 3 ] AOO/Division Head provides employee with Attachment C, Notice of Reason for Preliminary Reassignment Pending Investigation and verbal AOO/Division Head

(or sooner) of
reassignment

explanation. Use Attachment D, Recommended Brief Incident Descriptions, as a guide.

[ Local District supports school site with distribution of 72-hour Parent Notification Letter if authorized by Local District Superintendent.

Day 5
(or sooner) of
reassignment

Preliminary Inquiry of Allegations (refer to Section Il).
[] worksite and/or LD Operations/Division complete preliminary inquiry. AOO makes a decision to return employee to worksite or formally reassign.
. [] if decision is made to return to employee to worksite, AOO completes and submits page one of Attachment L, Return to Worksite
Accountability Form, to HRIncidentReporting@Ilausd.net.

AOO/Division Head

Reassignment of Employee Pending Outcome of a Formal Investigation (refer to Section Ill).
e [ If decision is made to formally reassign the employee, AOO/Division Head completes and submits Attachment G, Reassignment of District
Employee along with Attachment |, SSIT Request for Assistance to HRIncidentReporting@Ilausd.net.
. [] A0O/Division Head conducts a formal reassignment meeting with the employee using Attachment H, Preliminary Reassignment to Local
District at Home/Division or Branch.

AOO/Division Head

Day 90 (goal)**

Conclusion of Investigation and Local District/Division Determination of Next Step (refer to Section V).
Student Safety Investigation Team completes and submits investigative report to AOO/Division Head if a request for investigation was made.

SSIT

Within 15 days of
receipt of
investigation
report

[] A00/Division Head makes final decision to return employee to worksite or initiate dismissal and completes and submits Attachment L,
Reassignment Review Packet Checklist, to HRIncidentReporting@lausd.net.

AOO/Division Head also completes Attachment J, Notification of Conclusion of Investigation.
e [ For Certified employees, the AOO/Division Head will meet with the employee to issue and discuss the notification.
« [ For Classified employees, a meeting will not be held. The notice will be mailed to the employee’s home.

AOO/Division Head

Within 8 days of
submission of
Attachment L

Human Resources will schedule a case review for AOO to present his/her decision and determine support needed to proceed with returning the
employee to a worksite or preparation for dismissal.

Human Resources
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LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

ATTACHMENT O

INSTRUCTIONS FOR TIME REPORTING

The following applies only to Certificated employees:

1. The worksite will report Miscellaneous (MS) time for the reassigned Certificated employee for up to five
(5) working days.

2. Budget Services will provide reimbursement for up to five (5) substitute days to the school site. To
receive reimbursement, the school administrator shall submit Attachment O-1 to the Fiscal Services
Manager at the Local District.

3. The Fiscal Services Manager will process the request and submit the document for approval by the Local
District Administrator of Operations.

4. Certificated substitute teachers are not to be reassigned or directed to their home while still in paid
status. Employee Relations will block Certificated substitute teachers from being offered assignments
pending the results of an investigation of an allegation of misconduct.

The following applies only to Classified employees:

1. The school site/Division will continue to report Miscellaneous (MS) time for all reassigned Classified
employees except those in Bargaining Units F (Teacher Assistants) and G (Playground Aides) as well as
other substitute or temporary employees, including non-district contracted employees. Reassigned
employees in these specific classifications will be directed to their homes without pay, or separated due
to completion of their assignment. If the employee is exonerated as a result of an investigation, a
decision will be made regarding re-employment, reassignment, or not to return to District service.

2. The worksite shall not report the employee’s time as Vacation (VA) unless the employee’s respective
bargaining agreement stipulates such, or the employee makes a request for vacation time to his/her
worksite supervisor while reassigned and receives approval.

Please contact the Human Resources Reassigned Employees designee at (213) 241-8391 for further guidance
regarding non-permanent Certificated or Classified personnel, including substitutes and at-will employees.



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel
ATTACHMENT O-1
SUBSTITUTE REIMBURSEMENT FORM FOR REASSIGNMENT OF TEACHER
School name: [School name] Location Code: [XXXX] Local District: [LD]

Principal’s name: [Principal's name] School phone number: [Phone number]

The employee(s) listed below has provided substitute service for teacher [Employee name, EN#] who has
been reassigned:

Pay Period: [Month]

Substitute’s Name Employee Number | Date(s) of Number of | Number
Service Days of Hours

I certify that the substitute(s) worked in place of the reassigned teacher and his/her time was reported in
Program Code 13027, General Fund School Program.

Principal’s Signature Date

Administrator of Operations (] Approved [] Denied




LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel
ATTACHMENT P

LETTER TEMPLATE FOR PRINCIPALS: ON-GOING LAW ENFORCEMENT
INVESTIGATION DEALING WITH SEXUAL MISCONDUCT OF AN EMPLOYEE

Instructions to the Principal:

e A draft copy of the letter must be approved by the Local District Administrator of
Operations.

e Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone
message.

[Date]
Dear Parents/Guardians,
As principal of [school name], the safety and well-being of our students and staff is my top priority.

The purpose of this letter is to inform you of an investigation involving alleged misconduct by a school
employee who has been reassigned from campus pending the results of the investigation by [law enforcement

agency].

The school and District administration have fully cooperated with the authorities. At the direction of the [law
enforcement agency], the details of this incident are confidential and cannot be disclosed.

While there is a presumption of innocence in matters of this nature, the District takes each and every reported
act of misconduct seriously. We are committed to aggressively pursuing each case to determine the truth and, if
necessary, initiate the appropriate disciplinary or administrative measures.

The District will provide intervention counselors to work with students who might be impacted by the removal
of the employee.

I would like to reassure parents and guardians that the school and District will take every precaution to ensure
the safety of students and staff at our schools. If you have any questions or concerns, please contact me at
[school phone number].

Sincerely,

[Principal's name]

Principal

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: ARMENIAN ATTACHMENT P

LETTER TEMPLATE FOR PRINCIPALS: ON-GOING LAW ENFORCEMENT
INVESTIGATION DEALING WITH SEXUAL MISCONDUCT OF AN EMPLOYEE

Instructions to the Principal:

e A draft copy of the letter must be approved by the Local District Administrator of Operations.
o Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone message.

[Date]
Zuipgbh Sunnubp/fubwdwlug ukp,

Lhubiny [school name]-h wniopklr, ku wnwetiuyhtt jupnpnipini B tmwhu dbp wowljtpnutph b
wdtwluquh wijunuignipjuin b pupkltgnipjun:

Unyju bhwdwlnyg mbnkjugunud Gup dtq, np [law enforcement agency]-p hbwnwptinipinit £ Jupnid

nuypngh wphtumnwlgh (hpwpbpyuy Eupwpywy ruhundwt hadwp, & op g wounaghgp hteugdl
Enupnghg dhtsh hbwnwpttinipjut wpnyniupubph vnwbwp:

Tunpngp b oppwtth upswluqup (hnyhtt hwdwgnpsulgnid Eu hopawtinipyniaitbph htwn: [law
enforcement agency]-h hpwhwgh hwdwdwy, wyju vhowntuh dwipudwubpp qunuh Eu b skt jupng

pugwhwjnyby:

Quwjws, np wyu punyph gnpstpnud Yhpundmd Ewidbynipput juuu]uplus spowtp Yhpupbpdnd
Eponpkt mipwpwignip qiynigynn pwpindw nypht: Ukup wuwnpwuwn tup hwdwpnpkt qpunybtp
jpupwbsinip nhwgpny &ovdwpumpintip puguwhwyinkin, hiswbu bul, withpudkynnipyub phypnud
hudwywnwupwt jupquuyuwhwlut jud Jupswlut dhongutp twhwdbnubjnt tyguwnwlny:

Cpowtip junpudwnnph hngbpwutbp, nyptp Juohiwwnbi wyt wpwlkpunttph hkwn, nid ypu wpjawwnnnh
htnwugnudp Jupny L wqpbgnipnit ponub:

Nignud bU hwjwunhwgul) Sunnubpht nt ppbwdwluubpht, np nupngp b oppwtip aknuwplh poinp
Uhongubpp wowlkpunbkph b whdbwluquh winjunwignipmniip wywhnbne hwdwp: Zupgkp
niuktwnt nhypnid juuinpniud B nhut) hud [school phone number] htinwjunuwhwdwpny:

Zwpquitipni,

[Principal's name]
Stuopkuh

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel
LANGUAGE: CHINESE ATTACHMENT P

LETTER TEMPLATE FOR PRINCIPALS: ON-GOING LAW ENFORCEMENT
INVESTIGATION DEALING WITH SEXUAL MISCONDUCT OF AN EMPLOYEE

Instructions to the Principal:

e A draft copy of the letter must be approved by the Local District Administrator of Operations.
e Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone message.

[Date]
BRI R RIEEN -
{E Ry [school name] YR & » FfMERA TN & THIZ S MItEHLE P RIVIEL -

ISy B A B &S HRFTE B B — I 2k B TR BT A IEEETHE > 3% 8 T e
HHuE > IEAESE(% [law enforcement agency] 1Y & 455 -

B2 DL Ry B TR SE R RE B T T B & - 1F [law enforcement agency] FUFS2E T » S {EEEAY
WA BN LET A REERE -

RIB B ILE AR EIRAVIEE - BEEEES BT BRUSREH & A T - M REE G kiR
HEEF(ESEAOREEEEN - ARE - GieRG EICERETTEGE -

Sl e R AR AN 2 254 98k B o B4 &1F -

BFAE R AN RS N — ROREEERON 2 e G PR AU H TR A PR (ISR B2 AR A B T Y
g o WERIRPPA LRI EREECE BEE - 5518 FTE2FCEEN [school phone number] FIFHHE

A
[Principal's name]
R

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: KOREAN ATTACHMENT P

LETTER TEMPLATE FOR PRINCIPALS: ON-GOING LAW ENFORCEMENT
INVESTIGATION DEALING WITH SEXUAL MISCONDUCT OF AN EMPLOYEE

Instructions to the Principal:

e A draft copy of the letter must be approved by the Local District Administrator of Operations.
e Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone message.

[School name]®] 7o 24 I A 7HE 83 &9+ T8 2 2459 ek

gl a1-gRlS A E A E v g A E 2AME EEl7] f8l 2 AAlS B, s
&<21-2[law enforcement agency] 2] A A ¥ 7} X & ¥ = s i o= —rE1 HEHAd5UH
sl st} wS - AR = A G xquq;a o2 ¥
agency] ] A Aol uhe}, 2 AL o] ZpAIgE W82 7] H ol &
A% FF F7g 0] ALHANE E uS = BaE BE e fdE 4l gst
AP o] RS %}0}1417] Ael T AA o= FXE Ao, B3 A

‘IH{‘
£

o

Stuol W= SN 2 U5 b S EREY] 9E) BE AUEAE AT AYS

stE- ol W5 A5 A FAIAA =g o A HFyh Aoy A4 71 v, [school phone number]
o2 AgsgA L.

g3 AN AL,

[Principal's name]
e

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: SPANISH ATTACHMENT P

LETTER TEMPLATE FOR PRINCIPALS: ON-GOING LAW ENFORCEMENT INVESTIGATION
DEALING WITH SEXUAL MISCONDUCT OF AN EMPLOYEE

Instructions to the Principal:
e A draft copy of the letter must be approved by the Local District Administrator of Operations.

e Forward a copy of the final/signed letter to staff listed at the bottom of the template.
e Use the information provided in the letter for creating the Blackboard Connect phone message.

[Date]
Estimados Padres y Tutores,

Como director de [school name], la seguridad y bienestar de nuestros alumnos y empleados es mi mayor
prioridad.

El proposito de esta carta es informarles sobre una investigacion implicando la supuesta falta de ética
profesional de un empleado de la escuela, quien ha sido reasignado fuera del plantel escolar pendiente a los
resultados de la investigacion llevada a cabo por parte de [law enforcement agency].

La escuela y la Administracion del Distrito han plenamente colaborado con las autoridades y conforme a las
directrices por parte de [law enforcement agency] los detalles de este incidente son confidenciales y no
pueden divulgarse.

Aungue existe una presunta inocencia en asuntos de esta indole, el Distrito toma seriamente el delato de cada
uno y todo acto de mala conducta. Asimismo, estamos comprometidos a agresivamente proseguir cada caso
y determinar la verdad, y si es necesario, iniciar las medidas disciplinarias o administrativas apropiadas.

El Distrito proveera consejeros de intervencién para trabajar con los alumnos quienes hayan sido
repercutidos por la sustraccion del empleado.

Deseo asegurarles tanto a los padres de familia como a tutores que la escuela y el Distrito tomaran toda
precaucion para mantener a los alumnos y empleados fuera de peligro en nuestras escuelas. Si tiene pregunta
o0 inquietud alguna, sirvase comunicarse conmigo al [school phone number].

Atentamente,

[Principal's name]
Director(a)

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel
ATTACHMENT Q

LETTER TEMPLATE FOR PRINCIPALS: LAW ENFORCEMENT’S ARREST
OF AN EMPLOYEE DEALING WITH SEXUAL MISCONDUCT

Instructions to the Principal:

e A draft copy of the letter must be approved by the Local District Administrator of
Operations.

e Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone
message.

[Date]
Dear Parents/Guardians,

As the principal of [school name], the safety and well-being of our students and staff is my top priority.
I am writing today to inform you of an incident that took place on [day and date of incident].

The [law enforcement agency] notified School Police and the school about the arrest of [employee
name, job title] for alleged sexual misconduct with students. As part of the investigation, the employee
has been reassigned from the school. The District will provide intervention counselors to work with
students who might be impacted by the arrest and removal of [Mr./Ms. employee last name].

The school and the Los Angeles Unified School District take these allegations very seriously and will
fully cooperate with the police investigation. | would like to reassure parents and guardians that the
school and District will take every precaution to ensure the safety of students and staff at our schools.
If you have any questions or concerns, please contact me at [school phone number].

Sincerely,
[Principal's name]
Principal

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: ARMENIAN ATTACHMENT Q

LETTER TEMPLATE FOR PRINCIPALS: LAW ENFORCEMENT’S ARREST
OF AN EMPLOYEE DEALING WITH SEXUAL MISCONDUCT

Instructions to the Principal:

e A draft copy of the letter must be approved by the Local District Administrator of Operations.
e Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone message.

[Date]
Zupgkih sunnubp/fpuwdwljuyukp,

Lhukiny [school name]-h wntiopkl, ku wpwetiwyhtt juplinpnipnit kU viwhu Ukp wpwkpunitph b
whdtwluquh wtdunwiugnipjup b pupkltgnipjutp: Gu gpnud Bd dkq wjuop, npykuqh wnknkljwgubd vh
ntwyph dwuht, npp wtinh kniukgly [day and date of incident].

[Law enforcement agency]-p wkntlwgpt) k nypngh nunhjuinipjuip b nypngp of [employee name, job
title]-h dkppwlwtnt dwuht wpwkpuinutph hwinty Eipunpuy hwjuhpuwjuub ukipwjub
gnpénnnipiniiubph hwdwp: Zknwptunipjut dudwiwl wyhiwwnnnp hkinwgyty kE nunpnghg: Tpowtip
Jupwdwnph hnghpwlitp, nplip Jupjuwinkh wyt wpwlkpuinubph htwn, nud ypu [Mr./Ms. employee last
name]-h dkppwwnidp b hinpwgnidp Jupnn k wqntgnipnit panily:

Twpngp b Lnu Ubgkjkuh Uhwugyuy Ftuypnguljut Cpowtip pwwn nipge b Jipupkpynud wyy
Ubnunpwpubpht b jhnyht jhudwgnpswligbtt nunhljuwinipyumt htn hbnwptunipjut dudwtul:
Nignud BU hwjwunhwgul) Sunnubpht nt pbwdwljuubpht, np npupngp b oppwip aknuwphh poinp
Uhongubpp Ukp nupngubpnid wowlkpunibkph b widbwluquh wifunwignipyniip wywhnbne hudwp:
Zwpgtp niitkbwnt giypnd jutigpoud &Y ghudly hud [school phone number] hkpwinuwhwdwpny:

Zwipqupny,
[Principal's name]
Stuopkuh

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: CHINESE ATTACHMENT Q

LETTER TEMPLATE FOR PRINCIPALS: LAW ENFORCEMENT’S ARREST
OF AN EMPLOYEE DEALING WITH SEXUAL MISCONDUCT

Instructions to the Principal:
e A draft copy of the letter must be approved by the Local District Administrator of Operations.

e Forward a copy of the final/signed letter to staff listed at the bottom of the template.
e Use the information provided in the letter for creating the Blackboard Connect phone message.

[Date]
HENREEGEN

{E Fy[school name] I - FFIERAMN B THIZ ERIRILE R KRR - WS RBEGIRM AT
FEAR{PIAE[day and date of incident] %4 T —{EZE (- -
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title] R 1 - {ERFEAY—E5y - e B EAEE Rk - SR EEIREEE I AR
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IR MR E BT - 555 T 82 Fc @R [school phone number] A1HHHE -

A

[Principal's name]

R

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: KOREAN ATTACHMENT Q

LETTER TEMPLATE FOR PRINCIPALS: LAW ENFORCEMENT’S ARREST
OF AN EMPLOYEE DEALING WITH SEXUAL MISCONDUCT

Instructions to the Principal:
e A draft copy of the letter must be approved by the Local District Administrator of Operations.

e Forward a copy of the final/signed letter to staff listed at the bottom of the template.
e Use the information provided in the letter for creating the Blackboard Connect phone message.

[School name] ] 2o =X Ll Al 7} T 8.3 =9l = -2 A R A= o A Yyrh
[Day and date of incident]ll &Y g+ AL1S <] 7] 918l o5 A4S Byt

[Law enforcement agency]-> tal 74 23} B o] A3k o] A2 Hld) #ed & 2] 7 O = [employee
name, job title]2] A E = SX| G5 A o] dslo 7 g 2] B H

WS- =[Mr./Ms. employee last name] 9] B &= Q13 G TS ©S 5 A= A ES 93l 917] SA
TheEdE Aled AdH T

WSl 2 s B ST o]l Bl T4 w) g A2E ol celx B E 2abo
Awa oz @xd AYUth Shush WE T ST A5 S Eraty] ) wE
AYEA T AT 2D FREI} WEAEA FAAA Se) QST ARl FAI} ek

k3] AL

[Principal's name]
e

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: SPANISH ATTACHMENT Q

LETTER TEMPLATE FOR PRINCIPALS: LAW ENFORCEMENT’S ARREST
OF AN EMPLOYEE DEALING WITH SEXUAL MISCONDUCT

Instructions to the Principal:

e A draft copy of the letter must be approved by the Local District Administrator of Operations.
e Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone message.

[Date]
Estimados padres y tutores,

Como director(a) de [school name] la seguridad y el bienestar de nuestros estudiantes y del personal es mi
prioridad. Hoy les escribo para informarles sobre el incidente que tuvo lugar el [day and date of incident].

La [Law enforcement agency] notifico a la Policia Escolar y a la escuela sobre el arresto de [employee name,
job title] presuntamente por inmoralidad sexual con estudiantes. Como parte de la investigacion, se ha
reasignado al empleado fuera de la escuela. El Distrito proporcionara consejeros de intervencion para
situaciones de crisis con el fin de que trabajen con los alumnos que pudieran estar afectados por el arresto y
la remocion de [Mr./Ms. employee last name].

La escuela y el Distrito Escolar Unificado de Los Angeles considera con seriedad estas acusaciones y
cooperaréa integralmente con la investigacion policial. Desearia tranquilizar a los padres y tutores de que la
escuela y el Distrito tomaran todas las precauciones necesarias para garantizar la seguridad de los estudiantes
y del personal de nuestra escuela. Si tiene alguna pregunta o inquietud, por favor comuniquese conmigo
Ilamando al [school phone number].

Atentamente,
[Principal's name]
Director(a)

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

ATTACHMENT R

LETTER TEMPLATE FOR PRINCIPALS: DISTRICT’S ADMINISTRATIVE INVESTIGATION
DEALING WITH SEXUAL MISCONDUCT OF AN EMPLOYEE—
NO ARREST BY LAW ENFORCEMENT AGENCIES

Instructions to the Principal:

e A draft copy of the letter must be approved by the Local District Administrator of Operations.
e Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone message.

[Date]
Dear Parents/Guardians,
As principal of [school name], the safety and well-being of our students and staff is my top priority.

The purpose of this letter is to inform you of an investigation involving alleged misconduct by a school
employee who has been removed from campus pending the results of the District’s administrative
investigation.

The school and District administration have fully cooperated with the authorities. At the direction of the [law
enforcement agency] the case is to be handled administratively by the District. Due to legal constraints
regarding confidential personnel matters, the details of this incident cannot be disclosed. The employee has
been reassigned from the campus and will not return until the District’s administrative investigation is
complete and the allegations are determined to be unfounded.

While there is a presumption of innocence in matters of this nature, the District takes each and every reported
act of misconduct seriously. We are committed to aggressively pursuing each case to determine the truth and,
if necessary, initiate the appropriate disciplinary or administrative measures.

The District will provide crisis intervention counselors to work with students who might be impacted by the
removal of the employee.

I would like to reassure parents and guardians that the school and District will take every precaution to
ensure the safety of students and staff at our schools. If you have any questions or concerns, please contact
me at [school phone number].

Sincerely,
[Principal's name]
Principal

c. LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: ARMENIAN ATTACHMENT R

LETTER TEMPLATE FOR PRINCIPALS: DISTRICT’S ADMINISTRATIVE INVESTIGATION DEALING
WITH SEXUAL MISCONDUCT OF AN EMPLOYEE—
NO ARREST BY LAW ENFORCEMENT AGENCIES

Instructions to the Principal:

e Adraft copy of the letter must be approved by the Local District Administrator of Operations.
e Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone message.

[Date]
Zuipgbh Sunnubp/fubwdwlug kp,

Lhutiny [school name]-h witiopklr, Eu wnwetiuyhtt uplnpnipini B tmwhu dbp wowltpnutkph b
whdtwluquh widunuwignipjuip b pupklbgnipjuin:

Unyt twdwlny wknkljuginud kip dkq, np hknwplunipinit E qinid pupngh wopiunwlgh Jkpupbpyuy

tlupwnpju) pwpoindwb hwdwp, b np wyy wpiwnwyhgp htpwgyt) Enuypnghg dhtyh ppgwtih Jupyuyjut
htwnwpuunipjut wpyniupubph vnwbwp:

Tunngp b opowth yupswluqup (hnyhtt hwdwgnpdulgnid L hojawtinipiniiutbph htwn: [Law enforcement
agency]-h hpwhwigh hudwawyh' gnpsp whnp b Jupdh qupswljui jupgny opowih Ynnuhg: Gununih
Junpuyhtt hwpgkphtt Yepupkpynn hpujuwlul vwhiwbwhwynidibph stnphhy wyju dhewntyh
dwbipudwutibpp skt jupnn pugwhwyngt): Usfumwnnnp hknwgyby E nuypnghg b sh JEpununtw dhtgh
Cpowtth Jupswjut hbnnwptunipjniup wwpuygh b dknunpuupubpp hwdwpybu wuhhd:

Quwjws, np wyu punyph gnpstpmd Yhpundmd Ewidbnnpub jubjuu]uplus spewbp Jepupkpdnud
Iponnk jnipupwiynip qinigynny fpwpnndwt nhypht: Uktp wwwnpuwuwn Eup hwdwnnpbi qpuanyty
jnipupwbsynip nhwpny &ouwpunntpintip puguwhwynknt husybu twl, wihpudbonm pjui nhupnid’
hudwyuwunwuput jupgquuyuwhwlut jud Jupsuljut dhongutp twhiwdbntbjnt tygunwlny:

Cpowtip juupudwnnph hngbpwubp, nyptp Juohiwwnbi wyt wpwlkpunttph hkwn, nid ypu wpjawwnnnh
htnwugniudp Jupny L wqpbtgnipnit ponub:

Mignud bU hwjwunhwgub) sunnukpht nt pbwdwluubpht, np npupngp b oppwtip Yakntwplh pninp
Uhongubpp Ukp nupngubpnid wowlkpunibkph b widbwluquh wifunwbgnipyniip wywhnbne hudwp:
zupgtp niubtwne gy pnd fuinpnud B ghdby hud [school phone number] hinwjunuwhwdwpny:

Zwupqupny,
[Principal’s Name]
Stuopkuh

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: CHINESE ATTACHMENT R

LETTER TEMPLATE FOR PRINCIPALS: DISTRICT’S ADMINISTRATIVE INVESTIGATION DEALING
WITH SEXUAL MISCONDUCT OF AN EMPLOYEE—
NO ARREST BY LAW ENFORCEMENT AGENCIES

Instructions to the Principal:

o A draft copy of the letter must be approved by the Local District Administrator of Operations.
e Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone message.

[Date]
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[Principal's name]
&

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: KOREAN ATTACHMENT R

LETTER TEMPLATE FOR PRINCIPALS: DISTRICT’S ADMINISTRATIVE INVESTIGATION DEALING
WITH SEXUAL MISCONDUCT OF AN EMPLOYEE—
NO ARREST BY LAW ENFORCEMENT AGENCIES

Instructions to the Principal:

e A draft copy of the letter must be approved by the Local District Administrator of Operations.
o Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone message.
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[Principal's name]
EXR]

c: LD Superintendent Operations Coordinator
Administrator of Operations Employee Relations



LOS ANGELES UNIFIED SCHOOL DISTRICT
Human Resources Division
Office of the General Counsel

LANGUAGE: SPANISH ATTACHMENT R

LETTER TEMPLATE FOR PRINCIPALS: DISTRICT’S ADMINISTRATIVE INVESTIGATION DEALING
WITH SEXUAL MISCONDUCT OF AN EMPLOYEE—
NO ARREST BY LAW ENFORCEMENT AGENCIES

Instructions to the Principal:

o A draft copy of the letter must be approved by the Local District Administrator of Operations.
o Forward a copy of the final/signed letter to staff listed at the bottom of the template.

e Use the information provided in the letter for creating the Blackboard Connect phone message.

[Date]
Estimados Padres/Tutores:

Como director(a) de [school name], la seguridad y bienestar de nuestros estudiantes y personal es mi prioridad
principal.

El propdsito de esta carta es informarles de una investigacion acerca de un presunto cargo de faltas a la ética
profesional por parte de un empleado escolar que ha sido retirado del plantel hasta que se conozcan los resultados de la
investigacion administrativa del Distrito.

La administracion de la escuela y del Distrito han cooperado en su totalidad con la autoridades. Segln las indicaciones
de law enforcement agency] el caso se debe manejar a nivel administrativo por parte del Distrito. Debido a las
restricciones legales que impone la confidencialidad de los asuntos de personal, no se pueden divulgar los detalles del
incidente. El empleado ha sido reasignado fuera del plantel y no regresara hasta que la investigacion administrativa del
Distrito se haya completado y se juzgue que el presunto cargo carece de fundamentos.

No obstante que se presupone la inocencia de la persona en asuntos de esta naturaleza, el Distrito toma todas y cada
una de estas faltas a la ética profesional reportadas con la mayor seriedad. Estamos comprometidos a seguir cada caso
con la mayor seriedad para encontrar la verdad y, si es necesario, iniciar las medidas administrativas o disciplinarias
adecuadas.

El Distrito pondra a disposicién consejeros de intervencion para crisis para colaborar con los estudiantes que pudieran
haber sido afectados por el retiro del empleado.

Una vez méas, me gustaria asegurarles a los padres y tutores que el personal escolar y del Distrito tomara todas las
precauciones necesarias para salvaguardar la seguridad de estudiantes y personal en nuestras escuelas. Si usted tiene
alguna pregunta o inquietud, por favor comuniquese conmigo al [school phone number].

Atentamente,

[Principal's name]

Director(a)

c: LD Superintendent Operations Coordinator

Administrator of Operations Employee Relations



