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Professional Learning Outcomes

Review LAUSD Strategic Plan-School Safety

Reflect on Student Discipline Data

Deepen understanding of School Safety Procedures
Integrated Safe School Plan
Communications
ISTARs

Deepen understanding of investigations
Preparing for administrative inquiry
Reviewing the administrative investigation protocol

Reflect on the learning and provide feedback to 
LD Central staff



Norms of Collaboration

1. Pausing
2. Paraphrasing
3. Posing Questions
4. Putting Ideas on the Table
5. Providing Data
6. Paying Attention to Self and Others
7. Presuming Positive Intentions

Center for Adaptive Schools



INCLUSION

Magic Wand
You just found a magic wand and you are 
going to be the boss!
• What would you change if you  become the boss 

for a month?
• If you can change anything you want. How would 

you change yourself, your job, your  coworkers, an 
important project, etc.? 

Please turn to a partner and share…



3 Key Initiatives

• Enhance Positive School 
Climate

• Model and Reinforce Positive 
Behavior

• Serve the Whole Child



Local District Central 

Instructional Days Lost to Suspensions

2016 2017 2018
Category 1

Student Offenses with

No Principal Discretion 

161 250 107

Category 2

Student Offenses with

Limited Principal Discretion

206 187 119

Category 3
Student Offenses with

Broad Principal Discretion
937 850 486



Category III Suspensions 
Lost Instructional Days 

Suspension Reason 2016 2017 2018

Caused physical injury to another person 350 208 164

Attempted to cause physical injury 213 137 78

Willful use of force/Violence, not self defense. 75 85 64

Threatened to cause physical injury to another 
person. (Unless, in the case of “ caused,”  the injury is 
serious. 

69 48 35

First offense of possession of marijuana of not more 
than one ounce 66 18 27

Caused or attempted to cause damage to school or 
private property. 63 78 47

Committed an obscene act or engaged in habitual 
profanity or vulgarity. 52 44 12



2018 

Discipline 
Referrals



SWPBIS Data Chat:

Suspensions
• Did your school suspend 

students? For what 
reasons?

• How does your school 
discipline policy address 
these reasons? 

• How will your school 
team touch bases with 
these students to ensure 
a successful school year?

Discipline Referrals
• What patterns do you 

observe with the 
student referrals?

• Reason
• Referral time
• Referrals by Staff

• How does your School 
Discipline Policy 
address these violation 
codes?

Based on your analysis, what next steps will you take?



All Suspensions

Your Operations Coordinator needs to be consulted 
for all prospective suspensions.

Evidence of other means of correction

Evidence of repeated failure.



MiSiS Discipline Errors



Tony Cortez

Operations Coordinator



SCHOOL SAFETY 
Eugene L. Hernandez

Administrator of Operations

Tony Cortez

Operations Coordinator



Proactive: Where is your Campus Aide?

30 minutes before school

30 minutes after school dismisses

Responsibility-School Safety:

• Doors

• Perimeter

• Gates

• Entrance

• Monitoring School Grounds

• Tardy Sweeps/Hall Passes

• Assist with Random Searches



Integrated Safe School Plan
Issp.lausd.net

Safety Committee Monthly Meetings
• Month 1:  Assign Emergency Response Positions

• Establish Crisis Team Members

• Update Contact Info for all staff

• Print the Safe School Plan

• Month 2:Review Plan / Assess
• Review responsibilities and prepare for Fall Drill

• Month 3: Present Plan to All Stakeholders
• Secure Signatures on Certification Forms

• Month 4: Review Fall Exercise/ Update members

• Month 5: Review other Drills/ Information for staff

• Month 6: Continuous Review of Plan

• Month 7: Review and prep for Spring

• Month 8:  Review Spring Exercise/Plan to update

• Month 9:  Review and update
• Analyze School Data

• Inventory of Emergency Bin Supplies

• Month 10: Review/ analyze school practice

https://issp/


School Safety

• Drills

• Social Emotional

• Risk Assessments

• Bullying

• Emergencies

• Lockdown

• Threats

• Bomb Threats



Dealing With Emergencies

• Assess

• Look at Options 

• Respond 

Integrated Safe School Plan:  www.ISSP.lausd.net



Bomb Threats

• Taking a Call

• Protocol for actions



Operations Coordinators

• Maria Butler, Lead Coordinator:  (213) 369-9143

• Michelle Gorsuch, Coordiantor (213) 222-3894

• Mojgan Moazzez, Coordinator (213) 507-3478

• Tony Cortez, Coordinator (213) 369-3339



Lockdown

• Make Announcements

• Lock/ Secure doors

• Close Blinds

• Start time/ End Time

• Contact Operations Coordinator

• Communication with All Staff Parents

• Connect Ed

• Message with Parents

• Email

• Text



Lockdown Scenarios

• Do I call a lockdown?



Responding to Emergencies

• Incident Commander

• Remember you can only control your behavior.

• Know your TEAM



Updating Personnel Information



Updating Personnel Info…….Cont’



Important  Important Important!!!

• Don’t Panic

• Call Emergency Personnel 

• Call Operations 

• Use your team!

• LASPD: (213) 625-6631

• LDC Operations:  (213) 241-0167



ISTAR
Incident System Tracking 
Accountability Report 

26



Incident System Tracking 
Accountability Report

• BUL-5269.2

• Electronic tool to report and document incidents 
which occur on or near District schools and sites

• Incidents involve students, employees, or a member 
of the school community 

• Enables efficient and effective mobilization and 
allocation of resources and supports

• Reduces potential miscommunication



iSTAR Format

Four Main Tabs

-Incident

-Persons Involved

-Issue Types (facilities involved)

-Summary

Two Conditional Tabs

-Injury/Illness

-Risk Assessment Referral Data (RARD)



Time to Practice

At your table, use information strips to assemble iSTAR
for incident below.

Mrs. Belmont reports to you that Sarah, her daughter, told her that 
the After school Coach Smith played “Tickle Monster” with her and 
other students in a classroom. In addition, Mrs. Belmont shares with 
you that she told the After School Program Coordinator, Ms. Garcia, 
of her daughter’s statement. According to Mrs. Belmont, Ms. Garcia 
told her that she was going to inform her supervisors.

Sort....



Tab 1: Incident #

Most 
Common 
Errors
• Missing info 

phone, 
names, fax 

• Time/date 
discrepancy



Tab 2: Persons Involved

Most Common 
Error: 

• Missing 
Names



Tab 3: Issue Types

Most Common 
Error: 

• Mis-labeled 
Incident



Tab 4: Incident Summary



Tab 4: 
Incident 
Summary 
Most Common 
Errors: 

• NOT 
SUBMITTED

• Missing 
Action steps

• Missing 
updates

• Operations 
not notified



iSTAR Error Report



ISTAR Reminders
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• Generate iSTARs within 24 hours of the incident
• Be sure to have your principal review/submit the 

iStar.  Email notifications are sent to applicable 
District personnel when the user clicks “SUBMIT”

• Enter document actions taken as incident is being 
addressed.

• An iSTAR closes automatically after 30 days, so be 
sure all information has been entered into every 
applicable tab. 

• The school principal must certify all injuries/illnesses, 
and istars created by level 2 users.



Los Angeles Unified School District

Local District Central Operations

Administrative Investigations:  Effective 

Questioning

CONFIDENTIAL DOCUMENT - NOT TO BE DISSEMINATED



Outcomes:

ADMINISTRATORS WILL UNDERSTAND 

PROTOCOLS AND PROCEDURES FOR:

• REPORTING ALLEGATIONS

• INVESTIGATING ALLEGATIONS

• CONDUCTING INTERVIEWS

• ADMINISTRATIVE INVESTIGATION REPORT



Everything Starts with an 

Allegation

You receive a call from Ms. Juarez, Mother 

of Isaiah M., alleging that Ms. Jones, Isaiah’s 

math teacher punched her son several 

times during period 4. Mother alleged that 

the teacher always blames her son for her 

lack of classroom management skills and 

that this is not the first time this happens.

You don’t believe this incident occurred. 

Ms. Jones is one of your best teachers.



Report of 
Allegation 
Received

Appropriate 

Agency 

Contacted

Phone LD 

Central 
Operations

ISTAR

and Mail 
SCAR

Determination of 

Employee Reassignment 
Status

Conduct an 

Administrative 
Investigation and 

Report of 
Findings

Contact 
Staff 

Relations

Conference, 
LOR, etc. with 

Employee

Issue 
Discipline (if 
applicable)



Pre-Investigation Protocols

 Notify Law Enforcement or 
Appropriate Reporting Agency

 File SCAR within 36 hours
 Remove employee from classroom or 

work area
 Collect keys, technology, etc.
 Call Operations
 File ISTAR

 Employee reassignment decision 
(AOO)



Which Appropriate Reporting 

Agency?

DCFS
 Domestic Incidents

 Suspected Child Abuse

 Alleged Employee 

Misconduct only when 

police are not available

 Reminder LASPD is not a 

reporting agency

LAW 

ENFORCEMENT
 Administrators are to 

contact their local law 

enforcement agency for 

all matters of alleged 

employee misconduct 

involving students

 Reminder – LASPD is not 

a reporting agency



Local District Central 

Operations*

 Eugene Hernandez - Administrator of 
Operations

 Maria Butler– Lead Operations Coordinator

 Tony Cortez - Operations Coordinator

 Michelle Gorsuch - Operations Coordinator

 Mojgan Moazzez- Operations Coordinator

*Contact LD Central Operations throughout 
investigative process 213-241-0167





Pre-Investigation Administrative 

Protocols 

 If cleared by reporting agency, proceed with 
administrative inquiry:

 Designate an Investigator (remember who can 
investigate)

 Identify Suspect(s) – full name, DOB, employee 
number, position, address, contact number, etc.

 Identify Victim(s) - full name, DOB, address, contact 
number, etc.

 Identify Witnesses - full name, DOB, address, contact 
number, etc.

 Designate a private room for interviews

 Devise appropriate questions to ask each 
interviewee

 Gather evidence: physical (don’t touch or adjust 
clothing)/photograph locations/audio/video 
evidence



Conducting the Administrative Inquiry  

WHO INVESTIGATES FROM SCHOOL SITE?

 Administrators (principals, assistant principals)

WHO DOESN’T INVESTIGATE FROM SCHOOL SITE?

 Teachers, teacher assistants, special education assistants, 

advisors, coaches, categorical coordinators

 Counselors 

 PSAs

 PSWs

 Campus Aides/Supervision Aides

 Parents/Community Members

 Deans (Only Student-to-Student Related Matters)



Conducting Effective Interviews

Prepare strategy for the investigation

 Create a timeline

 Chronology of witness interviews (Start 
interviews with victim(s) and witnesses. 
Interview the accused employee last.)

 Questions:

1. Interview witnesses separately  

2. Ask one question at a time, allow wait time

3. Ask questions in chronological order

4. Avoid leading questions

5. Avoid vague questions

6. Avoid confrontational questions                                                                               



Open-Ended vs. Closed-

Ended Questioning

Open
 Ask questions that will get the 

interviewee talking about the 

alleged incident

 What happened?

 Would you speak to the 

allegation that…

 Take notes so that you may ask 

clarifying questions

 Allow for pauses

Closed

 Ask specific questions for 

clarification and/or 

confirmation

 You said your teacher 

forced you into your 

seat, why do you think 

he did that? Would you 

show me what that 

looked like?



Mock Scenario

You receive a call from Ms. Juarez, 
Mother of Isaiah M., alleging that Ms. 
Jones, Isaiah’s math teacher punched 
her son several times during period 4. 
Mother alleged that the teacher always 
blames her son for her lack of classroom 
management skills and that this is not the 
first time this happens.

You don’t believe this incident occurred. 
Ms. Jones is one of your best teachers.



Group Task

With full participation from your table, complete the 

following:

 Identify the person your group will create questions for 

via the paper tent located in the middle of your table.

 Create three open-ended and three closed-ended 

questions to ask the individual using information from 

this presentation. 

 Select someone from your table to share out to the 

group. 



Conducting Effective Interviews
Ask open-ended questions

Ask specific follow-ups to get details

Use interviewee’s answers to form new questions

Victims
 Tell me what happened in class 

yesterday (Ms. Jones pushed 
me.)

 Where did she push you? Can 
you show me how she did it? 
Did it hurt?  Did you go to the 
nurse/office?

 What was happening right 
before she pushed you?

 What did she say when she 
pushed you?

 What did you say/do when she 
pushed you?

 What was happening in the 
class during this time?

 Who was there when this 
happened and might have 
seen?

 Is there anything else you would 
like to tell me?

Witnesses

 Were you in class 
yesterday?

 Did you see anything 
happen with Isaiah?

 Did you see anything 
happen between Ms. 
Jones and Isaiah?

 What did you see? What 
did you hear?

 What was happening in 
the class during this time?

 What happened before? 
What happened after?

 Is there anything else you 
would like to tell me?



Conducting Effective Interviews
Do not give specific information about the investigation
If employee witness is uncooperative, He/she is obligated to cooperate in 
District investigation
Do not promise confidentiality

After each interview

 Ask for a written 
statement

 Review the written 
statement to ensure it 
includes all information 
given during the interview

 If student cannot write, 
they can draw pictures 
that the administrator can 
label

 If interview/statement is in 
a language other than 
English, provide original 
and translation.

Reluctant Adult Witness

 Remind him/her of the 
obligation to tell the truth 
and protect 
students/employees from 
harm

 Remind him/her of the 
obligation to report 
misconduct under the 
Employee Code of Ethics

 Email the employee a 
summary of your 
conversation and ask 
him/her to correct any 
misinformation



Conducting Effective Interviews
Provide opportunity to have representative attend interview

Two administrators present during the interview

Ask open-ended questions

Ask specific follow-ups to get details

Accused Employee
 Tell me what happened in class yesterday with 

Isaiah (He got in a fight with Jose)
 Isaiah reported that you pushed him. Did you push 

him? (No, I tried to keep him away from Josue, and I 
may have bumped into him)

 Describe for me exactly what happened, from your 
perspective. (Tell me what you said and did during 
the incident. Show me how you tried to keep him 
away.)

 What did Isaiah say/do?
 Who was there when this happened that might 

have seen?
 Is there anything else you would like to tell me?



Administrative Investigation 

Summary
(When Cleared to Handle Administratively)

1. Maintain an investigation file

2. Type of Allegation

3. Allegation basics

4. Names of persons involved/interviewed

5. Documentation collected

6. Other evidence collected

7. Allegations of prior misconduct

8. Summary of investigation

9. Law enforcement follow up

10. Findings

11. Outcome of preliminary inquiry

 DO NOT UPLOAD TO ISTAR



Thank You for Your 

Participation Today!

PLEASE Do Not Hesitate to Contact Your 

Operations Coordinator if You Require 

Investigative Assistance!



Updates and Reminders

• Unified Enrollment Fairs  
• Mayberry ES: September 12, 2018 5-8 pm

• Franklin HS: September 20, 2018  5-8 pm

• Safe School Plan Due: October 1, 2018

• Norm Day: September 14, 2018

• Child Abuse Training Due: September 30, 2018

• Fall Rubric of Implementation Due: December 7, 2018

• Principal Certification Due: November 2, 2018

• Vision to Learn 


