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Believe ♦ Behave ♦ Become 

The Office of Human Relations, Diversity & Equity (HRDE) 
continues to oversee the mandates of the bullying audits by the 
Office of the Inspector General and by the California State 
Auditor. The auditors’ mandates include timely documentation 
of the investigation, intervention, monitoring, and resolution of 
incidents of bullying.  Specifically, incidents must be investigated 
within 30 calendar days and resolved within 60 calendar days. 
Schools must follow the protocols for the documentation, 
investigation, intervention and resolution of allegations of 
bullying, as outlined in BUL-5212.2 (Attachment 1). 
 

In fall 2017, Local District Central school leaders and/or their 
designees participated in half-day trainings which focused on the 
proper identification, monitoring, and resolution of incidents. 
Although our District has seen an increase in of bullying 
allegations in iSTARs, due in part to our schools being diligent 
in their documentation, documentation of the resolution of 
these allegations have not. School leaders are asked to review all 
unresolved incidents of bullying for adequate documentation 
including outcomes of their “bullying” investigations and 
interventions. Should you have any questions or need assistance, 
please call your Operations Coordinator. 

Bullying at your School 

The District continues efforts in collecting Household Income 
Forms (HIF). All CEP and Provision 2 schools are highly 
encouraged to collect these forms from families who are newly 
enrolled to the District. Forms not submitted between 
November and June of this school year will have a direct impact 

on the October 2018 count for Targeted Student Population funding and potential funding 
opportunities for the next two years.  At this time, Local District Central has over 350 
missing HIF forms!  Our goal is to have every single HIF form in! Call your Operations 
Coordinator should you have any questions or would like an update of school’s status. 

Calendar Dates 

After the Bell 3/8 

SAA Meeting  3/15 

Operation School Bell 3/9 

Principals’ Meeting 3/14 

Assistant Principals’ 3/21 

Safe Passages 3/22 

What’s Due 

February Water 3/1 

February On-line Metal 3/1 

Across Local District Central, schools proudly display their visuals:  
thermometers, graphs, and such to monitor their progress towards their 
goals. Thank you for your efforts in raising awareness and funds for 
such a good cause!  Schools have come up with creative ways to meet 

their goals. Let our CCC Committee know how your school is raising their funds. Send in 
your pictures! Please contact District Central Coordinators, Ricardo L. Lopez (213) 241-
0137 or Veronica Real (213) 241-3906 should you need additional materials. 

Consolidated Charitable Campaign  

How are children and 
youth bullied?  

14% made fun of, called 
names, or insulted  

13% subject of rumors  
6% pushed, shoved, 

tripped, spit on  
5% excluded from activities 

on purpose  
4% threatened with harm  
2% forced to do things they 

didn’t want to do  
2% had property destroyed  
7% had been cyberbullied 

anywhere 
 

Source: U.S. Department 
of Education (2015)  

file:///C:/Users/judy.chiasson/Documents/WORK%20DOCS_JC/bulletins_plans_initiatives/Bullying%20policies/bullying%202014%20revision/BULLYING%20&%20HAZING%20(STUDENT-TO-STUDENT%20&%20STUDENT-TO-ADULT).PDF
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Prior to withdrawing students from school as Whereabouts Unknown, schools shall make 
every effort to locate students with excessive absences and exercise due diligence, including 
sending letters to the home, placing phone calls to all known contact numbers for the 
student’s caregiver(s) and emergency contact(s), and conducting home visits (by certificated 
staff member). Teachers shall continue to record daily attendance, and student should 
continue to appear on MiSiS roster until enrolled in another educational option. Students 
should not be withdrawn after 10 consecutive absences without documented due diligence in MiSiS. If school staff is 
able to locate the student, strategies to re-engage student and family shall be implemented in order for the student to 
return to regular attendance or find an alternative education program. Once due diligence efforts have been 
exhausted, the school may withdraw the student if the student’s location is still unknown. For secondary schools, 
students who are withdrawn as Whereabouts Unknown will appear on the Potential Dropout List (PDL) and 
negatively affect Dropout Rate and Graduation Rate at the last school of attendance. The above information was 
taken from the 2017-2018 Opening Day Procedures: Supplemental Guide and Updates. 

Students Whose Whereabouts are Unknown  

In recognition of Teen Dating Violence Prevention month, Psychiatric Social 
Workers at Miguel Contreras 
Learning Complex (MCLC) 
collaborated with Peace Over 
Violence (P.O.V.) to raise awareness 
about healthy relationships. On 
Valentine's Day, the PSW team and 
POV organized a complex-wide event, 
spanning over the course of 4 lunch 
periods. 

 

Using the foundations of the 5 C’s of a healthy relationship: Commitment, Compromise, Caring, Companionship, 
and Communication, students shared and posted what LOVE meant to them.  

Contreras PSW Team Recognizes Teen Dating Violence Prevention Month  

Random Metal Detector Searches  

This is a reminder that Random Metal Detector Searches are to be conducted daily at all 
secondary schools.  Certification of the Random Weapons Searches is required monthly. A  
Review Process to ensure consistency with the implementation is to occur each semester. All 
secondary schools must participate in the review process.  
 

Local District central will begin collecting Attachment A 
of the Administrative Search Bulletin for the next 4 
consecutive Mondays (Attachment 2). Please refer to the 
table on right for weeks and due dates.  
 

Logs should be emailed every Monday by 10:00 am to 
their respective Local District Operations Coordinator.  

Week of Log Due 

March 5-9 March 12 

March 12-16 March 19 

March 19-23 April 2 

April 2-6 April 9 
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 The carryover policies bulletin MEM-2464.14 is now available in the 
eLibrary and also attached (Attachment3). 

 Budget Development for FY- 2019 will take place from March 14 – April 
18. Please see attached memo (2018-2019 Budget Development for 
Schools) for additional details (Attachment 4). 

 Budget Development appointment notification letters are scheduled to go 
out to Principals by email on Friday, March 9. 

 Thanks to all schools that have signed up for BD Training next week. We are looking forward to seeing you 
there! 

 Please take into account that during budget development all staff will be focusing on FY-2019 and budget 
adjustments for the current year will take longer to process. 

 If you have not yet done so, please submit your December Impress reconciliation report as soon as possible.  
The next quarterly report will be due on April 20th.  

 Please continue to process receivers for POs as soon as you receive good/services to ensure that all receivers are 
processed in a timely manner and all purchase orders are charged to the current fiscal year. All technology 
purchases out of Title I funds (7S046) must be received by May 5, please plan accordingly.  

1) Focus primarily on relationships and secondarily on rules. 
 Does the proposed resolution go beyond focusing solely on the harm? Is 

equal concern also being given to the harms experienced by individuals 
and the community? 

 

2) Give voice to the person(s) harmed. 
 Does the response address the needs of the person harmed, both the 

immediate victim as well as others who may be affected? 
 

3) Give voice to person(s) who caused the harm. 
 Does it allow an opportunity for those who harmed to be part of the resolution? 
 

4) Engage in collaborative problem-solving. 
 Are the solutions being arrived at collaboratively, meaning that all those affected by the harm/incident are fully 

involved?  
 

5) Enhance responsibility. 
 Does the response help the person take responsibility for the harm caused, or does it focus primarily on 

punishment? 
 

6) Empower change and growth. 
 Does the response allow the person who harmed to be involved in the process of repair with a concern toward 

that individual’s growth and competency? 
 

7) Plan for restoration. 
 Does the response allow for the person who harmed, as well as the person harmed, to be supported and 

reintegrated back into the community?  

Schools working toward restorative discipline: 

School Fiscal Services Updates and Reminders  
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 SUMMER ADMINISTRATOR, ES/MS ELOS Program (June 18-July 13, 2018), see 
MEM-45785.0. Application window is Monday, February 5 – Friday, March 2, 2018. 
Administrators may apply by going to https://summer.lausd.net. For additional position 
information, click HERE. For other information, contact Nancy Robinson, Intervention 
Administrator, at 213.241.7900. 

 
 SUMMER ADMINISTRATOR, High School Summer Term (June 18-July 20, 2018), see MEM-45787.0. 

Application window is Monday, February 5 – Friday, March 2, 2018. Administrators may apply by going to 
https://summer.lausd.net. For additional position information, click HERE. For other information, contact 
Betsy Castillo, Intervention Administrator, at 213.241.7900.  

Application for Summer Administrative Positions 

Operation School Bell on Wheels 2018 

Operation School Bell on Wheels for LD Central is set for March 9, 2018 at Mack ES. This is 
an opportunity for elementary school principals to participate in the program to receive:  school 
clothing, shoes, school supplies, etc… Please look out for the e-mail sent to you last week with 
the attachments for parent permission, school completion and preparation instructions. 

Spring semester is here! All schools and offices are required to complete the 
2018 Spring Child Abuse Training by March 17, 2018. The revised Child 
Abuse Training materials are posted at http://caat.lausd.net. It is recommended 
that Firefox or Chrome browsers are used to access them.  Prior to your 
professional development session, please review MEM-6338.3, Child Abuse 
Awareness Training and Resources to plan your session (Attachment 5).  

Mandated 2018 Spring Child Abuse Training Resources 

Water Flushing Certification & On-Line Metal Detector Certification 

As a reminder, February 2018 Water Flushing & Metal Detector Certifications is now past 
due. Please be aware that they are due the first of each month with a cutoff of the 15th. 
Avoid being late due to unforeseen emergencies and special circumstances by certifying early.  

Emergency Communications Network 

This week employees received a test message from our Director of  Operations to simulate an 
emergency communication by telephone and email on file with LAUSD. The message was sent to 
determine contact information accuracy. School leaders are asked to ensure that all employees 
update their contact information at http://ess.lausd.net and include at least on cell phone number. 

https://summer.lausd.net
http://btb.lausd.net/Information/E-Library/Summer-School
https://summer.lausd.net
http://btb.lausd.net/Information/E-Library/Summer-School
https://achieve.lausd.net/Page/5941
http://ess.lausd.net
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TITLE: Carryover Policies For School Account Balances As 

of June 30, 2018 
ROUTING 

LD Superintendents 

LD Administrators of Operations  

LD Instructional Directors 

Principals 

School Administrative 

Assistants 

Financial Managers 

Fiscal Support Staff 

Central Offices 

NUMBER: MEM-2464.14 

 

ISSUER: Cheryl R. Simpson, Director  

Budget Services and Financial Planning  

 

Dr. Scott S. Price, Ph.D., Chief Financial Officer 

Office of the Chief Financial Officer 

 

DATE: February 28, 2018 

PURPOSE: The purpose of this memorandum is to provide carryover policies for school account 

balances as of June 30, 2018. 

 

MAJOR 

CHANGES: 

 

This memorandum is updated to reflect how the final carryover balance in the General Fund 

School Program Code 13027 will be impacted by any “negative” ending balances in specific 

full carryover and non-carryover accounts.  

 

GUIDELINES: I. FUNDS ARE INTENDED TO BENEFIT THE STUDENTS THAT GENERATE THE 

SCHOOL RESOURCES 

  

Generally, instructional materials and other school allocations are intended to provide 

services and resources for a school’s student population in the year of allocation. 

 

II. EXPENDITURES MUST ALWAYS BE RECORDED IN THE FISCAL YEAR THE 

GOODS OR SERVICES ARE RECEIVED   

 

A. To guide schools and offices with regards to cut-off dates for ordering, please refer to 

MEM-6016.5, “2017-2018 Procurement Year-End Closing Timeline/Schedule”, 

dated March 2018. 

 

B. “Goods Receipt”, as used in this memorandum, is the record of receipt of materials 

and/or services and is processed in SAP. Upon receipt of materials or services, it is 

of utmost importance that schools and offices enter and post the “Goods Receipt” in 

SAP to ensure that expenditures are charged in the fiscal year they are received. 

“Goods Receipt” should only be processed upon actual delivery of materials or 

services. Processing of “Goods Receipt” prior to actual delivery is a violation of 

District policy and may result in disciplinary action taken against the site 

administrator. On the other hand, if materials or services are received on or before 

June 30, 2018 and the “Goods Receipt” is not entered and posted in SAP by June 30, 

2018, the expenditure will be charged against the following fiscal year’s funds. This 

will impact the accounts that do not carryover because the 2017-18 purchase will in 

effect reduce the 2018-19’s available balance. Therefore, if an order is placed late in 

the fiscal year, schools should allow sufficient time for the delivery of goods and 

services, as well as the posting of the “Goods Receipt” no later than June 30, 2018. 
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III. ACCOUNTS WITH FULL CARRYOVER FROM 2017-18 TO 2018-19 

 

Carryover of encumbrances and balances (positive or negative) as of June 30, 2018 for 

the accounts listed below are authorized. For schools with program code 13027, any 

“negative” ending balances in the program codes listed below (except 10397, 10400, and 

10405), will  be reflected as an adjustment to reduce final carryover in program code 

13027. Positive or negative ending balances in program codes 10397, 10400, and 10405 

will carryover in these same respective program codes.   

 

GENERAL FUND - UNRESTRICTED (Fund 010) 

TSP-Settlement 10359 

TSP-Per Pupil Schools 10397 

TSP-Per Pupil School Allocation 10400 

TSP-Parent Engagement 10405 

TSP-Innovation-Focus School 10543 

Teacher Apprentice Program-ROC-S/B/T 11430* 

Civic Center Permit Program 11476* 

General Fund School Program 13027 

SDEP ROC - Filming, Photography, & Other Rentals 13378* 

ROC/Skills Centers-We Build 13592 

Charter School Categorical Block Grant 13723 

Charter School Allocation In-lieu of EIA 13724 

SDEP Donations 13938* 

IMA-Library Fines 13950* 

CalWORKs Regional Occupational Center Program 14081 

IMA-Apprenticeship Program-ROC 14221* 

SDEP Proceeds Film/Photo Rental 14242* 

Incentive-Breakfast Discretionary 14423* 

SDEP Donations-ROC 14806* 

SDEP Extended Kindergarten Program 17629* 

The list of carryover programs may change based on the District’s financial condition. 

 

GENERAL FUND - RESTRICTED (Fund 010) 

B.E.S.T. Behavior-Special Ed. 12183 

SDEP Donations-Special Education Schools 12538* 

Special Ed.-School-based Enterprise (SBE) 13229 

 

ADULT EDUCATION FUND (Fund 110) 

AE-Fee-based-Class Registration Fees 10161 

AE-Fee-based-Class Material Fees 10163 

Adult Schools-SDEP Donations 13717* 

Adult Schools-Filming & Photo Rental 14002* 

CalWORKs Adult Education Program 14080 

Adult Ed-Career Technical Education Class Fees 14323* 

DACE-Miscellaneous Fees 14324* 

Adult Education-Class Fees 14325* 
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CHILD DEVELOPMENT FUND (Fund 120) 

Child Development - SDEP Filming, Photography, & Other Rentals 13676* 
Child Development - SDEP Donations 17623* 

   

CAFETERIA FUND (Fund 130) 

Healthier US School Challenge 17136 
*These programs will have 60% carryover of positive non-salary available balance by July 1, 2018. 

 

Except for program codes that have an asterisk in the above table, the anticipated 60% 

advance carryover will not be available on July 1, 2018. Actual carryover balances will be 

available when the District closes its books in mid-September and will be based on the 

actual 2017-18 year-end balances. 

 

IV. ACCOUNTS WITH NO CARRYOVER FROM 2017-18 TO 2018-19 

 

Balances of school accounts not listed in Section III (Accounts With Full Carryover) will 

not carry over to fiscal year 2018-19. Regardless of whether the ending balance in 

Program 13027 is positive or negative, it will be used to offset the negative ending 

balances in non-carryover programs. Availability of school-level grant funds will be based 

on the grant period indicated in the grant award letter. 

 

RELATED 

REFERENCES: 

 

MEM-6016.5, 2017-18 Procurement Year-End Closing Timeline/Schedule, to be issued in 

March 2018  

REF-3640.11, Final Payment of Bills For Fiscal Year 2017-18, dated March 15, 2018 

 

ASSISTANCE: For assistance, K-12 schools may call their Fiscal Specialist; Adult Schools, Regional 

Occupational Centers, and Skills Centers may call the Adult Education Fiscal Services 

Section at (213) 241-3788; Regional Occupational Program may call K-12 Instructional 

Fiscal Support Unit at (213) 241-2153; and Early Childhood Education Centers may call the 

Early Childhood Education Fiscal Services Section at (213) 241-0415. 
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TITLE: Child Abuse Awareness Training (CAAT)  

and Resources 

 

ROUTING 

All Employees 

NUMBER: MEM-6338.3 

 

ISSUER: Darneika Watson-Davis, Ph.D., Executive Director 

Division of District Operations  

 

Diane H. Pappas, Chief Executive Officer 

Division of District Operations & Digital Innovations 

 

DATE: 

 

July 24, 2017 

PURPOSE: 

 

 

One of the District’s top priorities is to ensure the safety of our students. It is the 

policy of the Los Angeles Unified School District that all employees shall report 

instances of suspected child abuse or neglect. Child Abuse Awareness Training 

(CAAT) is aimed to assist employees to better identify and report suspected child 

abuse. The District has resources available to address reporting of suspected child 

abuse and conducts trainings throughout the school year to reinforce these 

resources and comply with legal mandates. In addition, the Division of District 

Operations works with school principals, unit supervisors, division heads, and 

local district staff to ensure all employees complete their child abuse trainings by 

the required due dates. 

 

These trainings are part of the District-wide initiative to ensure that all District 

employees clearly understand their duty to protect our students, their individual 

responsibility as mandated reporters of suspected child abuse and serve to certify 

that employees understand their responsibilities in reporting suspected child abuse. 

 

After completing these trainings, employees will be aware of their suspected child 

abuse reporting requirements which include, but are not limited to: 

 

 How to file a report of suspected child abuse and with what agency 

 How they are protected when filing a report  

 What happens after filing a report 
 

MAJOR 

CHANGES: 

 

This Memorandum provides an overview of the mandated fall and spring District 

Child Abuse Awareness Trainings and resources. This Memorandum replaces 

Memorandum 6338.2, “Child Abuse Awareness Training (CAAT) and 

Resources,” issued on September 16, 2016, by the Division of District Operations. 

 

INSTRUCTIONS: 

 

I. Fall Child Abuse Awareness Training 
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All LAUSD employees are auto-enrolled and are required to complete the 

Fall CAAT and assessment annually between July 1 and no later than 

September 30. Substitutes who have completed the hiring process are also 

auto-enrolled in the Learning Zone class. New employees hired after 

September 30 are required to complete the Fall CAAT by the end of the 

month following the month of their hire. 

 

Employees who fail to complete this mandatory training shall be subject to 

disciplinary action. Updates will be provided regularly to the local district 

superintendents, administrators of operations, District leadership and school 

principals regarding employee training completion. 

 

Note: New contractors hired after July 1, 2017, are automatically 

enrolled in the Learning Zone class. All other contractors can self-

enroll in the class and take the assessment by following the 

instructions on the Learning Zone home page. A valid LAUSD 

single sign-on (SSO) account is required to self-enroll.  

 

The Fall CAAT consists of a customized District training video followed by 

an assessment. The training video is available online on the Child Abuse 

Awareness Training link under “Offices” in the District home page and the 

assessment is accessible through the Learning Zone. Employees will have 

the ability to start and stop the online video at various points and continue 

the training at their convenience. 

 

II. Spring Child Abuse Awareness Training 

 

A. Schools and Offices 

 

All schools and offices are to conduct the Spring CAAT between 

January 2    and March 17 annually.  The spring training, titled Breaking 

the Silence, consists of a presentation and scenario based discussion. All 

materials required to facilitate this training are available for download at 

the Child Abuse Awareness webpage under “Offices” in the District 

home page. Supervisors are to certify completion of this training via the 

online Administrator’s Certification Form. Office supervisors who do 

not have access to the online Administrator’s Certification Form are to 

download and complete the Facilitator’s Form from the Child Abuse 

Awareness webpage and forward the form to their immediate 

supervisor. A copy should be retained on file at the work location for 

three school years.   
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B. Substitutes 

 

For the Spring CAAT, please note that all substitutes, classified and 

certificated, are auto-enrolled in an online class created specifically for 

substitutes. The training consists of a presentation which is also 

available on the Child Abuse Awareness webpage under “Offices” in the 

District home page. The content of the training is similar to the spring 

discussion based training facilitated at schools and offices. All 

substitutes are required to take the assessment via the Learning Zone.  

 

III. Accessing the Assessments 

 

After reviewing the Fall CAAT video, all employees must pass the 

assessment with a 100% completion percentage to demonstrate their 

knowledge and comprehension. To access the assessment, employees 

should log in to the Learning Zone at https://lz.lausd.net, select the “My 

Assessment” tab and click on the Start link to begin the assessment.   

 

For the Spring CAAT, all substitutes, classified and certificated, are to 

follow the steps above to access the assessment in the Learning Zone. 

School and non-school based office employees will participate in the onsite 

training described in Section II.1 above, and are not required to complete 

the online assessment for the Spring CAAT training.  

 

IV. Printing Certificates of Completion 

 

Employees may print a Certificate of Completion once they have passed the 

assessment with a score of 100% and provide a copy to their immediate 

supervisor, who will keep them on file. If employees are not immediately 

prompted to print a certificate, they should follow these steps: 

 

1. From the Learning Zone home page, click the “My History” tab 

2. Click the “Print Certificate” link next to the course name. 

 

V. Principal Certifications 

 

Principals are to certify, once every semester, via the online Administrator 

Certification Form, that they have provided training to employees on 

suspected child abuse, reporting procedures, and prohibitions against 

corporal punishment.  In addition, principals are to develop a child abuse 

reporting plan for the site. 

 

https://lz.lausd.net/


 

 

LOS ANGELES UNIFIED SCHOOL DISTRICT 
MEMORANDUM 

   

 

MEM-6338.3 

Division of District Operations                         Page 4 of 4                                             July 24, 2017 

VI. Training Resources 

 

A complete Child Abuse Awareness Training Kit, Breaking the Silence, is 

available for download at the Child Abuse Awareness webpage under 

“Offices” in the District home page.  The kit includes a facilitator guide, 

necessary materials and many vignettes that staff can use throughout the 

school year to reinforce the trainings referenced above. 

  

RELATED 

RESOURCES: 

MEM-6128.5 Administrator Certification On-Line System 2017-18 for School 

Sites and Offices 

BUL-1347.3   Child Abuse and Neglect Reporting Procedures  

BUL-4748.0   Ethics Policies  

BUL-5167.0   Code of Conduct with Students  

 

ASSISTANCE: For assistance or further information regarding navigating or accessing the Child 

Abuse Awareness Training (CAAT), school-based employees should contact the 

corresponding operations coordinator. Non-school based employees should contact 

the District Service Center in Beaudry at (213) 241-1000.  

 

For technical difficulties, please call the ITD Helpdesk at (213) 241-5200. 

 


