
Local District Central

SR. Office Technician & Office 

Technicians  Meeting

ZOOM MEETING 

AUGUST 3, 2020



Welcome 

Roberto A. Martinez, Local District Central  Superintendent

Eugene L. Hernandez, Administrator of Operations 



Welcome & Introductions

Lead 

Operations Coordinator
Operations Coordinator

• Maryhelen Torres • Kirk Nascimento



Learning Objective

LDC Office Tech’s will review and 

examine operational structures and 

systems using the provided resources 

in order to align site initiatives with the 

LDC theory of action.



Zoom Norms

Mute your mic; 

unmute when 

talking

Use the Raise Hand 

Feature to speak

Avoid side chats Be present

Be Brief

Use chat to ask 

questions outside 

of Q&A



Processing 

information:

To clarify or ask 
questions:

1. Click Chat icon 
at the bottom 
of your Zoom 
screen.

2. Type in your  
comment or 
question.



Triple Track 



Agenda

 Welcome LD Central Leadership & Introductions 

 Zoom Norms

 Inclusion

 Review Theory of Action Framework and Focus 

 Community of Schools Location & Purpose

 LD Central Framework of preparedness for virtual learning

 Operations Support

 Enrollment Procedures & Attendance

 COVID-19 Information Updates

 LD Central Updates and Reminders

 Closing/ Questions & Evaluations 



Inclusion

Michelle Gorsuch 

 Everyday Heroes' 





Parent and Community Engagement
CHANNELS – CADENCE - FORMAT 



Parent and Community Engagement
CHANNELS-CADENCE-FORMAT



Theory of Action 
If we:

• Implement with fidelity our 

framework  focus
• Provide tiered support to 

our school communities 

and

• Hold ourselves 

accountable, THEN 

student outcomes will 

improve.





Community of Schools 2020-21



Community of Schools



Community of Schools

• Decision-making and resources closer to schools

• Expedient support to schools

• Dedicated and integrated school support team in 

each Community of Schools

• Knowledge of schools, community, assets and 

resources

• Expedient support to families and response to 

community needs

• Partnership with community stakeholders, 

organizations, and businesses with a focus on 

increasing student academic achievement



SMART Start Framework for 

Virtual Learning 

 Workplace Safety

 Welcoming Environment 

 Office Hours Survey

 Connections with each household



Operations Coordinator 

Assignment of Support 



Applications
Available:  School (hard copy)

 LD Central Website 
 School Website
 Via telephone with school personnel-Fillable form

Communicatio
n:

 Community informed of collection via poster, website, BBC, 
letter

Completed 
packets may 
be
Dropped off at:

 Lanterman HS
 Individual Schools

When
:

 Daily: Boxes inside the school
 Weekly: On School 

Designated Day
 By Appointment

Finalize enrollment with required documents by appointment on school selected 
days and time. (Apply Social Distancing Protocols).

Procedures for 
finalizing 
enrollment:

1. Office Personnel may request copies of:
 Proof of Residence
 Proof of Student’s Age
 Identity Verification-Parent/Guardian
 Proof of Immunization

2. Campus Aides may assist with enrollment by:
 Supervising access to school office.
 Appointment Confirmation.



Option 1: Personnel at school: 
1. Office Personnel reviews documents at school (Apply Social 

Distancing Protocols for employees).
2. Call parent/guardian to confirm application information.

Option 2: Personnel working remotely on a regular basis:
1. Personnel working at school scans and emails enrollment forms to 

office personnel working remotely via email.
2. Personnel working remotely calls parent/guardian to confirm 

information. 
3. Personnel working remotely may schedule appointment with parent.

Option 3: By telephone (from school office or remotely):
1. Office personnel contacts parent/guardian.
2. Office personnel assists family to complete enrollment forms listed 

below using Fillable forms to assist parents with Enrollment.
 Student Enrollment Form
 Student Emergency Information Form

 Student Housing Questionnaire

Procedure Options for 
Processing Applications



Communication with Families

• Personalized Contact with Families
o Welcome Letters to School Community/Post Cards

o Phone Calls

o Posting of Office Hours/Walk-in hours and Student 

Registration Hours

o School Hours Survey

* Making personal Connections



COVID-19 Updates 

 Personal Protective Equipment (PPE) 

 Social Distancing Practices

 IOC Guidance for District 

Administrators Regarding student 

with COVID-19



Update & Reminders:

 Device Distribution 

 Trainings (Child Abuse)

 Master Calendar 

 Evaluation 



Device & Materials Updates

• Support with Staff Preparation of Device and Materials

• Distribution of Technology and Instructional Materials

• Social Distancing guidelines outlined by the County of 

Los Angeles for distribution of devices

• Collection of Devices from 5th, 8th and Seniors

• Inventory updated in Remedy

• For questions, contact:

➢ Tom Castillo tom.castillo@lausd.net

➢ Jamie Campbell jamie.campbell@lausd.net 

➢ Michelle Gorsuch michelle.gorsuch@lausd.net



Questions & Survey 




