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GENERAL INFORMATION 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 



 
 

1.1 WHhΩ{ ²Ih !¢ FULTON COLLEGE PREPARATORY SCHOOL 
 
Administrative and Support Staff 

 
Position Staff Member 

Principal Raquel George 

Assistant Principals Sharon Bolita 
Joanne Godinez-Ali 
Victor Rodriguez 

Academic Decathlon Advisor Darren Lazarus 

Access to Core Coordinator Karen Harris 

Athletic Coaches 
Baseball 
Basketball (Boys) 
Basketball (Girls) 
Cross Country 
Football 
Soccer (Boys) 
Soccer (Girls) 
Softball 
Track and Field 
Volleyball 

 
Victor Sotelo 
Todd Jackson 
Hector Varela 
Carmen Aybar 
Sean Jackson 

Unfilled 
David Arbogast and Carmen Aybar 

Sean Jackson 
Chris Garton 
Eddie Garcia 

Athletic Director Larry Potell 

AVID Coordinator Dorie Steinberg 

Band Director Michael Gordon 

Bilingual Coordinator Yuri Uceda 

Bridge Coordinator Phil Pearson 

Choir Director Gloria Smith 

College/Career Advisor Lisa Cynkin-Hardy 

Construction Advisor Larry Potell 

Counselors Kathleen Gurdine 
Dorie Steinberg 
Shoshana Taitz 

Deans 
 

Carol Arocha  
Maria Eriksson 

Gifted Coordinator Amy Leserman 

DIS Counselor Dianna Zuniga 

Intervention Coordinator Patricia Merritt 

Leadership Advisor Maxine Bush 

Librarian John Hamrick 

Nurse Lorna Ellison 

Police Officer Tom Clemens 

PSA Counselor Erin Mason 

Psychologist Christina Powell 

Spirit Squad Advisor Tamara Gray Baston 



 
 

Stage Crew Advisor Tamara Gray Baston 

Technology Specialist Michael Fabian 

Title I Coordinator Marlene Kamin 

UTLA Chapter Chair Bill Gaffney 

WASC Coordinator Marlene Kamin 

Yearbook Advisor Maxine Bush 

 
 
Department Chairs 
 

Department Chair 

AFJROTC Master Sergeant Luis Morejon 

English Amy Leserman 

ESL Sonya Cole 

Math Marcie Kay 

Physical Education Michael Michaels 

Science Eva Behr 

Sixth Grade Academy Fawn Hartz 

Social Studies Paul Davis 

Special Education Rebecca Mackenzie 

Visual and Performing Arts  Juan Monterroza 

World Languages TBD 

 
 
Certificated Faculty 
 

Last Name First Name Department 

Almaguer Silvia  Sixth Grade Academy 

Arbogast David JROTC 

Aybar Carmen Social Studies 

Behr Eva-Lisa Science 

Bergantino Laura Sixth Grade Academy 

Bonilla Raymond Special Education 

Bronakowska Agata Mathematics 

Bronakowski Pawel Physical Education 

Bush Maxine English/Language Arts 

Campbell John Mathematics 

Christensen Jean  English/Language Arts 

Daniyan Olajumoke  Science 

Daversa Diane Sixth Grade Academy 

Davis Paul Social Studies 

Diaz Garcia Beatriz Special Education 

Donat Raji English/Language Arts 

Engnan Leila Science 

Euken Kenneth Computer Science 



 
 

Faruku Anila Special Education 

Fatah Fredda Sixth Grade Academy 

Gaffney William  Science 

Garton Christopher Physical Education 

Gordon Michael Visual and Performing Arts 

Goudy Claudia ESL 

Grandi William Science 

Gray-Baston Tamara Visual and Performing Arts 

Hall Robin Science 

Hartz Fawn  Sixth Grade Academy 

Henderson Tonya ESL 

Hernandez Maritza English/Language Arts 

Johnson Kathrina  English/Language Arts 

Junio Rose Sixth Grade Academy 

Kaufman Grey Science 

Kay Marcie Mathematics 

Klingender-Vaghi Maria Special Education 

Landazuri Jesus Mathematics 

Lazarus Darren Social Studies 

Leserman Amy English/Language Arts 

Levine Dan Social Studies 

Luba Bryant Special Education 

Mackenzie Rebecca Special Education 

Madrigal Valerie Social Studies 

Manole Crina Mathematics 

Marzan Joel Social Studies 

McCulty Jeff Mathematics 

Mesa Jeremy English/Language Arts 

Mheryan Almast Sixth Grade Academy 

Michaels Michael Physical Education 

Monterroza Juan  Visual Arts 

Morejon Luis  AFJROTC 

Muldong Edela  Science 

Newell Derrick Special Education 

Oguejiofor Miriam Special Education 

Orenstein Kevin Sixth Grade Academy 

Packer Galina Mathematics 

Palma Gerardo World Languages 

Potell Larry Sixth Grade Academy 

Pulley Danny Page Special Education 

Rao Meena Mathematics 

Rios Marco Social Studies 

Rios Sophia Social Studies 

Saini John Physical Education 

Schwartz  Jon Visual and Performing Arts 



 
 

Shapiro Rhonda Visual and Performing Arts 

Shien Bruce Physical Education 

Smith Gloria Riddle Visual and Performing Arts 

Teunissen Pamra Special Education 

Tokatlian Jenny Mathematics 

Tropper Joachim Special Education 

Uribe Maria Mathematics 

Vasquez Juan English/Language Arts 

Vogt Carole  English/Language Arts 

Walcher Penny Mathematics 

Yates Karen Special Education 

Yoon Kathy Mathematics 

 
 
 
Classified Staff 
 

Office Position Staff Member 

Administration School Administrative Assistant Ana Llauro 

Attendance Office Office Technician 
 

 

Cafeteria Management Manager Michelle Coogan 

Cafeteria  Staff Monica Barbery 
Maria Calderon 

Emma Clara 
Rebeka Dzhugaryan 

Rosalva Espinoza 
Sabina Figueroa 
Maria Heman 

Azniv Khardalyan 
Edward Lindayag 

Jose Ordonez 
Roza Pakshyan 

Margarita Peralta 
Alicia Rojas 

Georgette Sutter 

Counseling Office Office Technician Ana Agbayani  

Facilities Management Manager 
Assistant Manager 

Michael Porter 
Carl Cole 

Facilities  Staff Elisa Figueroa 
Pam Flukers 
Renee Garcia 
Jose Quijada 

 

Financial Office Manager Aurora Phillips 
 



 
 

Instructional Support Paraprofessionals Sandra Abrams 
Elizabeth Amezcua 

Martha Davila 
Irma Diaz 

Rina Duarte 
Admire Estrada 
Vugane Faruku 

Alexander Flores 
Claudia Galindo 
Kathleen Hamm 
Dalese Hardin 
Carol Mannara 

Maria Meza 
Miriam Morales 

Anita Patino 
Emily Poole 

Liliana Romero 
Brenda Ruiz 

Bertila Salcedo 
Jacob Smith 
Maria Sotelo 

Jessie Steinberg 
Ana Ter Mambreyan 

Jorge Valles 
Oscar Valles 

Library Educational Aide Daniella Gardina 

Main Office Senior Office Technician (MS) 
Office Technician (HS) 

Avon Murray 
 Silvia Acosta 

Parent Center Directors Gloria Medina 
Olga Ramirez 

Security Campus Aides Ronnie Acuna 
Caroline Brandt 
Sean Jackson 

Rosalinda Guizar 

Special Education Modified Consent Decree Clerk Rebeca Villagran 

Textbook Room Office Technician TBD 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 



 
 

1.2 PHONE EXTENSIONS 
 
2106 GEORGE, RAQUEL (PRINCIPAL)                              

2105 Bolita, Sharon (Assistant. Principal) 

2174 Godinez-Ali, Joanne (Assistant. Principal)  Asst. Principal 

2104 Rodriguez, Victor (Assistant. Principal) 

**************************** *****************  
3401 Acosta, Silvia 
2121  Agbayani, Ana 
2161 Clemson, Officer   
2155 Coogan, Michelle 
2177 Cynkin-Hardy, Lisa 
2143 Ellison, Lorna 
 2127 Gordon, Michael 
2132 Hamrick, John   
2134 Harris, Karen 
2186 Kamin, Marlene 
2103 Llauro, Ana 
2178 Merritt, Patricia 
2101/2102 Murray, Avon 
2182 Pearson, Phil 
2115 Phillips, Aurora 
2154  Porter, Michael 
2178 Potell, Larry 
2144 Powell, Christina  
2135 Rao, Meena 
2158 Shapiro, Rhonda 
2158 Smith, Gloria 
2187 Uceda, Yuri 
2180 Villagran, Rebeca  
2129 Zuñiga, Dianna 
 

 
 
 

 
 
2168 Arocha, Carol (Dean, M-Z) 
2169 Eriksson, Maria (Dean, A-L)  
2189 Gurdine, Kat (MS Counselor) 
2123 Mason, Erin (PSA Counselor) 
2172 Steinberg, Dorie (MS Counselor) 
2188 Taitz, Shoshana (HS Counselor) 
***************************** ****************  
2134 Access to Core Coordinator (Harris) 
2103 Administrative Assistant (Llauro) 
2178 Athletic Director (Potell) 
2111  Attendance Office 
2112 Attendance Office   
2109 Attendance Office   
2157 Auditorium Office 
2187 Bilingual Coordinator (Uceda) 
2185 Bilingual Office Technician 
2155 Cafeteria (Coogan) 
2177 College/Career Advisor (Cynkin-Hardy) 
2125 Computer Room   
2121 Counseling Office (Agbayani) 
2129 DIS Counselor (Zuñiga) 
2158 Drama/Music Dept (Shapiro/Smith) 
781.7448 Family Center 
2115 Financial Manager (Phillips) 
2143 Health Office (Ellison) 
2122 IEP Room  
2165 LA Bridges 
2132 Library (Hamrick) 
2133 Library Work Room   
2101/2102 Main Office (Murray) 
2127 Music Room (Gordon) 
2153 PE ς Boys Office 
2152 PE ς Girls Office 
2154 Plant Manager (Porter) 
2161  Police Officer (Clemons) 
2106 Principal DŜƻǊƎŜΩǎ Conference Room 
2135 Problem-Solving/Data Coord (Merritt) 
2144 Psychologist (Powell)  
2175 Resource Room (Room 303A) 
2180 Special Ed Technician (Villagran) 
2182 Special Education Coordinator (Pearson) 
2115 Student Store (Phillips) 
2133 Textbook Room   
2186 Title One Coordinator (Kamin) 
2121 Transcripts/Records (Agbayani) 
2186 WASC Coordinator (Kamin) 
2177 Work Experience (Cynkin-Hardy) 



 
 

 
 
 
 
 
 
 

SECTION II 
 

INSTRUCTIONAL STANDARDS 
 

 
 

 



 
 

 
 
2.1 THE CALIFORNIA  STANDARDS FOR THE TEACHING PROFESSION 
 
 
The Stull evaluation is designed to evaluate teacher knowledge and skills aligned with the California 
Standards for the Teaching Profession.  The standards are organized around interrelated categories of 
teaching practice. 
 
Engaging and Supporting All Students in Learning  

¶ Connecting students' prior knowledge, life experience, and interests with learning goals 

¶ Using a variety of instructional strategies and resources to respond to students' diverse needs 

¶ Facilitating learning experiences that promote autonomy, interaction and choice 

¶ Engaging students in problem solving, critical thinking and other activities that make subject matter 
meaningful 

¶ Promoting self-directed, reflective learning for all students.  
 
Creating and Maintaining Effective Environments for Student Learning 

¶ Creating a physical environment that engages all students 

¶ Establishing a climate that promotes fairness and respect 

¶ Promoting social development and group responsibility 

¶ Establishing and maintaining standards for student behavior 

¶ Planning and implementing classroom procedures and routines that support student learning 

¶ Using instructional time effectively 
 
Understanding and Organizing Subject Matter for Student Learning 

¶ Demonstrating knowledge of subject matter and student development 

¶ Organizing curriculum to support student understanding of subject matter 

¶ Interrelating ideas and information within and across subject matter areas 

¶ Developing student understanding through instructional strategies that are appropriate to the 
subject matter 

¶ Using materials, resources and technologies to make subject matter accessible to students 
 
Planning Instruction and Designing Learning Experiences for All Students 

¶ 5ǊŀǿƛƴƎ ƻƴ ŀƴŘ ǾŀƭǳƛƴƎ ǎǘǳŘŜƴǘǎΩ ōŀŎƪƎǊƻǳƴŘǎΣ ƛƴǘŜǊŜǎǘǎ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘŀƭ ƭŜŀǊƴƛƴƎ ƴŜŜŘǎ 

¶ Establishing and articulating goals for student learning 

¶ Developing and sequencing instructional activities and materials for student learning 

¶ Designing short-term and long-term plans to foster student learning 

¶ Modifying instructional plans to adjust for student needs 
 

 
 
 
 
 
 
 



 
 

 
 
Assessing Student Learning 

¶ Establishing and communicating learning goals for all students 

¶ Collecting and using multiple sources of information to assess student learning 

¶ Involving and guiding all students in assessing their own learning 

¶ Using the results of assessments to guide instruction 

¶ Communicating with students, families and other audiences about student progress 
 
Developing as a Professional Educator 

¶ Reflecting on teaching practice and planning professional development 

¶ Establishing professional goals and pursuing opportunities to grow professionally 

¶ Working with communities to improve professional practice 

¶ Working with families to improve professional practice 

¶ Working with colleagues to improve professional practice 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



 
 

 
2.2 STULL PERFORMANCE INDICATORS 
 
1.  SUPPORT FOR STUDENT LEARNING 
 

a.  Uses the result of multiple assessments to guide instruction 
 -  Effectively utilizes the results of multiple assessments to guide instruction. These include periodic 

assessments from district core programs, state assessment results or measure designed by the 
school or local district. 

b.  Guides all students to be self-directed and assess their own learning 
 -  Explains clear learning goals for all students. Helps students to develop and use strategies for 

assessing knowledge and information. 
c.  Engages students in problem solving, critical thinking and other activities that make subject matter 

meaningful 
 -  The teacher regularly encourages all students to think critically and to consider diverse 

perspectives. 
 -  Provide opportunities for all students to learn and practice skills in meaningful context. 
d.  Uses a variety of instructional strategies and resources to respond to student's diverse needs 
 -  Provides opportunities for students to experience different learning modalities. 
 -  Modifies materials, strategies and resources to increase student's participation in learning. 
 -  Use strategies that support subject matter learning for second language learners. 
e.  Integrates student's prior knowledge, life experiences, and interest into the 
 instructional program 
 -  Help students to see the connections between what they already know and new material. 
 -  Help students to connect classroom learning to their life experiences and cultural understandings. 

 
2.  PLANNING AND DESIGNING INSTRUCTION 

 
a.  Demonstrates evidence of short-term and long-term plans to foster student learning and achievement 

of the State standards 
 -  Develop short-term and long-term plans that build on and extend student's understanding of 

subject matter. 
b.  Uses state subject matter content standards and other sources to establish rigorous learning goals for 

each student. 
-  Ensures that goals for learning are appropriate to students' language acquisition, or other special 

needs. 
 -  Ensures that goals for student learning promote critical thinking and problem solving. 
c.  Interrelates ideas and information within and across subject matter areas 
 -  Uses strategies and activities that integrate concepts and information within and across subject 

areas and standards. Relates content to previous learning, other subject areas, and student 
experiences. 

d.  Uses instructional strategies, materials, resources, and technologies that are 
 appropriate to the subject matter 
 -  Select and use learning materials and resources that promote students' understanding of the 

subject matter. 
 -  Uses varied instructional material, resources and technologies to promote key subject matter 

concepts. 
 



 
 

  
e.  Plans instruction to ensure that all sub-groups of students have equal access to the curriculum 

 -  Plan lessons and units that promote access to academic content for all students 
-  Design lessons that promote subject matter knowledge and language development for second 

language learners and standard English learners - Recognize and incorporate student diversity as an 
integral part of planning. 

 
3. CLASSROOM PERFORMANCE 
 
 a.  Demonstrates knowledge of state standards and student development 

-  Identify and understand the key concepts and underlying themes and relationships in the subject 
areas to be taught. 

  -  The teacher is aware of norms for students' social, emotional and physical development. 
 b.  Uses a grading/evaluation system that is aligned with state standards 
  -  Uses a variety of assessments to determine what students know and are able to do. 
  -  Ensures that grades are based on multiple sources of information. 
  -  Implements district grading policies and procedures. 
 c.  Establishes and maintains standards for student behavior and creates a climate that promotes fairness 

and respect 
  -  Models and promotes fairness, caring, equity and respect. 
  -  Help students to become respectful of others who may be different from them. 
  -  Respond to inappropriate behaviors in a fair and equitable way. 
 d.  Plans and implements classroom procedures and routines that support student 
  learning 
  -  Procedures and routines work smoothly. Teachers periodically clarify or reinforce a procedure or 

timeline. This results in little loss of instructional time. 
 e.  Uses instructional time wisely - Develop a daily schedule, timelines, classroom procedures and routines 
  -  Makes effective use of instructional time as they implement class procedures and techniques. 
 f.  Provides an effective classroom environment 
  -  Creates a physical environment that that engages students in purposeful learning activities. 
  -   Maintains a safe learning environment. 
  -  Arranges the room to facilitate positive classroom interactions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
4.  DEVELOPING AS PROFESSIONAL EDUCATOR 
 a.  Establishes professional goals and demonstrates continuous growth 

-  Participates in a variety of school and district professional development activities that are aligned 
with school priorities. 

  -  Maintains an attitude of lifelong learning. 
  -  Pursue opportunities to develop professional knowledge and skills. 
 b.  Works with colleagues to improve professional practice 
  -  Collaborates and actively works with colleagues in grade level and/or content areas. 
  -  Contribute to the learning of other educators. 
  -  Maintains positive relationships with others. 
 c.  Provides effective supervision of students 
  -  Supervises student activities and organizations. 
  -  Supervises students both within and outside the classroom. 
 d.  Collaborates in the improvement of the school program 
  -  Participates in making and implementing school-wide decisions. 
  -  Promotes school goals. 
  -  Contribute to school-wide events and learning activities. 
 e.  Communicates regularly with students, parents, and community about instructional goals and student 

progress 
  -    Provides students and families with information about progress toward learning outcomes and 

relevant standards. 
  -  Responds to a family's concern about student progress. 
  -  Ensures that communications with students and families is understood. 
 f. Follows district and state policies, laws and regulations 
  -  Is compliant with school, district and state policies and procedures. 
 g.  Consistently communicates with colleagues, staff, parents and students in a 
  respectful manner 
  -  Maintains positive relationships. 
  -  Speaks and writes in a manner that is professional. 
 h.  Performs adjunct duties effectively 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

 
2.3   INITIAL PLANNING SHEET 
 
LOS ANGELES UNIFIED SCHOOL DISTRICT   EVALUATION OF INSTRUCTIONAL  PERSONNEL 
HUMAN RESOURCES DIVISION    INITIAL PLANNING SHEET 
       To be completed by the evaluatee and the original copy 

Name        submitted by evaluator 
 Last  First  Middle 
 
School/Office       Employee No.      Status    
 
       Location      Years at 
Grade/Subject       Code       Present site    
 
Position        
   NOTICE    First Assigned to this Site     
Individuals will be evaluated based upon the stated objectives on 

this Initial Planning Sheet as well as areas addressed on the final       Years of Service in 

evaluation form.  Objectives should be written in relation to the  Class Code    Present Position   

California Standards for the Teaching Profession.  Please type or 
print neatly. 

OBJECTIVES STRATEGIES TO MEET OBJECTIVES 

1. SUPPORT FOR STUDENT LEARNING 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. PLANNING AND DESIGNING INSTRUCTION 
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LOS ANGELES UNIFIED SCHOOL DISTRICT  EVALUATION OF INSTRUCTIONAL PERSONNEL 

HUMAN RESOURCES DIVISION    INITIAL PLANNING SHEET 

 
 
 
 
 
Name        Employee No.     
 Last  First  Middle 

OBJECTIVES STRATEGIES TO MEET OBJECTIVES 

3. CLASSROOM PERFORMANCE 
 
 
 
 
 
 
 
 
 
 
 
4. DEVELOPING AS A PROFESSIONAL EDUCATOR 
 
 
 
 
 
 
 
 
 
 
5. PUNCTUALITY, ATTENDANCE AND RECORD KEEPING 
 
 
 
 
 
 
 
 
 
 
 

 

 
Submitted by                

   9ǾŀƭǳŀǘŜŜΩǎ {ƛƎƴŀǘǳǊŜ         Date 
 
Reviewed and approved by               
    9ǾŀƭǳŀǘƻǊΩǎ {ƛƎƴŀǘǳǊŜ       Position 
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SECTION III 
 

OPERATIONAL PROCEDURES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



 
 

 
 

3.1  TEACHER ATTENDANCE 
 
Emergency Lesson Plans 

Lesson plans to cover an emergency absence are to be turned in by the second Friday of each 
semester.  Forms are in the Main Office.  Please attach pertinent information as needed.  It is 
important to have an updated Emergency Lesson Plan; therefore, if the emergency lesson plan was 
used, please replace the plan within one week of your return. 

 
Leaving School Grounds 

The office must know the whereabouts of each staff member during the entire school day.  Anyone 
who needs to leave the campus for any reason must have prior approval from the administration and 
need to sign-out and sign-in in the main office. 

 
Sign-In / Sign-Out Procedure 

Teachers are to sign in by each morning.  Please note that we assign class coverage based upon 
teacher timecard sign-in.  If you arrive late, there is a separate sign-in folder where you indicate your 
time of arrival.  Please remember that other teachers are sent to your class and asked to cover during 
their conference block if you arrive late or forget to sign in.  It is very important that you sign-in when 
you arrive each morning in order for us to ensure that there is a teacher in every classroom.  Thank 
you for your cooperation. 

 
To Report an Absence 

¶ Register with Sub-Finder.  (877) 528-7378 
(It is a good idea to register as soon as possible, prior to reporting your first absence) 

¶ You can call Sub-Finder to review, create and cancel absences and jobs, and to modify preference 
lists. 

¶ When reporting an absence, always wait for the Job Number before disconnecting or the absence 
may not be recorded. 

¶ The Job Number is your confirmation that Sub-Finder has accepted your absence.  You will also 
need this number if you need to cancel the absence. 

¶ Call the Main Office to provide pertinent information concerning your absence, including the Job 
Number, no later than 7:00 a.m. the day of your absence. 

¶ You can call the Sub-Finder to request a sub up to 6:30 a.m. the day of your absence.   

¶ ¦Ǉƻƴ ǊŜǘǳǊƴƛƴƎ ǘƻ ǎŎƘƻƻƭ ƛǘ ƛǎ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŎƻƳǇƭŜǘŜ ŀ ŎŜǊǘƛŦƛŎŀǘƛƻƴ ƻŦ ŀōǎŜƴŎŜ 
card and return it to the payroll Technician immediately. 

¶ If it is necessary for you to extend your absence, call the Main Office by 2:30 p.m.   

¶ If you do not properly cancel or notify the Main Office of your return from an absence and the sub 
is retained, the substitute has the right to work and you may be sent home. 

 
 
 
 
 
 



 
 

 
3.2 OPERATIONAL PROCEDURES 

 
Accidents 

Each teacher is responsible for the prevention of accidents, removal of safety hazards, and 
development of good safety habits and attitudes.  

¶ All accidents causing injury to students or teachers should be reported to the Health Office and 
an accident report filled out by the teacher-in-charge.   

¶ Teacher related accidents are reported to the School Administrative Assistant.  

¶ If the injury is slight, the student may be escorted to the nurse.  

¶ If the injury is severe and there is doubt as to the extent:  

¶ The nurse should be notified at once to come to the student.  

¶ In case the nurse is not on the premises, notify an Administrator and the Main Office.  
 
 
Activities (During or After School Hours) 

If you are planning an activity during or after school hours aside from your normal classroom activities, 
please fill out the Master Calendar Request form in the Main Office.  Please check the daily bulletin for 
overlaps of activities and locations.  All forms must be turned into ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊΩǎ box 
at least two full weeks prior to the activity/event. Please advise your students that anyone (including 
Fulton students) who are not directly involved in the after school activity are not allowed on campus 
for security reasons.  
  
 

Asbestos Management Plan  
Each school site in the DisǘǊƛŎǘ Ƙŀǎ ŀƴ !ǎōŜǎǘƻǎ aŀƴŀƎŜƳŜƴǘ tƭŀƴ όά!I9w! wŜǇƻǊǘέύ ǿƘƛŎƘ 
identifies where asbestos containing building materials are located at the school and the 
conditions of those areas. The AHERA report is updated every three months, and is available for 
review upon request. 

 
 
Assemblies 
 Teachers must - 

¶ Attend assemblies with the students. 

¶ Accompany students to assemblies and sit with the class. 

¶ Maintain proper control of students during the assembly. 
 
 
Back-To-School Night  

The purpose of Back-to-School Night is for teachers to discuss the instructional program and 
expectations, progress reports, student responsibilities, homework, and marking practices.   

 
 
Calendar/Daily Bulletin/PA Announcements 

If you have items that need to be announced over the PA, please fill out the appropriate form and turn 
it in to the appropriate administrator. The PA announcements are limited in order to minimize 
disruptions during class time.   



 
 

 
 
Class Coverage 

There are two types of class coverage assignments. 
1. Paid Assignment ς This is authorized when the district cannot provide a substitute for a regular 

teacher who is absent for illness, personal necessity, bereavement, must leave the school because 
of illness or emergency, or is on district authorized business providing a paid coverage.   

2. Unpaid Assignment ς This involves coverage for a regular teacher who is away on school business 
or school activity.   

 
During religious holidays, special occasions or emergencies all personnel will be called upon to cover 
classes or combine classes.  All non-register carrying teachers who do not have specific classroom 
ŀǎǎƛƎƴƳŜƴǘǎ ǿƛƭƭ ōŜ ŀǎƪŜŘ ǘƻ ŎƻǾŜǊ ŀƴ ŜƳŜǊƎŜƴŎȅ άƻƴ Ŏŀƭƭέ ǎƛǘǳŀǘƛƻƴΦ 

 

Class Dismissal 

Classes should be dismissed by teachers only upon the ringing of the passing bell unless specific 
instructions have been given to release students by the clock.  Occasionally, due to security/safety 
problems, classes need to be kept in the classroom past regular dismissal time.  Students should NOT 
be given passes the first ten minutes or last ten minutes of class. 

 
 
Class Parties  

District rules prohibit class or club parties during class time.  Instruction is to take place from the 
first moment students set foot in our school, to the last minute before they leave.   

 
 
Course Description/Syllabi 

Each class shall have a course description and a syllabus that include a course outline, brief overview of 
the essential standards in the course, and a clear grading policy.  This syllabus is to be sent home with 
the students within the first two weeks of each semester.  The course description and syllabus is due to 
ǘƘŜ ǘŜŀŎƘŜǊΩǎ ǊŜǎǇŜŎǘƛǾŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ by the second Friday of each semester. 

 
 
Emergency Card 

All teachers must complete and have an up-to-date emergency card on file in the Main Office.  
Emergency cards may be obtained from the Main Office. 

 
Facilities 

To keep your belongings safe and to keep our school secure, please close all your windows, lock your 
doors and lock away your valuables in the cabinets before you leave everyday.   

 
 Air-conditioning:   Please do not touch the thermostat. If you lower the temperature gauge in your 

room, you will end up freezing up the system for your room.  There is one main computerized 
system for the entire campus which the plant manager has access to.  If there are issues with 
the temperature of your room, please fill out a maintenance form and put it in the plant 
ƳŀƴŀƎŜǊΩǎ ōƻȄΦ  If you tamper with the temperature yourself, it may break and may end up 
without air-conditioning or heating for an extended period of time. 



 
 

 
 
 Cleaning Schedule for Classrooms: Your room will be swept on a regular basis.  However, in an effort to 

instill responsibility and pride in our students, please encourage your students pick up their 
trash at the end of each block.   

 Food in the Classroom:   Open containers of food in your room will attract little critters that may carry 
rabies and other diseases.  Even though trash will be picked up everyday, food will attract 
ants and rats.  Rats/mice can chew through paper boxes and plastic containers.  If you must, 
please use tightly closed glass, ceramic or metal containers. 

 Maintenance IssuesΥ   tƭŜŀǎŜ Ŧƛƭƭ ƻǳǘ ŀ ƳŀƛƴǘŜƴŀƴŎŜ ŦƻǊƳ ŀƴŘ Ǉǳǘ ƛǘ ƛƴ ǘƘŜ Ǉƭŀƴǘ ƳŀƴŀƎŜǊΩǎ ōƻȄΦ  ²Ŝ ǿƛƭƭ 
do our best to address the issue as promptly as possible.  The plant manager will let you know 
if your issue requires special attention and, if that is the case, the amount of time needed to 
address the issue. 

 
Guest Speakers 

An administrator must approve all guest speakers.  Please use the form provided in the Main Office for 
an approval no later than 48 hours prior to the proposed appearance.  The subject matter of the 
presentation should relate to the educational program.  The speaker should be competent in the 
subject matter to be presented.  Programs to be presented should be appropriate and educational in 
nature, challenging, connected to the content or curriculum. 

 
 
Homework Policy 

IƻƳŜǿƻǊƪ ƛǎ ŀ ƴŜŎŜǎǎŀǊȅ ǇŀǊǘ ƻŦ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ǇǊƻƎǊŀƳΦ  IƻƳŜǿƻǊƪ is purposeful 
when it provides the student with time to complete or expand upon assignments begun in class; 
develops good work habits and a sense of opportunities for the student to engage in creative 
projects, self-directed activities, and research in the area of his or her developing interests.   
 
Meaningful homework is related to class work and the objectives of the course, emphasizes quality 
rather than quantity, and is consistent with the grade level and maturity of the student. 
 
The following guidelines are applicable to all grade levels: 

¶ Daily homework assignments are important resources for teacher in helping students learn. 

¶ Homework assignments should be reasonable in content, length, and resources required.  
Books and other materials required for assignments should be provided. 

¶ Homework assignments should be purposeful and clear, based on an analysis of the needs of 
the class, and modified for students with special needs.  It is inappropriate to assign homework 
as a punishment. 

¶ Homework may be scheduled over an extended period of time, which may include weekends, 
as appropriate to course objectives and content. 

¶ Homework should be directly related to the content and objective being taught.  Students 
should not be given homework assignments they have not been taught how to do.  Homework 
should be assigned to reinforce and enrich student knowledge or extend abilities. 

¶ Homework assignments and due dates should be thoroughly explained by the teacher in 
advance and thoroughly understood by the student and parents. 

¶ When appropriately assigned and explained by the teacher, homework becomes the 
responsibility of the student to know, understand, complete, and return by the expected due 
date. 



 
 

 

¶ Completed homework assignments should be acknowledged and recorded by teachers and 
reviewed with students when appropriate. 

¶ Parents should be notified when students do not complete homework assignments or show 
signs of significant decline in effort or achievement. 

¶ The amount of homework in a college preparatory class should be the same for all students, no 
matter what their grade level.  In other words, a ninth grader taking Algebra 1A should have 
just as much homework as a twelfth grader. 

 

Inappropriate Behavior with Students 

While we all understand the desirability of cultivating positive relationships with students, employees are 
advised to generally refrain from situations such as the following: 

¶ Meeting with a student alone behind closed doors 

¶ Remaining on campus after the last administrator leaves the school site.  (There are exceptions to this 
rule, such as teachers rehearsing for a drama, music or an Academic Decathlon activity with students.) 

¶ Taking students off campus for other than a District approved school journey 

¶ Transporting students in a personal vehicle without proper authorization forms on file 

¶ Calling students at home except in an emergency situation 

¶ Providing students with a personal home telephone number 
 
Key Management and Control 

Your room key is not unique to your room only.  Loss of your key jeopardizes the safety of you and 
others and the valuables.  Keys will be checked out prior to or on Pupil Free day of the Fall semester, 
and will be turned in on the last of school to the Main Office.  Please observe the following procedures: 

¶ Any key, other than the classroom or washroom key, will be issued only as needed and requires 
administrative approval. 

¶ You are required to sign when you receive and turn in the keys. 

¶ Report loss of keys to the administrator in charge. It is very important that the administration is 
aware of the lost keys in order to take appropriate actions. 

¶ Please have the keys on you at all times.  Do not leave them in or on your desk or drawer.    

¶ Do not give keys to your students!   

¶ Lock all doors and close all windows when leaving for the day for security reasons. 
 
Mailboxes/E-Mail/Voice Mail 

Teachers are to clear their mailboxes, read their email, and listed to their voice mail in the morning and 
again in the afternoon before leaving school.  Messages, not of an emergency nature, will be placed in 
the mailboxes, sent to voice mail, and/or emailed and will not be delivered to the teacher. 

 
Make-Up Work Policy 

¶ Students with excused absences shall be afforded the opportunity to complete with full credit 
all missed classroom work and tests or other appropriate equivalent assignments. 

¶ Students absent for justifiable personal reasons, upon written request of the parent or 
guardian and approved by the principal or designated representative, shall be afforded the 
opportunity to complete with full credit all missed classroom work and tests or other 
appropriate equivalent assignments. 

 



 
 

 

¶ Students who are truant, suspended, or absent without verified justifiable personal reasons  
need not be afforded the opportunity to complete classroom work and tests issued.  However, in 
the interest of helping these students, such opportunities may be provided (C.F. Section 48205, 
California Education Code). 

 
Parking 

Staff parking is available in on campus.  Cars parked in the lots are covered by Board insurance policies 
against vandalism.  Staff members should make themselves aware of the provisions of this coverage.   
 

Personal Telephone Calls 

Board Rules 1471 and 1471-1 prohibit the use of school telephones for personal use.  Staff cell phones 
should not be used during instructional time.  As a role model for your students, please make sure that 
your cell phone is turned off during the periods you are teaching.  In cases of emergency, please put 
your telephone on a quiet mode and inform your administrator.  Failure to follow this policy may result 
in a conference with your administrator. 

 
 
Phone 

The brown phones in the classrooms will call another brown phone or grey phone in the offices.  The 
brown phones will not dial out.  To call an office, press 8 and wait for another dial tone.  Then press the 
four digit extension listed in the phone directory. 

 For example, to contact the Main Office, press 8, wait for the tone, then press 2101.  
  
 
Professional Duties 

Each employee is responsible not only for classroom duties (or in the case of non-classroom teachers, 
scheduled duties) for which he or she is properly credentialed, but also for all related professional 
duties such as: 

¶ Instructional planning 

¶ Preparing lesson plans 

¶ Reviewing and evaluating the work of pupils 

¶ Communicating and conferring with pupils, parents, staff, and administrators 

¶ Maintaining appropriate records (roll books are legal documents) 

¶ Attending faculty, academy and department meetings 

¶ Providing leadership and supervision of student activities 

¶ Supervising pupils both within and outside the classroom 

¶ Supervising teacher aides when assigned 

¶ Participating in parent, community, and school-related activities 

¶ Following and observing the LAUSD Ethics Policy 
 
 
School Grounds Hours 

Faculty Access Hours:   

¶ Main Office ς 6:30 a.m. to 4:30 p.m. (Please sign out by 4:30 p.m.) 

¶ All building ŜƴǘǊŀƴŎŜǎ ǿƛƭƭ ōŜ ƭƻŎƪŜŘ ŀǘ пΥол ǇΦƳΦ ŦƻǊ ŜǾŜǊȅƻƴŜΩǎ ǎŀŦŜǘȅΦ 



 
 

 
Textbooks 

Please follow the memo put out by the teȄǘōƻƻƪ ǊƻƻƳ ŎƭŜǊƪΦ  5ǳŜ ǘƻ ²ƛƭƭƛŀƳǎΩ ŎŀǎŜΣ ǿŜ must make 
sure that each student has a textbook assigned to him/her in all academic classes.   

 
 
 
Video Use Policy 

Audiovisual media shown must be relevant to the curriculum being studied and appropriate for the age 
and maturity level of the students being taught.  Clips of videos that are relevant to the curriculum and 
NOT ENTIRE videos should be shown.  Please speak to an administrator if you have any questions 
regarding appropriate use of videos. 

 
Visitors 

¶ Alƭ ǾƛǎƛǘƻǊǎ ǘƻ ǘƘŜ ŎŀƳǇǳǎ Ƴǳǎǘ ǎƛƎƴ ƛƴ ŀƴŘ ǿŜŀǊ ŀ ǾƛǎƛǘƻǊΩǎ ōŀŘƎŜ through the Main Office.   

¶ Student observers must clear through the training institutions and must present proper credentials 
to the administrator in charge. 

¶ The school is a public institution; all classrooms are open to the public with appropriate approval.  
Administrative approval must be obtained.   

 

 
 
3.3   STUDENT ATTENDANCE PROCEDURE 
 

Good attendance accounting procedures have a profound impact on the education of a student.  A student 
in school has an opportunity to learn.  It is critical that students be enrolled on the day that they first arrive 
at school.  A student who is absent from school loses the opportunity to learn.  
 

CƛƴŀƴŎƛŀƭ ŎƻƴǎŜǉǳŜƴŎŜǎ ƻŦ ǎǘǳŘŜƴǘǎΩ ŀōǎŜƴŎŜ ŦǊƻƳ ǎŎƘƻƻƭ ŀǊŜ equally important.  Poor attendance 
procedures and/or lack of knowledge about procedures cause a loss of revenue to the school and the 
District.  
 
Punctual, regular attendance is expected of all students and is vital in getting a quality education at Robert 
Fulton College Preparatory School.  Students who are frequently absent or are excessively tardy are 
establishing a pattern of behavior, which may seriously impair their potential for success. 
 
Attendance shall be recorded only by the teacher (not by paraprofessional or students). In order to 
safeguard sensitive student information it is extremely important that all teachers maintain confidentiality 
of ISIS passwords. Passwords are not to be shared with others (especially students) or written down where 
others may see them.  

 
Before School Day Starts: 

¶ Complete any Teacher Discrepancy Memos and return to Attendance Office the same day. 

¶ Keep current Five Column Class Worksheets / rosters in classroom ready to use in case ISIS is not 
available. 

 
 
 



 
 

 
During School Hours: 

¶ Take attendance during the first 15 minutes of each period. If a new student is not on your class 
screen, fill out a New Student Attendance Form and send to the Attendance Office. 

¶ Mark any student not in class as absent, including new students who do not show up. 

¶ aŀǊƪ ŀ ǎǘǳŘŜƴǘ άǘŀǊŘȅ ǳƴŜȄŎǳǎŜŘέ ƛŦ ƭŀǘŜ ǿƛǘƘ ƴƻ ŜȄŎǳǎŜΦ 

¶ Log off LAUSDMAX after completing attendance for the period. 

¶ Use pre-printed class roster(s) in case of loss of connectivity or power and contact your on-site 
technical support. 

¶ ±ŜǊƛŦȅΣ ǎƛƎƴΣ ŘŀǘŜΣ ŀƴŘ ǊŜǘǳǊƴ ¢ŜŀŎƘŜǊΩǎ {ƛƎƴ-Off report to the Attendance Office. 
 
 
After School Hours: 

¶ ±ŜǊƛŦȅ ǘƘŀǘ ŜŀŎƘ Ŏƭŀǎǎ ǇŜǊƛƻŘΩǎ ŀǘǘŜƴŘŀƴŎŜ Ƙŀǎ ōŜŜƴ ǎǳōƳƛǘǘŜŘ ōȅ ǊŜǾƛŜǿƛƴƎ ȅƻǳǊ [!¦{5a!· ŎƭŀǎǎŜǎ 
screen and checking that "yes" is posted 

¶ Corrections may be submitted in LAUSDMAX up to 30 minutes past the end of the instructional day. 
For corrections beyond that time, submit Student Attendance Teacher Correction Forms to the 
attendance office 

¶ Log off the computer  
 
The responsibility for good attendance is shared by many. 

 

§ Primary responsibility is with the student.  The student must attend each class and be punctual.   The 
classroom experience cannot be substituted with take-home work.  Good attendance provides an 
increasing opportunity for educational progress and self-direction by acquiring valuable studies, 
concepts and socialization skills.  

 
 

§ Parents are responsible for ensuring student attendance.  Parents are to urge their student to attend 
school regularly.  They are also ŀǎƪŜŘ ǘƻ ǎǳǇǇƻǊǘ ǘƘŜ ǎŎƘƻƻƭΩǎ ŜŦŦƻǊǘǎ ǘƻ ǇǊƻƳƻǘŜ ƘƛƎƘŜǊ ǎǘŀƴŘŀǊŘǎ ƻŦ 
student achievement.  Parents should cooperatively participate with the school in parent conferences 
to establish corrective procedures for students with attendance problems.   

 
 

§ The teacher, counselor, deans, and administrators are responsible for encouraging good attendance.  
The teacher will hold the student accountable for regular punctual attendance.   Teachers will counsel 
students with attendance problems and will notify parents and school personnel of continuing 
problems.  Counselors, deans, and administrators will discuss with students and their parents the short 
and long-term impact of poor attendance. 

 
 

§ Referrals To The Pupil Services and Attendance Counselor.  For those students who exhibit irregular 
attendance, multiple days of consecutive absences, and no parent/guardian information, Attendance 
office Personnel will make recommendations to the Pupil Services and Attendance Counselor (PSA).   

 

 



 
 

 

3.4  MARKS REPORTING 

    

Prior to ISIS implementation, there were a variety of methods schools could use for teachers to submit 
progress reports and final grades. Most of our teachers submitted marks on paper bubble sheets.  Others 
preferred to use electronic grade book software to record these marks onto a floppy disk. Our Counseling 
Office would then scan the bubble sheets and upload the floppy disks in order to transfer the information into 
our Student Information System, or SIS. However, once Robert Fulton College Preparatory School weƴǘ άƭƛǾŜέ 
with the new Integrated Student Information System (ISIS), we began to use only one standard method for 
submitting grades online. 
 
Marks are entered into ISIS by teachers. With the advent of ISIS, the ability to submit marks on a disk from an 
electronic grade book other than the one contained in ISIS is not available. Submitting marks from an 
ŜƭŜŎǘǊƻƴƛŎ ƎǊŀŘŜ ōƻƻƪ ƛǎ ƻƴƭȅ ŀǾŀƛƭŀōƭŜ ōȅ ǳǎƛƴƎ L{L{Ω ǿŜō-based Grade book, which may be accessed on any 
Internet-connected computer. Consequently, bubble sheets are no longer needed to generate marks.   
 
 
Marks are entered in ISIS, but they are printed using SIS. Marks must be entered in ISIS by 6:30 p.m. if they 
are to appear in SIS the following day. Marks entered after 6:30 p.m. may take two days to appear in SIS. 
 
With the advent of ISIS, it is critically important that the reporting timelines be met.  Refer to the Counseling 
hŦŦƛŎŜΩǎ ōǳƭƭŜǘƛƴ ƻƴ L{L{ ƳŀǊƪƛƴƎ ǇŜǊƛƻŘǎ ŦƻǊ ǘƘŜǎŜ ǎǇŜŎƛŦƛŎ ǘƛƳŜƭƛƴŜǎΦ  ¢ŜŀŎƘŜǊǎ ǿƛƭƭ bh¢ ōŜ ŀōƭŜ ǘƻ ǎǳōƳƛǘ 
their grades online after the window periods close.  After that time, teachers will need to manually post 
grades, which is extremely tedious, labor-intensive, and time-consuming.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
 
Here are some additional features found in ISIS: 
 

¶ ¢ƘŜ άκέ όǎƭŀǎƘύ ǇǊŜǾƛƻǳǎƭȅ ǳǎŜŘ ƛƴ {L{ ƛǎ ǊŜǇƭŀŎŜŘ ōȅ άaέ όaŜŜǘǎ {ǘŀƴŘŀǊŘǎύ ƛƴ L{L{Φ  ¢ƘŜ άaέ Ŏŀƴ ƻƴƭȅ ōŜ 
used as the academic mark and only in progress reporting periods 1 and 3 (five and fifteen week reporting 
ǇŜǊƛƻŘǎΣ ǊŜǎǇŜŎǘƛǾŜƭȅύΦ ¢ƘŜ άaέ ǿƛƭƭ ōŜ ǘǊŀƴǎƭŀǘŜŘ ǘƻ ŀ άκέ όǎƭŀǎƘύ ǿƘŜƴ ǘƘŜ ǊŜǇƻǊǘ ŎŀǊŘ ƛǎ ǇǊƛƴǘŜŘ ŦǊƻƳ {L{Φ 

 

¶ The only permissible Cooperation and Work Habits ƳŀǊƪǎ ŀǊŜ ά9έΣ ά{έΣ ŀƴŘ ά¦έΦ A slash cannot be used in 
these areas. 

 

¶ ¢ƘŜ άbέ όbƻ aŀǊƪκbƻ /ǊŜŘƛǘύ ǎƘƻǳƭŘ ƻƴƭȅ ōŜ ƎƛǾŜƴ ŀŎŎƻǊŘƛƴƎ ǘƻ 5ƛǎǘǊƛŎǘ ǇƻƭƛŎȅΦ That policy still sates that 
ǘƘŜ άbέ Ƴŀȅ ōŜ ǳǎŜŘ ƻƴƭȅ ƛŦ ŀ ǎǘǳŘŜƴǘ Ƙŀǎ ōŜŜƴ ŜƴǊƻƭƭŜŘ ƛƴ ŀ Ŏƭŀǎǎ ǿƛǘƘƻǳǘ ƘŀǾing transfer marks from the 
ǎǘǳŘŜƴǘΩǎ ǇǊŜǾƛƻǳǎ Ŏƭŀǎǎ ǘƘŀǘ Ŏŀƴ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ ŎŀƭŎǳƭŀǘƛƴƎ ǘƘŜ ƳŀǊƪΦ ¢ƘŜ ǎǘǳŘŜƴǘ ƛǎ ŜȄǇŜŎǘŜŘ ǘƻ ƳŀƪŜ ǳǇ ŀ 
reasonable amount of the work missed. If the teacher determines that it is not possible for the student to 
complete a sufficient amount of course work to master the content standards and earn credit for the 
ŎƻǳǊǎŜΣ ŀ bƻ aŀǊƪ όάbέύ Ƴŀȅ ōŜ ŜƴǘŜǊŜŘ ŀƴŘ ƴƻ ŎǊŜŘƛǘǎ ƛǎǎǳŜŘΦ aŀǊƪǎ ŀǊŜ ǘƻ ōŜ ƎƛǾŜƴ ƛƴ ²ƻǊƪ Iŀōƛǘǎ ŀƴŘ 
Cooperation. The entire course must then be repeated and satisfactorily completed before credits and a 
mark can be issued. 

 

¶ All students must be given a mark in all mark reporting areas. Any blanks will cause the student to appear 
on the Grade Missing Report and will result in a question mark (?) on the Teacher Verification Report 
indicating a missing mark. 

 



 
 

 

¶ A maximum of two comments per student are to be entered, even though there is room for three 
comments. This is because during Phase 1 of ISIS report cards are printed from SIS, which is only capable 
of printing two cƻƳƳŜƴǘǎΦ  !ǎ ŀƭǿŀȅǎΣ ŎƻƳƳŜƴǘǎ ŀǊŜ ƻǇǘƛƻƴŀƭΦ  IƻǿŜǾŜǊΣ ƛŦ ŀ ǎǘǳŘŜƴǘ ƛǎ ŜŀǊƴƛƴƎ ŀ ά5έ ƛƴ 
ǘƘŜ ŎƻǳǊǎŜΣ ŀ άмнέ ŎƻƳƳŜƴǘ ǎƘƻǳƭŘ ōŜ ǊŜǇƻǊǘŜŘΦ   

 
Below is a summary of steps that teachers will take when entering grades on ISIS: 
 
1. Click the Grades tab, followed by the Course ID number.  
 
Note that headings for all four grading periods will be displayed.  However, only data for the appropriate 
reporting period can be entered. 
 
¢ƘŜ ƘŜŀŘƛƴƎǎ ŀǊŜ ƛƴǘŜǊǇǊŜǘŜŘ ŀǎ ŦƻƭƭƻǿǎΥ ά!/έ Ґ !ŎŀŘŜƳƛŎΣ ά²Iέ Ґ ²ƻǊƪ IŀōƛǘǎΣ   ά/tέ Ґ /ƻƻperation.  
 
In the second row there are letters and numbers. The letters correspond to:  
ά!έ Ґ !ŎŀŘŜƳƛŎΣ ά²έ Ґ ²ƻǊƪ IŀōƛǘǎΣ ά/έ Ґ /ƻƻǇŜǊŀǘƛƻƴΣ ŀƴŘ ǘƘŜ ƴǳƳōŜǊ ŎƻǊǊŜǎǇƻƴŘǎ ǿƛǘƘ ǘƘŜ ǊŜǇƻǊǘƛƴƎ 
ǇŜǊƛƻŘΥ άмέ Ґ мǎǘ ǇǊƻƎǊŜǎǎ ǊŜǇƻǊǘΤ άнέ Ґ aƛŘǘŜǊƳΤ άоέ Ґ оǊŘ ǊŜǇƻǊǘƛng period.  
 
¢ƘŜ άCέ ƛƴŘƛŎŀǘŜǎ Ŧƛƴŀƭ ƳŀǊƪǎΥ ά!Cέ Ґ !ŎŀŘŜƳƛŎ CƛƴŀƭΣ ά²Cέ Ґ ²ƻǊƪ Iŀōƛǘǎ CƛƴŀƭΣ   ά/Cέ Ґ /ƻƻǇŜǊŀǘƛƻƴ CƛƴŀƭΦ 
 
2. Enter the appropriate marks and comment codes. Note that the comment codes are the same as those 
previously used, with the addition of the three new codes listed below.  (You can refer to the codes online or 
by using the last page of the Certification section of your roll book.)   
 
3. Click the Submit button at the bottom of the page. Please note that clicking Submit saves the marks and 
comments as they are being entered. The system times out in 30 minutes and information not saved by 
clicking Submit will be lost. There is no automatic save. 
 
4. After entering marks, select the Reports tab and run the Grade Missing Report to see if any students are 
missing marks. Make corrections as necessary until the report is cleared. 
 
5. Print the Teacher Verification of Marks. After the report is generated, in order to print, convert it to a PDF 
file format by clicking on the PDF button on the toolbar at the top of the page. This report only contains 
ƳŀǊƪǎΦ bƻ ŀǘǘŜƴŘŀƴŎŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŎƻƴǘŀƛƴŜŘ ƛƴ ƛǘΦ ! άΚέ ƳŀǊƪ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ŀ ƳŀǊƪ ƛǎ ƳƛǎǎƛƴƎΦ .Ŝ ǎǳǊŜ ǘƘŀǘ 
ƴƻ άΚέ ƳŀǊƪǎ ŀǇǇŜŀǊ ōŜŦƻǊŜ ǎǳōƳƛǘǘƛƴƎ ǘƘŜ ǊŜǇƻǊǘ ǘƻ ǘƘŜ ƻŦŦƛŎŜΦ IƻǿŜǾŜǊΣ ŀƴȅ ǎǘǳŘŜƴǘǎ ŘǊƻǇǇed from your 
Ŏƭŀǎǎ ǿƛǘƘƛƴ ǘƘŜ ƎǊŀŘŜ ǇŜǊƛƻŘ ŀƭǎƻ ŀǇǇŜŀǊ ǿƛǘƘ ŀ άΚέ ƳŀǊƪΦ LŦ ǘƘƛǎ ƻŎŎǳǊǎΣ ŎƛǊŎƭŜ ǘƘŜ ǉǳŜǎǘƛƻƴ ƳŀǊƪ ŀƴŘ ǿǊƛǘŜ ǘƘŜ 
ƭŜǘǘŜǊǎ ά5wέ ƴŜȄǘ ǘƻ ƛǘ ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŀǘ ǘƘŜ ǎǘǳŘŜƴǘ Ƙŀǎ ōŜŜƴ ŘǊƻǇǇŜŘΦ 
 
6. Sign, date, and submit the report to the Counseling Office. This will indicate that marks have been 
submitted and are ready to be printed on the report card. 
 
7. Once report cards have been printed, final marks may only be changed according to District policy.  See the 
credit Technician in the Counseling OffiŎŜ ŦƻǊ ŀ ά/ƘŀƴƎŜ ƻŦ DǊŀŘŜέ ŦƻǊƳΦ 



 
 

 

Student Progress 

 
Student progress will be evaluated at the fifth, tenth, fifteenth, and twentieth weeks.   
 
Any student who has been enrolled in the school for fifteen or more days must be issued a mark for all classes.  
If the student has transferred with marks from another school or class, that mark should be considered.  Any 
ǎǘǳŘŜƴǘ ǿƘƻ Ƙŀǎ ōŜŜƴ ŜƴǊƻƭƭŜŘ ƛƴ ŀ Ŏƭŀǎǎ ōǳǘ Ƙŀǎ ƴŜǾŜǊ ŀǘǘŜƴŘŜŘ ǎƘƻǳƭŘ ōŜ ƎƛǾŜƴ ŀ ƳŀǊƪ ƻŦ άCŀƛƭέΦ 
 

Notification of Failure 

 
After the fifth-week progress report, parents must be notified in writing of potential student failure.  This may 
ōŜ ŘƻƴŜ ōȅ ŀ Ϧ{ǇŜŎƛŀƭ wŜǇƻǊǘ ƻŦ ¦ƴǎŀǘƛǎŦŀŎǘƻǊȅ ²ƻǊƪ ǘƻ tŀǊŜƴǘǎΣϦ ŀ ǇǊŜǾƛƻǳǎ ƳŀǊƪ ƻŦ άC!L[έ ƻƴ ŀ ǊŜǇƻǊǘ 
card/progress report, or a mark of "D" with the comment of  "In Danger of Failing." 
 

Complimentary Report to Parents 

 
It should be noted that the "Complimentary Report to Parents" affords the opportunity for the teacher to 
notify the parents of outstanding, sincere, and diligent effort and improved achievement.  Teachers are 
encouraged to issue complimentary forms. 
 
 

3.5   STUDENT CODE OF CONDUCT 

 
All students of Robert Fulton College Preparatory School are responsible for conducting themselves in a 
manner that is appropriate to good citizenship.  Student conduct shall be founded on the basic concept of 
respect, consideration for the rights of others, school policies, and applicable codes and laws. 
 
The philosophy of our faculty and staff is that all students are provided with a safe learning environment, 
which helps develop a positive concept of themselves, enhance individual potential, and increase respect 
towards others. 
 
This conduct code is the standard for all Fulton College Preparatory Students.  The code was developed to help 
eliminate confusion about the expectation for appropriate behavior or goals at the school. 
 

¶ Students are expected to show respect to and behave properly with teachers, school staff, 
administrators and campus guests at all times. 

¶ Students must use respectful, proper language when speaking to each other and to staff members.  
Profanity is prohibited at all times. 

¶ Students must carry their student identification (I.D.) cards at all times.  If an I.D. is requested, the 
student must show it to the adult staff.    

¶ Students must maintain a 2.0 G.P.A. for participation in extracurricular or school activities. 
 
 



 
 

 

¶ Students must have a valid hall pass or office summons when out of class during instructional time. 

¶ Students may not bring any of the following items to school: 
o Weapons 
o Alcohol, tobacco, cigarettes, matches, lighters, drugs, or drug paraphernalia 
o tŀƛƴǘΣ ƳŀǊƪŜǊǎΣ ƻǊ άǿƘƛǘŜ-ƻǳǘέ 
o Pets 
o Anything that would be considered a safety hazard by school official 

 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
 

 
Students are fully expected to adhere to all LAUSD Student Expectations, as follows: 

¶ Learn and follow school and classroom rules. 

¶ Attend school/classes on time, every day, and be prepared to learn. 

¶ Avoid conflicts, using maturity, without physical or verbal violence. 

¶ Keep a safe and clean campus that is free of graffiti, weapons, and drugs. 

¶ Create a positive school environment, reporting any bullying or harassment. 

¶ Display good sportsmanship both on the athletic field and playground. 

¶ Play fairly and make sure to respectfully include others. 

¶ Keep social activities safe. 
 

In addition, our students will: 

¶ Conduct themselves in an appropriate and respectful manner, fulfill their responsibilities as 
good students and citizens, and respect all school-adopted policies. 

¶ Demonstrate appropriate and positive behavior conducive to academic success and individual 
achievement. 

¶ Recognize and exercise their rights while fulfilling all of their responsibilities. 

¶ Respect and understand the rights of others, the laws of our society, and all school policies. 

¶ Dedicate their time and efforts to fully concentrate on the educational opportunities provided 
at school 

 
The purpose of this Code of Conduct is to nurture students and prepare them to make meaningful and positive 
contributions to their school, community, and society, during and after their high school experience.  In an 
effort to help students understand and accept the consequences of their actions, students in nonconformity 
with the Code of Conduct will be subject to disciplinary action in accordance with our Progressive Discipline 
Policy: 

¶ Uncooperative students can be disciplined by any staff member and referred to the Dean for 
proper handling and documentation. 

¶ Students could be disciplined by any of the following disciplinary actions (in a progressive 
sequence): Student Conference, Call Home, Parent Conference, Counseling Session, Detention, 
In-School Suspension, Home Suspension, Opportunity Transfer, or Recommendation for 
Expulsion.  Additionally, students involved in criminal activities or in violation to the Education 
Code may be subject to police arrest and judicial disciplinary action. 

 
This Progressive Discipline Policy will allow students to improve their behavior by offering counseling, support, 
and guidance, before major disciplinary actions are assigned.   

 
 
 
 
 
 
 
 
 
 

 


