LOS ANGELES UNIFIED SCHOOL DISTRICT

RETURN TO CAMPUS

EMPLOYEE GUIDE | 2020-2021

RETURNING TO CAMPUS SAFELY
Dear Colleague,
I hope this finds you and your family safe and well. It’s been an extraordinary year since COVID-19 forced the closure
of school classrooms. A time of sacrifice and determination, pain and suffering, and moments of hope and optimism
– sometimes all in the same day. I’m pleased to share we see light at the end of the tunnel and plan to reopen school
classrooms in April.
Our goal has been to do this as soon as possible and in the safest way possible. There are three pieces to the puzzle which
need to be in place to get schools reopened:
 The highest standard of health and safety practices at schools
The steps already taken to implement health and safety practices at our schools exceed the most recent
guidelines set forth by the U.S. Centers for Disease Control and Prevention, as well as the California Department
of Public Health.
 Continued reduction in the spread of COVID-19 throughout the communities we serve
The level of the virus continues to decline. To give that a bit of context, the current positive rates in COVID
testing at schools as well as COVID case levels in the Los Angeles area were last seen in October.
 Access to vaccinations for school staff
The final piece of the puzzle is vaccinations for school staff. I’m pleased to see that this approach is supported
by Governor Newsom and President Biden. Both have made clear all who work in schools need to be provided
with access to the vaccine as soon as possible. While other cities in California, like Long Beach, got a head start
when local health authorities there started with vaccinations for school staff back in January, we’re working as
hard as we can to make up for lost time since vaccinations were first made available for Los Angeles Unified.
We are pleased to share with you this Employee Guide. This guide provides information on the health and safety practices
we have put in place to ensure the well-being of everyone in our school community, the instructional schedules available
to students when we reopen, and other important details about working in a hybrid learning environment.
Thank you for your continued patience and support.
Austin Beutner
Superintendent
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FAQ: RETURN TO WORK AND BENEFITED TIME

OUR COMMITMENTS
COMMITTED TO SAFETY
In order to ensure a safe return to campus that meets the health, instructional, and social-emotional
needs of our students, Los Angeles Unified is making the following commitments:
GUIDANCE FROM HEALTH OFFICIALS
The steps already taken to implement health and safety practices at our schools
exceed the most recent guidelines set forth by the U.S. Centers for Disease Control
and Prevention, as well as the California Department of Public Health.

ONLINE LEARNING OPTION
All families will have the option to participate in online-only learning for the
remainder of 2020-2021.
ROBUST SAFETY PROTOCOLS
Robust safety protocols are in place at all campuses, including Personal Protective
Equipment (PPE), social distancing, frequent cleaning and sanitizing and handwashing.
TRAINING & PREPARATION
Comprehensive training for employees, students and families in preparation for a
return to campus

ADDITIONAL SUPPORT FOR SCHOOLS
Substitute teachers are provided as additional support to the highest-needs schools
for both in-person and online instruction.

EQUIPMENT & SUPPLIES
Staff will be provided with equipment and supplies to support in-person and remote
instruction.
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COVID-19 TESTING PROGRAM
COVID-19 TESTING PROGRAM OVERVIEW
Los Angeles Unified provides the highest standard of safety measures at schools. The key components
of the program include required COVID-19 testing of students and staff, community engagement, and
daily health and temperature checks. Additionally, reporting procedures have been developed to keep
the school community informed of COVID testing and results and of the District’s continued health
mitigation measures.
Below are brief descriptions of the key components of the program.

COVID-19 TESTING PROCESS
The testing process is simple, free and convenient. You can make an appointment
online, at http://dailypass.lausd.net at one of the many schools where testing is being
provided. There’s a quick check-in upon arrival, and a clinician will help oversee the
testing. While we recommend the use of nasal swabs, anyone can request a saliva test
if they prefer. Both are known as PCR tests, the gold standard for COVID-19 testing. The
testing process should take less than 10 minutes, start to finish. You’ll receive your test
results within 24-36 hours, and information is kept confidential.
COMMUNITY ENGAGEMENT
Los Angeles Unified has formed a dedicated Community Engagement Team to
contact those with a positive COVID-19 test result, as well as those who may have
been exposed to the virus or are not feeling well. You can contact the Community
Engagement team at (213) 725-5637or ce@lausd.net.
TEMPERATURE CHECKS
No-touch temperature checks for students and employees are implemented at all
schools as an additional screening tool.
DAILY HEALTH CHECK
The Daily Pass is a web-based digital tool available to all Los Angeles Unified
employees, students, parents and visitors. It can be accessed using a computer,
tablet or any mobile device. The Daily Pass allows you to schedule an appointment
for a COVID-19 test and vaccination. Individuals who do not have access to the web
or need assistance can complete the health check at a school or office entrance.
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SAFETY PROTOCOLS
THE THREE S’S
The following health and safety protocols are in place at every
school and office.
Every day starts with a commitment to safety and Three S’s:
Screening, Sanitizing, and Social Distancing. It is up to everyone
to use the Three S’s to protect their health and the health of others.
SCREENING OF STUDENTS AND EMPLOYEES
A check-in area for health screening is in place at every
school with enough space to maintain privacy. Upon
arrival at the site, employees and students check in
daily for health screening.
MODIFIED CLASSROOM LAYOUTS
Classrooms are reconfigured to ensure safe social distancing is always taking place.

FACE MASKS
Face masks are required and offered to all students, employees and visitors while on
campus. Masks must cover the nose and mouth.

PHYSICAL DISTANCING
Signage and floor markings are used to help remind everyone about social distancing,
during class, breaks, and lunch periods.

HAND HYGIENE
Restrooms and handwashing sinks in classrooms are stocked with soap and paper towels.
Hand sanitizer is available in locations throughout campus.

DISINFECTING CLASSROOM FURNITURE AND OTHER SURFACES
Facilities are cleaned and sanitized daily with an electrostatic mister.

UPGRADED AIR-FILTRATION SYSTEMS
Air-filtration systems in more than 80 million square feet of buildings were upgraded to
include MERV 13 filters and 24 hour a day air filtration.
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USE OF FACE MASKS

Los Angeles Unified requires all students, employees and
visitors to wear a face mask while on district property and
school buses and to follow safety protocols. A face mask will be
provided to any visitor, student or employee who does not have
one. Individuals who cannot wear a face mask due to medical
reasons should make other arrangements to provide instruction
or conduct business.

A face mask must be worn at all times while on school property except when eating or drinking. Staff
who are alone in a closed office, or other private and enclosed spaces are not required to wear a face
mask when there will be no contact with others. Employees should not congregate in break rooms and
lunch rooms. The use of face masks is not an excuse to forgo social distancing. Six feet of distance must
always be maintained.

Students receiving specialized services, such as medical
treatments or speech and language therapy may remove their
face mask but may be asked to wear a clear face shield with
a drape that extends below the chin during services. Social
distancing will be strictly enforced during these times.
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PHYSICAL DISTANCING THROUGHOUT CAMPUS
Social distancing will be maximized to the greatest extent possible,
with the standard goal of six feet. Other mitigating factors may be
used when social distancing is not feasible, such as clear plastic
or solid surface barriers that can be cleaned and sanitized often.
Signage will be posted to maintain 6-foot distance between office
personnel. Tape, signs or other markings will be used to define a
6-foot radius around reception desks or counters. Workstations
will be arranged to permit 6 feet between individuals sharing a
space or between office personnel and students.

Signs and messages explaining Los Angeles Unified health and
safety protocols are posted throughout campuses. Distances,
paths of travel, and reduced seating may be marked by various
means such as signage, stickers, cones, painter’s tape, chalk or
barricade tape, or other means.

Based on the recommendations from the CDC and Los Angeles County Department of Public Health
(LACPH) guidance, desks are spaced to provide 6 feet of distance between students, when possible.
Where 6 feet of distance is not possible, physical barriers are used to minimize close contact. Personal
furniture, classroom area rugs, fabric-covered items, and extra district furniture will be removed,
when possible.
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VISITORS ON CAMPUS

Visits to the school by individuals other than students and staff shall be
avoided whenever feasible and limited to those who are essential for
the school’s operation. Parents of enrolled students are encouraged
to conduct business with school personnel remotely. Prior to entering
campus, all visitors need to review the Daily Health Check screening
questions and get a temperature check. All visitors must check-in and
provide their name, phone number and email address, so that they
can be contacted if there is an exposure to the virus during their visit.
Visitors will be encouraged to come by appointment and alone. If a
visitor must be accompanied by another person (e.g., for translation,
visitor is a minor or has minor students), then their information needs
to be entered in the visitor log, as well.

Visitors ages 2 and older are required to wear a face mask while on campus. Their access should be limited
to the main office, lobby, conference room, and public restroom. Visitors are not permitted in classrooms.

A face mask will be provided to any visitor who arrives without one. Visitors must arrange for another
family member to conduct business on campus if they are unable to wear a face mask.
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The Daily Pass provides a daily health check and generates a unique QR code
for each student and staff member for each day and school location.



Students, employees and visitors are required to wear a face
mask and have their temperature checked upon arrival to
school.

443-1300.

CHECK-IN AREA

DAILY HEALTH
CHECK BEFORE
ENTERING
CAMPUS

TEMPERATURE
CHECK BEFORE
ENTRY

Adult visitors and staff who are not allowed entry or who report symptoms at any point during the school
day are instructed to return home and self-isolate until further instructions are given by the District
Community Engagement Team.
Students who screen positive at entry or who experience symptoms at any point during the school day
will be given a medical-grade mask and accompanied to the designated isolation space where they can
remain while arrangements are made for their return home.
The District Community Engagement team will provide guidance to the school if the School Exposure
Management Plan needs to be initiated. The COVID-19 Compliance Team designee is informed of any
positive screening results in the school and will then coordinate response with the District Community
Engagement team.
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COVID-19 COMPLIANCE TASK FORCE
The COVID-19 Compliance Task Force at each school is responsible for ensuring that the school
adheres to COVID-19 requirements. They will work with the Community of School Administrator (CoSA)
and Local District administrators to meet expectations for frequency of communication.

The principal is the designated liaison with LACDPH in the event of an outbreak on campus. The principal
may also designate staff to act as the COVID-19 Compliance Officer, as appropriate. This must be
someone who is on campus every day.

The COVID-19 Compliance Task Force will be responsible for engaging with students, parents, faculty,
and staff to ensure compliance and answer questions or concerns about health and safety requirements
regarding COVID-19 and communicating up-to-date policies and procedures to all families.
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ROLE

COVID-19 COMPLIANCE TASK FORCE RESPONSIBILITIES

Leader – Principal

•
•
•

Compliance Officer

•
•
•
•
•

School Nurse

•
•
•
•
•

Notify close contacts of students or staff with COVID-19 exposure, while
maintaining confidentiality
Act as a liaison to LACDPH
Manage school dismissal, if necessary and authorized, and manage communications to the school community
Ensure that safety protocols are observed and education provided to staff,
families and students
Notify principal regarding suspected cases of COVID-19
Provide support to students and families arising from COVID-19 diagnosis
or exposure
Submit the list of exposed students and employees using the LACDPH
education sector secure reporting online application
In the event that LACDPH recommends short- or long-term suspension of
in-person instruction, the school will follow district closing and dismissal
procedures and will be communicated through Blackboard Connect and
school websites
Provide emergency medical care, medication administration and
specialized healthcare procedures
Supervise and train licensed and unlicensed school staff
Act as the exposure management advisor
Train classroom staff on basic first aid, identification of COVID-19
symptoms and health area referral process
If the school does not have a full-time nurse, a health office manager
must be designated to be onsite full-time. The staff member will be trained
by the school nurse to manage health office areas.

Plant Manager

•

Clean and sanitize high-touch surfaces and common areas per CDC and
LACDPH protocols, under the direction of Maintenance and Operations
and the school principal

Attendance
Monitor

•
•

Work with the COVID-19 Compliance Task Force to record and track
stu-dents and staff who are absent due to illness to determine if it is
COVID related and requires further investigation
Ensure confidentiality of all medical information

•

Collaborate with LAUSD Community Engagement Team

Data Collection
Manager
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INSTRUCTIONAL MODELS
Two models for instruction will be available for
families to select for their students -- Hybrid and
Online Only.
Hybrid Model - Students participate in a mix of oncampus, in-person instruction and online learning.
At all grade levels, students remain in small,
consistent cohorts, meaning they stay with the
same students each day.
The times when students will be on campus will
vary by grade. Online Only - Students will continue
to learn exclusively online for the remainder of the
2020-2021 school year

ELEMENTARY HYBRID MODEL: AM/PM
Elementary school students will be on campus 5 days a week with the same group of students
participating in direct in-person instruction from 8:00 am to 11:00 am or 12:00 pm to 3:00 pm. Students
will complete coursework online and participate in independent work when not receiving in-person
instruction. Classrooms will be cleaned between the morning and afternoon sessions. On-site supervised
care and enrichment activities will be available for students during the times when they are not receiving
in-person instruction so they will have a full school day available.



In-Person
Instruction (AM)
8:00 - 11:00

Monday*

Tuesday

Wednesday

Thursday

Friday

COHORT A
(On campus)

COHORT A
(On campus)

COHORT A
(On campus)

COHORT A
(On campus)

COHORT A
(On campus)

COHORT B
(On campus or Online)

COHORT B
(On campus or Online)

TRANSITION: Classroom Cleaning
In-Person
Instruction (PM)
12:00 - 3:00

COHORT B
(On campus or Online)

COHORT B
(On campus or Online)

COHORT B
(On campus or Online)

* Monday dismissal will be 30 minutes earlier to allow for teacher trainings
To allow for safer transitions on and off campus, students in grades 2-3 will start and end their days 15 minutes later than the posted schedule.

end 30 minutes later than the posted schedule.

Students in grades 4-6 will start and

ELEMENTARY ONLINE-ONLY MODEL
Elementary students will continue to learn online from either 8:00 am to 11:00 am or 12:00 pm to 3:00 pm,
similar to their current online learning model. Students will complete coursework online and participate in
independent work when not receiving instruction online.
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MIDDLE SCHOOL/HIGH SCHOOL HYBRID MODEL
Middle school and high school students will be on campus 2 to 3 days a week, in the same classroom
with the same cohort of students. For example, students may be on campus every Tuesday/Thursday or
Wednesday/Friday (with groups alternating attendance on Mondays) or according to other school-specific
schedules. While on campus, students will participate in advisory classes with their teacher for in-person
community building and social-emotional learning, and will receive online instruction for their classes.
Students will complete coursework online and participate in independent work when not receiving direct
instruction. On-site childcare and enrichment activities will be available for middle school students during
the days and times when they are not receiving direct instruction



Monday – Alternating Cohort A, Cohort B

Cohort A: Tue/Thu | Cohort B: Wed/Fri

Transition Time



8:30 - 9:00

8:30 - 9:00

Transition Time

9:00 - 9:30
9:30 - 10:30
10:40 - 11:40
11:40 - 12:20
12:20 - 1:20
1:30 - 2:00
2:00

Morning Check-In
Period 1 or 2
Period 3 or 4
LUNCH
Period 5 or 6
Advisory
Dismissal

9:00 - 9:30
9:30 - 10:40
10:50 - 12:00
12:10 - 12:40
12:40 - 1:20
1:20 - 2:30
2:30

Morning Check-In
Period 1 or 2
Period 3 or 4
Advisory
LUNCH
Period 5 or 6
Dismissal
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EMPLOYEE RESOURCES
LAUSD BENEFITS ADMINISTRATION, EMPLOYEE ASSISTANCE PROGRAM
Los Angeles Unified is providing Employee Assistance Program (EAP) through Anthem to all employees as
a free resource during these unprecedented times. The program is confidential and accessible 24 hours a
day, 7 days a week. It offers a wide variety of professional services, referrals, and online resources to help
cope with stressful situations. Some of the services include:
•
•
•
•
•

3 one-on-one professional counseling by phone, in-person or online
Legal and financial consultation
ID recovery and monitoring
Dependent care and daily living resources
Online digital resources

For more information, call Anthem EAP at (800) 999-7222, or visit AnthemEAP.com and
enter the code: LAUSD.
Los Angeles Unified will continue to support students and staff with acute or chronic health issues.
Long- term absences may be evaluated if criteria are appropriate for medical leave or other potential
medical accommodations under IDEA or Americans with Disabilities Act Amendment Act (ADAAA)
guidelines.Employees will also be referred to the District’s Bulletin 93900, Emergency Paid Sick
Leave Act (EPSL) and Emergency Family and Medical Leave Expansion Act (FMLA+) Policy.

STAFF WELLNESS | WELLNESS PROGRAMS
Los Angeles Unified recognizes that school personnel, administrative staff and all other employees
in- volved in the educational process set the culture and tone of the educational environment.
The District will strive to promote healthy living for staff and students.
Wellness Programs / Staff Wellness (link)

LAUSD COVID-19 Employee Resources
Website dedicated to sharing resources and information to support
employees during the pandemic.
Emergency Services / COVID-19 Resources
GENERAL HOTLINE (213) 443-1300
ITD Help Desk (213) 241-5200
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STUDENT HEALTH AND HUMAN SERVICES
Programs, services, and resources for students, families and schools, including
consultation for staff regarding student/family mental health needs, nursing/
immunizations, educational rights, and access to basic resources

SHHS School Mental Health, Self Care and
Resources for Educators

Headspace for
Educators

Educators serving at-risk populations exposed
to trauma often experience an emotional
and physical toll known as vicarious trauma
or compassion fatigue. In order to offset the
effects of vicarious trauma and reduce risk of
burnout, it is important for staff members to
engage in self-care practices.

Headspace offers free Headspace Plus
subscriptions for all K-12 teachers, school
administrators, and supporting staff.
Headspace is meditation made simple:
your personal guide to mindfulness and a
restful night’s sleep.

Self-Care includes all of the things you do
to take care of your physical, mental, and
emotional well-being.

Website: Headspace for Educators

Student Health and Human Services Hotline | (213) 241-3840
Monday - Friday 8:00 am - 5:00 pm
Website: https://achieve.lausd.net/shhs
•
•
•
•
•

Mental health support for students and caregivers and consultation for Los Angeles Unified
employees
Basic resources and referrals (e.g., health, basic needs)
School enrollment support and consultation
Nursing/Immunizations
Services for students in foster care, experiencing homelessness, involved in the juvenile justice
system
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FAQ: RETURN TO WORK AND BENEFITED TIME
FREQUENTLY ASKED QUESTIONS

Q
A

I have an underlying health condition that puts me at an increased risk and I cannot
physically return to a worksite. What are my options and what documentation do I need
to provide?
The administrator/designee will review the employee’s requested accommodations and
engage in the interactive process.
The administrator/designee shall ask the employee to provide medical documentation that
confirms that they have an underlying medical condition that places them at increased risk for
severe illness from COVID-19 (without identifying the specific medical condition).
A temporary continued remote working accommodation for teachers will include retention of
a substitute teacher for in-person classroom coverage.

Q
A

I cannot physically return to a worksite because I am responsible for one or more
individuals with an underlying health condition. What are my options?

Q
A
Q
A

I was exposed, have symptoms, or have tested positive for COVID-19 and have been
advised to quarantine and/or self-isolate. What are my options?

If remote work is not available, you may use benefited time such as personal necessity and
Kin-Care for a qualifying relationship (spouse, domestic partner, child, sibling, grandparent,
grandchild, parent or parent-in-law). Note that you must have full-pay illness available to
access personal necessity and/or Kin-Care. If you cannot return to work, you may be eligible
for a leave of absence.

If you are unable to work or working remotely is not feasible, employees required to
quarantine by the District shall be paid without utilizing their own benefited time.
I received a positive COVID-19 test result and I believe I may have contracted COVID-19
at my work site. What are my next steps?
Employees who have potentially contracted COVID-19 in the workplace should report a claim
to their supervisor. The employee should also work with their supervisor to assess their circumstances to determine whether working remotely while under quarantine and/or self-isolation is an option. If unable to work due to illness or working remotely is not feasible, you may
be eligible for worker’s compensation or to use illness days (while waiting for a determination)
with or without FMLA benefited time. Additionally, Los Angeles Unified provides reasonable
accommodations for qualified individuals with disabilities so that they can perform their
essential job functions.
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Q
A

Do I have to use my own benefited time to report to a Los Angeles Unified testing site to
be tested for COVID-19?

Q
A

I had an adverse physical reaction after receiving my COVID-19 vaccination. What are my
options?

Q
A

Do I have to use my own benefited time to report to a Los Angeles Unified or external
vaccination site?

Q
A

Do I have to use my own benefited time to have my children who attend an Los Angeles
Unified School tested for COVID-19 at an Los Angeles Unified testing site?

You should make every attempt to test during your assigned hours of service.
Miscellaneous Time (MS) is available for up to 2 hours on the day of testing. Actual time
reported will depend on the amount of time it takes to get tested. Proof of testing, such as
a copy of the appoint ment confirmation, is required.

Employees who experience adverse physical reactions to the vaccination may be allotted
up to three days per vaccination with the approval of their supervisor as specified and are to
complete and submit a Certification/Request of Absence for Non-Illness form.

Employees will be allowed a three-hour window to receive their vaccination during their
workday, including travel time, and their time will be coded as Miscellaneous Natural Disaster
(MSND).

You should make every attempt to have your children tested outside of your assigned hours of
service. If it is necessary to have your children tested during the workday, you may be eligible
to use Personal Necessity, Kin-Care (for spouse, domestic partner, son, daughter, sibling,
grandparent, grandchild, parent-in-law, or parent), and/or vacation time. Proof of testing such
as a copy of the appointment confirmation is required. Employees need to complete and
submit a Certification/Request of Absence for Non-Illness form.
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