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Mission Statement 

The mission of DCPS (Discovery Charter Preparatory School) is to provide the necessary skills 

and support so that every student is prepared to attend college upon graduation from high school. 

 

Vision Statement 

We, the faculty, staff, and other stakeholders of Discovery Charter Preparatory School envision a 

safe and nurturing learning environment where instruction is rigorous and meaningful. We are 

dedicated to closing the achievement gap for our students by providing them with supportive, 

individualized attention and high expectations for academic success.  

 

School-Wide Learning Outcomes (SLOs) 

Discovery Prep community developed new School-Wide Learning Outcomes (SLOs) These are 

goals that establish what every student who graduates from Discovery Prep will be able to do. 

Graduates of Discovery Prep will be: 

 

 Effective Communicators who 

-write and speak competently. 

-utilize technology skillfully. 

-articulate opinions with supporting evidence. 

-exchange ideas cooperatively. 

 

 Critical Thinkers who 

-read and write with comprehension. 

-identify problems and use various strategies to reach solutions for academic challenges. 

-process, synthesize, and evaluate information. 

 

 Responsible Individuals who 

-respect themselves, other people, and property. 

-contribute to their community. 

-exercise personal and academic self-discipline. 

-create plans, options, and opportunities for the future. 
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Campus Expectations 

 

 
 
To produce the School-Wide Learning Outcomes (SLOs) Discovery Prep has created standards 

for a supportive school-wide atmosphere so that students feel safe and secure on campus and arrive 

ready to learn. The following are the elements of a safe and supportive school-wide atmosphere: 

 

 Be Safe: At all times while on campus, students are required to be safe. This includes keeping 

hands and feet to themselves, waiting in line safely, and avoiding horseplay or fighting that 

will result in negative consequences. 

 

 Be Respectful: At all times while on campus, students are required to show respect for 

themselves, their peers, teachers, administrators, and staff. This includes being respectful in 

their interactions with others, always using respectful language, and respecting opinions and 

property. 

 

 Be Responsible: At all times while on campus, students are required to be responsible for their 

words and actions. Students are taught to interact responsibly with teachers and peers, to help 

maintain a clean campus by putting trash and recyclables in proper containers, and to be 

responsible for completing classwork and homework and following through on school 

commitments. 

 
 
 
 
 

 

 

 

 

   Be Safe  
Be 

Respectful  
Be 

Responsible 
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Classroom Expectations 

 
The classroom expectations help lead students toward the School-Wide Learning Outcomes 

(SLOs), by creating an optimal in-class learning environment. The following are the standards of 

a successful and fully engaged classroom experience: 

 

 Attendance: Students are expected to come to class on a regular basis. Absences negatively 

affect a student’s academic and social progress. 

 

 Punctuality: Students are expected to come to class on time and be in their assigned seats and 

working on the daily Review and Preview (RAP) before the second bell has rung. 

 

 Focus: Students are expected to come to class focused. This includes focusing ahead of time 

on bringing the appropriate materials to class and maintaining a positive and focused attitude 

toward achieving the learning goals in class. 

 

 Effort: Students are expected to give their best effort in class by answering, questioning, 

commenting, and striving to give a good faith and honest effort to achieve the daily learning 

goals. 

 

 Respect: Students are expected to be respectful of others, themselves, class rules, and property. 

Students should strive to be cooperative, helpful, and active participants in class. 

 
 
 
 
 
 
 
 
 

 

 

 

 
 

 

 

 

   Attendance  Punctuality  Focus  Effort  Respect 
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Rewards 

 

Discovery Charter Preparatory School staff is implementing a PBIS (Positive Behavior 

Interventions & Supports) system to support students in maintaining a professional and academic 

environment. PBIS Rewards is an electronic token system the school uses to support our school 

in creating a positive, supportive, and safe school culture. PBIS Rewards is an evidence-based 

framework that has proven to help create a positive climate in which every student can learn and 

grow academically. This framework supports students who display exemplary behaviors that are 

aligned with the schools Mission, Vision and Student Learning Outcomes. Students can redeem 

rewards from virtual stores hosted by staff and the office.  
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Academics 
 

Academic Honesty: 

Students shall not copy examination materials, research materials, class work, and/or homework 

assignments and submit as their own, the work of someone else.  Copying the work of another 

student or allowing work to be copied is academic dishonesty.  Copied work from published 

sources and/or from the Internet without proper citation constitutes academic theft, known as 

plagiarism.  If a student plagiarizes: 

 

 The student will receive an irreplaceable zero on the assignment followed by a parent 

conference. 

 Future work will be monitored for the rest of the year. 

 If too many incidents of plagiarism happen by a specific student, the student may receive 

an automatic F in the course.  

 

Academic Performance: 

Students who do not make satisfactory academic progress may be retained.  Students must repeat 

the failed grade and earn a passing grade C or better either at Discovery Charter Preparatory School 

or at another school. 

Graduation Requirements 

Important Note: Students who meet the Discovery Charter Preparatory School graduation 

requirements will have met the minimum course requirements necessary to attend a college or 

university after graduation.  This, however, does not mean that the student will be admitted to the 

college or university of his or her choice.  DCPS therefore encourages all students to exceed these 

minimum requirements if they wish to gain admittance to the college or university of their choice. 
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Diploma Requirements 
 

To receive a high school diploma from Discovery Charter Preparatory School, a student must 

provide written proof that he or she has: 

 

 (Pass the required classes with a grade of “C” or better). 

o 4 years of English 

o 3 years of Math, up to and including Algebra II 

o 2 years of Lab Science, including 1 year of physical science and 1 year of biological 

science 

o 2 years of Social Science, including 1 year of World History and 1 year of U.S. 

History 

o 2 years of a Language other than English (both years must be in the same language) 

o 1 year of a College Prep Elective 

o 1 year of a Visual or Performing Art 

o 1 semester of Government and 1 semester of Economics  

o 2 year of PE  

 Pass every semester of Advisory with a “P” or completed 60 hours of community service for 

each semester of Advisory not passed. 

 

Graduation Ceremony Requirements 

 

To participate in the graduation ceremony in June and receive a diploma from Discovery Charter 

Preparatory School, a student must provide written proof that he or she has: 

 

 Met all of the requirements listed above. 

 Students must have good attendance: a student is allowed 10 absences per school year, in 

combination of excused or unexcused absences, unless the student can provide written 

documentation only from a U.S. medical doctor that he or she has a medical condition. 

 Students must fulfill all community service hours that have been assigned to them, while 

students at Discovery Charter Preparatory School.  

 Please Note: 5 tardies equals 1 absence. 
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Attendance 

Under the compulsory education laws of the State of California, parents and guardians of minor 

children are responsible for their children’s attendance at school. Attendance is mandatory. All 

students between the ages of 6 and 18 must, unless legally exempt, attend school daily [E.C. 

Section 48200]. 

 

Attendance Matters 

When students attend school regularly, they improve their grades, standardized tests scores, and 

likelihood of attending college. It is everyone’s responsibility to teach students the importance of 

attendance now, so they are prepared for the future.   

 

Parents Influence Attendance - Get Involved! 

Plan family vacations for non-school days only. Schedule non-emergency medical and dental 

appointments after school hours. Make sure your child’s school has your accurate daytime contact 

information; including cell phones and or/email address. Make the school aware of any problems 

that may be causing your child to miss school. 

 

Every student is expected to attend school on a daily basis, unless there is a valid justification for 

the student's absence. Please do not allow students to have “parent permitted truancies.”  These 

truancies are described as absences for reasons other than the law allows, such as: personal 

business, car problems, no clean clothes, walk outs/demonstrations, etc.  

 

Truancy 

EC Section 48260 (a): Any pupil subject to compulsory full-time education or compulsory 

continuing education who is absent from school without a valid excuse three full days, or tardy or 

absent more than any 30-minute period during the school day without a valid excuse on three 

occasions in one school year, or any combination thereof, is a truant and shall be reported to the 

attendance supervisor or the superintendent of the school district.  

 

Truancy can lead to severe consequences; parents may be guilty of infractions, such as fines 

and criminal prosecutions. 

 

The school reserves the right in cases of continuing truancies to impose escalating consequences 

including, but not limited to, suspension or removal from the school should a student’s 

attendance not improve. 
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Reporting Absences 

Absences must be cleared within 48 hours of the absence.  The Attendance Office requires that the 

parent/guardian write a note to explain all absences. All notes are filed and kept in the Attendance 

Office as proof that the absence is excused.  Notes may be written in English or Spanish.   

 

In cases where a student must leave school during the school day, the following procedures must 

be followed: 

1. The parent/guardian must send a note to school on the day of the early dismissal 

explaining the reason, time, and date the student is to be released.   

2. Parent(s)/guardian(s) must come into the school administration office before the student 

is dismissed and sign the student out on the daily log.   

3. Should an authorized person with a student’s Emergency Card arrive at the school 

during the day to pick up a student early, the student's parent/guardian still is required 

to provide the school with a written note explaining the reason, date, and time of the 

early dismissal.    

4. A school official shall then call for the student.   

 

*Students are not to leave on their own. 

 

Excessive Absences 

Discovery Charter Preparatory School is a college preparatory school and, as such, it is essential 

that students attend class each day, on time and for the duration of the entire period. Any 

absence, even excused ones, has a detrimental effect on student performance. Students who have 

more than 10 absences will be referred to the Administration and parent(s)/guardian(s) will be 

asked to come in for a meeting. 

 

Tardy Policy Tardy detention is implemented to prepare students for the future and show 

students the importance of punctuality.  

 

If a student is tardy more than three times per week, the following procedures will take place:  

 The student will be held for after school Detention. 

 Any missed detention will result in Saturday Detention. 

 A missed Saturday Detention will result in an additional Saturday Detention.  The 

student will not be able to participate in school activities, Parent Meeting, and/or 

may lead to in-school or out-of-school Suspension.  

 

Please Note: Teachers/Administration may also ask students to stay for detention if the student is 

tardy to their class.  
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Attendance Intervention 

After a student has 10 absences during a school year, the student shall meet with an Administrator 

or Counselor to discuss the importance of regularly attending classes. 

 

For students with unexcused absences, the following consequences will result: 

 

 First Offense (3 unexcused absences):  Student meets with Administration and is issued a 

warning.  Parents will be contacted. 

 Second Offense (5 unexcused absences): Administration will contact the student's parent and 

notify them of the recurring problem. 

 Third Offense (7 unexcused absences):  Administration will hold a parent  

conference to provide interventions including, but not limited to, the following:  

 

 The student’s attendance will be monitored weekly by Administration and evaluated in 

two weeks.   

 Discovery Prep’s Administration will conduct a meeting with parents and Student 

Support and Progress Team (SSPT) to discuss concerns and to develop strategies to 

improve attendance. Counseling will also be provided as an option. 

 If there is no improvement, then the Administration will put students on an Attendance 

Action Plan for a minimum of four weeks. The goal of the Attendance Action Plan is to 

help both the parent and the student take attendance seriously and ultimately improve the 

student’s attendance, which will lead to academic achievement.  

 The student’s academic status will be monitored as well and if necessary, the SSPT can 

meet to review, make adjustments and/or put the student on an Academic Action Plan 

coinciding with the same terms as the Attendance Action Plan. Administration may 

choose to put the student on a combined Student Action Plan which will include 

Attendance, Academics and Discipline, as needed. 

Intensive  

 Administration will continue weekly monitoring of progress in areas that are mentioned 

in the action plan, such as: absences, tardiness and or fails.  If after four weeks, there is 

zero progress, then another parent meeting will be conducted to discuss other 

interventions that can be implemented to improve the progress of the student.   

 After three months if zero progress is demonstrated, a DCFS (Department of Children 

and Family Services) report may be filled.  

 

Note: Students must have good attendance: a student is allowed 10 absences per school year, in 

combination of excused or unexcused absences, unless the student can provide written 

documentation from a U.S. based medical doctor that he or she has a medical condition.  
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3 Tiered Re-Engagement Strategies for Chronic Absenteeism 

Students absent more than 3 school days or 60 percent of the instructional days in school week as 

required by EC Section 43504(f)(2). 

 

 
 

  

 

DISCOVERY CHARTER PREPARATORY 
SCHOOL-ATTENDANCE 3-TIERED MODE 

 
 

After three months of continuos efforts from with zero 
progress demonstrated, a report may be filed to the Department 
of Children & Family Services 

 

                     
         
 
 
 
 
  

Intensive: 
Support 

Intervention  

 

TIER III 
After two weeks monitoring student's attendance 

and academic status, if little or no improvement is 
evident, then student will be put on either/or 
Attendance Action Plan and/or Academic Action Plan 
for a minimum of four weeks 

Refer to supports services within school and in the 
community 

 

Tier III  
At Risk:               

Support & 
Intervention  

 

TIER II 
Hold parent meeting with Student Support and 

Success Team (SSPT) 
Provide and coordinate group/individal 

interventions                           (skill building, counseling) 
Send parent a written notification  (letter, e -mail, 

etc.)  

 

Tier II  
Absences Continue: 

Support & Intervention 

 

TIER I 
Notify parent/guardian                                 

(phone, blackboard, etc.) 
Identify students who have absences & 

tardies 

 

Tier I  
Absences Begin:  

Early Identification, Support & 
Intervention  

 

FOUNDATIONAL SUPPORTS 
Monitor attendance data 
Cultivate a cultutre of attendance 

and welcoming environment 
Establish, communicate Attendance 

Expectations & Policies 
 
 

 
Foundation:                                         

 School Attendance Policy  
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Student Behavior and Guidelines 

Note: Please be advised that a camera surveillance system is active to monitor student safety. 

Dress Code 

The uniform is mandatory for all students at Discovery Prep: 

 Pants/shorts/skirts – must be black or khaki colored.  Pants must be worn at the waist, not 

below.  No low-hanging pants allowed.  Skirts and shorts must be no shorter than 4 inches 

above the knee.  

 Shirts-white or navy-blue collared polo shirts with DP Logo. 

 Sweaters/sweatshirts/jackets- solid black or navy blue with the exception of college, 

university or DP logo attire. 

 Hats- not allowed on campus at any time, except for officially approved DP hats. DP hats and 

hoodies are not to be worn in the hallways or in the classroom.   

 Shoes: students must wear closed-toe, appropriate shoes. Crocs are not permitted. 

Dress Code Violations 

ALL STUDENTS -Completely out of uniform or inappropriate attire will be required to 

contact parents and bring the appropriate clothing to school. 

GRADES 9-11 Students partially not in uniform will be warned on the 1st offense…2nd offense 

Dress Code Violation Form will be sent home for parent/guardian to complete along with 1 hour 

detention. 3rd offense Dress Code Violation Form will be sent home for parent/guardian to 

complete along with 2 hours of detention. 4th offense a Parent Meeting will be held along with 4 

hours of Saturday detention.     

 

SENIORS-Students partially not in uniform will be warned on the 1st offense…2nd offense Dress 

Code Violation Form will be sent home for parent/guardian to complete along with 5 hours of 

community service will be assigned. 3rd offense Dress Code Violation Form will be sent home for 

parent/guardian to complete along with 10 hours of community service hours will be assigned a 

4th offense a Parent Meeting will be held along with 20 hours of community service will be 

assigned. All community service hours are to be completed to participate in our Graduation 

Ceremony.  

 

Detention 

 Teachers and the school administration may require students to serve detention during breaks, 

lunch and before or after school for up to one hour.  

 If a student does not attend mandatory detention, the student will be required to attend 

Saturday detention.   

 Students must attend the assigned detention unless the Administration excuses it for 

extraordinary circumstances or illness.   

 If a student does not attend the assigned Saturday detention he/she will not participate in 

upcoming activities and additional Saturday hours will be assigned. If the student does not 

attend the additional Saturday detention, a parent meeting will be required prior to returning 

to school.   

 Depending on the frequency and severity of incidents, administration has the option to require 

repeat offenders to attend other programs and/or to create individualized academic and 

behavioral contracts. 
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Discovery Charter Preparatory Discipline Policy 
 

Discovery Charter Preparatory School is committed to providing safe classrooms and a healthy school 

environment. Every student has the right to learn in an environment that supports his or her well-being. 

Every educator has the right to teach in a setting that is free from disruption and obstacles that impede 

learning. Every employee has the right to work in a safe and respectful atmosphere. The Discipline 

Foundation Policy establishes a consistent plan for developing, refining, and implementing a culture of 

discipline built on positive behavior. 

 

(Bulletin BUL-6231.0, Discipline Foundation Policy: School Wide Positive Behavior Intervention and 

Support.) This document introduced changes to the policy and provided a framework for incorporating 

those changes. 

 

Traditional models of school discipline tend to be reactive, resulting in punitive consequences. Discovery 

Charter Preparatory current policy represents a proactive approach to discipline, one that promotes 

appropriate student behavior, increased learning opportunities, and Restorative Justice Practices.    

 

 

 

PBIS 

 

PBIS (Positive Behavioral Interventions and Supports) is defined as a “Multi-tiered prevention 

framework guiding the implementation and sustainability of evidence-based interventions to meet the 

academic, behavior and social-emotional needs of all students.” PBIS is our behavioral support system 

that focuses on teaching students the importance of positive behaviors, smart decisions and better choices 

through appropriate recognition and consequences. 

 

Discovery Charter Preparatory School strives to create a positive learning environment that gives students 

clear expectations in how to be safe, be respectful and responsible. An example of our Behavior Matrix is 

shown on the next page. All students are to review and abide by all the rules listed. Teachers may also 

have more detailed and specific class rules that students are to be aware of and follow.   
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Progressive Discipline Consequences for Violating School-wide and Classroom Expectations: 

  

Interventions BEFORE an Office Referral:  

If a student is off-task or disruptive, or engages in a Tier 1 Offense, a teacher will do the following 

before sending a student to the office. 

 Conference with Student: Students may be asked to stay after class, come after school or 

during lunch to talk with the teacher regarding expectations. 

 Notify Parent: Parents should be notified of the student’s academic/behavioral progress in 

class.  

 Hold Teacher Detention: Students may be asked to come to an academic or behavioral 

detention (lunch or after school). 

  

  
 

Incidents requiring an Office Referral:  

A student REPEATEDLY exhibits Tier 1 Offenses 

A Tier 2 Offense occurs 

 Office Referral # 1: 

1) Meeting with students and administrators.     

2) Mandatory lunch or after school detention.  

3) Loss of privileges for one school day, including any athletic event,  

      afterschool event or field trip.  

 4) Possible further actions: administrator’s discretion. 

 Office Referral # 2: 

 1) Meeting with students, administrator, and teacher(s).  

 2) Mandatory lunch or after school detention.  

 3) Loss of privileges for two school days including any athletic event, 

              after school events or field trips.  

 4) Possible further actions: administrator’s discretion. 

 Office Referral # 3: 

 1) Meeting with students, administrators, and parents/guardians.  

 2) Students are placed on a written academic and behavioral contract.  

 3) Mandatory lunch or after school detention.  

 4) Loss of privileges for three school days, including any athletic event, afterschool event  

or field trip.  

 5) Possible further actions: administrator’s discretion. 

 Office Referral # 4: 

 1) Meeting with student, administrator, parent/guardian, and advisor. 

 2) Revision of written academic and behavioral contract.  

 3) Mandatory lunch or after school detention.  

 4) Loss of privileges for four school days, including any athletic event, afterschool event 

or field trip.  

    
Conference with 

Student   Notify Parent  Teacher Detention 
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 5) Possible further actions: administrator’s discretion. 

 Office Referral # 5 +: 

 1) Students are referred to a Student Study Team (SST) for evaluation.  

 2) SST Meeting, to include administrator, parent/guardian, teacher(s), advisor and other  

support staff.  

 3) SST will come up with a plan to help the student achieve success.  

 4) Mandatory lunch or after school detention.  

 5) Loss of privileges to be determined by the SST.  

 6) Consideration of Suspension

 

Immediate Removal from the Classroom + Office Referral 

There are certain criteria that allow a teacher to send a student to the office immediately, even 

before parents have been notified of academic and behavioral issues. The following is a list of 

examples of behaviors that warrant an immediate referral to the office. If a student is engaged in 

any of the following, in class or out of class, teachers must send a student to the office with an 

office referral. In these instances, the student loses the right to proceed through the progressive 

disciplinary procedures. Severe misbehavior requires immediate removal from the 

classroom/grounds. Please be advised that this is not a comprehensive list. 

 Alcohol/Drugs: It is unlawful for any pupil to possess, use, sell or otherwise furnish or be 

under the influence of any drug, alcoholic beverage, or an intoxicant of any kind or 

arranged to sell a “look-alike” controlled substance. 

 Bullying: Students shall not bully, intimidate, or harass other students or school 

employees. DCPS will not tolerate any behavior that infringes on the safety of any student. 

A student shall not intimidate or harass another student or school employee through words 

or actions. 

 Damages to property: All pupils should maintain the utmost respect for physical property 

including, but not limited to, school property, faculty and staff property, and student 

property. Failure to maintain a professional manner regarding materials will result in a 

removal from the area, and could result in paying for the damages incurred.  

 Repeated Defiance of Authority: All pupils shall comply with regulations, pursue the 

required course of study, and submit to the authority of school personnel. This includes 

repeated refusal to obey instructions, verbal and gestural acts, such as verbally attacking, 

degrading a teacher, habitual sarcasm, defiance where a student refuses to acknowledge a 

teacher/staff’s authority in the classroom or refuses to obey requests. 

 Extortion: Any person who obtains property from another by wrongful use of force or fear 

is guilty of extortion. 

 Fighting/Threatening: No student shall cause, attempt to cause, or threaten to cause 

physical injury to another person. This includes, but not limited to, wrestling, pushing, 

and/or roughhousing anywhere on school property. 

 Harassment: DCPS has a zero tolerance policy regarding harrassment. No person shall 

harass, intimidate, or threaten another person who is a complaining witness or a witness in 

a school disciplinary action, or intentionally harass, threaten, or intimidate people to the 
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extent of disrupting class work, creating disorder or creating a hostile environment. This 

includes harassing, threatening, intimidating other students, teachers, school personnel, and 

school visitors. This includes verbal and gestural acts, such as verbally attacking, degrading 

a teacher, habitual sarcasm, defiance where a student refuses to acknowledge a teacher’s 

authority in the classroom or refuses to obey requests. 

 Hate Violence/Hate Motivated Behavior: No person shall cause, attempt to cause, 

threaten to cause, or participate in an act of hate violence against another person because 

of race, ethnic background, national origin, religious belief, disability, economic 

disadvantage, sex, or sexual orientation. 

 Hazing: Any student engaged in hazing is subject to suspension, expulsion, and 

prosecution for a misdemeanor punishable by a fine between $100 and $500, or 

imprisonment in county jail for up to one year, or both. 

 Imitation Firearms: Imitation firearms include: BB devices within the definition of 

imitation firearms. Penal Code 12556 makes it a criminal offense to openly display or 

expose any imitation firearm in a public place, including a public school. 

 Injurious Object: Any employee of a school district may take from the personal 

possession of any pupil under that authority of school personnel any injurious object in the 

possession of a pupil. This includes throwing objects with flagrant disregard to student 

safety. 

 Sexual Assault/Battery/Harrassment: A pupil may not sexually assault or commit sexual 

battery against another person. A pupil may not sexually harass or intimidate another 

student.  

 

Student Suspensions and Expulsions 

Below is a list of examples of actions that may result in the student’s immediate suspension and 

possible expulsion from Discovery Prep. In addition, the student may be reported to the local 

police. Local authorities may conduct any investigation needed.  Please be advised that this is not 

a comprehensive list.   

 Having a weapon or perceived weapon 

 Willfully using force or violence upon another person  

 Possessing, selling, or otherwise furnishing any firearm, knife, explosive or other 

dangerous object 

 Offering, furnishing, or selling any substitute substance represented as a controlled 

substance or an intoxicant  

 Committing or attempting to commit robbery or extortion 

 Stealing or attempting to steal school or private property  

 Committing sexual harassment or sexual assault 

 Threatening or menacing to cause physical injury to a student, staff member or any other 

persons 

 Committing an obscene act or engaging in habitual profanity or vulgarity  

 Possession of any replica or “look alike” weapon 

 False fire alarm/fire setting 

 Harassment or slurs against race, religion, ethnicity, gender or disability 
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 Damages to property including, but not limited to, school property, faculty and staff 

property, and student property.  

 

Repeated Non-compliance or Violation of School Rules 

Students who have been referred to the Administration repeatedly for non-compliance or 

violation of school rules will be referred to the Coordination of Services Team (COST) for more 

supportive interventions and/or the Student Services Team (SST) for the most intensive 

interventions or placed on contract to continue at Discovery Charter Preparatory School.  

Discovery Prep utilizes academic and behavioral contracts with positive interventions and 

supports. 

 

Discipline Decisions 

All decisions regarding disciplinary action will be made by the Discovery Prep Administration in 

accordance with stated school rules and California Education Code.  Any appeals of disciplinary 

action may be presented to the Discovery Prep Board of Directors.   

 

Campus Policies 

Skateboards and Bicycles 

Skateboards, bicycles, roller blades and in-line skates are not to be ridden on campus at any time.  

 

Felt Markers, Spray Cans, etc. 

No felt tip markers, spray paint cans, grease pencils or other marking devices that could be used 

for graffiti are allowed on campus. 

 

Personal Property 

The school is not responsible for lost or stolen items and any personal property brought onto the 

campus remains the responsibility of the student.   
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Cellular Telephones and Other Electronic Devices 
It is the policy of Discovery Charter Preparatory School (DP) to prohibit the use of cellular 

phones or any electronic mobile device by students on campus during normal school hours. 

Students are permitted to possess cellular phones, or other electronic mobile devices such as 

cameras, electronic games, radios, MP3 players, computing devices, tablets, etc. on campus 

provided that any such device shall remain turned off and stored in a locker, backpack, purse, 

pocket, or other places where it is not visible during normal school hours. Students are permitted 

to use cellular phones or other electronic mobile devices on campus before and after school or 

during school activities that occur outside of school hours.  

 

For District, state and national assessments, students are prohibited access to any unauthorized 

electronic devices at any time during the entire testing session. Students must comply with 

requests made by school personnel to cease the use of a cellular telephone or other electronic 

mobile device even before or after school. DP may adopt more stringent cellular phone policy. 

Cell phone use on the school bus is for emergency purposes only; driver authorization is 

required. DP is not responsible for lost or stolen cellular telephones or other electronic mobile 

devices. 
 

 

 
 

All electronic devices/audio devices must be turned off and put away/out of sight 

 1st Offense: Electronic Device is taken for 1 Day or remainder of the day and student 

picks it up from the Teacher/Staff/Main Office. 

 
 2nd Offense: Electronic device is taken until a parent/guardian picks it up from the Main 

Office. 

 
 

**End It Donôt Send It! (Stop Cyber Bullying)** 

Please note: Phone use for instructional purposes in the classroom is at the discretion of each 

individual teacher. 



23 

 



24 
 

School Procedures 

Breakfast and Lunch on Campus 

Students must submit the required lunch application at the beginning of the school year.  Breakfast and lunch will 

be available to all students daily as well as a snack provided during the afterschool program.  The cost of food 

services to each student is determined by the state according to the information submitted by each family on the 

lunch application. 

Emergency Cards 

Students must have a signed emergency card on file at the school.  In the event of a change, emergency 

information should be updated in a timely fashion. 

Change of Address 

If, at any time during the school year, it becomes necessary for parents/guardians to change their home address, 

mailing address or telephone numbers, parents/guardians are asked to report these changes immediately to the 

Attendance Office. 

Transferred-Out Procedure 

A student who wishes to transfer out of Discovery Prep must obtain the Student Withdrawal Form from the Office. 

Parents/Guardians must present themselves, with a valid identification card, to officially complete the checkout 

procedure, regardless of the student’s age. Students must return all school property, for example: books, materials, 

electronics, and athletic uniform (if applicable) before checking out. 

 

Pregnant Students 

Students involved with a pregnancy have changed their lives and some of their obligations and priorities. The 

prospective parents must take on new responsibilities and act accordingly. The school will respond with a 

required program of counseling based on the circumstances of each case. There will be no discrimination in the 

manner in which young men and women are considered in the issue of pregnancy. Every effort will be made to 

assist the pregnant student to complete his/her education. The time at which the student leaves the school, for 

maternity leave, will be determined after the parties have considered the needs of the student and the common 

good of the school. Any pregnant student attending school must have a doctor’s medical approval on file at the 

school. A new mother can return to classes only after meeting with the Principal and any other parties deemed 

necessary. 

 

Students Not Living with Parent(s)/Guardian(s) 

If the student is 18 years old and is living on his/her own, the student may be able to make his/her educational 

decisions, but parent(s)/guardian(s) will still be contacted unless the appropriate documentation has been 

submitted.  

Field Trips 

Before participating in any field trip, students must have their parent/guardian sign a permission slip and return it 

to the staff member in charge. Students on field trips are expected to conform to all school rules of conduct and 

are subject to all school disciplinary procedures. 

Fire and Disaster Drills 

Fire and disaster drills at regular intervals are required by law and are an important safety precaution. Teachers 

will instruct students on what to do in the event of a drill or emergency. Classes will assemble on the field. 



25 
 

Flyers and Advertisements 

Flyers or advertisements may not be distributed on campus without the approval of the school Administration. 

Unauthorized flyers will be confiscated, and the student(s) may be subject to disciplinary action. 

 

Early Pick-up 

An authorized person per the Emergency Card must sign out students who need to leave school during the day.  

Parents must notify the school, in writing, if the student is leaving unaccompanied (only if the student is 18 years 

of age) or if an individual not authorized by the Emergency Card is picking him/her up. 

 

School Supplies, Equipment and Materials 

Students and their parents are responsible for all textbooks, assigned computers, supplies, equipment, uniforms, 

and instructional materials supplied by the school.  All items must be returned to the school or paid for if lost, 

stolen or damaged. Parents are responsible to pay any fines incurred. 

Visitors/Pets 

All visitors must check in with the Main Office and present their current identification card. 

It is not acceptable for students to have friends, relatives or pets attend class with them during the school day.  

Work Permits 

According to state law, no student under 18 years of age is permitted to work without a permit. This permit may 

be obtained from the Counseling Office. If, at any time, the work that a student is doing outside of school interferes 

with his/her health, school attendance or schoolwork, the permit may be revoked.  Students are required to have 

a minimum of a 2.0 GPA to be considered for the permit. 

 

Parent Participation 

The participation of the parents/guardians at Discovery Prep in support of their child’s education and academic 

achievement is an important component of our school community.  Parents should be available to attend monthly 

parent meetings, parent conferences, and to meet with teachers and administrators as needed. Parents are 

encouraged to join PAC (Parent Advisory Committee), SSC (School Site Council), Special Education Committee, 

and ELAC  (English Learner Advisory Committee). 

 

Nondiscrimination Statement 

Discovery Prep prohibits discrimination in employment, educational programs, and activities on the basis of race, 

national origin, color, creed, religion, sex, age, disability, veteran status, sexual orientation, gender identity, or 

family status.  Concerns may be directed to the Discovery Prep Board of Directors.   

 

Sex Education Disclosure 

Discovery Prep may, throughout the year, provide sexual health education. Per the California Healthy Youth Act, 

Ed Code 51938(a), permission slips are not required for comprehensive sexual health education and HIV 

prevention education. As a parent, you have the option to exclude your student from these activities, class sessions 

and/or presentations. Please contact the office at (818) 897-1187 to request your student be excluded from 

activities/presentations and/or class sessions with sexual health education. 

 

 
 

 

 

tel:(818)%20897-1187


26 
 

ATTACHMENT A  

Discovery Charter Preparatory School 

Visitor Policy 
 

Policy: Closed Campus  

DCPS (Discovery Charter Preparatory School) is a closed campus. All students are required to remain on school grounds 

during the regularly scheduled school day, including the lunch period. It is unlawful for anyone to take a student away 

from school during the regular school day without obtaining proper permission from a school official.  

 

Policy: Visitor Policy  

Visitors and volunteers are welcome in our school. Principal is responsible for managing involvement of volunteers and 

visitors in their respective schools, and for ensuring that the activities of visitors and volunteers do not result in undue 

disruption of the instructional program. It is also important that the presence of visitors and volunteers does not contribute 

to safety or security issues for students and staff members or for the visitors themselves. 

 

Note: All visitors, volunteers, school board members, parents and other support personnel are expected to comply with 

the procedures outlined in this policy. DCPS follows all LACOE Health Department policies regarding COVID-19 and 

otherwise. Policies change often, and DCPS will do best to communicate updates via Blackboard and the DCPS website 

as they are received. 

 

Procedures:  

The principal or principal’s designee will:  

1. Require all parents, visitors, and volunteers to report to the main office of the school immediately upon entrance. 

This will allow the principal and school staff to account for all persons in the building, consistent with the above 

stated “purposes” of this directive.  

2. Require all parents, visitors, and volunteers to sign-in and sign-out on a Visitors and Volunteers Log.  

 

3. Provide all parents, visitors, and volunteers with a visitor’s badge to wear during their stay at the school. The 

badge is to be returned to the school office when the visitor or volunteer signs-out. No one is to be permitted to 

visit or volunteer without a badge. Principals may ask any parents, visitors or volunteers who refuse to conform to 

visitors’ procedures to exit the campus/building. Parents, visitors, and volunteers are not permitted to make 

impromptu visits to classrooms during the school day without previously checking in with the office staff.  

 

4. Require that visitors, who wish to observe instruction, pre-schedule classroom visits. The principal should consult 

with the classroom teacher(s) to arrange a requested visit. The final authority for the decision of when a visit will 

occur rests with the principal, who must determine whether the frequency of visits by an individual or group of 

individuals to a classroom causes disruption to the individual program.  

 

5. Inform parents and school staff of the procedures outlined in these procedures and any additional procedures 

instituted, at the school level, to manage visitor involvement in the school. The principal shall transmit annually, 

in writing, all such information to parents and staff during the first two weeks of the new school year.  
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ATTACHMENT B  

Discovery Charter Preparatory School 

VOLUNTEER POLICY 
 

Discovery Charter Preparatory knows that parent’s involvement in school is critical for your child’s educational success and we look forward to 

having you engage with us in a meaningful way. Parents are encouraged to volunteer on campus to build that bridge and cultivate a strong 

partnership. With a new policy in place, we ask you to volunteer with Lucero Perez or Elizabeth Cerna and always remember to sign in at the front 

office.  
Level 1 -  Volunteer Application:  

Ẇ One time only activities such as Chaperone a single field trip  
Level 2 - Volunteer Application & submit Negative TB Results no more than 6 months old: 

Ẇ Chaperone a field trip more than 1 time 

Ẇ Volunteer on campus with regular student contact directly supervised by a credentialed or qualified staff  

Level 3 - Volunteer Application & submit Negative TB Results no more than 6 months old & Livescan: Ẇ Unsupervised contact with students for 

tutoring or coaching  
These requirements are in place to ensure the safety of your child. Please contact the office if you have any questions about the policy or need 

support in finding a provider to obtain the required results.  

 

 

 

Discovery Charter Preparatory School 

VOLUNTEER APPLICATION 
 
 
 

Date: ______________ Student Name: ____________________________________________  

 

Volunteer: ____________________________________ Relationship to Student:____________  

 

Please select the level of volunteer you would like to apply for and submit the required documentation.  
Level 1 -  

Volunteer Application:  

Ẇ One time only activities such as Chaperone a single field trip  

Ẇ Volunteer at school. 

 

Level 2 -  
Volunteer Application & submit Negative TB Results no more than 6 months old:  

Ẇ Chaperone a field trip more than 1 time  

Ẇ Volunteer on campus with regular student contact directly supervised by a credentialed or qualified staff  

 

Level 3 -  
Volunteer Application & submit Negative TB Results no more than 6 months old & Livescan:  

Ẇ Unsupervised contact with students for tutoring or coaching. 
 

 

Volunteer Signature _________________________________Phone:____________________  

 
 
Date: ______ 
 

Please contact us at (818)897-1187 to schedule an appointment or reach us via e-mail info@discoveryprep.org. 

 

 

 

 
 

 

mailto:info@discoveryprep.org
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ATTACHMENT  C 

Uniform Complaint Procedures (UCP) 

 

This document contains rules and instructions about the filing, investigation and resolution of a Uniform Complaint 

Procedures (UCP) complaint regarding an alleged violation by Discovery Charter Preparatory School #2 of federal or 

state laws or regulations governing educational programs, including allegations of unlawful discrimination, harassment, 

intimidation, bullying  and non-compliance with laws  relating  to pupil fees and our Local Control and Accountability 

Plan  (LCAP). 

 

This document presents information about how we process UCP complaints concerning particular programs or activities in 

which we receive state or federal funding. A UCP complaint is a written and signed statement by a complainant alleging a 

violation of federal or state laws or regulations, which may include an allegation of unlawful discrimination, harassment, 

intimidation, bullying or charging pupil fees for participation in an educational activity or non-compliance with the 

requirements of our LCAP. A complainant is any individual, including  a person's  duly authorized  representative  or an 

interested  third party, public  agency,  or organization who files a written complaint alleging violation of federal or state 

laws or regulations, including allegations of unlawful discrimination, harassment, intimidation,  bullying  and non-

compliance  with laws relating to pupil fees or non-compliance with the requirements of our LCAP. If the complainant is 

unable to put the complaint in writing, due to a disability or illiteracy, we shall assist the complainant in the filing of the 

complaint. 

 

A pupil fee is a fee, deposit,  or other charge  imposed  on pupils, or a pupil's parents  or guardians, in   violation of state codes 

and constitutional provisions which require  educational  activities  to be provided  free of charge to all pupils without regard to 

their families' ability or willingness to pay fees or request special waivers. Educational  activities  are those offered by a school, 

school district, charter  school,  or county office of education that constitute a fundamental part of education, including, but not 

limited to, curricular and extracurricular  activities. 

 

A pupil fee includes, but is not limited to, all of the following: 

1. A fee charged to a pupil as a condition for registering for school or classes, or as a condition for participation in a class or an 

extracurricular activity, regardless of whether the class or activity is elective or compulsory, or is for credit. 

2. A security deposit, or other payment, that a pupil is required to make to obtain a lock, locker, book, class apparatus, musical  

instrument,  clothes, or other materials  or equipment. 

3. A purchase that a pupil is required to make to obtain materials, supplies, equipment, or clothes associated with an educational 

activity. 

 

The LCAP is an important component of the Local Control Funding Formula (LCFF), the revised school finance system that 

overhauled how California funds its K-12 schools. Under the LCFF we are required to prepare an LCAP, which describes how 

we intend to meet annual goals for our pupils, with specific activities to address state and local priorities identified pursuant to 

Education Code Section 52060(d). 

 

Programs and activities that are implemented by our district and subject to the UCP in which we receive state or federal 

funding are: 

 

 Consolidated Categorical Programs 

 Foster and Homeless Youth Services 

 Local Control Funding Formula and Local Control Accountability Plans 

 NCLB Titles I-III 

 Every Student Succeeds Act (ESSA) 

 Nutrition  Services – USDA Civil  Rights 

 School Facilities 

 School Safety Plan 

 Special Education 
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The following complaints shall be referred to other agencies  for appropriate resolution  and are not subject  to our UCP process 

set forth in this document unless these procedures are made applicable by separate interagency  agreements: 

1. Allegations of child abuse shall be referred to County Department of Social Services (DSS), Protective Services Division or 

appropriate law enforcement agency. 

2. Health and safety complaints regarding a Child Development Program shall be referred to the Department of Social Services 

for licensed facilities, and to the appropriate Child Development regional administrator for licensing-exempt facilities. 

3. Employment discrimination, harassment, intimidation or bullying complaints shall be sent to the State Department of Fair 

Employment and Housing (DFEH). 

4. Allegations of fraud shall be referred to the Legal, Audits and Compliance Branch in the California Department of Education 

(CDE). 

 

The responsibilities of the Discovery Charter Preparatory School #2 

 

We have the primary responsibility to insure compliance with applicable state and federal laws and regulations. We shall 

investigate complaints alleging failure to comply with applicable state and federal laws and regulations including, but not 

limited to, allegations about discrimination, harassment, intimidation, bullying and noncompliance with laws relating to pupil 

fees for participation in an educational activity and LCAP and seek to resolve those complaints in accordance with our Uniform 

Complaint Procedures. 

 

We shall ensure annual dissemination of the written notice of our complaint procedures to students, employees, parents or 

guardians of its students, school and district advisory committee members, appropriate private school officials or 

representatives, and other interested parties that includes information regarding unlawful pupil fees and LCAP requirements. 

 

An appeal is a request made in writing to a level higher than the original reviewing level by an aggrieved party requesting 

reconsideration or a reinvestigation of the lower adjudicating body’s decision. 

Our UCP Annual Notice shall also include information regarding the requirements of Education Code sections 49010 through 

49013 relating to pupil fees and information regarding the requirements of Education Code section 52075 relating to the LCAP. 

 

Our UCP Annual Notice shall be in English and in the primary language, pursuant to section 48985 of the Education Code, or 

mode of communication of the recipient of the notice. 

 

The following is responsible for receiving and investigating complaints and ensuring our compliance:  

 

Discovery Charter Preparatory School  

Board of Directors 

13570 Eldridge Avenue Sylmar, CA 91342 

 

The above, responsible for compliance and investigations, is knowledgeable about the laws and programs assigned to 

investigate. 

 

We will investigate all allegations of unlawful discrimination, harassment, intimidation or bullying against any protected group 

as identified in Education Code section 200 and 220 and Government Code section 11135, including any actual or perceived 

characteristics as set forth in Penal Code section 422.55 or on the basis or a person’s association with a person or group with 

one or more of these actual or perceived characteristics in any program or activity conducted by the LEA, which is funded 

directly by, or that receives or benefits from any state financial assistance. 

 

An unlawful discrimination, harassment, intimidation and bullying complaint shall be filed no later than six months from the 

date the alleged discrimination, harassment, intimidation or bullying occurred, or six months from the date the complainant first 

obtained knowledge of the facts of the alleged discrimination, harassment, intimidation or bullying. 

 

The time for filing discrimination, harassment, intimidation or bullying complaint may be extended in writing by our district 

superintendent or his or her designee, upon written request by the complainant setting forth the reasons for the extension.  The 

period for filing a discrimination, harassment, intimidation or bullying complaint may be extended by our superintendent or his 

or designee for good cause for a period not to exceed 90 calendar days following the expiration of the six month time period. 

Our superintendent shall respond immediately upon a receipt of a request for extension. 
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The complaint shall be filed by one who alleges that he or she has personally suffered unlawful discrimination, harassment, 

intimidation, and bullying or by one who believes an individual or any specific class of individuals has been subjected to 

discrimination, harassment, intimidation, and bullying prohibited by his part. 

 

We ensure that complainants are protected from retaliation and that the identity of a complainant alleging discrimination, 

harassment, intimidation, and bullying remain confidential as appropriate. 

 

An investigation of a discrimination, harassment, intimidation, and bullying complaint shall be conducted in a manner that 

protects confidentiality of the parties and maintains the integrity of the process. 

 

Complainants are advised of the right to pursue civil law remedies under state or federal discrimination, harassment, 

intimidation or bullying laws. Civil law remedies, including, injunctions, restraining orders, or other remedies or orders may 

also be available at any time.  

 

If we find merit in a pupil fees and/or an LCAP complaint we shall provide a remedy to all affected pupils, parents, and 

guardians that, in the case of pupil fees, includes reasonable efforts by us to ensure full reimbursement to all affected pupils, 

parents, and guardians, subject to procedures established through regulations adopted by the state board. 

 

We submitted our UCP policies and procedures to our local governing board for approval and adoption (see the top of this 

document for final adoption date). 

 

Filing a complaint with the Discovery Charter Preparatory School #2 

 

Except for Williams/Valenzuela Uniform Complaint Process complaints regarding instructional materials,  emergency  or 

urgent facilities conditions that pose a threat to the health or safety of pupils or staff and teacher vacancies or misassignments, 

and complaints  that allege discrimination, harassment, intimidation, and bullying, any individual, public agency  or 

organization may file a written complaint  with our district superintendent  or his or her designee  alleging  a matter which, if 

true, would constitute  a violation by our LEA of federal or state law or regulation governing  a program.  A pupil fees 

complaint may be filed with the principal of a school. 

 

A pupil fees complaint and/or an LCAP complaint may be filed anonymously if the complaint provides evidence or information 

leading to evidence to support an allegation of noncompliance with laws relating to pupil fees. 

 

A pupil fee complaint shall be filed no later than one year from the date the alleged violation occurred. 

 

We will attempt in good faith by engaging in reasonable efforts to identify and fully reimburse all pupils, parents and guardians 

who paid a pupil fee within one year prior to the filing of the complaint. 

 

The investigation shall provide an opportunity for the complainant, or the complainant’s representative, or both, to present 

evidence or information. 

 

Refusal by the complainant to provide the investigator with documents or other evidence related to the allegations in the 

complaint, or to otherwise fail or refuse to cooperate in the investigation or engage in any other obstruction of the investigation, 

may result in the dismissal of the complaint because of a lack of evidence to support the allegations. 

 

Refusal by Discovery Charter Preparatory School #2 to provide the investigator with access to records and/or other information 

related to the allegation in the complaint, or to otherwise fail or refuse to cooperate in the investigation or engage in any other 

obstruction of the investigation, may result in a finding based on evidence collected that a violation has occurred and may result 

in the imposition of a remedy in favor of the complainant. 

 

Except for Williams/Valenzuela Uniform Complaint Process complaints and pupil fees complaints, a UCP complaint will be 

investigated and a written report (also known as the Decision) issued to the complainant within 60 calendar days from the date 

of the receipt of the complaint, unless the complainant agrees in writing to an extension of time. 

We shall issue a Decision based on the evidence and will contain the following elements: 
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(i) the findings  of fact based  on the evidence gathered, 

(ii) conclusion of law, 

(iii) disposition  of the complaint, 

(iv) the rationale  for such disposition, 

(v) corrective  actions,  if any are warranted, 

(vi) notice  of the complainant's  right to appeal our LEA Decision  to the CDE,  and 

(vii) Procedures to be followed for initiating an appeal to the CDE. 

 

Nothing in this document shall prohibit anyone involved in the complaint from utilizing alternative methods to resolve the 

allegations, such as mediation. Nor are we prohibited from resolving complaints prior to the formal filing of a written 

complaint. Mediation is a problem solving activity whereby a third party assists the parties to the dispute in resolving the 

complaint. 

 

Copies of these complaint procedures shall be available free of charge. 

 

Federal and State Laws cited: 

1. 34 Code of Federal Regulations   (CFR] §§ 300.510-511 

2. California   Code of Regulations   (CCR] Title 5 §§ 4600-4687 

3. California   Code of Regulations   (CCR] Title 5 § 4610(b) 

4. California   Code of Regulations   (CCR] Title 5 § 4622 

5. California   Code of Regulations   (CCR] Title 5 §§ 4630-4631 

6. California   Education Code   (EC] §§ 200, 220, 262.3 

7. California   Education   Code   (EC] §§ 234 - 234.5 

8. California   Education Code   (EC] § 35186 

9. California   Education Code   (EC] § 48985 

10. California   Education Code   (EC] §§ 49010 - 49013 

11. California Education Code [EC] § 52075 

12. California   Government   Code   (GC] §§ 11135, 11138 

13. California   Penal Code   (PC) § 422.55 
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ATTACHMENT D  

Uniform Complaint Procedures Form 

 
Last Name: ___________________________________________ First Name: ______________________________ 

Student Name (if applicable): _____________________________ Grade: _________Date of Birth: _____________   

Address: ________________________________________________________________   Apt. /Suite #: _________  

City: __________________________________________ State: _________________ Zip Code: _______________ 

Home Phone: ___________________________ Cell Phone: _______________ Work Phone: __________________ 

Email Address: ______________________________________ Date of Alleged Violation(s): __________________  

 

Alleged Violation(s): ____________________________________________________________________________ 

   
For noncompliance allegations, check the program or activity referred to in your complaint if applicable: 

 

Ẅ After School Education 

& Safety 
 

 

Ẅ Bilingual Education 

 

Ẅ California Peer Assistant 

& Review Programs for 
Teachers 

 

Ẅ Child Nutrition  

 

 

Ẅ Compensatory Education 

 

 

 

Ẅ Consolidated Categorical 

Aid 

 

 

Ẅ Course Periods without 

Educational Content 

Ẅ Education of Pupils in 

Foster Care, Pupils who 
are Homeless, former 

Juvenile Court Pupils 

now enrolled in the 
District & Children of 

Military Families 

 

Ẅ Every Student Succeeds 

Act/No Child Left 
Behind (Tittle I-VII) 

 

Ẅ Local Control & 

Accountability Plans 
(LCAP) 

 

Ẅ Migrant Education 

 

Ẅ Physical Education 

Instructional Minutes 

 

Ẅ Pupil Fees 

 

 

Ẅ Reasonable 

Accommodations to a 

Lactating Pupil 

 

Ẅ School Safety Plan 

 

Ẅ Special Education  

 
 

 

Ẅ Tobacco-Use Prevention 

Education 

 

Ẅ Other:  

 

For complaints of unlawful discrimination, harassment, intimidation or bullying (employee-to-student, student- to student, third party 

to student, employee-to-third party) filed no later than six months from the date it occurred or when knowledge was obtained that it 

occurred, check which actual or perceived protected groups upon which the alleged conduct was based: 

Ẅ Sex Ẅ Sexual Orientation Ẅ Gender 

Ẅ Gender Identity Ẅ Gender Expression Ẅ Ancestry 

Ẅ Ethnic Group Identification Ẅ Race or Ethnicity Ẅ Religion 

Ẅ Nationality Ẅ National Origin Ẅ Immigration Status 

Ẅ Color 

Ẅ Association with a person or group 

with one or more of the actual or 

perceived groups listed here 

Ẅ Mental or Physical Disability Ẅ Lactating Student    

Ẅ Age 

 

 

For bullying complaints not based on protected groups and other complaints not listed on this form, contact Discovery 

Charter Preparatory Board of Directors at board@discoveryprep.org or (818) 897-1187 or Principal, Dr. Karen Smith at 

ksmith@discoveryprep.org or (818) 928-2302. For complaints of employee-to-employee discrimination or harassment, contact 

Board of Directors at board@discoveryprep.org or Human Resource, Lucy Perez at lperez@discoveryprep.org or                

(818) 897-1044.  

 

 

 

mailto:board@discoveryprep.org
mailto:ksmith@discoveryprep.org
mailto:board@discoveryprep.org
mailto:lperez@discoveryprep.org
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1. Please give facts about your complaint. Provide details such as the names of those involved, dates, whether witnesses were 

present, etc., that may be helpful to the complaint investigator. 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

__________________________________________________________________________ 

______________________________________________________________________________________ 

 

2. Have you attempted to discuss your complaint with any District personnel? If so, with whom and what was the result? 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

________________ 

 

3. Provide copies of any written documents that may be relevant or supportive of your complaint. 

 

I have attached supporting documents. □ Yes   □ No 

 

 

Signature: ____________________________________________________                Date: ____________________ 

 

Mail, Fax or E-mail your UCP Complaint/Documents to: 

 

Ẅ Mail : Discovery Charter Preparatory School 

c/o Board of Directors or Principal 

13570 Eldridge Avenue, Sylmar,CA 91342 

 

Ẅ E-mail:  Board President, Julian Almaraz  board@discoveryprep.org 

                            Principal, Dr. Karen Smith ksmith@discoveryprep.org 

 

Ẅ FAX:  (818) 897-1295 

 

For more information, please contact Dr. Karen Smith (818) 928-2302. 

 

    

              
 

 

 

 

 

mailto:board@discoveryprep.org
mailto:board@discoveryprep.org
mailto:board@discoveryprep.org
mailto:ksmith@discoveryprep.org
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Attachment E 

Regarding Williams/Valenzuela Uniform Complaint Process  

 

BACKGROUND 

 

The Eliezer Williams, et al., vs. State of California, et al. (Williams) case was filed as a class action in 2000 in 

San Francisco County Superior Court. The plaintiffs included nearly 100 San Francisco County pupils, who 

filed suit against the State of California and state education agencies, including the California Department of 

Education (CDE). The basis of the lawsuit was that the agencies failed to provide public school pupils with 

equal access to instructional materials, safe and decent school facilities, and qualified teachers. 

 

After four years of intense litigation, the parties in the case reached a Settlement Agreement on August 13, 

2004. Governor Arnold Schwarzenegger signed laws implementing the legislative proposals set forth in the 

parties’ Settlement Agreement on September 29, 2004. 

 

WILLIAMS/VALENZUELA LEGISLATION REQUIREMENTS 

A. There should be sufficient textbooks and instructional materials. That means each pupil, including 

English learners, must have textbooks or instructional materials, or both, to use in class and to take 

home or use after class. 

 

B. School facilities must be clean, safe, and maintained in good repair. 

 

C. There should be no teacher vacancies. 

1) Teacher vacancy means a position to which a single designated certificated employee has not 

been assigned at the beginning of the year for an entire year or, if the position is for a one-

semester course, a position to which a single designated certificated employee has not been 

assigned at the beginning of a semester for an entire semester. 

2) There should be a teacher assigned to each class and not a series of substitutes or other 

temporary teachers. 

 

D. There should be no teacher misassignments. 

1) Misassignment means the placement of a certificated employee in a teaching or services 

position for which the employee does not hold a legally recognized certificate or credential or 

the placement of a certificated employee in a teaching or services position that the employee is 

not otherwise authorized by statute to hold. 

2) The teacher should have the proper credential to teach the class, including the certification 

required to teach English learners if present. 

 

III. NOTICE POSTING REQUIREMENT 

 

A. “ 

B. ” (Attachment A) must be posted in each classroom visible to staff, pupils, parents and other 

stakeholders. 
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C. “Williams/Valenzuela Complaint Procedures Form for Education Code Section  35186”  in  English  

and  Spanish  (Attachments  B  and  C)  can   be obtained in the school’s main office, through the 

Discovery Charter Preparatory website: www.discoveryprep.org by calling (818) 897-1187 or 

California Department of Education website: http://www.cde.ca.gov/re/cp/uc/. 

 

IV. COMPLAINT PROCEDURES 

A. Complaint Filing 

1) Complaints may be filed anonymously and the complainant need not use the “Williams/Valenzuela 

Uniform Complaint Procedures Form” to file a complaint. 

 

2) Written complaint forms can be filed with either the Board of Directors or the Principal of the 

school.  

 

3) Completed Williams/Valenzuela Uniform Complaint Procedures forms can be submitted in 1 of 3 

ways: 

Mail: 

Discovery Charter Preparatory School 

c/o Board of Directors or Principal 

         13570 Eldridge Avenue, Sylmar,CA 91342 

 

E-mail:   Board President, Julian Almaraz     board@discoveryprep.org   

Principal, Dr. Karen Smith     ksmith@discoveryprep.org     

 

FAX:     (818) 897-1295 

4) To receive a response, the complainant’s contact information and mailing address must be 

completed and checked to indicate the need for a response. If Section 48985 of the Education Code 

is applicable, the response, if requested, and report shall be written in English and the primary 

language in which the complaint was filed. 

 

B. Complaint Response 
 

1) Complaints will be investigated immediately. Valid complaints shall be remedied within 30 

working days from the date the complaint was received.  

 

2) Within 45 working days of the initial filing of the complaint, Discovery Charter Preparatory 

School’s Board of Directors will mail a response with the resolution to the complainant, if contact 

information is provided and a request for a response is checked.  

 

V.    APPEALS PROCESS 

A. Complainants not satisfied with the resolution shall have the right to describe the complaint to 

Discovery Charter Preparatory School’s Board of Directors at a regularly scheduled meeting. To 

obtain information regarding Board meeting schedules, please contact: Lucy Perez, Human Resource 

at (818) 897-1044 or lperez@discoveryprep.org  

 

B. Complainants not satisfied with the resolution involving emergency or urgent school facilities 

http://www.discoveryprep.org/
http://www.cde.ca.gov/re/cp/uc/
http://www.cde.ca.gov/re/cp/uc/
http://www.cde.ca.gov/re/cp/uc/
mailto:board@discoveryprep.org
mailto:ksmith@discoveryprep.org
mailto:lperez@discoveryprep.org
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conditions can file an appeal to the Superintendent of Public Instruction within 15 days of receiving 

the report. 

 

 

 

Tony Thurmond 

State Superintendent of Public Instruction 

California Department of Education 

1430 N Street 

Sacramento, CA 95814 

 

C. The Superintendent of Public Instruction shall provide a written report to the State Board of Education 

describing the basis of the complaint and, as appropriate, a proposed remedy for the issue described in 

the complaint. 

 

VI.   WILLIAMS/VALENZUELA COMPLAINTS DATA REPORTING 

A. The Principal of Discovery Charter Preparatory will report summarized data regarding the 

Williams/Valenzuela Uniform Complaints on a quarterly basis to the Discovery Charter Preparatory 

School’s Board of Directors at a regular scheduled Board meeting. 

 

B. The report shall include the number of complaints by general subject area with the number of resolved 

and unresolved complaints. Reports, complaints and written responses will be available as public 

records. 

 

VII. COMPLAINT TRACKING SYSTEM 

 Williams/Valenzuela Complaint Tracking System (Attachment D) is provided to show the process 

used to handle each complaint received. 

 

AUTHORITY:  This is a policy of Discovery Charter Preparatory. The following legal standards are 

applied in this policy: California Education Code Section 35186 as amended 

ATTACHMENTS:  
   

 Attachment A (English and Spanish) - “Notice to Parents, Guardians, Pupils,  Teachers and Other 

Stakeholders - Important Information About Your Complaint Rights - Williams/Valenzuela 

Legislation” 

 

 Attachment B (English) - “Williams/Valenzuela Uniform Complaint Procedures Form for Education 

Code Section 35186 Complaint” 

 

 Attachment C (Spanish) - “Williams/Valenzuela Uniform Complaint Procedures Form for Education 

Code Section 35186 Complaint” 

 

 Attachment D - “Williams/Valenzuela Complaint Tracking System” 

 

ASSISTANCE:  For assistance or additional information, please call or email: 

 Dr. Karen Smith, Principal at Discovery Charter Preparatory at (818)928-2302 or 

ksmith@discoveryprep.org



 

 

NOTICE TO PARENTS, GUARDIANS, PUPILS, TEACHERS AND OTHER STAKEHOLDERS 

IMPORTANT INFORMATION ABOUT YOUR COMPLAINT RIGHTS 
WILLIAMS/VALENZUELA LEGISLATION 

Pursuant to California Education Code Section 35186 , you are hereby notified that: 

1. There should be sufficient textbooks and instructional materials. That means each pupil, including English 

learners, must have a textbook or instructional materials, or both, to use in class and to take home. 

2. School facilities must be clean, safe, and maintained in good repair. 

3. There should be no teacher vacancies or misassignments. There should be a teacher assigned to each class and not a series of substitutes or other 

temporary teachers. The teacher should have the proper credential to teach the class, including the certification required to teach English learners 

if present. 

Teacher vacancy means a position to which a single designated certificated employee has not been assigned at the beginning of the year for an 

entire year or, if the position is for a one-semester course, a position to which a single designated certificated employee has not been assigned at 

the beginning of a semester for an entire semester. 

Misassignment means the placement of a certificated employee in a teaching or services position for which the employee does not hold a legally 

recognized certificate or credential or the placement of a certificated employee in a teaching or services position that the employee is not otherwise 

authorized by statute to hold. 

4. Pupils, including English learners, who have not passed one or both parts of the high school exit examination (CAHSEE) by the end of the 12th 

grade are to be provided the opportunities to receive intensive instruction and services for up to two consecutive academic years after the 

completion of grade 12. 

5. A complaint form may be obtained at the school office or downloaded from the school’s Web site www.discoveryprep.org . You may also 

download a copy of the California Department of Education complaint form from the following Web site: http://www.cde.ca.gov/re/cp/uc/. 

ω ω ω 

AVISO A LOS PADRES, TUTORES, ALUMNOS, MAESTROS Y OTROS INTERESADOS 

INFORMACIÓN IMPORTANTE SOBRE SUS DERECHAS DE QUEJA LEGISLACIÓN 
DE WILLIAMS/VALENZUELA 

De conformidad con el Artículo 35186 del Código de Educación de California, por la presente se les 
comunica que: 

1. Debe haber suficientes libros de texto y materiales didácticos. Esto significa que cada alumno, incluidos los que aprenden el idioma inglés, deben 

tener un texto o materiales didácticos o ambos para utilizar en la clase y para llevar a casa o utilizar después de clase. 

2. Las instalaciones escolares deben estar limpias, ser seguras y mantenerse en buen estado. 

3. No debería haber vacantes ni asignaciones inadecuadas de maestros. Debería haber un profesor asignado a cada clase y no una serie de suplentes u 

otros profesores temporales. El profesor debería tener la credencial apropiada para impartir la clase, incluida la certificación obligatoria para 

enseñarles a los alumnos del idioma inglés, si los hay. 

La vacante de un profesor significa un puesto al que no se le ha asignado un solo empleado certificado al principio del año para todo el año, 
o si se trata de un puesto para un curso de un solo semestre, un puesto al que no se le ha asignado un empleado certificado y designado al 
principio del semestre para un semestre entero. 

La asignación inadecuada significa la asignación de un empleado certificado a un puesto de enseñanza o servicios para el que el empleado 
no tenga un certificado o una credencial legalmente reconocidos o la asignación de un empleado certificado a un puesto de enseñanza o 
servicios que el empleado no esté autorizado de otra manera a ocupar legalmente. 

4. A los alumnos, incluidos los del idioma inglés, que no hayan aprobado una o ambas partes del examen de egreso de la preparatoria (CAHSEE) para 

el fin del 12º grado se les deben brindar las oportunidades de recibir enseñanza y servicios intensivos por hasta dos años académicos consecutivos 

después de terminar dicho grado. 

5. Se puede obtener un formulario para presentar una queja en la oficina de la escuela, la oficina del distrito o se puede bajar el formulario del sitio 

web del Distrito Escolar: www.lausd.net . También se puede bajar una copia del formulario para presentar una queja del Departamento de Educación 

de California en el siguiente sitio web: http://www.cde.ca.gov/re/cp/uc/. 

BUL-4759.1  Office of General Counsel BUL-4759.1 - Office of General Counsel  

 

http://www.cde.ca.gov/re/cp/uc/
http://www.cde.ca.gov/re/cp/uc/
http://www.cde.ca.gov/re/cp/uc/
http://www.cde.ca.gov/re/cp/uc/
http://www.lausd.net/
http://www.lausd.net/
http://www.cde.ca.gov/re/cp/uc/
http://www.cde.ca.gov/re/cp/uc/
http://www.cde.ca.gov/re/cp/uc/


 

 

 
Williams/Valenzuela Uniform Complaint Procedures Form 
For Educational Code Section 35186 Complaint 

 
California Education Code (EC) Section 35186 created a procedure for the filing of complaints concerning 

deficiencies related to instructional materials, conditions of facilities that are not maintained in a clean or safe manner or in good 
repair, and teacher vacancy or misassignment.  Such complaints may  be filed anonymously. However, if you wish to receive a 
response to your complaint, you must indicate below and provide the following contact information. 

Response requested:  Yes  No 
 

Date of Problem: School Name: Principal:    
Location of Problem (Room Number, Building, or Location):      

Course or Grade Level:   
Issue of complaint (please check all that apply) : 

1. Textbooks and Instructional Materials  

Teacher Name:    

 

Ẅ A pupil, including an English learner, does not have standards-aligned textbooks or instructional 

materials or state -adopted or District-adopted textbooks or other required instructional materials to use 

in class. 

Ẅ A pupil does not have access to textbooks or instructional materials to use at home or after school. This 

does not require two sets of textbooks or instructional materials for each pupil. 

Ẅ Textbooks or instructional materials are in poor or unusable condition, have missing pages, or are 

unreadable due to damage. 

Ẅ A pupil was provided with photocopied sheets from only a portion of a textbook or instructional 

materials to address a shortage of textbooks or instructional materials. 

2. Facility Conditions 

Ẅ A condition at the school poses an urgent or emergency threat to the health or safety of pupils or staff, 

including: abatement of hazardous materials previously undiscovered that pose an immediate threat to 

pupils or staff, broken windows or exterior doors or gates that will not lock and that pose a security 

risk,  electrical power failure, gas leaks, major pest or vermin infestation, major sewage stoppage, 

nonfunctioning air-conditioning systems, fire sprinklers, heating or ventilation, structural damage 

creating a hazardous or uninhabitable condition, and any other emergency conditions that the District 

determines appropriate. 

Ẅ A school restroom has not been maintained or cleaned regularly, is not fully operational, or has not 

been stocked at all times with toilet paper, soap, and paper towels or functional hand dryers. 

Ẅ The school has not kept all restrooms open during school hours when pupils are not in classes, and has 

not kept a sufficient number of restrooms open during school hours when pupils are in class. 

3. Teacher Vacancy or Misassignment 

Ẅ Teacher vacancy - A semester begins and a teacher vacancy exists. (A teacher vacancy is a position to 

which a single designated certificated employee has not been assigned at the beginning of the year for 

an entire year or, if the position is for a one-semester course, a position to which a single designated 

certificated employee has not been assigned at the beginning of a semester for an entire semester.) 

Ẅ A teacher lacks credentials or training to teach English learners is assigned to teach a class with more 

than 20 per cent English learner pupils in the class. 

Ẅ A teacher is assigned to teach a class for which the teacher lacks subject matter competency. 

4. High School Exit Examination 

Ẅ Pupils who have not passed the high school exit exam (CAHSEE) by the end of 12th grade were not 

provided the opportunity to receive intensive instruction and services after the completion of Grade 

12. 

Please describe the issue of your complaint in detail. You may attach additional pages if necessary to fully 
describe the situation:  

 
Please file this complaint at the following location(s): Principal’s Office at Discovery Charter Preparatory 
School,  
13570 Eldridge Avenue, Sylmar, CA 91342, mail, call Principal direct (818) 928-2302, school (818) 897-1187 or 
FAX (818) 897-1295. [!¦{5Ω{ BUL-4759.1 - Office of General Counsel 

DATE STAMP FOR    

OFFICE USE ONLY: 

Name(Optional):      Mailing Address (Optional):  City  Zip Code     Phone 

Number Home (Optional): Cell Phone (Optional):  Work Phone (Optional):   



 

 

 

 
 

WILLIAMS/VALEN ZUELA COMPLAINT TRACKING SYSTEM  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Principal  
Main Office : 818-897-1187 

Fax: 818-897-1295 
Mail: Discovery Charter 

Preparatory School  
              13570 Eldridge Avenue 
              Sylmar, CA 91342 
 

 

Board of Directors 
Main Office : 818-897-

1187 
Fax: 818-897-1295 

Mail :Discovery Charter 

Preparatory School  
              13570 Eldridge Avenue 
              Sylmar, CA 91342 
 

 

Human Resources  
Main Office : 818-897-1044 
Fax: 818-897-1295 
Mail:  Discovery Charter Preparatory School 

             13570 Eldridge Avenue 
          Sylmar, CA 91342 

 
  

Complaint Revised 
by 

Board of Director 
 

 

 
Remedy Forwarded within 30 days 

 
 

 

 

 

 

If NO response from parties above 

 
Report back to  

Board of Directors 
Disposition/Completion Status 
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Attachment F 

Discovery Charter Preparatory School 

SUICIDE PREVENTION POLICY  

INTRODUCTION  

 

Suicide is the second leading cause of death among 10-24 year-olds (behind accidents) in the United Stated 

(CDC2016).This alarming statistic leads us to create and implement a policy to help staff feel more confident in 

intervening with a student they believe to be at risk. Studies have also shown that LGBTQ+  youth are up to four 

times more likely to attempt suicide than their non-LGBTQ+ peers. 

 

AB 2246: Suicide Prevention Policies in Schools 

 

This bill would require the governing board or body of a local educational agency, as defined, that serves pupils 

in grades 7 to 12, inclusive, to, before the beginning of the 2022ï2023 school year, adopt a policy on pupil 

suicide prevention, as specified, that specifically addresses the needs of high-risk groups. 

 

By imposing additional duties on local educational agencies, the bill would impose a state-mandated local 

program. The bill requires the department to develop and maintain a model policy to serve as a guide for local 

educational agencies. The bill is authored by Assembly member Patrick OôDonnell (D-Long Beach) and co-

sponsored by Equality California and The Trevor Project. 

 

The bill requires the following elements be addressed: 

 

PREVENTION: 

1) Suicide Prevention Coordinator (Principal and/or College Counselor)and a crisis team 

2) Annual PD for school staff 

3) Training for mental health professionals 

4) Content in health curriculum 

 

INTERVENTION: 

1) Procedure for assessment and referrals for youth at risk 

2) Procedures to handle in and out of school suicide attempts 

3) Re-entry procedures after a crisis 

4) Parental notification and involvement 

 

POSTVENTION: 

1) Crisis team procedures after a suicide death 

2) Handling interaction and communication with families 

3) Handling media inquiries 

 

RESOURCES AVAILABLE: 

1) Resource guide 

2) 1-800-SUICIDE   1-800-784-2433 

3) 1-800-273-TALK  1 -800-273-8255 

 

PURPOSE 

 

The purpose of this policy is to protect the health and well-being of all Discovery Prep students by having 

procedures in place to prevent, assess the risk of, intervene in, and respond to suicide. Discovery Prep: 

(a) recognizes that physical, behavioral, and emotional health is an integral component of a student’s 

educational outcomes,  

(b) further recognizes that suicide is a leading cause of death among young people, 

(c) has an ethical responsibility to take a proactive approach in preventing deaths by suicide, and  
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(d) acknowledges the school’s role in providing an environment which is sensitive to individual and societal 

factors that place youth at greater risk for suicide and one which helps to foster positive youth development. 

 

Toward this end, the policy is meant to be paired with our current mental health program and restorative practices 

to continue supporting the emotional and behavioral health of students. 

 

DEFINITIONS: SHIFT IN LANGUAGE  

Common misstatements to avoid: Committed suicide, successful suicide and failed suicidal attempt. 

 

Correct statements about suicide to avoid common misstatements: 

1. Die by or of suicide: suicide is a means of death and is neither a crime nor a sin. It is not “committed”. 

The person who dies of suicide is in so much pain that they cannot think rationally at that time. 

Similarly one does not commit cancer, a heart attack or other fatal illnesses. The cause of death is the 

illness, not the person who died of the illness. 

 

2. Completed suicide: completed is the term used for an attempt that ended in death. 

 

3. Survive an attempted suicide: When one does not die from an attempt one is a survivor of an attempt. 

This is not a failed attempt. Suicide is not a “success”. The vast majority of those students who survive 

an attempted suicide go on to thrive and live full lives. 

 

Suicide attempt – A potentially self-injurious behavior, associated with some evidence of intent to die. 

 

Non-suicidal self-injury behavior (NSSI)-Self-injurious behavior not associated with intent to die (intent may 

be to relieve distress or communicate with another person), often called “self- mutilation,” or “suicide gesture.” 

 

Youth suicide cluster – A group of suicides or suicides attempts (3 or more in the same community), or both, that 

occur closer together in time and space than would normally be expected in a given community. 

 

At risk - A student who is defined as high risk for suicide is one who has made a suicide attempt, has the intent to 

die by suicide, or has displayed a significant change in behavior suggesting the onset or deterioration of a mental 

health condition.The student may have thought about suicide including potential means of death and may have a 

plan. In addition, the student may exhibit feelings of isolation, hopelessness, helplessness, and the inability to 

tolerate any more pain. This situation would necessitate a referral, as documented in the following procedures. 

 

Postvention - Suicide postvention is a crisis intervention strategy designed to reduce the risk of suicide and suicide 

contagion, provide the support needed to help survivors cope with a suicide death, address the social stigma 

associated with suicide, and disseminate factual information after the suicide death of a member of the school 

community. 

 

Suicide Contagion - The process by which suicidal behavior or a suicide influences an increase in the suicidal 

behaviors of others. Guilt, identification, and modeling are each thought to play a role in contagion. Although rare, 

suicide contagion can result in a cluster of suicides. 

 

Suicidal ideation-Thinking about, considering, or planning for self-injurious behavior which may result in death. 

A desire to be dead without a plan or intent to end one’s life is still considered suicidal ideation and should be 

taken seriously. 

 

PREVENTION EFFORTS 

School SiteïDiscovery Prep’s principal will designate a Crisis Response Team (CRT) composed of the following 

members: 

 

o Suicide Prevention Coordinator (College Counselor): Point of contact for issues related to suicide 

prevention and policy implementation. Acts as the coordinator for the suicide prevention action plan. 

o Team Leader (One Leadership Member): With the support and guidance from the Suicide Prevention 
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Coordinator, the Team Leader coordinates the development and dissemination of information and 

resources to staff, parents, and students at the site level. 

o Triage Crisis Responders/Counselors (Leadership Members and/or teachers until trained 

professionals are on site.): The triage crisis responder identifies and sorts children according to their 

exposure, identifies pre-existing stressors, and the need for mental health support. 

 

Establishing a crisis response team should consist of administrators, parents, teachers, school employed mental 

health professionals, representatives from community suicide prevention services/school partners, and other 

individuals with expertise in youth mental health. 

Crisis Response Team tasks include: 

ω Provide support in suggesting courses of action to the administration  

      (e.g., staff meetings, letters to be sent home and announcements to the school body) 

ω            Empower teachers in their efforts to talk with students 

ω Provide personnel in the classroom to assist staff members who may need emotional support 

ω Ensure consistency and a continuum of available responding techniques to fit various situations 

ω            Obtain and disseminate accurate information that will help to dispel rumors 

ω Allow students and staff the opportunity to express their thoughts and feelings and  

ask questions in a safe and controlled environment 

ω            Provide support to staff and students during the recovery period 

 

To accomplish these goals, responsibilities in a crisis situation can be divided among various personnel. Best 

practices recommend assigning staff to specific roles and blending roles is not advised. Practicality will determine 

how well this can be carried out in the school. 

 

Staff Professional Development- All staff will receive annual professional development on risk factors, warning 

signs, protective factors, response procedures, referrals, postvention, and resources regarding youth suicide 

prevention. All staff members shall report students they believe to be at elevated risk for suicide to the school 

suicide prevention coordinator. 

 

NOTE: Each staff member will participate in the 8 hour Youth Mental Health First Aid USA and receive 

Certificate from the National Council for Behavioral Health. 

 

The professional development will include additional information regarding groups of students at elevated risk for 

suicide, including those living with mental and/ or substance use disorders, those who engage in self harm or have 

attempted suicide, those in out-of-home settings, those experiencing homelessness, American Indian/Alaska 

Native students, LGBTQ+ (lesbian, gay, bisexual, transgender, questioning, and others) students, students 

bereaved by suicide, and those with medical conditions or certain types of disabilities. 

 

Content in Health Curriculum: Youth Suicide Prevention Programming ï Student programs that address suicide 

can play a significant role in reducing risk for suicide when they are used in conjunction with other strategies such 

as interventions, protocols and staff training. 

 

ω Best practice includes a comprehensive health curriculum for students at all grade levels that meets the 

Health Education Content Standards for California Public Schools. A developmentally- appropriate, 

student-centered education material will be integrated into the curriculum of all K-12 health classes 

and/or during I-connect, community circles, council practices, etc. The content of these age-appropriate 

materials will include: 1) the importance of safe and healthy choices and coping strategies, 2) how to 

recognize risk factors and warning signs of mental disorders and suicide in oneself and others, 3) help-

seeking strategies for oneself or others, including how to engage school resources and refer friends for 

help. 

ω DCPS may provide supplemental small group suicide prevention programming for students, if needed. 

 

Publication and Distribution - This policy will be distributed annually and will be included in all student and teacher 

handbooks and on the school website. 
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INTERVENTION PRACTIC ES 

Assessment and Referral: Identify Students Who May Be at Risk for Suicide 

Be alert to problems that increase suicide risk. 

 

How to conduct a Risk Assessment? 

Although schools do not have the power to completely prevent suicides from occurring, DCPS can help lower the 

risk by making sure teachers are observant when students attend Advisory as well as daily classes. College 

Counselor can conduct risk assessments as needed or include in a Unit on Suicide Prevention during Seminar or 

Advisory classes. A risk assessment is essentially a conversation about current ideation, communication of intent, 

plan, means and access, past ideation, previous attempts, and changes in mood/behavior, stressors, mental illness, 

substance use and protective factors. 

 

Be aware problems facing your students that may put them at risk for suicide. There are a large number of risk factors 

for suicide. Some of the most significant ones are: 

ω Prior suicide attempt(s) 

ω Alcohol and drug abuse 

ω Mood and anxiety disorders, e.g., depression, posttraumatic stress disorder(PTSD) 

ω Access to a means to kill oneself, i.e., lethal means 

ω Non-suicidal self-injury 

ω Tendency to be aggressive and violent and to engage in dangerous, illegal or risky activities 

ω History of child sexual abuse 

ω Family conflict 

ω Precipitants/triggering events leading to humiliation, shame or despair, i.e., loss of relationship, conflict 

with peers or family members. 

ω Hopelessness, th                 belief that problems cannot be solved, poor problem solving ability 

ω Family history of suicide 

ω Severe insignia and agitation 

ω Acute psychosis 

ω Bullying 

ω Being a part of the LGBTQ+ community 

 

Suicide risk is usually greater among people with more than one risk factor. For individuals who are already at 

risk, a “triggering” event causing shame or despair may make them more likely to attempt suicide. 

 

Non-Suicidal Self-Injury Behavior  

ω Common methods of self-punishment “cutting, burning, scratching, head banging” 

ω No intent to die 

 

As a best practice share general safety procedures for non-suicidal self-injury behaviors by developing a written 

personal safety plan that addresses: 

ω How to keep the home environment safe (i.e. removing firearms). 

ω Strategies on parental monitoring 

ω Sharing and recognizing warning signs that a suicidal crisis may be approaching (situations, thoughts, 

feelings, body sensations, behaviors) 

ω Coming up with ways to cope personally with suicidal thoughts – internal coping strategies - without 

calling on other people or resources (relaxation technique, physical activity, review my Hope Box - see page 7 for a 

full description) 

ω Make sure to identify the one thing that is more important to the youth and what’s worth living 

for. 

ω If that doesn’t work, identifying friends, family, and other people to contact for help or distraction 

ω And if that doesn’t work, identifying mental health agencies and other resources that the youth can call 

(911) or visit (emergency room); or California Youth Crisis Line (1-800-843- 5200), National Suicide 
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Prevention Lifeline (1-800-273-TALK), Crisis Text Line (text START to 741-741), and Didi Hirsch 

Community Mental Health Center (1-800-854-7771), Teen Line (www.teenlineonline.orgor 800-TLC-

TEEN (852-8336). 

PLEASE NOTE: Nothing in this policy shall be construed as authorizing or encouraging a school employee to 

diagnose or treat mental illness unless the employee is specifically licensed and employed to do so. Employees 

shall follow the steps outlined in this policy for guidance and execution of assessment and referral of students who 

may be at risk for suicide.  

 

Suicide Warning Signs 

 

Talk - if a person talks about: 

ω Being a burden to others 

ω Feeling trapped 

ω Experiencing unbearable pain 

ω Having no reason to live 

ω Killing themselves 

 

Behavior - Specific things to look out for include: 

ω Increased use of alcohol or drugs 

ω Looking for a way to kill themselves, such as searching online for materials or means 

ω Acting recklessly 

ω Withdrawing from activities 

ω Isolating from family and friends 

ω Sleeping too much or too little 

ω Visiting or calling people to say goodbye 

ω Giving away prized possessions 

ω Aggression 

 

Mood - People who are considering suicide often display one or more of the following moods: 

ω Depression 

ω Loss of interest 

ω Rage 

ω Irritability 

ω Humiliation 

ω Anxiety 

 

Best practices for youth with low risk: 

Students with a low risk of suicide display warning signs of suicide and/or express thoughts of killing themselves 

with no intent to act on these thoughts. 

ω Activate Crisis Response Team 

ω Remain with student 

ω Notify parents 

ω Refer to counselor for follow-up 

ω Document 

ω Follow-up with student and family 

ω Debrief 

 

Best practices for youth with moderate to high risk: 

Students with a moderate to high risk of suicidal ideation or behavior with any intent or desire to die. If student 

does not require emergency medical treatment or hospitalization review the following: 

ω Activate Crisis Response Team 

ω Assign a counselor to manage the situation 

ω Ensure student and parents discuss importance of lethal means restriction 

ω Provide support and resources for family 

ω Explain designated Crisis Team member will follow up within 2days 

http://www.teenlineonline.org/
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ω Establish a plan for periodic contact from Crisis Response Team member  

ω Document 

ω Debrief 

When a student is identified by a staff person as potentially suicidal, i.e., verbalizes about suicide, presents overt 

risk factors such as agitation or intoxication, the act of self-harm occurs, or a student self-refers, the student will 

be seen by Principal or College Counselor within the same school day to assess risk and facilitate referral. If 

there is a mental health professional available, they will fill this role at the discretion of the Principal and College 

Counselor. 

 

In a suicidal crisis, it is often difficult for youth to identify coping skills. To combat this problem, the youth 

should be asked to create a ñHope Boxò for use during suicidal crises or hopeless moments. 

 

The hope box is a box or other type of container in which the youth place items and mementos that provoke 

positive feelings, cue them to use coping skills (such as distraction and self- soothing), and serve as reminders 

of reasons to continue living. Examples: photographs of favorite people and places, postcards, paper and colored 

pencils, letters, gifts, greeting cards, etc. Other items could include: a cuddly toy, stress ball, a journal, puzzles, 

a book, DVD/CD, the youth is instructed to put the hope box in a place where they can easily access it when 

feeling down or suicidal. 

 

The ñVirtual Hope Box (VHB)ò is a smartphone application designed for use by youth as an accessory to 

treatment. The VHB contains simple tools to help youth with coping, relaxation, distraction, and positive 

thinking. The VHB provides help with emotional regulation and coping with stress via personalized supportive 

audio, video, pictures, games, mindfulness exercises, positive messages and activity planning, inspirational 

quotes, coping statements, and other tools 

 

For information on a “Virtual Hope Box” visit: 

https://play.google.com/store/apps/details?id=com.t2.vhb&hl=en 

 

https://itunes.apple.com/us/app/virtual-hope-box/id825099621?mt=8 

 

Best practices for youth at risk (extremely high/imminent risk): 

□ Ensure Crisis Team members remain with students at all times. 

□ The principal and school suicide prevention coordinator (College Counselor) will be made aware of the 

situation as soon as reasonably possible. 

□ Clear the area and make sure all other students are safe. 

□ Principal or Suicide Prevention coordinator (College Counselor) notifies parents. Timing of this call may 

be related to clinical circumstances. 

 The Principal will contact the student’s parent or guardian, as described in the Parental 

Notification and Involvement section, and will assist the family with urgent referral. When 

appropriate, this may include calling 911 and indicate the need for a 5150 or the Psychiatric 

Mobile Response Teams (PMRT) at (800)854-7771. 

 Staff will ask the student’s parent or guardian for written permission to discuss the student’s 

health with outside care, if appropriate. 

□ Document. 

□ Debrief. 

 

In-School Suicide Attempts: In the case of an in-school suicide attempt, the health and safety of the student is 

vital. In these situations: 

1. First aid will be rendered until professional medical treatment and/or transportation can be received. 

2. DP staff will supervise the student at all times to ensure their safety. 

3. DP staff will move all other students out of the immediate area as soon as possible. 

4. If appropriate, staff will immediately request a mental health assessment for the youth. 

5. The Principal or College Counselor will contact the student’s parent or guardian, as described in the 

Parental Notification and Involvement section. 

6. Staff will immediately notify the principal or school suicide prevention coordinator (College Counselor) 

https://play.google.com/store/apps/details?id=com.t2.vhb&amp;hl=en
https://itunes.apple.com/us/app/virtual-hope-box/id825099621?mt=8
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regarding in-school suicide attempts. 

7. DP will activate as necessary the crisis team to assess whether additional steps should be taken to ensure 

student safety and well-being. 

 

 

When a student commits suicide, or is the survivor of any kind of tragic death, the Crisis Response Team is 

confronted immediately with a number of serious issues. Some critical questions for the Crisis Response Team to 

consider after a crisis due to suicide or sudden death are: 

ω How and when should the staff be informed? 

ω How and when should the students be informed? 

ω What specific information will be shared about the tragedy with the teachers and staff? 

ω How will the school protect the family’s privacy? 

ω What will staff members be told to say if contacted by the media? 

ω How should the personal possessions of the student be handled? 

ω Will you have a “care center” for those students who are upset? 

ω Where will the “care center” be located? 

ω Who will supervise the “care center”? 

ω How will students be identified to come to the “care center”? 

ω How many days will the “care center” be inexistence? 

The first 48 hours following a student’s suicide or tragic death are crucial. The specific things for The Crisis 

Response Team to do during the first 48 hours are listed below: 

ω Suicide Prevention Coordinator contact HSO (Health Service Organization)immediately. 

ω Suicide Prevention Coordinator verifies the pass of the student. Meet and/or call the family; share 

with family what school and staff plans to do; protect the family’s right to privacy, but also share 

the critical survivor needs of students and staff. 

ω Active all members of the Crisis Response Team. 

ω Meet with faculty to provide accurate information. 

ω Assign the case to a counselor. Make counselors available to students, staff and the family 

of the deceased student. 

ω Identify a Crisis Team member who will follow the deceased student’s class schedule to meet with 

teachers and classmates and to work the hallways following the crisis. 

ω Identify students about whom faculty and staff are concerned. 

ω Provide rooms for students to meet in small groups. 

 

Re-Entry School Procedures: 

For students returning to school after a mental health crisis (e.g., suicide attempt or psychiatric hospitalization), 

a mental health professional, the principal, or designee will meet with the student’s parent or guardian, and if 

appropriate, meet with the student to discuss re-entry and appropriate next steps to ensure the student’s readiness 

for return to school. 

 

1. The Principal or College Counselor will coordinate with the student, their parent or guardian, and any 

outside mental health care providers. 

2. The parent or guardian will provide documentation from a mental health care provider that the student 

has undergone examination and that they are no longer a danger to themselves or others. 

 

The content of the psychological/mental health clearance to go back to school might include: 

 Testing administered 

 evaluation of tests and interview 

 results and findings 

 interventions 

 recommendations including whether the student is not a danger to themselves or others and is 

safe to return to school 

3. The College Counselor will periodically (time be determined according to need) check in with students 

(and family) to help the student readjust to the school community and address any ongoing concerns. 
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School accommodations may be needed to slowly transition the student back to his regular routine. Be 

specific and inform all stakeholders. 

 

While the student is receiving treatment away from school: 

 Ask teacher (s) to modify assignments if appropriate and arrange for book and assignment 

delivery and pickup. 

 Ask for approval from parents/guardians/doctor/therapist for friends and/or school personnel to 

visit the student and/or family. 

 When a student is deemed ready to return to school, request a meeting with a therapist and/or 

doctor and parents and student to determine what will occur at school for the student. 

 Continue to involve relevant staff in updates about the student and to check in with friends and 

other at-risk students, while continuing to remind staff and students’ friends about confidentiality 

and its limitations. 

 

When the student returns to the school setting: 

 Decide if the student’s schedule and classes need modification and determine when to reevaluate 

the schedule. 

 Locate a place and people to whom the student can go if feeling anxious or unsafe. 

Parents/guardians and/or the therapist will be contacted at each incident. 

 Plan with the student how to handle unwanted attention from peers. Ask teachers to be alert and 

report any harassment. 

 Discuss with teachers what expectations and modifications may be warranted as the student re-

integrates into class (This may require a 504 plan). 

 Include the office staff in discussion of medications, when they are given, and their anticipated 

side effects. Make staff aware of potential side effects and ask them to report any unusual 

behavior. 

 Arrange for tutoring with teachers, peers, or outside resources, if necessary. 

While the student attends school: 

 Check in daily for the first week; then at least twice weekly for the second week, and so on. 

 Check regularly to be sure the student is attending counseling and check-in often with the 

therapist to share school concerns. 

 Ask the office to notify the Principal immediately if the student fails to show to school. 

 Teachers are to report immediately if the student misses a class. Call parents/guardians 

immediately. 

 Ask staff to monitor behavior and report any concerns. 

 Arrange to meet with teachers, parents/guardians, and students to monitor progress and resolve 

issues. 

 Document all steps taken. 

 

Out-of-school Suicide Attempts 

 

If a staff member becomes aware of a suicide attempt by a student that is in progress in an out- of-school 

location, the staff member will: 

1. Call the police and/or emergency medical services, such as 911 or PET (Psychiatric Emergency Team). 

2. Inform the student’s parent or guardian. 

3. Inform the school suicide prevention coordinator and principal. 

 

Ifthestudentcontactsthestaffmemberandexpressessuicidalideation,thestaffmembershould maintain contact with the 

student (either in person, online, or on the phone). The staff member should then enlist the assistance of another 

person to contact the police while maintaining verbal engagement with the student. 

 

Parental Notification and Involvement: Working with Families 
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In situations where a student is assessed at risk for suicide or has made a suicide attempt, the student’s parent or 

guardian will be informed as soon as practicable by the principal, designee, or counselor. If the student has 

exhibited any kind of suicidal behavior, the parent or guardian should be counseled on “means restriction,” limiting 

the child’s access to mechanisms for carrying out a suicide attempt. Staff will also seek parental permission to 

communicate with outside mental health care providers regarding their child. 

 

Through discussion with the student, the principal or counselor will assess whether there is further risk of harm 

due to parent or guardian notification. If the principal, designee, or counselor believes that contacting the parent 

or guardian would endanger the health or well-being of the student, they may delay such contact as appropriate. If 

contact is delayed, the reasons for the delay should be documented. However, notifying parents reduces family 

conflict. 

 

Parent Notification: 

a. Send a letter home to parents with notification of the event. 

b. Opt to answer parental questions via telephone or written notice. If necessary hold a special meeting 

for parents/guardians to deal with concerns. 

c. Offer the following resource information: 

 

1. Warning signs for adolescents who may be suicidal. 

2. Supportive services available to students at the school. 

3. Community resources they may wish to utilize. 

4. How to respond to students’ questions about suicide. 

5. Remind them of their child’s needs during this time. 

 

See Attachment Guidelines for Notifying Families 

POSTVENTION 

 

1. Development and Implementation of an Action Plan. The crisis team will develop an action plan to 

guide school response following a death by suicide. A meeting of the crisis team to implement the action 

plan should take place immediately following news of the suicide death. The action plan may include the 

following steps: 

a) Verify the death. Staff will confirm the death and determine the cause of death through 

communication with the student’s parent or guardian, or police department. Even when a case 

is perceived as being an obvious instance of suicide, it should not be labeled as such until after 

a cause of death ruling has been made. If the cause of death has been confirmed as suicide but 

the parent or guardian will not permit the cause of death to be disclosed, the school will not share 

the cause of death but will use the opportunity to support student in the discussion about suicide 

prevention. 

 

b) Assess the situation. The crisis team meets to prepare the postvention response, to 

consider how severely the death is likely to affect other students, and to determine which 

students are most likely to be affected. The crisis team will also consider how recently other 

traumatic events have occurred within the school community and the time of year of the suicide. 

If the death occurred during a school vacation, the need for or scale of postvention activities may 

be reduced. 

 

c) The crisis team may prepare a letter with permission from the student’s parent or 

guardian to send home with students that includes information about what the school is doing to 

support students, the warning signs of suicidal behavior, and a list of resources available. 

 

d) Avoid suicide contagion. It should be explained in the staff meeting described above 

that one purpose of trying to identify and give services to other high risk students is to prevent 
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another death. The crisis team will work with teachers to identify students who are most likely 

to be significantly affected by the death. In the staff meeting, the crisis team will review suicide 

warning signs and procedures for reporting students who generate concern. 

 

e) Initiate support services. Students identified as being more likely to be affected by the 

death will be assessed by a school employed mental health professional to determine the level 

of support needed. The crisis team will coordinate support services for students and staff in need 

of individual and small group counseling as needed. In concert with parents or guardians, crisis 

team members will refer to community mental healthcare providers to ensure a smooth transition 

from the crisis intervention phase to meeting underlying or ongoing mental health needs. 

 

f) Develop memorial plans. The school should not create on-campus physical memorials 

(e.g. photos, flowers), funeral services, or fly the flag at half-mast because it may sensationalize 

the death and encourage suicide contagion. School should not be canceled for the funeral. Any 

school-based memorials (e.g., small gatherings) will include a focus on how to prevent future 

suicides and prevention resources available. 

 

2. External Communication: all external communication will be handled by the Communications 

Department at the HSO. 

a) Keep the Board of Directors informed of school actions relating to the passing of the 

student. 

b) Prepare a statement for the media including postvention plans, and available resources. 

The statement will not include confidential information, speculation about victim motivation, 

means of suicide, or personal family information. 

c) Defer all media inquiries to the parent or guardian of the student.  

 

 

RESOURCES 

 

Crisis Services for Students: 

National Suicide Prevention Lifeline: The Lifeline is a 24-hour, toll-free suicide prevention service 

available to anyone in suicidal crisis or their friends and loved ones. 

Call 1.800.273.8255 (TALK). Callers are routed to the closest possible crisis center in their area. 

http://www.suicidepreventionlifeline.org 

 

The Trevor Lifeline: The only nationwide, around-the clock crisis intervention and suicide prevention lifeline for 

lesbian, gay, bisexual, transgender, and questioning young people, 13-24, available at 1.866.488.7386. 

 

TrevorChat: A free, confidential, secure instant messaging service that provides live help to lesbian, gay, bisexual, 

transgender, and questioning young people, 13-24, through http://www.TheTrevorProject.org 

 

School Programs: 

“Signs of Suicide Prevention Program (SOS) – Screening for Mental Health, Inc. 

http://www.mentalhealthscreening.org/programs/youth-prevention-programs/sos/ 

 

“Lifeguard Workshop Program” – The Trevor Project 

thetrevorproject.org/adult education 

 

 

 

 

 

 

 

 

http://www.suicidepreventionlifeline.org/
http://www.thetrevorproject.org/
http://www.mentalhealthscreening.org/programs/youth-prevention-programs/sos/
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SUICIDE IS PREVENTABLE -TIPS ON WHAT TO DO:  

 

 

 Talk to your student about suicide; don’t be afraid, you will not be “putting ideas in their heads”. Asking 

for help is the single skill that will protect students. Help your student to identify and connect to caring 

adults to talk to when they need guidance and support 

 

 Know the risk factors and warning signs of suicide. 

 

 Remain calm. Becoming too excited or distresses will communicate that you are notable to talk about 

suicide. 

 

 Listen without judging. Allow for the discussion of experiences, thoughts and feelings. Be prepared 

for expressions of intense feelings. Try to understand the reasons for considering suicide without taking 

a position about whether or not such behavior is justified. 

 

 Supervise constantly. Do not leave the individual alone until a caregiver or school crisis team member 

has been contacted and agrees to provide appropriate supervision alone. student has been identified as 

being at Parents.  
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GUIDELINES FOR NOTIFYING PARENTS: 

 

Parents or guardians should be contacted as soon as possible after a student has been identified as being risk for 

suicide. The person who contacts the family is the Principal, College Counselor, or a staff member with a special 

relationship with the student or family. Staff needs to be sensitive toward the family's culture, including attitudes 

towards suicide, mental health, privacy, and help-seeking. 

 

1.Notify the parents about the situation and ask that they come to the school immediately. 

 

2.When the parents arrive at the school, explain why you think their child is at risk for suicide. 

 

3.Explain the importance of removing from the home (or locking up) firearms and other dangerous items, 

including over-the-counter and prescription medications and alcohol. 

 

4.If the student is at allow or moderate suicide risk and does not need to be hospitalized, discuss available 

options for individual and/or family therapy. Provide the parents with the contact information of mental health 

service providers in the community. Preferably, call and make an appointment while the parents are with you. 

 

5.Tell the parents that you will follow up with them in the next couple of days. If this follow-up conversation 

reveals that the parent has not contacted a mental health provider: 

 Stress the importance of getting the child help 

 Discuss why they have not contacted a provider and offer to assist with the process 

 

6.If the student does not need to be hospitalized, release the student to the parents. 

 

7.If the parents refuse to seek services for a child under the age of 18 who you believe is in danger of self-harm 

you may need to notify child protective services that the child is being neglected. 

 

8.Document all contacts with the parents. 
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SUICIDE PREVENTION COORDINATORôS CHECKLIST FOR RESPONDING TO A CRISIS: 

 

IMMEDIATE ACTIONS TO BE TAKEN  

 Verify information regarding the crisis. 

 Contact crisis team leader and key support staff. Determine times for a crisis team meeting and a full staff 

 meeting. 

 Cancel all non-emergency appointments and meetings. 

 

WITH CRISIS TEAM  

Review team role and assign the following responsibilities: 

 Identify a family contact person. 

 Identifystaffmemberstoassistsubstitutesandteacherswhoneedhelpwithreadingthestudent 

 announcement. 

 Write a student announcement to distribute to teachers. 

 Determine triage center; arrange small and large group meeting rooms; assign staff to cover these areas. 

 Gather resource materials for students and staff. 

 Decide who will follow the student's [or teacher's] schedule for the day. 

 Establish procedure for tracking students who are counseled, as well as those in need of follow- up. 

 Establish procedure for students in need of early release. 

 Gather information about siblings and/or students living within close proximity to the persons involved in  

 the crisis. 

 Determine the need for, and request, additional assistance from Principal, Parent Liaisons and College  

Counselor. 

 

AT STAFF MEETING  

 Provide an update on the events and circumstances. 

 Emphasize the need to stick with the facts in order to reduce rumors. 

 Identify staff in need of support and identify appropriate personnel to assist. 

 Explain the protocol for requesting counseling services. 

 Ask staff for the names of close friends and other students most likely to be impacted. 

 

THROUGHOUT THE DAY  

 Send letters to families. 

 Obtain memorial arrangements and prepare communication with the information for students and staff. 

 Be highly visible to show presence, support and control of the situation. 

 All media inquiries should be directed to HSO. 

 

FOLLOW -UP ACTIVITIES  

 Hold a staff meeting at the end of the day, providing informational updates. 

 Ensure follow-up of students in distress, including phone calls to parents. 

 Provide a reflection session for staff, as needed. 

 Make arrangements for excused absences for students [and coverage for staff] wishing to attend services. 

 Share plans for moving forward with staff, including the rearranging of the student's desk, emptying the 

locker, etc. 

 Stop any school and system notifications that might be sent home, including report cards, newsletters, 

etc. 

 Continue to monitor impacted students  
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LANGUAGE FOR FAMILY & STUDENT HANDBOOKS  

 

Protecting the health and well-being of all our students is of utmost importance at Discovery Prep. 

Suicide is the second leading cause of death among 10-24 year olds (behind accidents) in the United 

Stated (CDC 2016). This alarming statistic leads us to create and implement a policy to help staff feel 

more confident in intervening with a student they believe to be at risk. Studies have also shown that 

LGBT youth are up to four times more likely to attempt suicide than their non-LGBTQ peers. 

 

AB 2246: Suicide Prevention Policies in Schools 

 

This bill would require the governing board or body of a local educational agency, as defined, that 

serves pupils in grades 7 to 12, inclusive, to, before the beginning of the 2017ï18 school year, adopt a 

policy on pupil suicide prevention, as specified, that specifically addresses the needs of high-risk 

groups. 

 

In response to the needs, the school board has adopted a suicide prevention policy which will help to 

protect all students through the following steps: 

 

1. Students will learn about recognizing and responding to warning signs of suicide in friends, 

using coping skills, using support systems, and seeking help for themselves and friends. This 

will occur in seminar and advisory classes. 

2. The College Counselor will be the suicide prevention coordinator to serve as a point of contact 

for students in crisis and to refer students to appropriate resources. 

3. When a student is identified as being at risk, they will be assessed by a Principal and College 

Counselor who will work with the student and help connect them to appropriate local resources. 

4. Studentswillhaveaccesstonationalresourceswhichtheycancontactforadditional support, such as: 

 Teen Line: Teens helping teens 6 PM to 10 PM;  

(310) 855-4673 or Text TEEN to 

839863 www.teenlineonline.org 

 The National Suicide Prevention Lifeline – 1.800.273.8255 

(TALK). www.suicidepreventionlifeline.org 

 The Trevor Lifeline – 

1.866.488.7386. 

www.thetrevorproject.org 

5. All students will be expected to help create a school culture of respect and support in which 

students feel comfortable seeking help for themselves or friends. Students are encouraged to tell 

any staff member if they, or a friend, are feeling suicidal or in need of help. 

6. Students should also know that because of the life or death nature of these matters, confidentiality 

or privacy concerns are secondary to seeking help for students in crisis. 

 

For a more detailed review of this policy, please ask one of the Parent Liaisons for a copy of 

DP’s suicide prevention policy. 

 

 

 

 

 

http://www.teenlineonline.org/
http://www.suicidepreventionlifeline.org/
http://www.thetrevorproject.org/
http://www.thetrevorproject.org/
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Human Trafficking Prevention Resources 
Pupil Safety: Human Trafficking Prevention Resources 

 

Senate Bill 1104 requires schools educating grades 6 to 12 to identify methods of informing 

parents and guardians of pupils in those grades of Human trafficking prevention resources. 

 

"Trafficking can involve school-age youth, particularly those made vulnerable by challenging 

family situations, and can take a variety of forms including forced labor, domestic servitude, and 

commercial sexual exploitation." - U.S. Department of Education 

 
 
 

https://ecrchs.net/pdf/HumanTraffickingofChildrenintheUS.pdf 
http://www.heatwatch.org/resources/southern_california 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://ecrchs.net/pdf/HumanTraffickingofChildrenintheUS.pdf
http://www.heatwatch.org/resources/southern_california
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Discovery Charter Preparatory School 

Parent/Student School Contract Acceptance Form 

 
Parents and students are required to sign this document. 

 

By signing the document, parents and students are acknowledging that they have read, understood 

and will adhere to the Discovery Charter Preparatory School Handbook policies.  All concerns or 

questions regarding the Discovery Charter Preparatory School Handbook should be directed to 

Administration. 

 

 

Parent/Guardian: 

I have read, understood and will adhere to all of the Discovery Charter Preparatory School 

Handbook policies. 

 

Parent Name (please print): ______________________________________   

Parent Signature: ______________________________________________ 

Date: _______________ 

 

 

Student: 

I have read, understood and will adhere to all of the Discovery Charter Preparatory School 

Handbook policies. 

 

Student Name (please print): ______________________________________ 

Student Signature: ______________________________________________ 

Date: _______________ 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

*Parent Copy* 
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Discovery Charter Preparatory School  

Senior Prank  

AGREEMENT  
 

A prank is a trick which is amusing and playful in nature and tends to be humorous, not 

destructive.  Should you choose to participate in this year’s senior prank, be mindful, cautious, 

and respectful of school property, otherwise harsh disciplinary consequences will take place. 

Consider abiding by the law and the expectations outlined in this agreement as well as the 

Student/Parent Handbook The school reserves the right to seek compensation or file legal actions 

should any unlawful acts occur. Students responsible for any unlawful act can and will be 

prosecuted within the limits of the law in addition to the disciplinary consequences of Discovery 

Prep. 

Students who choose to participate in this year’s senior prank can be subject to disciplinary 

consequences as well as legal consequences if any of the following occur: 

 

 Destruction of property. 
 School incurs cost due to destruction/damage of property. 

 School incurs any cost related to the prank. 

 Schools have to replace broken, damaged or destroyed property. 

 Breaking in and or entering a school building. 

 The school day is significantly delayed as a result of the prank. 

 

By signing below, I agree and understand that failure to comply with the terms and conditions of 

this agreement may result in further disciplinary action, including the inability to participate in 

the graduation ceremony, attend prom or Grad Nite. Additionally, students may serve detention 

and /or suspension, be asked to leave and/or be expelled from the Discovery Prep. 

 

 

 
DISCOVERY PREP STUDENT 

 
 
 
Student’s Name (PRINT) _________________________________________ Date ___________________________ 

 

 

 

Student’s Signature _______________________________________________ Date ___________________________  

 

*Seniors ONLY* 
*Parent Copy* 
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Discovery Charter Preparatory School 

Internet and Electronics Responsible Use Policy Form 

 

Student 

I understand and will abide by the provisions and conditions of the Acceptable Use Policy. I 

understand that any violations of these provisions may result in disciplinary action, the revoking 

of my user account, and appropriate legal action. I also agree to report any misuse of the 

information system to a teacher or administrator. Misuse can come in many forms, but can be 

viewed as any messages sent or received that indicate or suggest pornography, unethical or illegal 

solicitation, racism, sexism, inappropriate language, and other issues described above. All the rules 

of conduct described in the School’s Code of Conduct apply when I am on the network and/or 

using Electronics at school.  

 

Student Name (please print): ______________________________________________________ 

Student Signature: ______________________________________________________________  

Date: ________________  

 

Parent or Guardian 

Students must have the signature of a parent or guardian who has read this contract. As the parent 

or guardian of the student, I have read the contract in this handbook and understand that it is 

designed for educational purposes. I understand that it is impossible for Discovery Charter 

Preparatory School to restrict access to all controversial materials, and I will not hold the District 

responsible for materials acquired on the network. I also agree to report any misuse of the 

information system to my child’s teacher or to administration. Misuse can come in many forms, 

but can be viewed as any messages sent or received that indicate or suggest pornography, unethical 

or illegal solicitation, racism, sexism, inappropriate language, and other issues described above. I 

accept full responsibility for supervision if and when my child’s use is not in a school setting. I 

hereby give my permission to issue an account for my child and certify that the information 

contained on this form is correct.  

 

Parent/ Guardian Name (please print): ______________________________________________ 

Parent/ Guardian Signature: ______________________________________________________ 

Date: _________________ 

 

 

 

 

 

*Parent Copy* 
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Discovery Charter Preparatory School 

Media Release Form 

 

Student Name: _________________________________________________  

 

 δ YES, I give permission for my childôs first and last name to be released and for my child 

to be photographed or videotaped while in school or during school-related activities 

outside the classroom. 

 

By checking “yes” and signing this consent form, I give permission for my child’s first and last 

name and/or photograph to be used in publications, presentations, videos, or Web pages, or news 

releases produced by Discovery Charter Preparatory School, or by agencies working with the 

school. My child’s first and last name and/or photograph may be included in news releases 

distributed to newspapers and other news media. 

 

NOTE: No payment will be made to a child photographed under terms of this release or to his/her 

family if and when the photographs are used in school publications, presentations, video 

productions, or websites. Parents/guardians waive the right to preview or approve the finished 

photographs or video. 

OR 

 

 δ NO, I do NOT want my childôs first and last name released, nor my child to be 

photographed or videotaped while in school or during school-related activities outside 

the classroom.  

 

Checking “no” and signing this form means that my child’s name and/or photograph may NOT 

appear in any school publication, presentation, video, website, or news release produced by 

Discovery Charter Preparatory School or by agencies working with the school that gets distributed 

outside of the school community. (Annual school yearbooks are considered internal school 

publications and are not subject to these restrictions. If you wish your child’s name/photo not be 

included in the annual school yearbook, please notify the principal in writing.) 

It also means that my child’s name and/or photograph may NOT be included in news releases 

distributed to newspapers and other news media. 

Parent/ Guardian Name (please print): ______________________________________________  

Parent/ Guardian Signature: _______________________________________________________ 

Date: _________________ 

 

 

*Parent Copy* 
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Discovery Charter Preparatory School 

Permission to View Form 

 

 

Dear Parent / Guardian, 

 

In certain courses, students will be viewing film/video selections. Films selected will be used to 

enhance your child’s learning and to meet listening/viewing curriculum goals outlined in the 

Common Core State Standards. Some of the film/video selections students will be viewing are 

rated R by the Motion Picture Association of America. Your child is not required to view these 

videos. If you do not grant permission for your child to watch them, alternate assignments related 

to the learning objectives will be provided.  

 

If you have any questions or concerns about the above information, please contact school 

administration. 

 

 

 

YδES, I ___________________________ (parent/legal guardian) grant permission for my 

child, ____________________________________, to view film/video selections as outlined 

above. 

 

OR 

 

NδO, I ___________________________ (parent/legal guardian) do not grant permission for my 

child, _____________________________________, to view film/video selections that are rated 

above PG-13. 

 

Parent/ Guardian Name (please print): ______________________________________________ 

Parent/ Guardian Signature: ______________________________________________________ 

Date: _________________ 

 

 

 

 

 

 

 

*Parent Copy* 

 

 

 



 

60 
 

COVID-19 MASKING SAFETY PROTOCOL 

*Masking policies are only in place when recommended by the LACOE Health Department.*  

Indoor masking is strongly recommended, but not required, for all employees, students and visitors to 

Discovery Charter Preparatory School, and in all non-school locations (including buses) with some 

exceptions. 

Per Los Angeles County Department of Public Health requirements, all individuals who are identified as 

close contacts are required to wear a highly protective mask indoors at school for the following 10 days 

after the last date of exposure. Students with mask accommodations who are identified as close contact 

must be quarantined at home for 10 days following school exposure. If your son/daughter would like to 

continue working on classwork while quarantined they can do so through their Google classroom. 

COVID-19 TESTING GUIDANCE 

Following the guidance of our medical advisors and the Los Angeles County Department of Public 

Health- and subject to changes to County Health Officers Orders- Discovery Charter Preparatory School 

will implement a new άǊŜǎǇƻƴǎŜ ǘŜǎǘƛƴƎέ protocol for the 2022-2023 school year. Instead of requiring 

every student and employee to test weekly with a PCR test, only those who are experiencing COVID-19 

symptoms, or who have been in close contact with a person who has tested positive, will be required to 

test. All testing will be conducted with take-home rapid antigen tests which are available to students 

and employees at our school site. 

POSITIVE ON AN AT-HOME RAPID SELF-TEST  

If you receive a positive result on an at home test, please upload a photo of the test result as soon as 

possible onto asanchez@discoveryprep.org and ecerna@discoveryprep.org with the students full legal 

name, date of birth and test date handwritten on the test or a separate piece of paper. Our COVID 

response team will review this test and approve or deny within 24-48 hours. Positive individuals should 

follow isolation protocols: 

http://publichealth.lacounty.gov/acd/ncorona2019/covidisolation/ .   

If your son/daughter would like to continue working on classwork while quarantined they can do so 

through their Google classroom. 

COVID-19 CLOSE CONTACT OR EXPOSED 

If your child is identified as close contact of a positive individual outside of school or exposed at home to 

a household member who has tested positive can remain at school as long as they monitor for 

symptoms, wear a highly protective mask for 10 days after the last date of exposure, and test negative 

with an at-home rapid antigen test within 3-5 days after the last exposure.   

If your son/daughter would like to continue working on classwork while in isolation they can do so 

through their Google classroom.  

mailto:asanchez@discoveryprep.org
mailto:ecerna@discoveryprep.org
http://publichealth.lacounty.gov/acd/ncorona2019/covidisolation/

