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LOS ANGELES UNIFIED SCHOOL DISTRICT 
South East High School 

INTER-OFFICE CORRESPONDENCE 
 

                                                                           DATE: November 28, 2016  
TO:   All Teachers 
 

FROM:  Felipe Barragan, Assistant Principal 
 
SUBJECT:  End of Fall Semester Reminders 
 

 
We need your assistance more than ever for our students to take advantage of every 
instructional minute in order to improve student achievement and pass all their courses.  
We ask that you please do the following: 
 
1. Stand by your classroom door during passing period and ask all the students to be in 

their seat before the bell. 
 
2. Absolutely No Hall Passes during the first and last ten minutes of the class.  We will 

ask the student to return to class if they are out during this time. 
 
3. If possible, try not to issue Hall Passes during class time. 

 
4. Written referrals are required when sending students to Counseling Office, Dean’s 

Office or Nurse’s Office, one student per referral. 
 
5. Remind students to come to class on time, especially in the morning and after lunch. 

 
6. Continue to enforce school rules and policies as they pertain to electronic devices 

and dress code (No Caps Allowed). 
 
7. Parties and celebrations during instructional time, with food and beverages in the 

classroom are not allowed for health and safety reasons. 
 
8. Viewing of movies should be directly related to course content and instructional 

standards.  Movies that are not Rated PG must be approved by the principal. 
 

9. Please sign-in daily at the beginning of your assignment and if you are running late, 
please notify the Main Office before 7:20 a.m. so that your students are supervised 
by a certificated staff member. 

 
10. If you anticipate an absence please submit a request for class coverage form at 

least 24 hours prior to your absence. 
 

Thank you very much for your cooperation and support.  I know that many of our 
teachers are already doing all of the above mentioned items, and I want to thank you.  It 
is greatly appreciated.  If you have any questions or concerns, please let me know. 


