Henry Clay Middle School

Electronic Device Confiscation Procedures
Purpose:  
To promote compliance with LAUSD guidelines and rules regarding the use and/or display of electronic devices on campus as outlined in LAUSD Bulletin 2576.
Responsibilities:  
Administration will designate and provide for a “grace period” (September 2 through September 14, 2008) during which all stakeholders will be informed of the policy and the implementation of these procedures. 
Each certificated staff member (administrators, coordinators, counselors, deans and teachers) will confiscate any electronic device, including, but not limited to, cellular phones, game devices, and music players, that are displayed or used on campus.   
The confiscator will secure the item and provide the student with a receipt (if requested) and turn it in to the student’s Grade Level Dean.
The Dean will secure the device until redeemed by a parent or guardian. 
Beginning Monday, September 15, 2008, Henry Clay Middle School will confiscate any electronic device if it is observed by staff during school hours according to the following procedures:
Procedure:
1. Ask the student for the device.  Ensure that the device is turned off.  
2. Place the device in the “Confiscated Item Bag”.  These bags will be provided.  For additional bags, contact the Dean’s office.
3. Complete the information on the sticker provided with the Confiscated Item bag:  Date, Student’s name, Grade/DOB and the make and model of the device, and your name. 

4. If requested, give the student a receipt to show the parent/guardian that the device was confiscated. 
5. Secure the device in a secure and locked location.
6. As soon as practical, submit the item to the student’s dean.  Complete the “Submitted To” section of the sticker at that time.
7. Retain the green copy of the receipt for your records.
