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SURVIVING THE OPENER, FALL 2009

1. FIRST DAY PROCEDURES FOR ADMISSION OF STUDENTS
Faculty may go to their online self service tonsfer the data to a working spreadsheet (see kacult
Resource Center for templates) or print out a leg¢this is the only avenue to view “real-time”
enrollment, all paper printed copy will be obsolated have out-dated information). If a student
appears in your class with proof of registratidre student’s name should appear on your online
class roster as it is “real-time” processing. Hé tstudent does not appear on your “real-time”
online class roster, please send the student toigstins and Records immediately for processing
(if the class is closed it is your decision to d@ldd student to the class at that point in time aith
permission number or cardBtudents who are not legally enrolleghould NOT be allowed to
attend your class

2. REGISTRATION [d

Open Reqistrationis on a first-come/first-served basis for all stuidencluding those who did not
have a telephone/web phone appointment and thosemdsed their appointment time. Students
may also change their schedule in person, on the wetelephone on a first-come/first served
basis with all other persons registering duringtiimes listed below:

Monday-Thursday, August 10-13, 8 am—7 pm
Friday, August 14, 8am-5pm
Saturday, August 15, 9am-1pm

Students may enroll in open-entry/open-exit claggesny time up to the deadline printed in the
schedule of classes, if seats are available.

Late Reqistration, Program Changes, and Petitipbergns the first week of classes:

> For all classes three (3) weeks or longer in lengjiidents must be enrolled prior to the census
date of the course.

> For classes of less than three (3) weeks in lestiolents have the first class meeting in which
to register.

Late Registration :

Mon-Thurs, August 17-20 8am - 7pm
Friday, August 21 8am — 4.:30 pm

Permission Yellow Card Only (Permission numbers catve used online)

Mon-Thurs 8:00 am — 7:00 pm (in the admissiotfis@®f
Friday 8:00 am - 4:30 pm (in the admissionsceli
Saturday and Sunday (permission numbers only) Online or phone only

On and after the census date of a cquregermission card will be honored. Please clieek
deadlines online for each of your classes.



Dropping/Withdrawing students from a Class:

3.

» Last day to drop a student from an 18-week clasisont a “W” is September 7, 2009.
» Last day to withdraw a student from an 18 weeksclaish a “W” is November 22, 2009.

The system will be available tostructors on Saturday and Sunday (7:00 am to 11:00. phtne
Office of Admissions and Records is open Mondagugh Friday and Closed Saturday and
Sunday.

ALL STUDENTS MUST BE PROPERLY REGISTERED BY SEPTBHER 7, 2009 - FOR
SEMESTER-LENGTH CLASSES. Students who are not lggadrolledshould NOT be allowed
to attend your class

Off-Campus Classes: Check schedule for starting dates of classesdefta can register during
normal registration or during the first two (2) Wweef the class starting date, if seats are availab

Weekend College Students may register during the normal registndtours or online.

Admissions and Records Offices hours are as follaw
(Subject to change due to budget constraints)

Monday through Thursday 8:00 am — 7:00 pm

Friday from 8:00 am - 4:30 pm

Closed Saturday and Sunday

The online system is available daily (7:00 am ta1100 pm).

PERMISSION NUMBERS

Permission Numbers used for classes without prereggites only

Permission numbers will be printed on your rolbko Permission numbers are class specific for a
course without a prerequisite. The student stilshwomplete the registration process immediately
to add your class. Any student who fails to corgtbe process may not remain in your class, nor
can he/she receive a grade for the course. Studdrdsare not legally enrolleshould NOT be
allowed to attend your class

Yellow Permission Cards used for classes with a preguisite only
Faculty members may pick up permission cards fiosir departmental secretaries or the
Admissions and Records office with a faculty phiacard.

When adding a student to your class with a pres#guiyou will hand the student one of these cards
filled out completely withyour signature. The student then must go to Admissions and
Records/Registration immediately; if they have thetprerequisite, the course enrollment will be
processed.

Students who are not legally enrolleghould NOT be allowed to attend your class




4. COURSE REPETITION

5.

6.

Please refer students to Admissions and Recordsmflamation on course repetition limits and
regulations. Students who are not legally enradleduld NOT be allowed to attend your class

PREREQUISITES

Please refer students to Long Beach City Collegé&al@z or Admissions and Records for
information on course prerequisites and co-requigibcesses and regulations. Students who are
not legally enrolleghould NOT be allowed to attend your class
TRANSFERS

Transfers beqin after the refund period

» Step one: the student will complete the studemtrmétion facet of the transfer form.
» Step two: Both faculty members must complete tresipective portions on the form.

» Step three: The form must be returned to Admissad Records for processing.

Students who are not legally enroligtbuld NOT be allowed to attend your class

7.

STUDENT CENSUS REPORTING

All students who do not show up for your class tareée given a “NO SHOW” or “NS” prior to the census
deadline of your classNo exceptions

No Shows and dropping students before census

In California’s Code of Regulations, Title 5, section 50008 it states, “Districts shall, according to

procedures adopted by the governing board, clear the rolls of inactive enrollment. Inactive
enrollment in a course is defined as follows:

(1) A student who has been identified as a no show, or
(2) A student who has officially withdrawn from the course, or
3) A student who has been dropped from the course by the instructor.

Students who are not legally enroligabuld NOT be allowed to attend your class

It is your legal obligation to clear your class roster of inactive students one day prior to the census

day of each semester. Check your online grading screen for course specific deadlines.

CCA contract Article X, C2 and CHI Contract Article VI, 2a states:

“Professional Responsibilities...Meets promptly and effectively all contractual obligations to the
District, including but not limited to turning in attendance, grades, and other reports on time.”

Please do whatever you can to encourage studendahce and retention. We are funded based

on our student attendance. Method of Attendanceded at the top of your rollbook and Student
Drop Report forms.



Positive Attendance Classesét the end of the course you must report thectual hours of
attendance for each student;Grades and positive attendance are entered ortHimoeigh the
Faculty online grading system. Courses that us@dsitive attendance method are listed below.

Atypical date classes in which all class megstiare not the same length.
All non-credit classes (600-699).

All open entry/open exit classes.

All apprentice and in-service training courses.

All classes meeting for fewer than five days.

All classes that cross a semester dateline.

ouhkwpnE

8. STUDENT FINANCIAL AID
Please let your students know that Long Beach Cadjege administers a comprehensive student
financial aid program to assist students in meeti@r college costs. Financial aid awards are
based on financial need. Students who apply eatpuld have their first financial aid
disbursement by the first week of school. Lateliappts may receive an advance prior to
receiving their financial aid so they can purchtdssr books. There are also a small number of
book grants for students who are ineligible foreottypes of financial aid. If you notice that a
student has been unable to afford books and ssppéel free to call or send the student to the
Financial Aid Office. Please see our website foodyonformation about our programs and
services: http://fina.lbcc.edu

9. FINAL EXAM SCHEDULE
The final exam schedule that is printed in the B809 schedule of classes has been updated. The
most recent version of the final examination schedus posted on the web at
http:/oas.lbcc.edu/finalexams. Please meet your students in accordance with the plished exam
schedule and guidelines.




4. Exceptions:

Fall 2009 Final Exam Schedule

December 10-20, 2009

For classes ending during final exam dates and lasting longer than nine (9) weeks.
1. Ifyour class meets Only 1 Day a Week, You Do Not refer to the exam table below. You are to follow direction 1a or 1b!
a. You will have your final exam during finals week in the regular classroom at the regular time when the class meets.
b. Saturday students will have their final exam on Saturday, December 12t in the regular classroom and at the regular time when the class meets.
2. Ifyour class meets 9 Weeks or less:
Your class will give it's final at the last scheduled meeting of the class.
3. "Block” classes (9 Units Per Class or More):
You will complete your final exam during the regular class times throughout the final period.

Students in English 1, English 105 and Math 110/110B classes that meet before 4:00 p.m., refer to column A of the table below for the final exam.
5. Ifyour class meets More Than 1 Day a Week, Refer to the Table Below:

a. Find the cell that lists the meeting pattern and hour of the week when your class meets.

b. Look at the heading to find the day of your final and to the left to find the time of your final.

Example: Classes that meet Monday/Wednesday, beginning between 8:00 a.m. and 8:59 a.m. will be in the cell with the contents “7:30 MW, 7:30 MTWTh, 8:00

MW, or 8:00 MTWTh classes”. The final exam will take place on Monday, December 14th, between 8:00 and 10:35 a.m.
Exceptions: Classes meeting before 7:30 a.m. will have their final exam in two 1-1/2 hour blocks on two days as shown below.

A EXAM DAYS
Thursday Friday Monday Tuesday Wednesday Thursday Friday
December 10 December 11 December 14 December 15 December 16 December 17 December 18
Class Start Time | Class Start Time | Class Start Time | Class Start Time | Class Start Time | Class Start Time and | Class Start Time and

Exam Hours and Meeting Days |and Meeting Days |and Meeting Days [and Meeting Days|and Meeting Days|  Meeting Days Meeting Days
5:00 a.m. Before 7:30 a.m.  [Before 7:30 a.m. |Before 7:30 a.m. [Before 7:30 a.m. [Before 7:30 a.m. |Before 7:30 a.m.

TTh, WF MW TTh, MW TWTh

MTWTh MTWThF MWF MTWTh MWF
to MTWThF TWTh \WF
7:45 a.m.
8:00 a.m. Math 110/110B  (7:45 MWF 7:30 MW 7:30 TTh 9:00 MW 9:00 TTh 7:30 WF
to classes that 8:00 MF 7:30 MTWTh 8:00 TTh 9:00 MWF 9:00 MTWTh

8:00 MW 8:00 MTW

10:35 a.m. meet before 8:00 MWF 8:00 MTWTh 8:00 MTWThF

4:00 p.m.
10:40 a.m. Engl 105 10:00 MWF 10:00 MW 10:00 TTh 12:00 MW 12:00 TTh All morning
to classes that 11:00 MW 11:00 TTh 12:00 MWF 12:00 MTWTh classes not
1:15 p.m. meet before 11:00 MWF otherwise

4:00 p.m. included
1:20 p.m. Eng 1 3:00 MTWThF 1:00 MW 1:00 TTh 2:00 MW 2:.00 TTh All afternoon
to classes that 1:00 MWF 1:00 MTWTh 3:00 MW, MWF  2:00 TWTh classes not
3:50 p.m. meet before 1:00 MTWThF  (3:00 WF 3:00 TTh otherwise

4:00 p.m. 3:00 MTWTh 3:00 MTWThF included
4:00 p.m. 4:00 MWF 4:00 MW 4:00 TTh 5:00 MW, MWF  |5:00 TTh
to 4:00 MTWThF ~ [4:00 MTWTh 5:00 MTWTh
6:50 p.m.
7:00 p.m. 7:00 TTh, ThF 6:00 MW 6:00 TTh 7:00 MW
to 7:00 TWTh 9:00 MW 9:00 TTh
10:00 p.m 8:00 TTh

NOTE: In the case of conflicting final exam schedules, it is the student’s responsibility to notify each instructor involved several days prior to the examination. Instructors are not permitted to change examination times without

approval from their School Deans.




10. ROLL BOOKS
Starting Fall 2009 a hardcopy will NO LONGER beguced by Admissions and Records. Faculty
may go to their online self service to transfer tega to a working spreadsheet (see Faculty
Resource Center for templates) or print out a hegrglc Faculty members by law are expected to
keep their course records for up to three years.

11. PASS/NO PASS DEADLINE (B2
Students choosing this option must either choosg#ss/no pass opti@mline or complete and
submit a "pass/no pass Option Request Form" (dlailm the Admissions Office) by the 30%
mark of a class. Students can check this dateafcin elass in their Student Self Service.

Admissions and Records Offices hours are as follav
(Subject to change)

Monday through Thursday 8:00 am — 7:00 pm

Friday from 8:00 am - 4:30 pm

Closed Saturday and Sunday

The online system is available daily (7:00 am to 300 pm).

12. NON-CREDIT (600-699) COURSES AND GRADES
We no longer give grades in non-credit (zero utotjrses. Beginning Fall 2009, only non-credit
courses will use the credit/no credit grading sylsb@\ll credit courses will use the pass/no pass
symbols.

13. REINSTATEMENT

If you have accidently dropped a student and have decided to reinstate the student please follow this process:

A. Faculty members should obtain a reinstatement form from Admissions & Records or your Departmental
Office may also have the forms.

B. Complete the form and turn it into Admissions & Records. The form is very short and easy to complete.

Notes:

« Do not wait to complete this process and do not complete this process if the student has been coming to
class but has NOT been legally registered for the class.

« Do not send students to Admissions and Recordbtiroa reinstatement form.
- Do not give the reinstatement form to the student.

14. FLEX DAYS
The college will be engaging in one “flex calendddy this Fall 2009 semester and two days in
Spring 2010 for the purpose of accomplishing sti@#elopment. There will be no clasdesd
(day or evening) on these dates:

October 28, 2009 (Wednesday) February @Q9ZUuesday) March 24, 2010 (Wednesday)

At a later date you will be notified of the adtigs available and the extent of your obligation t
participate.



15. CLASS INFORMATION SHEET (SYLLABUS)
All instructors are to distribute a written coussdélabus to the students at the first class mggetin
no later than the end of the second week of cl#gsa minimum, the syllabus must contain the
office location and office hours, the general wayvhich the course is taught (lecture, laboratory,
discussion, etc.), and the grading requirementietlass. A syllabus for each class is to bél file
in your School Office.

16. KEYS
Should your assignment require that you heseess to locked facilities and you do not already
have a key or Omni code access, you may requesa tkey or code be issued to you. The request
form is available in the Division Office and mus igned by the Department Head, School Dean
or Vice President. Keys & Omni Code access wilidgseied at LAC from the Facilities Office in
Building Z at the corner of Conant and Clark fr800 a.m. — 5:00 p.m., Monday-Friday. You
will also need a picture ID with you at time of kip. At PCC keys will be issued in the Associate
Vice President’s Office from 9:00 a.m. — 5:00 p.Mgnday-Thursday. 9:00 a.m. — 4:00 p.m. on
Friday. Special arrangements can be made to gckeys after 5:00pm Monday-Thursday by
contacting the Associate Vice President’s Office.

17. DOOR OPENING REQUESTS
The Police will provide door openings for staffdafaculty only when no other resources are
available for the request. Facilities should betacted first at x 4040 or 562 938- 4040 with the
request. The police will only open a door for staémbers if a valid district employee ID is in the
employee’s possession. Employees needing regotasa to their work areas should complete a
key or Omni request form, and submit it to theimD@r Department Manager for approvaHE
POLICE WILL NOT OPEN A DOOR FOR YOU UNLESS YOU PRESENT A VALID
DISTRICT EMPLOYEE ID.

18. PARKING REGULATIONS
All vehicles parked in staff areas must dig@avalid staff-parking permit. (To obtain a StR#rking
Permit Request form, see Payroll at LAC, V116 M7E0am — 4:30pm; PCC Associate Vice
President’s office on M-Th from 7:30am — 10pm amd&ys from 8am — 4pm)

Cars parked in staff lots without a curreaffgpermit will be cited. Parking is being stricénforced

by the Long Beach Police, City College Unit at batampuseslt is the staff member's
responsibility to ensure that the permit is disp& visibly. Visitors, including guest speakers,
substitute instructors, etc., are required to obtaivisitor parking permit. These permits are
available from the Department Head or Dean. Thay loetter identify and assess your need for
parking permits for these types of guests.

Students may park at LAC in lots with staféas only during times posted which authorizes this
Parking Lot A and H are exclusivedjaff lots and students may nudrk there. All staff spaces at
PCC are for Staff only and students may not pagketh

Only students or staff possessing State @fd@aia, DMV issued handicap placard may parkhe t
designated handicapped stalls located on both ceespuf these stalls should be filled, handicapped
individuals displaying a handicapped placard ma¥ paany staff stall or any staff lot.

Visitor parking is available in any studentstaff stall with appropriate permit and at medeséalls.
Additional staff parking at LAC is available on tekeuth side of the campus in lot P which is located

8



between the tennis courts and the gymnasiums. é’lessind students that they may park at the
Veterans Stadium, located one block south of Ca8imeet. The quickest access to the Vets Stadium
lot is off of Conant Street. The Police Departmpatrols those lots, and there is ample parking
available.

Other parking regulations, such as red zones, wetlones, handicapped spaces, no parking zones,
and no parking on sidewalks, will be enforced htiades. Cars are required to paHead in' rather
than backing in. Questions concerning parking legns and enforcement should be directed to
the Police Department Offices at LAC (x4807) or Kieg Services Coordinators, John Meyer
(X4713) or Adam Nyssen (X5085). Citations can dmdyvoided if it can be demonstrated that the
officer issued the citation in error.

19. SAFETY AND SECURITY
You can take steps to improve your persoaalisty on campus. Lock your car, check to make su
your lights are off, andon't leave any valuable property visible in your ar. Anti-theft devices
and alarms are good deterrents. Report any sospi@ersons in the parking lots or elsewhere on
campus to the Long Beach Police Department (562483®) An Omni cipher lock has been
placed on all buildings at the college and aftemma working hours and the exterior access door is
the only point of entry into the building. If yowveed to access your work site after hours, speak to
your supervisor. If you are working after hoursggde inform the Long Beach Police Department
College Unit (LBPD College Unit). If you are wonkj alone, make sure that you securely close the
building door and your office door. Do not leavey &quipment or appliances on when you leave.
Please know that police escorts are available aslyeobtained. LBPD officerpatrol both
campuses 24/7. If you are in need of police sesvar an escort call 562 938-4910. The dispatcher
will obtain your information and dispatch an offi@ccordingly.

The Dean of Student Affairs at LAC and the PCC Asate Vice President, along with the LBPD
College Unit, are available to assist you with giidive students. The deans are available for
mediation and dispute resolution, as well as fterrals for possible disciplinary action. LBPD
officers can assist you with dispute resolution atltrestrain and/or remove seriously disruptive
students to restore a peaceful learning environment

Do not leave any purses, briefcases, equiproerother valuable property unattended or in an
unlocked office. Be aware of college property tisainsecured. If appropriate, request anti-tbeft
lock-down devices for valuable equipment in yowraar Close and lock your classroom and office
doors and windows. If students leave their beloggim your classroom or your office, notify the
LBPD College Unit. Lost and found is also handidthe College Center at LAC and by the
Associate Vice President’s Office at PCC. Repbiinhatances of stolen or lost property to the Long
Beach Police Department.

Student Health _Services LAC x4210 or PCC x3992. Student Health Servicéfer® health
assessment, counseling, and referrals, tuberculesisng, glucose and cholesterol screening,
pregnancy tests, vision screening, blood pressweks, over-the-counter medications for colds, flu
and headache in addition to first aid.

LBPD officers are often the first responder, aadenbeen trained in basic first aid, CPR and AED
usage, to render care prior to the Fire Departraemtival on scene.



IN EMERGENCIES CALL: Immediately call 9-911 from campus phones or (562) 938-4910
(LBPD College Unit Dispatch) from a cell phone. Faoty questions or comments regarding these
notes or for clarification, please contact Brentiayes, Manager, Support Services at x4797.

Procedures for Reporting Employee Accident/llinesand Students/Official Visitors Accidents
The Accident/lliness Responsélow Chart outlines the appropriate procedures for studeisisay,

as well as, District employees (see pg. 14). Uf fave any questions: Contact Risk Services, Cindy
Smith x4038 with questions regarding employee yfjlimess. Contact Student Health Services
regarding student/official visitor's accidents, LA&2210 or PCC x3992.
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Building Evacuation Procedures

1. When evacuation is determined to be necesyatyebEmergency Operations Manager, and
approved by the College President, occupants @alé their buildings immediately by the
nearest plan-designated "Staging Area" or as adlviseeach building, a chart is posted
identifying the appropriate evacuation route frdma building.

2. Building Emergency Coordinators designatedchen@isaster Plan will assist district
employees, students and campus visitors and valirenthat evacuation instructions are
carried out according to building evacuation plaAs.shown on the campus maps, people
will be evacuated to designated "Staging Areastimgldhe campus.

3. Evacuation of disabled persons will be given higbngy by Building Emergency
Coordinators in all emergencies; they will be ewed in accordance with the district
evacuation plan. Elevators are not to be useddiBgi Emergency Coordinators may
request assistance of faculty. Based on spedrfiarmstances, Building Emergency
Coordinators are responsible for designating tfessavacuation routes for disabled
persons. If a disabled person cannot reasonaldgsisted out of the building due to the
nature of the disability, arriving emergency persglrmust be made aware of the location of
the individual inside the building.

4. If total evacuation from the campus is necessamgific instructions for a safe evacuation
procedure will be given by the Emergency Operatidasager at that time.

On-Campus

Areas on campus have been designate®tgyihg Evacuation Areas for evacuation. These
include:

» Baseball Fields

e Tennis courts

» Parking Lots (All persons should assemble in tiddia of lots)

» Stadium Parking Lot (All persons should assemblaénmiddle of lot)

If only on-campus evacuation is necessary (i.e.gtinergency is confined to a specific area and

people are not required to leave campus), evacpatestns will remain at location(s) until an
"all clear" signal is given by the Emergency Operat Manager.
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L ockdown Procedures

Room Lockdown Guidelines
. If a “Lockdown” natification is received, annaa“Lockdown” to your group
. Remain calm and stay with your group of studelatulty, staff, or visitors
. Receive students, faculty, staff and visitoosrfthallway (if possible)

. If possible, lock room doors and windows, bade door if circumstances permit

1

2

3

4

5. Close shades
6. Move people away from doors and windows so tanot be seen
7. Shut off lights

8. Remain quiet (silence cell phones but do not gfem off)

9. Ignore Fire Alarm (contact 911 if you believerth is a fire danger)

10. Notify law enforcement (911) of the type oftdrbance, its location, the number of people
causing it, who is involved, any weapon presencd,yaur name. Provide as much information as
possible.

11. If a gunshot is heard, keep people down nesfldlor and shielded under/behind room furniture
as much as possible.

12. Maintain a calming influence over your groupaBsure students, faculty, staff, and visitors that
everything possible is being done to return thgasibn to a normal condition.

13. Notify law enforcement (911) as soon as possiblany medical emergencies.
14. Remain in the secure room until released bydafercement.

15. If gunshots are fired and fleeing is necessaryaway in a zigzag manner, not a straight line.
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Earthquake Response

1. During an earthquake, remain calm and quickly feltbe steps outlined below.

2. If indoors, seek refuge in a corner, under a desktable. Avoid windows, shelves, and heavy
equipment.

3. When the earth is shakinQROP to your knees, clasp both hands behind the necly,Jwur
face in your arms, make your body as small as plessilose your eyes and cover your ears with
forearms.

4. If outdoors, move quickly away from buildings, ujilpoles and other structures.

5. After initial shock, evaluate the situation an@mergency help is necessary call the Campus
Police (938-4910 or 938-4911) after calling 9-9-Riotect yourself at all times and be prepared
for after shocks.

6. Turn off all potentially hazardous equipment suslgas and electric appliances. Damaged
facilities should be reported to Facilities, Maimaeace & Operations (938-4040 or 938-4484).

7. If necessary to evacuate, activate the buildingrakystem.

8. Evacuate the building by quickly walking to the resst exit, alerting people as you go. Be aware
of structural damage and assist both the disallddrgured.

9. FLASH THE LIGHTS ON AND OFF to alert deaf or hard of hearing students. Writes to
explain what is happening.

10.0Once outside, move to a clear area at least 150egd@way from the affected building(s). Keep
walkways clear of emergency vehicles.

11.To the best of your ability, and without re-entgrthe building, assist in determining that
everyone has evacuated safely.

12. Do not return to an evacuated building unless tkaby appropriate authorities.

Survival Notes Fall 2009
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ACCIDENT/ILLNESS RESPONSE FLOW CHART

EMERGENCY

CALL 911 from a cell phone or 9-911 from a campus
phone. Request paramedics, and state which campus
and the exact location of the incident.

Call LBPD College Unit Dispatch (4910) to let them
know emergency vehicle(s) will be coming on campus.

OTHER EMPLOYEE
GROUPS

e

Federal Work Study students:

If injured during paid work hours — Call Risk Services (4038).
Obtain an “Employee Information Packet.” Complete the
forms and return them to Risk Services immediately.

Work Experience students at NON-PAID work location:
Call Risk Services (4038) to obtain an “Employee Information
Packet.” Complete the forms and return them to Risk
Services immediately.

Health & Technology students:

In class — Student Accident Insurance applies

At Clinical Site — Call Risk Services (4038) to obtain an
“Employee Information Packet.” Complete the forms and
return them to Risk Services immediately.

Aramark Employees:
Refer to Aramark Supervisor immediately.

ASB Employees:
Call ASB Enterprises (4590) to obtain “Employee Information

Packet.” Complete the forms and return to ASB immediately.

Foundation Employees:
Refer to Foundation office (4490).

ACCIDENT/ILLNESS OCCURS

/

Student Health Services
OPEN

1

_FIRSTAID
.

Student Health Services
CLOSED

1

Call LBPD College Unit Dispatch (4910) to request
an escort to Student Health Services Q120 at LAC
(4210) or AA104 at PCC (3992), if the injury is
NOT an emergency, but due to the nature of the
injury, the student is unable to transport them self.
(Be sure Student Health Services is open PRIOR
to calling LBPD College Unit Dispatch, LAC 4210;
PCC 3992)

Student Health Services will:

1)
2)

3)

Assess the injury, treat and refer.
Complete “Confidential Accident/Incident Report”

STUDENT/OFFICIAL VISITOR

A district employee completes a
“Confidential School Accident/ Incident
Report” and sends it to Risk Services
G-4. Do not give a copy to anyone.
(The Confidential School Accident/Incident
Report can be obtained from: Risk Services,
Student Health Services and on the Intranet
(Click on Administrative Services. Scroll
down and click on Risk Services, then click
on Reporting Student Accident and Injuries)

-OR-
Provide “Employee Information Packet”

I L

I 1

If student/official visitor does not have private medical insurance,
or has Medi-Cal, Medicare, TriCare or Champus, - direct them to
Student Health Services, within 72 hours, to complete a Student
Accident Insurance claim form.

NOTE: Student Accident Insurance has a $50 deductible due
at the end of treatment. The deductible for athletes may differ,
check with Athletics.

Treatment for Student Accident Insurance MUST be rendered
by a Blue Cross Prudent-Buyer Provider for maximum coverage.
Non-emergency providers can be located at
studentinsuranceagency.com, bluecrossca.com or by calling 1-
866-811-7946.

EMERGENCY PROVIDERS
Lakewood Regional Medical Center St. Mary Medical Center
3700 East South Street 1050 Linden Avenue
Lakewood, CA 90712 Long Beach, CA 90813
(562) 531-2550 (562) 491-9000

Long Beach Memorial Medical Center
2801 Atlantic Avenue

Long Beach, CA 90806

(562) 933-2000

If a student/official
visitor has private
medical insurance,
that coverage is
primary. Follow
procedures provided
by your insurance
carrier.

DISTRICT EMPLOYEES
INJURED AT WORK
Contact Risk Services (4038)
to obtain an “Employee
Information Packet.”
Complete the forms and
return to Risk Services
immediately.

INCLUDES: Full-time/part-
time faculty and staff, LTE,
student assistants, federal
work study students, official
volunteers.

Treatment facilities are listed
in the “Employee Information
Packet.
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If you have any questions, do not hesitate to contact: Risk Services — 4038, Mail Code G4 Student Health Services: LAC — 4210, Mail Code G19; PCC - 3992, Mail Code PCC 8/2007




