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This bulletin supplements Bulletin 4569.0 issued on November 24, 2008.  The 
following guidelines apply: 
 
I. INTRODUCTION 
 
The California Fair Employment and Housing Act (Cal. Gov’t Code § 12940) 
mandates that employers make reasonable accommodation(s) for the known 
physical disability, mental disability, or medical condition of an applicant or 
employee.  The law also requires employers to take all reasonable steps necessary 
to prevent unlawful discrimination and harassment from occurring, including but 
not limited to providing training.   
 
In order to comply with this law, the Workforce Management Classified Training 
Branch in partnership with the Office of the General Counsel is providing different 
options for LAUSD supervisors and administrators to receive Reasonable 
Accommodation training. 
 

1. Online Course; 
2. Live Training at Downtown Office; or 
3. Site Visit Training. 

 
These options are explained in further detail in the attachments.  Regardless of the 
option chosen, each program provides the practical skills needed to effectively 
manage employment law risks, reduce conflict, and improve employee 
performance, and ensure that supervisors and LAUSD are in compliance with 
Gov’t Code § 12940.  The training sessions can be completed in approximately 
fifteen (15) minutes. 
 
LAUSD is committed to a safe, respectful and productive work environment. Our 
workplace policies are created not just to protect our organization and to comply 
with employment laws, but also to benefit our employees with disabilities. In 
providing managers with this training, it is our goal to both enhance your 
leadership skills and make LAUSD a better place in which to work. 
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II. RESPONSIBILITIES OF ADMINISTRATORS AND SUPERVISORS 
 
All supervisors and administrators must complete the training course.  Site 
administrators also are responsible for ensuring that their supervisors complete the 
training course in a timely manner.   Administrators remain obligated to provide to 
employees the District's policy bulletins regarding reasonable accommodation.  If 
a supervisor or administrator is on a leave of absence, he or she must complete the 
course upon return from leave.  Those who fail to complete the course in a timely 
manner may be subject to discipline.  For further clarification, please check the 
online FAQs for a list of the classifications which are required to take the class at 
http://lausdjobs.lausd.k12.ca.us/oetrain/wh/faq.asp. 
 
III. SCHEDULE 
 
Administrators/supervisors may begin the program at any time after receipt of this 
bulletin, but the program must be completed by December 31, 2011. Please see 
the attachment for the information needed to access the program and begin the 
training.  Administrators/supervisors do not need to take the program every year, 
but they must take it every other year (e.g., 2013, 2015, 2017, etc.)   
 

AUTHORITY: This is a policy of the Office of Superintendent and the Office of General Counsel. 
 

RELATED 
RESOURCES: 

Bulletin 4569.0, subject “Reasonable Accommodation for Individuals with 
Disabilities,” issued by the General Counsel and Chief Operating Officer, dated 
November 24, 2008, provides information about providing reasonable 
accommodation to employees with disabilities.  
 
“Frequently Asked Questions.” See Attachment B of this bulletin. 
 

ASSISTANCE: For assistance or further information regarding the training programs, contact 
Jennifer Ramos, Human Resources Specialist, Workforce Management Classified 
Training Branch of the Personnel Commission at (213) 241-5225 or via email at 
jennifer.a.ramos@lausd.net.  Please note that Attachments A and B on the next 
two pages offer details about course offerings and guidance for frequently asked 
questions. 
 
For assistance with providing reasonable accommodation, call the Office of Risk 
Management and Insurance Services, Integrated Disability Management at (213) 
241-7630. 
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Attachment A 
 
COURSE OPTIONS: 
 
(1) Online Course:  You will receive an email with the subject line “LZ - Class Enrollment: 
Reasonable Accommodation” stating that you have been pre-enrolled in the online class since you fall 
under a classification which permits you to perform in a supervisory capacity.  To access the class, you 
need to log into the Learning Zone at https://lz.lausd.net and click on the My Classes Tab. The web 
based learning courses will display a blue globe with a link.  Click on the blue globe with the link to 
access the course. 
  
After completion of the course, print your “certificate of completion” and retain for your records. 
 
If you require technical assistance to access or if you encounter technical problems during the training, 
please call the HELPDESK of the Information Technology Division at (213) 241-5200. 
 
(2) Live Training at Downtown Office:  Registration is required through the Learning Zone.  Log 
into the Learning Zone at https://lz.lausd.net.  Click on the “Class Offerings” link and search under the 
Workforce Management Classified Training program, keyword “reasonable accommodation,” for the 
next available dates. 
 
(3) On-Site Training:  This option is available only to offices and schools with a minimum of 20 
supervisors and administrators and a two-week notification request.  Please contact Workforce 
Management Classified Training at oetraining@lausd.net or (213) 241-3440 to schedule a class at your 
site prior to the deadline of December 31, 2011. 
 
If you have any other questions regarding this training program, or need to make arrangements for 
access to a computer in order to complete the training, please contact the Workforce Management 
Classified Training Branch at (213) 241-3440 or via email at oetraining@lausd.net. 
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Attachment B 
Frequently Asked Questions 

http://lausdjobs.lausd.k12.ca.us/oetrain/wh/faq.asp 
 

General Questions 
 
Question: I don’t supervise anyone.  Do I have to take the course?  
Answer:   Even if you do not currently supervise any employees, if you fall under a classification which has 
been identified as a position which permits you to perform in a supervisory capacity, you must take the class. 
For further clarification, please check the online FAQs for a list of the classifications which are required to 
take the class at http://lausdjobs.lausd.k12.ca.us/oetrain/wh/faq.asp. 
 
Question: I took a similar course already, why do I have to take this one?  
Answer:   Although you may have taken a similar class in the past, you must take this course in order to 
ensure that you have the most current information.   
 
Online Training 
 
Question: How do I start my program?  
Answer:  

1. Proceed to https://lz.lausd.net 
2. Log in using your single sign-on username and password (the same sign-on you use for District 

email) 
3. Click the “My Classes” tab 
4. Click the link icon ( ) which appears to the left of the course title 
5. The program will begin playing in a new window 

 
Question: What if I don’t have a single sign-on username and password?  
Answer:  Proceed to http://notebook.lausd.net and click on the link that says, “Would you like to self-
activate your SSO account?” 
 
Question: What if the program doesn’t run or if I encounter any technical problems during the course? 
Answer: Contact the ITD Service Desk at (213) 241-5200. 
 
 
 
 
 
 


