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Dear Superintendent Sarvis:

In April 2010, the Santa Barbara School Districts and the Fiscal Crisis and Management Assistance
Team (FCMAT) entered into an agreement to provide a review of the district’s child care programs.
Specifically, the agreement states that FCMAT will perform the following;

1.

Analyze the organizational structure of the child development department, including the
number of programs, size and complexity of programs, and the administrative, instruc-
tional and support personnel required for an efficient operational program.

Assess the alignment of the district’s child development programs, including Home
Instruction for Parents of Preschool Youngsters (HIPPY), Cal-SAFE, After School
Education and Safety (ASES), and the school-age child development program that also
offers after-school care, and make recommendations.

Evaluate the revenue sources of the various child development programs and make
recommendations to enhance revenues or provide alternative funding sources.

Assess the expenditure patterns of the various child development programs and make
recommendations to reduce expenses.

Prepare a cost center analysis of the various child development programs for each site
that depicts the estimated revenues and expenses and the break-even point for each
program to operatewithout any contributions from the general fund.

Review the child development program’s multiyear fiscal solvency plan and recommend
anychanges necessary to improve the plan.

Evaluate the current child development facilities including building capacities, and
make recommendations.

Evaluate work flow processes and communication efficiencies between the child devel-
opment program and the business and personnel departments.

Analyze the hours of site operation and employment calendars of site staff, including the
yearround staff, and make recommendations to reduce positions, if any.

FCMAT
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10. Review the job descriptions of the coordinator, administrator and head teacher to
assess leadership requirements of the program’s organizational structure.

11. Analyze the memorandum of understanding with Child Nutrition Services and make
recommendations to decrease expenses, if any.

12. Review the Santa Barbara Teachers’ Association (SBTA) contractual agreement,
including the salary schedule placements, to determine if the alignment with
completed education levels is equitable for all staff

This report contains the study team’s findings and recommendations.

FCMAT appreciates the opportunity to serve the Santa Barbara School Districts and extends its
thanks to all the staff members for their cooperation and assistance during fieldwork.

Sincerely,

Joel D. Montero
Chief Executive Officer
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Foreword

FCMAT Background

The Fiscal Crisis and Management Assistance Team (FCMAT) was created by legislation in
accordance with Assembly Bill 1200 in 1992 as a service to assist local educational agencies in
complying with fiscal accountability standards.

AB 1200 was established from a need to ensure that local educational agencies throughout
California were adequately prepared to meet and sustain their financial obligations. AB 1200 is
also a statewide plan for county offices of education and school districts to work together on a
local level to improve fiscal procedures and accountability standards. The legislation expanded
the role of the county office in monitoring school districts under certain fiscal constraints to
ensure these districts could meet their financial commitments on a multiyear basis. AB 2756
provides specific responsibilities to FCMAT with regard to districts that have received emergency
state loans. These include comprehensive assessments in five major operational areas and periodic
reports that identify the district’s progress on the improvement plans.

Since 1992, FCMAT has been engaged to perform nearly 700 reviews for local educational
agencies, including school districts, county offices of education, charter schools and community
colleges. Services range from fiscal crisis intervention to management review and assistance.
FCMAT also provides professional development training. The Kern County Superintendent of
Schools is the administrative agent for FCMAT. The agency is guided under the leadership of
Joel D. Montero, Chief Executive Officer, with funding derived through appropriations in the
state budget and a modest fee schedule for charges to requesting agencies.

Total Number of Studies.................... 711
Total Number of Districtsin CA.......... 982

@ Management Assistance.................ooco.... 675 (94.946)
O Fiscal Crisis/EMeIgency ..o..o.oovvvvsvrsoe 36 (51%

Note: Some districts had multiple studies.
@ Districts (7) that have received emergency loans from the state.
(Rev. 7/30/08)
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Introduction

Background

The Santa Barbara School Districts are the primary public school districts that serve the city of
Santa Barbara and surrounding metropolitan areas from Goleta to Montecito. The two districts
consist of an elementary district with an enrollment of 5,791 students and a secondary district
with an enrollment of 9,905 students. One administrative system and one school board govern
both districts, with the elementary school district in basic-aid status and secondary district
approaching basic-aid status, the combined general fund revenue is approximately $117 million.
The secondary district receives funding based on serving students from Goleta, Santa Barbara,
and Montecito, while the elementary district only receives funding based on serving students
from the Santa Barbara area.

Throughout most of this report, FCMAT will refer to the entities as a single district.

The Santa Barbara Elementary School District serves a diverse student population that is 65.7%
Hispanic and 27.5% white, and 39.6% of all students are English learners as compared to the
county average of 30%. In addition, 45.6% of students are eligible for free and reduced priced
meals as compared to the county average of 46.3%, and 68.4% are eligible for compensatory
education as compared to 58.7% countywide. The Santa Barbara Secondary District serves a
student population that is 46.8% Hispanic and 43.6% white with 18.2% of students English
learners, 26.9% eligible for free and reduced price meals and 36.7% in compensatory education.
The Santa Barbara Elementary District API for 2009 was 773. Six of the 14 elementary, alterna-
tive and charter schools scored at or above the statewide performance target of 800 in 2009. The
Santa Barbara Secondary District 2009 API was 786 and two of 13 middle and high schools
scored at or above the statewide performance target of 800 in 2009.

In March 2010, the Santa Barbara School Districts requested that FCMAT review the districts’
Child Development programs and services. The study agreement specifies that FCMAT will
perform the following:

1. Analyze the organizational structure of the child development department,
including the number of programs, size and complexity of programs, and the
administrative, instructional and support personnel required for an efficient opera-
tional program.

2. Assess the alignment of the district’s child development programs, including Home
Instruction for Parents of Preschool Youngsters (HIPPY), Cal-SAFE, After School
Education and Safety (ASES), and the school-age child development program that

also offers after-school care, and make recommendations.

3. Evaluate the revenue sources of the various child development programs and make
recommendations to enhance revenues or provide alternative funding sources.

4. Assess the expenditure patterns of the various child development programs and
make recommendations to reduce expenses.

5. Prepare a cost center analysis of the various child development programs for each
site that depicts the estimated revenues and expenses and the break-even point for
each program to operatewithout any contributions from the general fund.

SANTA BARBARA SCHOOL DISTRICTS



INTRODUCTION - ——

6. Review the child development program’s multiyear fiscal solvency plan and recom-
mend anychanges necessary to improve the plan.

7. Evaluate the current child development facilities including building capacities, and
make recommendations.

8. Evaluate work flow processes and communication efficiencies between the child
development program and the business and personnel departments.

9. Analyze the hours of site operation and employment calendars of site staff,
including the yearround staff, and make recommendations to reduce positions, if
any.

10. Review the job descriptions of the coordinator, administrator and head teacher to
assess leadership requirements of the program’s organizational structure.

11. Analyze the memorandum of understanding with Child Nutrition Services and
make recommendations to decrease expenses, if any.

12. Review the Santa Barbara Teachers” Association (SBTA) contractual agreement,
including the salary schedule placements, to determine if the alignment with
completed education levels is equitable for all staff

Study Team

The study team was composed of the following members:

Mary Barlow Shelley Northrop*
FCMAT Deputy Administrative Officer Coordinator Health Services
Bakersfield, CA Kern County Superintendent of Schools
Bakersfield, CA
John Von Flue
FCMAT Fiscal Intervention Specialist Cynthia Ruiz*
Bakersfield, CA Director Early Childhood Services
Kern County Superintendent of Schools
Leonel Martinez Bakersfield, CA
FCMAT Public Information Specialist
Bakersfield, CA Steve Sanders*

Administrator Division of Child Development
and Family Services & Museum Education

Kern County Superintendent of Schools
Bakersfield, CA

*As members of this study team, these consultants were not representing their employers but
were working solely as independent contractors for FCMAT.

Study Guidelines

FCMAT visited the district on May 18-20 2010 the FCMAT team to conduct interviews, visit
sites, and review documents. This report is the result of that effort.
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Executive Summary

The Santa Barbara School Districts consist of two legally separate school districts: an elementary
district and a secondary district. The Santa Barbara elementary and secondary districts are
among the few remaining California school districts that are legally separate but share a common
governing board and administration. The broad scope of this study provided the Fiscal Crisis
and Management Assistance Team (FCMAT) the opportunity to provide in-depth analysis of all
critical aspects of the Santa Barbara School Districts’ Child Development Program.

Santa Barbara School Districts has a long history of commitment to early childhood develop-
ment programs. The district clearly views preschool and related services as critical programs

that will provide a true impact on students’ academic achievement and long-term success. The
community relies on the district for much-needed academic-based preschool and child care
services. The child development programs have expanded over several years into a collection of
programs for young children that meet the requirements of grant and state funding options, but
do not necessarily meet the needs of the children they serve. The child development programs
lack strategic direction because they have operated independently from the district’s strategic plan
for instructional learning. Although the number and type of programs offered to the community
are commendable, given the substantial district investment in early childhood development

and school-age child care, measurable results of the programs are not evident or documented.
The department appears to be trying to bundle the various child development programs with
minimal direction from district leaders. District goals for the child development program need to
be developed and clearly articulated to the various departments that play key roles to ensure the
overall efficiencies and success of the program.

When the child development program director retired in September 2003, the Santa Barbara
district determined that it would not fill the position and that program responsibili-  ¢chool Districts
ties would be divided between two coordinator positions. Neither coordinator had .
the programmatic or technical experience at the director level managing budgets, has a Iong hIStOI‘)’
program compliance, and personnel matters. This organizational change has resulted of commitment to
in systemic organizational problems including poor communication, lack of consis- early childhood

tent budget development and management, inadequate monitoring of staffing ratios, developmen t

and disorganized program management. The dual coordinator model has not been
effective for the district either fiscally or administratively. programs.

The program lacks systems and processes and procedures to adequately monitor and

manage personnel, budgets, and program goals. The fiscal and personnel aspects of

operating the child development programs are disconnected from the district, yet it is critical
that these functions be considered in tandem with all district operations. The district prides
itself on being the primary early childhood education provider for Santa Barbara County, yet
these programs are operated largely outside of district oversight. Given the sweeping reforms of
AB 2759 and the fiscal impact of the California state budget crisis on program operations, the
district should reinstate fiscal and personnel oversight.

The Child Development Program’s organization lacks clarity and does not distinguish staff roles
and their assigned responsibilities. There is no clear understanding among most district staff
members as to the chain of command and lines of authority of the two coordinator positions that
share the leadership role of the child development programs. Having dual coordinators creates
confusion among district employees about the specific responsibilities of each coordinator and

SANTA BARBARA SCHOOL DISTRICTS
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reduces the accountability of program staff. It is also an inefficient leadership model because
both coordinators conduct business and attend meetings in tandem, when one person would
sometimes be adequate.

FCMAT analyzed the organizational structure of the Child Development Program Department
and made staffing ratio recommendations for administrative, clerical, and instructional program
support. In addition, FCMAT developed an organizational chart with appropriate reporting
structures for all management, support and instructional positions in the department. Many

of the job descriptions provided to FCMAT were dated and do not align with the California
Department of Education matrix. Current district education requirements exceed the California
Commission on Teacher Credentialing (CCTC) minimum qualifications. The district should
balance the fiscal and program impacts to hire the most highly qualified and educated staff

with the limited budget provided by the CDE to operate the program. CCTC guidance on
minimum qualifications for teachers and instructional staff along with the CDE matrix should
be used when developing new job descriptions for the child development department. Because
the program employs experienced and highly qualified certificated staff, the commensurate salary
exceeds the average of comparable programs.

The program is overstaffed based on the Title 5 staffing ratios. The hours of operation,

employee calendar and work schedule, and policies on hiring substitutes have resulted in more
staff members than necessary to operate the CSPP and CCTR programs. Planned personnel
reductions were not implemented, adding to the fiscal shortfall. In addition, the classrooms

are underenrolled, and the district should apply to increase the enrollment in each preschool
classroom to 24 rather than 21. Preschools and child care centers operate on variable hours
depending on the site. The district should align the hours of center and preschool operation
districtwide and align the employee work schedule with student attendance. Fewer students are
usually in attendance in the early morning hours or late in the afternoon and therefore fewer staff
members are needed during this period. The district should implement the parent participation
requirement in the CSPP half-day programs, and increase the enrollment from 20 children to 24
to generate maximum reimbursement. Title 5 staffing ratios and guidance with regard to adult-
to-child ratios are included in this report to assist the district in determining staffing levels of the
various programs it operates. The organization charts, job descriptions, and salary schedules of
comparison districts were provided for reference.

The ASES, CalSAFE and HIPPY programs function outside the child development program

and are operating within budget. In this report, FCMAT makes recommendations for potential
sources to increase revenue for these programs such as MAA and LEA billing, grants and part-
nerships. FCMAT also recommends areas to reduce program expenditures such as improving
internal controls with regard to cash management. Other areas to reduce expense include a
review of the memorandums of understanding (MOUs) with partner agencies, proper accounting
and reporting of meals with nutrition services, and a potential reduction in staff.

The ASES program and the general child care school-age after-school program (CCTR) duplicate
services at some school sites and should be strategically aligned. The district has the opportunity
to maximize the slots available to students by coordinating the operation of these two programs.
CCTR funding is volatile, and the district should review the school-age child care program and
determine if students can be served through ASES. FCMAT has also provided recommenda-
tions for improved communication and coordination between the two departments, including
the shared development of curriculum and supplemental material to improve student academic
outcomes. ASES and CCTR school-age child care should have educational goals that are aligned
with district goals.

FiscaL Crisis & MANAGEMENT ASSISTANCE TEAM
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FCMAT reviewed the types of programs operating at each site and the number of classrooms
utilized. Classrooms are underutilized and the associated maintenance of classrooms could

be reduced by optimizing utilization. There is an opportunity to consolidate programs into
classrooms by slightly shifting the hours of operation and better coordination. There may be an
opportunity to relocate some of the isolated off-site programs to a school site to integrate services
with the school age program and provide more direct oversight.

The Child Development Division has been effective in securing renovation grants from the
CDE; however, these grants are used for capital projects and do not add revenue for operations.

There is lack of communication between the child development programs and the Personnel
Department. Decisions that affect personnel should be acted on quickly and according to all
collective bargaining agreement contracts and applicable laws. The coordinators are not familiar
with the collective bargaining agreements for the certificated and classified staff and have made
personnel decisions outside the district’s policies and agreements. The district office will need
to be more engaged in oversight for the fiscal and personnel aspects of the child development
programs. Fiscal accountability is critical to sustaining this program for the Santa Barbara
community and to engender trust with potential grantors. This report also contains recommen-
dations about restoring program fiscal and personnel oversight to the district.

SANTA BARBARA SCHOOL DISTRICTS
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Findings and Recommendations

Organizational Structure

The Santa Barbara School District’s Child Development Department, Home Instruction for
Parents of Preschool Youngsters (HIPPY), California School Age Families Education (CalSAFE),
and the After School Education (ASES) programs operate under the direction of the associate
superintendent of education. Two coordinators lead the Child Development Department and
divide their responsibilities by program. A document titled The Child Development Program
Coordinator Job Description and Duties dated 2009-2010 was provided to the team by one of
the coordinators. This document states that the coordinator supervises 14 after-school classrooms
on several sites HIPPY, CalSAFE and Mobile Waterford staff in addition to the clerical, certifi-
cated and classified staff that support the preschools and child care centers, totaling approxi-
mately 100 employees.

The existing child development program organizational structure includes two coordinators,
three head teachers, and six administrative support staff housed in the business office: 2 FTE
senior office assistants, a secretary, a business office coordinator, an administrative secretary, and
a substitute caller. California State Preschool (CSPP) and General Child Care (CCTR) program
staff include 40 (28.50 FTE) teachers, 55 (35.12) FTE assistants, two housekeepers and two

custodians. Mobile Waterford staff members are not included in this count.

Number and Type of Programs

The district’s child development programs operate under two California Department of
Education (CDE) contracts: California State Preschool Program (CSPP) and General Child Care
and Development (CCTR). According to program enrollment by site, services are provided to
approximately 960 children per average month at 14 different school or center sites. The overall
enrollment, when at full capacity appears to consist of the following:

* CCTR-school age children enrollment 287; of those 19 (approximately 7% of
enrollment) are nonsubsidized by the CDE contract.

e CCTR PLTK enrollment, 90; of those 88 (approximately 98%) are nonsubsidized.
¢ CCTR —children’s center enrollment 184; of those 4 students are nonsubsidized.
* CSPP - State preschool enrollment 389; of those 24 are in the Family Literacy Program

Eight preschool sites offer 17 classes and serve 344 children since some sites offer morning and
afternoon sessions. Three children’s center sites with nine full-day programs serve a total of 151
children. In addition two Pre K Family Literacy programs at two sites serve 24 children for the
full day, and 21 children for a half day. The Family Literacy program was consolidated under
AB2759, and the funding was reduced to $2,500 per site. The student count for children served
by this program should have been added to the CSPP contract under the new application. It is
unclear if the transition was completed in the new application. An Early Years program is located
at one site, serving 33 students for the full day. The CD program also offers school-age general
child care after school at nine sites, with 13 classrooms serving 356 students.

SANTA BARBARA SCHOOL DISTRICTS
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Table One — Number and Types of Programs

Program Site Rooms | Roomid | Enrollment May 2010 License | Enrollment Facility
goal Enrollment Opportunity Opportunity
Am | pm | Full day Room availability
Preschool Academy 1 112 21 21 20 0 112 - pm
School Age Adams 2 F 32 30 2
G 32 30 2 G-am
Preschool Adams 2 F 21 20 40 1
H 21 21 0 H-pm
School Age Cleveland 2 6 32 22 10
22 32 27 5
Preschool Cleveland 2 6 21 18 20 3 * see note
22 21 20 1
Children center | Franklin 4 101 18 18 162 0
102 15 15 0
103 15 15 0
104 18 18 0
School Age Franklin 3 Bl 32 25 7
B2 32 24 8
B3 32 26 6
Preschool Franklin 3 Bl 21 21 0
B2 21 20 1
B3 21 21 0
Pre-K Fam Lit Franklin 1 32 24 24 8
School Age Harding 1 9A 32 30 2 9A - am
Preschool Harding 2 19 21 21 40 0 19 - pm
20 21 20 1 20 - pm
Pre-K Fam Lit Harding 1 21 21 21 0 21 -pm
Children center | Las Flores 1 2 19 19 40 0
Preschool Las Flores 1 1 21 21 21 0
School Age McKinley 1 27 32 29 3
Preschool McKinley 3 27 21 21 40 0
1 21 17 4 1-pm
2 21 21 0
2 21 20 1
School Age Monroe 1 21 32 30 2 21 -am
Children center | Parma 4 101 15 15 75 0
102 18 18 0
103 15 15 0
104 18 18 0
School Age Peabody 1 32 22 10
22 21 1
Preschool Peabody 1 21 20 20 1
School Age Roosevelt 1 8 32 30 2 8 -am

FiscaL Crisis & MANAGEMENT ASSISTANCE TEAM
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CalSAFE S.B.H.S. 1 31 34
Early years S.B.H.S. 2 1 29 29 0
2 2 2 0
School Age Washington | 1 19 32 31 1 19 - am
1032 324 | 418 | 206 82

*Cleveland license indicates capacityof

20

The structure of the diverse programs is somewhat fragmented and difficult to distinguish,
operate and fiscally manage. The locally developed program names and acronyms used by the
program complicate matters as they don’t appear to be in any contract language or they are
terms no longer used by the CDE including the following:

* SAP (Located in Employee Handbook, makes reference to 5-10 year olds)
* FCTR, PLTK, & SPS (Located in the staff list for changes in percentages of funding)

Programs are operated with co-mingled students and are multifunded. Some classes operate a 3
hour preschool program in the am and then an after-school school age program with some of

the same children in the same room. Some classes offer extended day to 16 of their 20 children
enrolled, which is partially paid for by a private grant.

The management

Administration )
The management of the child development program does not demonstrate sufficient of the child
technical knowledge of California Department of Education (CDE) regulations development

and requirements specifically with regard to the California State Preschool Program program does
(CSPP) contract and fiscal oversight. AB 2759 created the California State Preschool
Program (CSPP). In response to AB2759, districts that operate preschool and child . )
care programs were required to review existing operations of all CDE funded child sufficient technical

not demonstrate

care and preschool programs and develop a revised plan and application for funding. |(n0w|edge
Applications were due to the CDE in January 2009. It is unclear whether the child of California
development program completed a thorough analysis of all programs to determine
the best redesign to meet student need and maximize funding. Many program Department of
names used in organization and staffing charts, parent handbooks, and budget Education (CDE)
documents refer to programs that were consolidated or eliminated under AB2759. regu|ati0ns and
Because the district serves school-age children, infants and toddlers, both a CCTR requirements
and CSPP contract was issued and went into effect July 1, 2009. AB2759 specifically q ) .
affects the district in the following areas: SPeCIfKa"Y with

regard to the

* The CSPP consolidates the five largest center-based programs providing

services to three- and four-year-old children into one contract. California State
 Agencies with CCTR contracts serving other ages in addition to three- and Preschool Program
four-year-olds will have both a CCTR and CSPP contracts. (CSPP) contract and

e CPKP and CPKF will be consolidated into the CSPP program and will be fiscal OVEFSight.
able to provide services to both three- and four-year-olds and shall continue
to provide family literacy services.

* CSPP contractors will receive $2,500 per class based on the original number of classes
funded by CPKP and/or CPKF contracts.

SANTA BARBARA SCHOOL DISTRICTS
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* The CSPP contracts will be effective July 1, 2009.

* After the initial year of implementation, contractors that continue to hold a CCTR or a
CSPP contract may request an amendment based on changes in demographics.

Additional information is available at the following Web address:
http://www.cde.ca.gov/fg/aa/cd/documents/ppspresentation.ppt

With knowledge of the program funding parameters, the district coordinators should be able to
maximize funding by managing class size and program participation, and by submitting timely
contract amendments. Overstaffing, low class size, and infrequent monitoring of the budget
result in an annual year-end budget reconciliation with significant budget transfers. This does not
allow sufficient time to make changes to increase the ending balance. At least twice in the past
four years, the program had a negative ending fund balance that resulted in a general fund contri-
bution from the district. This practice is not the best approach to operating a program of this size
and scope. The program lacks systems and processes and procedures to adequately monitor and
manage personnel, budgets, and program goals. The fiscal and personnel aspects of operating the
CD programs are disconnected from the district, yet it is critical that these functions be consid-
ered in tandem with all district operations.

The child development organizational chart lacks clarity and does not distinguish staff roles and
their assigned responsibilities. There is no clear understanding among most district staff members
as to the chain of command and lines of authority of the two coordinators that share the leader-
ship role of the child development programs. One coordinator is responsible for all school-age
student programs, HIPPY and CalSAFE and the other supervises the preschools. As a result,

a site that operates more than one type of contract is managed by more than one coordinator.
Having dual coordinators creates confusion among district employees about the specific responsi-
bilities of each coordinator and reduces the accountability of program staff. The dual coordinator
model has not been fiscally or administratively effective for the district.

Support Staff

Support staff members for the child development program are all centrally located. Duties for
coordinators and support staff are segregated by program rather than site. Support staff travel to
sites that operate multiple programs to pick up/drop off forms and assist with parents, children
or staff. This creates operational inefficiencies because both coordinators and more than one
support staff member frequently travel to a site to pick up or drop off a form or to provide
support without communicating with other support staff members. Therefore, a site could have
both coordinators and several support staff members providing a service that a single coordinator
or support staff member could provide. The lack of support staff members at the sites also places
an unnecessary hardship on parents because they have to travel to receive information pertaining
to enrollment, recertifications and to pay fees for services. Site staff members have occasionally
been unable to contact support staff and or coordinators by phone during emergencies. Some
sites have sufficient space to relocate support staff members to various sites, which would allow
them to better provide direct communication with parents, and support staff with clerical needs
and process payments.

Instructional Job Requirements and Staffing Ratios

California Department of Education staffing ratios apply to most but not all of the programs
operated by the Child Development Department. In some programs, the department has over-
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staffed perhaps due to unstable student attendance (CCTR) and or faulty student enrollment
projections. CDE adult to child ratios are as follows:

Section 18290 of Title 5 of the California Code of Regulations provides:

Contractors shall maintain at least the following minimum ratios in all centers:

(A) Infants (birth to 18 months old) - 1:3 adult-child ratio, 1:18 teacher-child ratio.
(B) Toddlers (18 months to 36 months old) - 1:4 adult-child ratio, 1:16 teacher-child

ratio.
(C) Preschool (36 months to enrollment in kindergarten) - 1:8 adult-child ratio, 1:24
teacher-child ratio.

(D) Children enrolled in kindergarten through 14 years old - 1:14 adult-child ratio,
1:28

teacher-child ratio.
(E) Compliance with these ratios shall be determined based on actual attendance.
(2) Section 18291 of Title 5 of the California Code of Regulations provides:

(A) Whenever groups of children of two (2) age categories are commingled and the
younger age group exceeds fifty percent (50%) of the total number of children present,
the ratios for the entire group must meet the ratios required for the younger age group.

(B) If the younger age group does not exceed fifty percent (50%) of the total number
of the children present, the teacher-child and adult-child ratios shall be computed
separately for each group.

101216.4 PRESCHOOL PROGRAM WITH TODDLER COMPONENT

(a) Licensees serving preschool-age children may create a special program component
for children between the ages of 18 months and 30 months. The provisions of Sections
101151 through 101239.2 shall apply for children over 24 months, except as specified
in Sections 101216.4(a)(1) through (6).

The provisions of Sections 101351 through 101439.1 shall apply for children between
the ages of 18 and 24 months participating in a preschool toddler component, except

as specified in Sections 101216.4(a)(1) through (6).

(1) Child care centers with an existing preschool program wishing to establish a
toddler component shall submit an amended application and obtain approval from the
Department.

(2) Children in a child care center between the ages of 18 months and 30 months may
be placed in the toddler program. A child older than 30 months may participate in the
toddler program with written permission from the child’s authorized representative. No
child in the toddler program shall be placed in the preschool program before the age of

30 months without written permission from the child’s authorized representative.

(3) It shall be permissible for a child whose developmental needs require continuation
in a toddler component to remain in the toddler component up to a maximum age of
three years.
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(4) A ratio of six children to each teacher shall be maintained for all children in atten-
dance in the toddler program. An aide who is participating in on-the-job-training may
be substituted for a teacher when directly supervised by a fully qualified teacher.

(5) The maximum group size, with two teachers, or one fully qualified teacher and one
aide, shall not exceed 12 toddlers.

(6) The toddler program shall be conducted in areas physically separate from those used
by older or younger children. Space planning and usage for the toddler component
shall be governed by the provisions of Section 101438.3. Plans to alternate use of
outdoor play space must be approved by the Department.

(A) Requirements for physical separation between children in the toddler component

and
older or younger children need not apply when a planned activity is being conducted.

NOTE: Authority cited: Section 1596.81, Health and Safety Code. Reference: Section
1596.955

CSPP half day preschool programs require parent participation. FCMAT recommends that the
district staff each CSPP half-day preschool class with one teacher, one preschool aide and one
volunteer to achieve the one-to-eight adult-to-child ratio. Teachers who work at off campus sites
should attend Title 22 orientation so that they can act as a site supervisor. A small stipend could
be provided to the teacher for this added duty.

Since there is no parent-participation component, CSPP full-day classes should be staffed with
one teacher, one child care assistant and one preschool assistant. This adheres to best practices in
the field to ensure student safety and program compliance with adult-to-child ratios.

Children’s centers should be staffed according to the same ratio except the infant and toddler
programs, which require a one-to-three or one-to-four adult-to-student ratio.

Children’s Centers for school age children should follow the Child Care Center General
Licensing Requirements 101516.5 Teacher-Child Ratio and Title 5: California Code of
Regulations Section 18291, which require one teacher and one aide for every 28 children in
attendance and state as follows, “(1) A teacher shall supervise no more than 14 children or with
an aide a maximum of 28 children.”

These regulations are available at: http://www.dss.cahwnet.gov/ord/entres/getinfo/pdf/ccc7.pdf

Staff Qualifications

The CDE matrix provides guidance on the minimum CDE requirements for preschool teachers
and aides. The district must balance the desire to hire the most highly qualified staff with the
program budget provided by the CDE. The district has many highly qualified staff members
that serve as preschool teachers and are paid a higher salary than comparable districts and county
offices. Personnel costs represent the majority of the budget of any program but this is exacer-
bated when salaries exceed the average range. The district should review existing job descriptions
for teachers and instructional aides, and more closely align the qualifications and the salary
schedule for the child-development positions with the CDE guidelines. FCMAT has provided
sample job descriptions in the appendix section of this report
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The minimum qualifications for staff are as follows:
101216.1 TEACHER QUALIFICATIONS AND DUTIES 101216.1
(3) One of the following Child Development Permits issued by the California

Commission on

Teacher Credentialing:

(A) Child Development Associate Teacher Permit; or
(B) Child Development Teacher Permit; or

(C) Child Development Master Teacher Permit.

(D) An aide assisting a fully qualified teacher (as specified in Section 101216.1(c))

in the supervision of up to 18 preschool-age children pursuant to Section 101216.3
shall meet the following requirements: (1) Completion of six postsecondary semester
or equivalent quarter units in early childhood education or child development, or (2)
Completion of at least two postsecondary semester units or equivalent quarter units

in early childhood education or child development each semester or quarter following
initial employment, and (3) Continuation in the educational program each semester or
quarter until six units have been completed. (b) The licensee may use teacher aides in a
teacher-child ratio of one teacher and one aide for every 15 children in attendance.

(1) A ratio of one fully qualified teacher (as specified in Section 101216.1(c)) and one
aide for every 18 children in attendance in a preschool program is allowed when the
aide meets the qualifications specified in Section 101216.2(d).

Preschool assistants are generally slightly higher paid than child care assistants because of addi-
tional requirements. When an assistant holds an associate teacher permit, the assistant can substi-
tute as the preschool teacher in case of teacher absence. This reduces the cost to hire substitute
preschool teachers and provide program continuity for the children.

The district is held to a higher CDE standard adult-to-child ration for subsidized students. The
district has the option of operating nonsubsidized preschool and general child care programs with
a lower adult-to-child ratio. Because the district blends nonsubsidized and subsidized students,
the lower ratio is not possible.

For comparison purposes, FCMAT identified school districts and county offices of education that
operate a similar number of programs and serve a comparable number of students. The compar-
ison data include the number and type of full-time equivalent (FTE) positions and organizational
structure of each program. Data for a comparison of child development department staffing was
obtained from five California districts and county offices. The comparison programs surveyed
were Bakersfield City School District, Kern County Superintendent of Schools, Imperial County
Office of Education, Riverside County Office of Education, and San Luis Obispo County Office
of Education.

Although comparative information is useful, it should not be considered the only measure of
appropriate staffing levels or the organizational structure. The state’s school districts and county
offices of education are complex and vary widely in demographics and resources. Careful evalu-
ation is recommended because generalizations can be misleading if significant circumstances are
not considered.

SANTA BARBARA SCHOOL DISTRICTS
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FCMAT’s comparison took into account the program configuration and size. The following table
lists the organizational staff positions of the comparison districts as reflected in data obtained
from the comparison districts. The organization charts, salary schedules, and job descriptions of
the surveyed districts and county offices of education are in included in the appendix section of
this report.

Comparable Program Staffing

ADA Director Site Supervisor Teacher | Assistant | Accountant Secretary | Clerk
Bakersfield 576 | coordinator | (principal) 24 24 | 2
KCsOs 1,246 | 4 44 63 2 2 4
San Luis Obispo | 432 | | —titled program | 16 | |
COE coordinator
*Imperial 2208 | 2 22 59 3 | 6
Santa Barbara 960 2 coordinators 28.5 35.12 5 |

See appendix for full listing of all positions and titles

Most programs have a single director that provides oversight, develops staffing ratios, ensures
program compliance, prepares and monitors the program budget, and provides administration
of all aspects of program operations. Most programs also have a second-level site supervisor or
program coordinator that supervises the daily operations of three to four sites serving approxi-
mately 200-350 students. In addition, the director and site supervisors are supported by adminis-
trative assistant and clerks depending on the student count. Many programs also staff a full-time
accountant or account clerk to manage the budget and work directly with the business office
when making adjustments. In larger programs a department supports parent fee collections and
program budgets. These positions generally report to the director of the program. Most programs
adhere to the staffing formula outlined by Education Code and Title 5 regulations although some
hire additional support assistants instead of using parent volunteers. In some cases, numbers were
not available from the districts and county offices surveyed, and those cells were intentionally left

blank.

The Riverside County Office of Education Division of Children and Family Services oversees a
wide variety of federal and state funded programs serving young children and families including:
Head Start, Early Head Start, California State Preschool Program, Child Development Center-
Based Programs, Alternative Payment Program for child care, Resource and Referral, CalWORKs
Stages 2 and 3 child care, Court Child Care, Family Child Care Home Education Network
(FCCHEN), Resource Lending Libraries, and Special Project Grants such as the Child Care
Initiative Project; Growing, Learning, Caring for license-exempt providers; and child care Health
and Safety. Similarly Imperial County Office of Education offers expansive services that could
not be fully illustrated in the above table. Although these programs are included for comparison
purposes throughout the report, because of the size and scope of the program the staffing ratios
are not included in this table. The appendices attached to this report provide program informa-
tion for reference.

The following organizational chart illustrates the changes that FCMAT recommends for the
organizational structural of the child development department.
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—

Director of Child Development

Administrative Assistant ]

(

Site Supervisor ]

{ Sr. Office Assistant ]

SBHS Early Years

Academy
Harding
McKinley*
Monroe
Washington

Each preschool classroom

1 teacher

1 preschool assistant

(

Site Supervisor ]

{ Sr. Office Assistant ]

Cleveland

Franklin*® J

Classroom Staff

1 parent volunteer for half-day program
1 child care assistant for full-day CSPP only

i

Office Coordinator ]

{ Site Supervisor

)

{ Sr. Office Assistant ]

Adams*
Las Flores**
Parma**
Peabody
Roosevelt

Each general child care CCTR

school age

2:28 adult-child ratio

Each CCTR serving infants
under 2 years of age

1:3 adult-child ratio

Each CCTR serving toddlers
18-36 months of age

1:4 adult-child ratio

* Site supervisor and senior office assistant should be located at the noted site due to

student count

** Parma and Las Flores are located off campus as a standalone operation. The
teacher should hold Title 22 training as a site supervisor.
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FCMAT recommends that the district reestablish the director of child development program
position and eliminate the two coordinator positions. The director job description should align
with CCTC and CDE guidance on requirements. By eliminating the two coordinator positions
and reestablishing the director position, the district will reduce confusion and better manage
operations. The district should create site supervisor positions that are responsible for providing
daily operational support to approximately three to four sites. The sites should be divided among
supervisor positions based on student count and geographic location to balance the workload.
Sites should be clustered to minimize travel between sites. The district should eliminate the head
teacher job description and adopt job titles that align with the CDE matrix. The job description
for preschool teachers, children’s center teachers, and instructional assistants should be reviewed
and revised to meet CDE guidance on qualifications. Each class should be staffed with at least
one preschool teacher and one preschool assistant. Full-day CSPP preschool sites should be
staffed with one preschool teacher, one preschool assistant, and one child care assistant. Based
on this staffing ratio, if the district chose to staff one teacher in every class including school-age
general child care, the district would employ the following:

* 18 part-time preschool teachers (9) FTE
* 14 part-time school age teachers (7) FTE
* Two full-time preschool teachers (Early Years and pre-K Family Literacy)
* Nine full-time Children’s Center teachers, full day
Total of 27 FTE preschool teachers

* 18 part-time (3.5 hour) preschool assistants (5.14)
* 14 part time (3.5 hour) school age assistants (4)
* Two full-time preschool assistants (Early Years and pre-K Family Literacy)
e Two full-time child care assistants (Early Literacy and pre-K Family Literacy)
* 18 child care assistants Children’s Center full day*
Estimated Total of 31.14 assistants

*The district should review each children center and determine the age of the children served.
This number assumes Children’s Centers serve children 18-36 months of age and must be staffed
at a one-to-four ratio. The number of assistants needed would decrease if the children served in
the Children’s Centers are older or the program is blended with older children. In either case,

the district should refer to Section 18291 of Title 5 of the California Code of Regulations to
determine staffing ratios.

The district has 40 (28.50) preschool teachers, 55 (35.12) aides, and may need to plan for a
reduction in force if staffing adjustments cannot be achieved through attrition. The district
needs to negotiate with both bargaining units to address salary schedule placement for any newly
developed job descriptions. FCMAT has provided salary schedules by position for comparison
districts.
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Recommendations

The district should:

1. Eliminate two coordinator positions and hire one director of the child development
program.

2. Review and revise the job description for director to reflect the revised organization,
chain of command and line of authority.

3. Eliminate the head teacher positions and create three to four site supervisor posi-
tions. Sample job descriptions from other programs are in the appendix section of
this report.

4. Ensure each site employs a preschool teacher and at least one preschool assistant.
Full-day CSPP classes should also staff a child care assistant.

5. Review all business office job descriptions, eliminate redundancy and redistribute
duties based on location.

6. Relocate support staff members to the program sites with the highest student count

10.

11.

12.
13.

14.

15.

16.

so that there are sufficient personnel to assist with enrollment, recertification,
clerical tasks and parent assistance.

Assign one administrative support position to the same location as the director to

provide the director with support. The accountant should be located at the district
offices.

Reduce 1 FTE business office staff based on a comparison with similar programs.

Review teaching and assistant staffing assignments and redistribute as needed to
ensure a student to staff ratio that adheres to Title 5.

Update child development job titles so that they are consistent with CCTC:
director, site supervisor, master teacher, teacher, associate teacher and assistant.
Additional information on the CDE matrix may be obtained at: http://www.child-
development.org/cs/cdtc/download/rs/17/Permit%20Matrix%209-07%20SD.
pdfrx-r=pcfile_d.

Revise the organizational chart so that it displays a clear hierarchy with CDE
contracts of CSPP (full day, half day) and CCTR (toddlers, afterschool).

Create a separate document for the program staff directory.

Clearly identify the program consistent with the CDE terminology in all written
documents including the organizational chart, site rosters, and parent handbook.
The district should avoid using program-specific acronyms when communicating
with the public and other departments.

Request technical support from the CDE consultant to review contracts, reporting
and budgeting issues.

Work with the CDE consultant to decrease enrollment of CCTR program; increase
CSPP half day to CSPP full day. This will require amending the CDE contract.

Develop a plan to implement a researched-based early childhood education core
curriculum that aligns preschool to kindergarten and district school readiness goals.

SANTA BARBARA SCHOOL DISTRICTS
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Program Alignment

The HIPPY, ASES and CalSAFE programs do not appear to have any tangible alignment to the
CDE contractual child development programs. HIPPY, ASES and CalSAFE programs do not
share the same funding terms and conditions as CCTR or CSPP, or Title 22 licensing require-
ments. The child development coordinators assigned to oversee these programs do not have

the expertise and knowledge to oversee such a range of programs and do not provide ongoing
support or consistent evaluation.

Interviews and site visits indicated that the child development coordinators provide little supervi-
sion to HIPPY, CalSAFE and the After School programs. The After School (ASES) director,
HIPPY director and CalSAFE coordinator manage their programs effectively, and the programs
operate within the budget. HIPPY, CalSAFE and ASES are not aligned or integrated with other
child development programs for preschool or school-age children. However, the district should
pursue a model that better aligns these programs and provides a continuum of services.

HIPPY Program

HIPPY is a home-instruction program for the parents of preschool youth. The program is
grant-funded, and because of declining budgets, the services that were formerly home-based

and offered by several support staff members are now offered at a school site by a single staff
member. HIPPY has made staffing adjustments in 2009-2010 and 2010-2011 to accommodate a
reduced budget. As of 2010-2011, the director serves in an advisory capacity without a stipend or
compensation because the budget is limited. Personnel costs represent the majority of the budget.
Personnel costs in a nonprofit-operated program generally are less than a school district. The
district should consider shifting the operation of this program to a local nonprofit organization.

CalSAFE

The district has demonstrated a commitment to pregnant and parenting teens and to facilitating
their graduation from high school through support programs such as CalSAFE and child care

services.

The CalSAFE annual program budget of $360,000 was reduced as a Tier 3 categorical program
in 2009. CalSAFE will be in Tier 3 flexibility until 2013, although there is a legislative proposal
to move the child development component of CalSAFE to Tier 1 under the CDD umbrella.
Moving part of CalSAFE to Tier 1 has advantages and disadvantages. While the child care
component would be protected, it would divide the program flexibility. Moving the child care
services (from flexibility) to Tier 1 while leaving the student/parent services in (flexibility) Tier

3 would weaken the effectiveness of the comprehensive, integrated CalSAFE model. CalSAFE is
not only a child care program, but a comprehensive, integrated, community-linked program for
school-age families, and successful outcomes for children depend on successful outcomes for their
parents.

In 2009-2010 fiscal year, the district exercised categorical flexibility and allocated $252,566
annually to sustain the program, consolidated operations to the Santa Barbara High School site
and reduced personnel to operate within the allocated budget. Current personnel include the
program coordinator, two credentialed teachers, one FTE classified instructional aide and two
substitutes as needed. Staffing levels are consistent with Title 22 and Title 5 staffing ratios of one
adult to three infants ( birth to 18 months of age) and one adult to four toddlers ( 18 months

and older).
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Although the organizational structure shows that the CalSAFE program is under the direction
of the coordinator of the child development program, the coordinator assigned to oversee and
supervise the CalSAFE program does not participate in budget development or monitor the
budget and is not familiar with program’s daily operations, reporting requirements, policies,
procedures or protocols. The child development program coordinator assigned to supervise the
CalSAFE program does not possess an administrative credential, which is required to perform a
certificated employee evaluation. Direct program oversight has been provided by the CalSAFE
coordinator and the principal of Santa Barbara High School. Communication between the
CalSAFE program coordinator and the principal is effective and positive.

The CalSAFE program does not appear to have any significant connection to the child develop-
ment program. The programs have dissimilar funding terms, conditions, reporting requirements,
and CalSAFE functions independently of the child development program. The CalSAFE

program does not encroach on the child development budget.

The CalSAFE program offers intervention services to high school students and should
The CalSAFE . integrated into the high school alternative education program. The child develop-
program does not ment organization chart identifies a head teacher for the CalSAFE program. This
appear to have Position is not filled and does not fit within the current organizational structure.

any significant
connection to the After School Education and Safety Program

child deve|0pment The district operates the state funded After School Education and Safety program

program. (ASES) through a $698,000 annual contract for five elementary sites and a $135,000

contract for La Cumbre Middle School. This program should continue to function

independently of the child development department because the regulations and
funding requirements of ASES differ from the child care centers and state preschool.
The director of the ASES program is familiar with the state regulations. In 2009-2010 she
made programmatic and staffing adjustments when a school site could not meet their projected
enrollment and voluntarily reduced the state allocation for after school funding. The director
effectively communicates with the business office and personnel department, prepares annual
state reports, completes all necessary staff evaluations and makes two annual presentations to the
board of education.

Organizationally the program director supervises a City Parks and Recreation program
coordinator, a curriculum and data coordinator, five healthy start family advocates, six site
coordinators and approximately 30 paraprofessional group leaders who work as half employees
of the school district and half of parks and recreation. The city parks and recreation coordinator
spends approximately 4.5 hours daily at school sites and provides supervision to approximately
30 volunteers and the city parks and recreation group leaders. A district employed curriculum
and data coordinator develops curriculum and provides training to site coordinators and group
leaders. Each of the five elementary and La Cumbre Middle School sites has a 4.25 hours site
coordinator and five 3.5 hour classified paraprofessional group leaders. The site coordinator posi-
tion requires a bachelor’s degree and is generally filled by recent college graduates. The middle
school site (La Cumbre) has a seven-hour coordinator (200-day contract), and the staff includes
three AmeriCorps staff members, several two-hour group leaders, and various volunteers from
service organizations including police activities league and YMCA.
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Group leaders are hired by both the district and Santa Barbara Parks and Recreation Department.
Staff members work at the same school site in the same program under the same set of expecta-
tions, but report to different supervisors and are employees of different entities. This creates
confusion among some staff members. The sites operate with a 20-to-one student-to-staff ratio
through the use of volunteers in addition to the group leaders.

There is a lack of coordination between the regular day education program and the ASES
program. The ASES program goals are not fully aligned with the district goals for student
achievement, and the program does not communicate regularly with the principals and certifi-
cated staff at school sites or the child development department that offers after school child care.
ASES staff members do not attend training and professional development provided by the school
or district, and school safety drills are sometimes not communicated to the ASES coordinators.
Regular communication about student progress occurs through handwritten notes at some

sites and some teachers at a few sites discuss concerns with after-school staff. Classroom space
and access to regular day resources is limited at some sites because of the low perception of the
program. Some districts have found that hiring a retired teacher or teacher interested in working
part-time as the site coordinator improves communication and the relationship with the regular
day program. Credentialed teachers are familiar with the school site and district’s expectations for
student behavior and can enforce school and district policies. Credentialed teachers also foster
better communication with the regular daytime teaching staff. The alternative is to retain the site
coordinator position and assign the ASES curriculum coordinator to establish strong ties with the
regular daytime staff by attending staff meetings and communicating program goals.

Two areas of operational concern in the ASES program include the cost for the contract with

the Family Service Agency and the memorandum of understanding with Santa Barbara City
Parks and Recreation for personnel. When the ASES program was initially developed a partner-
ship with Parks and Recreation was created to provide program personnel (program leaders)

and management of the Parks and Recreation employees in the program. The district pays the
Santa Barbara City Parks and Recreation a 12% indirect administrative fee, personnel costs for
program leader staff, and the direct costs to support a program coordinator to supervise the
Parks and Recreation staff. The district should review the contract with Parks and Recreation
and determine if it is more cost effective to employ all program staff members. In addition the
district contracts with the Family Service Agency for five FTE family advocates that serve at each
of the ASES elementary school sites. Family advocates are responsible for maintaining enrollment
data, communications with the parents, and collection of parent fees. The funding for the family
advocate positions has been provided through a community action committee grant that has
been eliminated in 2010-2011. The director plans to continue to support the positions through
blended funding including $9,000 from LEA medical billing, a commitment from participating
school sites to allocate $5,000 each for a total of $30,000, and $45,000 from ASES. The
remaining balance needed to fully fund those positions must be allocated from other sources.

The ASES program and school age centers (CCTR) offer similar services to school age children.
Both offer after-school care and assistance with homework and enrichment opportunities. The
ASES program is staffed with paraprofessionals, volunteers, and a site coordinator at a 20-to-one
student-to-staff ratio. The school age children’s center is staffed with certificated teachers and
instructional aides at a higher than necessary student to staff ratio that varies by site. The cost to
operate the school age children’s center is higher due to certificated staff salaries and substitute
costs. The funding for school age Children’s Centers (CCTR) is unstable, and the district should
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consider transitioning eligible students into other programs with stable funding sources such as
CSPP and ASES. Because the programs can overlap, the district should develop a plan to better
coordinate the services. The plan should include a review of the availability of student slots in the
ASES program and school-age children centers at each school site, establish a system to commu-
nicate the options and availability to parents, and offer those slots to students who qualify and
are on a waiting list.

The ASES program curriculum is developed by a credentialed teacher. However it is not

aligned with other district programs and should be research-based. Both programs should adopt
research-based intervention and enrichment curriculum and instruction supplemental materials.
The selection of the materials and training should be conducted by a committee comprised of
principals, certificated teachers, child development leadership, and staff representation from

both programs. It is essential to have regular day certificated staff engaged in the selection of the
materials and training of the after school staff to ensure a smooth transition from daytime to after
school extended learning opportunities. In addition, engaging regular day teaching staff with the
training of after school staff in ASES and school-age children center programs will provide an
opportunity for the staff to form relationships and improve communication.

Recommendations
The district should:
1. Consider transferring the operation and staff of the HIPPY program to a local
nonprofit organization.

2. Transfer program oversight of HIPPY to the newly developed director position of
the Child Development Department.

3. Transfer program oversight of CalSAFE to the Santa Barbara High School prin-
cipal.

4. Revise the job title of the CalSAFE coordinator to CalSAFE site supervisor, revise
the appropriate duties, and provide a stipend for program administration and
reporting requirements.

5. Eliminate title of “head teacher” in the CalSAFE program
6. Integrate the CalSAFE program with alternative education

7. Maintain oversight responsibilities of the ASES program with the associate superin-
tendent.

8. Align ASES goals for student achievement with the district’s vision.

9. Establish regular meetings of ASES site coordinators and the school site principals
to increase and improve communication.

10. Establish regular meetings of the ASES director and child development director to
determine where programs are aligned and could benefit from sharing resources
such as curriculum and enrichment materials.

11. Develop a process to better coordinate ASES and the children center’s school-age
after school services to avoid duplication
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12.
13.

14.

15.

16.

17.

18.

Develop a process to communicate options for after school care to parents.

Adopt research-based intervention and enrichment curriculum and instruction
supplemental materials for use in the ASES and child development programs.

Assign coordination of the selection of the materials and training to a committee
composed of principals, certificated teachers, child development and ASES director,
and staff representation from both programs.

Consider revising the ASES site coordinator position to five hours and seek to fill
the position with a retired teacher or teacher seeking part-time employment.

Review the ASES contract with Santa Barbara City Parks and Recreation to deter-
mine whether costs can be contained or it would be more cost-effective to employ
all program staff through the district.

Review the contract with the Family Services Agency to determine if costs can be
contained or if it is more cost effective to employ program staff.

During the budget process, establish a written agreement with school sites that
specifies the amount of funding committed to support the family advocate position
for the next fiscal year.
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Revenue Enhancement

The district child development program receives revenues from a long list of grants, parent

fees, and local contributions budgeted at $6,110,268 for the 2009-10 fiscal year. Fees represent
$413,052 (6.76%) of the total amount and $183,650 (3%) is budgeted to be received from
local support and donations. The majority of the program funding is generated by the two CDE
contracts for CSPP and CCTR programs.

Santa Barbara Schools Child Development Programs
Contract# | Program Title Project # Local title Resource | Period Amount Total Contract
CCTR-9314 | Child Development Programs 42-6927-00-9 | Early Years 5025 2009-10 $ 413,706
CCTR-9314 | Child Development Programs 42-6927-00-9 | Full Day Child 6060 2009-10 $ 755,941
$ 1,169,647
CSPP-9574 CA State Preschool Program 42-6927-00-9 Parma/Las Flores/ Franklin 6060 2009-10 $ 1,526,947
CSPP-9574 | CA State Preschool Program 42-6927-00-9 6055 2009-10 $ 1,188,535
CSPP-9574 | CA State Preschool Program 42-6927-00-9 | Full day 6050 2009-10 $ 142,247
CSPP-9574 | CA State Preschool Program 42-6927-00-9 | Half day 6051 2009-10 $ 93,539
$ 2,951,268
CRPM- Facilities Renovation and Repair 42-6927-00-8 | Franklin HVAC 6145 2008-09 $ 100,000
8146
$ 100,000
CRPM-7144 | Facilities Renovation and Repair 42-6927-00-7 Franklin Roof 6145 2007-10 $ 100,000
$ 100,000
CRPM-9127 | Facilities Renovation and Repair 42-6927-00-9 Adams outdoor classroom 6145 2009-10 $ 66,667
5037 2009-10 $ 22,821
5037 2009-10 $ 10,512
$ 100,000
CIMS-9630 Instructional Materials 42-6927-00-9 5035 2009-10 $ 1,781
$ 1,781
CPKS-9095 | Prekinder and Family Lit program | 42-6927-00-9 6052 2009-10 $ 5,000
$ 5,000
Other
Resources:
Unrestricted Misc revenues, interest 0000 2009-10 $ 10,500 $ 10,500
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Child Development Fees 5025 2009-10 $ 30,000 $ 30,000
ASES 08-23939- A-OK 6010 2009-10 $ 698,304
6927-EZ
08-23939- A-OK 6010 2009-10 $ 135,000 $ 833,304
6928-EZ
Full Day Preschool Fees 6050 2009-10 $ 20,052 $ 20,052
Preschool Fees 6060 2009-10 $ 125,000 $ 125,000
CalSafe flexibility transfers 0802- 2009-10 $ 252,566 $ 252,566
0803
Mobile Waterford Local support 9037 2009-10 $ 141,150 $ 141,150
Child development Fees 9041 2009-10 $ 238,000
Local support 9041 2009-10 $ 32,000 $ 270,000

FCMAT reviewed financial activity reports for fiscal years 2007-08 and 2008-09. The child
development program was successful in obtaining financial support from a variety of sources.
The district has made contributions to the child development fund from other funding sources,
parents have supported program costs through fees for child care services, and the community of
Santa Barbara actively supports the child development programs through financial contributions.

The primary revenue source for child development programs is enrollment; the maximum
reimbursement rate of approximately $23 per day is received when a child is enrolled full-time.
Full-time is considered 6.5 to fewer than 10.5 hours of service. CSPP half-day (under four
hours) receives a rate of 0.6172, or approximately $22 per child per day. Therefore, conducting
a morning and afternoon session in one CSPP class per site would increase revenue and service
availability to children prior to entering kindergarten, which was a main goal of the CSPP
consolidation.

Serving 24 children instead of 21 in each class could increase capacity and possibly reduce the
number of classes and the number of staff members. No additional personnel would be required
to maintain staff ratios and increase class size. The ratio would be met with the current staffing
pattern of one teacher, one assistant and one parent volunteer. The Santa Barbara Preschool
Parent Handbook (page three) states that all families are expected to contribute a minimum of
three hours of services per month in the classroom. Full-day preschool may not require parent
participation; it would be best to increase the enrollment to 24 children with a staff ratio of one
teacher and two assistants.

Approximately 95 of the CCTR enrollment slots are for nonsubsidized children in the school-age
program; these are tuition based family fee programs, which receive no CDE reimbursement. It
must be reported as income and is subtracted from contract amount. Although these programs
are not required to staff to the Title 5 regulations, the program currently operates nonsubsidized
under the same requirements and higher standards as subsidized programs.
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The district should review the 2009 application to CDE under AB2759 and make program-
matic decisions and adjustments prior to 2010-2011 school year. The CDE should provide an
opportunity to make adjustments for the new fiscal year. The program review needs to consider
each child’s eligibility and determine the best program for his or her needs that also maximizes
district funding. It would be beneficial to work toward reducing the number of students enrolled
in the CCTR center based contract and replace those slots with full-day CSPP based on the
child’s age and family needs. The district should determine the number of students who will be
served in CSPP half-day and full-day, and CCTR eligibility should be checked for three- to four-
year-old children who do not qualify for CSPP. The total number of students that will be served
in each program should be determined and a contract amendment should be sought if needed.
The district should work to reduce the CCTR contract in school-age after-school care program.
The adjustment factor for less than 2.5 hours of care is 0.25 and may not be as cost-effective as
serving students in the ASES program. The number of ASES slots available at each site should be
determined. For sites at full ASES capacity, it may not be feasible to reduce participation in the
CCTR children’s center school age program. The district should consult with the CDE regional

consultant to complete this review.

In 2008-09, the district returned $36,554 in revenues to the CDE for the unearned portion of
the contract for child care extended day. The program may not be filling every available slot in
the school-age Children’s Centers. The number of students enrolled in each program, their atten-
dance, and the staffing for those programs should be reviewed carefully. By carefully monitoring
a program site that is not expected to meet the contract, the district can make budget and staffing
adjustments during the year to avoid deficit spending in that program. The district should coor-
dinate the CCTR school-age children’s center operations with the ASES program to maximize
the number of slots available for children and to maximize funding to support both programs.

In a review of fiscal years 2007-2008 and 2008-2009 FCMAT identified several instances where
checks collected for program fees were returned because of insufficient funds. In addition to the
lost revenue in the amount of the check, banks typically charge an additional fee to the receiver’s
account that compounds the loss. In 2008-09, the loss of revenue for returned checks totaled
$2,277.65 for the preschool and $4,554.00 for the child development local resource or approxi-
mately 2% of parent fees collected. This does not account for the additional expense of the bank
fees.

ASES

The ASES program collects parent fees to support operations. Parents who cannot financially
meet the obligation are provided a scholarship by United Way, and family advocates collect the
parent fees, which should generate $135,000 annually if all parents met this obligation. However,
the ASES director estimated that parent fees collected in 2008-2009 were $85,000 or about 60%
of the total allowable. ASES allocates funds to provide transportation to students at three school
sites. Transportation is costly and many after-school programs do not provide this service.

One potential source for additional revenue across all programs is Medi-Cal Administrative
Activities (MAA). The MAA program reimburses school districts for the federal share (50%)

of certain costs for administering the Medi-Cal program. Those activities include outreach and
referral, facilitating the Medi-Cal application, arranging nonemergency/nonmedical transporta-
tion, program planning and policy development; and MAA claims coordination. Because of the
nature of the family advocate position, these advocates are probably already conducting Medi-Cal
administrative activities with families and may be assisting with applications. The district should
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review the potential to participate in MAA billing and include the family advocates, site supervi-
sors and potentially the director in the time survey.

CalSAFE

The CalSAFE program is a comprehensive, integrated, community-linked, school-based program
for expectant and parenting students and their children. The program provides academic and
support services to encourage the students to stay in school, along with child care and develop-
mental services for their children. Revenue comes from the California Department of Education.
Before 2008-09, these funds were restricted to the CalSAFE program.

Prior to 2008-2009 the CalSAFE program funding was generated by the average daily attendance
(ADA) of pregnant and parenting students and their children enrolled in the child care program.
Program funding is now flexible according to Education Code Section 42605. CalSAFE funding
from fiscal years 2008-09 through 2012-13 is based on 2007-08 funding levels, and for 2009-
2010, the district was projected to receive the same amount as in 2007-2008, less approximately
14%. The district contributed $252,566 in flexibility funding to the CalSAFE program. These
funds are part of the flexibility provisions and are considered unrestricted. Depending on the
fiscal condition of the district’s general fund, the district may choose to reduce or eliminate this
support in the future.

Although the district cannot enhance revenues in this program, it can seek alternative funding
through grants with local, state and federal partners. Identify local health care providers such

as Kaiser Permanante who are willing to fund child care centers, teen parenting programs or
programs that promote a concept known as Parent and Child Time Together activities. In addi-
tion, the district should pursue MAA and LEA medical billing for this program. Many districts
hire a consultant to manage the MAA and LEA program, complete billing, audit time surveys
and ensure compliance with state and federal regulations. Because the certificated and classified
staffs in the CalSAFE program work with parents and children who are likely eligible for services,
the time they spend coordinating services, providing counseling for services, assisting with
applications, and the other aspects of case management are billable, and the district could recover
some of the cost to operate the program.

Current and Future Funding Concerns

The volatility and uncertainty of local contributions is cause for ongoing concern. Long-term
commitment to program funding should be sought, and corresponding exit strategy to contracts
and personnel should be considered when accepting funding.

The cut made to general child care appropriations in the 2009-10 Budget Act was never applied
to the child development contracts by the CDE. The CDE took a one-time option to absorb this
cut at the time. However, because this decrease cannot continue to be absorbed, a reduction of
approximately 1% should be applied to the 2010-11 CCTR and CSPP contracts.

General child care or CCTR program funding is more volatile during the California budget
crisis, and the district should work to move programs from the CCTR funding source to CSPP
where possible and applicable. The May revise proposes to eliminate all Proposition 98 funding
for child care programs commencing in 2010-11. General child care (CCTR) would be cut by
84% from current levels. Additional cuts would also be imposed in the form of reimbursement
and eligibility criteria changes. It is anticipated that the state will continue to place a higher
priority on the state preschool program than on general child care contracts.
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Recommendations
The district should:

1.

10.

11.
12.
13.

14.
15.

Review and revise the 2010-2011 CDE contract after carefully reviewing 2009-10
Child Development Attendance and Fiscal Reporting & Reimbursement
Procedures (Green Book) including the following subject areas:

*  Adjustment factors

*  Amendments to the contract

e Commingled versus co-located programs

e CDFS worksheets to determine service to expenditure relationship
Review the following CDE management bulletins:

e 08-13; Subject: California State Preschool

e 09-22; Subject: Developmentally appropriate child development setting for
children who turn three-years old on or before December 2

Access the CDE Cal-Safe Program Funding and Fiscal Management website:
http://www.cde.ca.gov/fg/aa/cal/ calsafe.asp

Explore the possibility of applying for First 5 Program funds, which focus on the
birth-to-age-five population. This includes pregnant women and children birth to
five years of age.

Consider partnering with local AFLP and Cal-Learn Programs to provide services
for pregnant and parenting teens.

Refer parenting teens to Early Head Start programs for child care.

Collaborate with the Santa Barbara County Department of Public Health for

services to infants and toddlers.
Pursue grant funding opportunities with the CDE and CDD.
Contact the local Boys & Girls Clubs for grant opportunities.

Contact the United Way and Community Foundation of Santa Barbara for grant
opportunities.

Contact the local Girls Scouts of America for grant opportunities.
Develop partnerships with local health-care providers

Review the feasibility and potential revenue of participating in MAA billing and
include the family advocates, CalSAFE staff, child development staff and the ASES

director in the time survey.
Maximize grants through student enrollment, attendance, and accurate reporting.

Maximize collection of fees from parents. The district should clearly communicate
to parents the importance of the fees and the expectation of their contribution

to programs where applicable. The district should also follow-up and collect on
checks returned with nonsufficient funds, and recover any associated bank fees.
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Expenditure Reduction

General Issues

The district’s child development programs record direct and indirect expenses related to the

child development programs in fund 12. A review of the financial activity reports and a sample
of direct costs indicate that expenses are tracked and charged to the appropriate resources in

the child development fund. These direct expenditure costs include services, utilities, supplies,
custodial, maintenance, payroll, benefits, and retiree expenses. In addition, allowable indirect cost
transfers are applied to each resource.

One-time grants for instructional materials and facilities appropriately include only one-time
expenses.

For ongoing grants, the majority of expenditures are composed of salaries and benefits. FCMAT
made some recommendations in an earlier section of this report regarding the reorganization

of the department, which should result in some reduction in personnel. After reorganizing the
program, the district may be able to reduce the staff by following the CDE and Title 5 staffing
ratio requirements. As discussed earlier, the program is overstaffed and supports a higher salary
schedule than comparable programs. The district employs highly educated child development
teachers and assistants; however, state funding does not support salaries at this level. A reduction
in expenditures will require negotiation with the bargaining units to align compensation with
newly developed job descriptions and educational requirements,

Recommendations
The district should:

1. Continue tracking all allowable expenses to the appropriate resources.
2. Continue the practice of spending one-time funds on one-time expenditures.
3. Seek opportunities for cost reductions. These include the following:

*  Reducing the consultant contract for budget development by reassigning the
duties to the district staff.

*  Seeking cost reductions in food services by reducing overages, negotiating cost
per meal/snack, changing meal/snack offerings to lower cost alternatives, and
seeking competitive sources for food services.

*  Negotiating contracts that reflect a calendar aligned to the program served so
that the program is not paying for unnecessary time, and days and the contract
year spans the days of program delivery.

*  Negotiating the salary schedule to align with the required qualifications for the
positions needed.

e Staffing at the Title 5 allowed ratio of children to staff. Alternatives should be
sought to meet child supervision ratios through part time employment and
volunteer parents.

SANTA BARBARA SCHOOL DISTRICTS

31



33

expenoirure Reouction

Cost Center Analysis

The district operates several child development programs with a variety of funding sources. The
district tracks the revenue and expenses in the child development fund 12 using the Standardized
Account Code Structure (SACS). This accounting structure can identify transactions in standard-
ized format while allowing the district to tailor the tracking to meet local needs. The district
identifies funding and expenditure sources by a state-identified resource code and a locally identi-
fied management code.

With the July 2009 consolidation of funding, all programs intended for preschool children were
moved under the California State Preschool Program (CSPP). All child care programs are under
the umbrella of General Child Care (CCTR). As a result of the consolidation, several program
resources were eliminated. In 2009-10, the district began using management codes CSPP and
CCTR to identify the programs.

A review of the award letters for programs CSPP and CCTR found that they encompass multiple
state resource codes and share state resource codes as well.

FCMAT attempted to review the financial records by program using the management code and
found that the coding was inconsistent and did not follow programs with fidelity although an
earnest attempt was made to transition and correct coding. FCMAT made a further attempt

to identify cost centers using position control as salaries and benefits compose the majority of
expenditures in the CCTR and CSPP programs. Inconsistencies were found between the position
control information, the program directories, and the child development program staff list. The
Child Development Programs do not utilize the tracking ability to the school sites so it was not
possible to track costs to the site level.

FCMAT reviewed the district’s financial activity reports by resource for the current and two prior
y
years. An overview by resource with observations and comments follows:

Unrestricted 0000

Unrestricted 12-0000
2009-10 2009-10 2008-09 2007-08
REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8290 $ -ls R $ $ R
Other: 8980 $ -3 - $ (3,596.95) | $ -
8699 misc | $ 5,000.00 $ 9,068.85 $ 23,964.07 $ 19,299.64
8660 $ 5,500.00 | $ 3,772.74 $ 486008 | $ -
Total revenues: $ 10,500.00 | $ 12,841.59 $ 25,227.20 $ 19,299.64
EXPENSES
total cert $ -1 9% - $ $ -
cert hourly* 1120 $ N N $ $ R
cert sub® 1140 $ N _ $ $ R
total class $ -9 - $ $ -
class hourly* xx20/xx50 $ -8 - $ $ -
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total benefit $ -1$ - $ 14,004.23 $ (0.01)
$ -1 $ - $ 14,004.23 $ (0.01)
Supplies $ 710000 | $ $ 9,818.40 $ 11,567.33
(407.68)
Services $ 3,400.00 | $ 1,842.93 $ 10,515.12 $ I1,117.75
Capital $ -1 $ - $ $ -
Indirect $ -1 3 - $ $ -
other $ -1 $ - $ $ -
Total expenses: $ 10,500.00 | $ 1,435.25 $ 34,337.75 $ 22,685.07
*extra time, overtime, and substitute pay included in total $ (9,110.55) $ (3,385.43)

The unrestricted resource 0000 use is very limited. Revenue collected from local sources not

identified to follow a specific program, interest, and other miscellaneous revenues are found in
this resource. In 2008-09, resource 0000 made a contribution of $3,596.95 to other resources in
fund 12. Expenditures in the resource are minimal.

Early Years 5025

CCTR-9314 EARLY YEARS 5025

2009-10 2009-10 2008-09 2007-08
REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program 8290 $ 413,706.00 $ 378,956.00 $ 413,706.00 $ 415,640.00
award
Other: 8673 parent $ 30,000.00 $ 32,261.05 $ 40,167.70 $ 39,577.77
fees
8699 misc $ $ - $
$ -

Total revenues: $ 443,706.00 $ 411,217.05 $ 453,873.70 $ 455,217.77
EXPENSES
total cert $ 141,094.00 $ 125,750.61 $ 169,816.09 $ 116,586.26
cert hourly* 1120 $ 3,00000 | $ 1,844.28 $ 2,746.95 $ 6,155.56
cert sub® 1140 $ 12,000.00 $ 8,320.16 $ 18,406.74 $
total class $ 176,545.00 $ 161,686.15 $ 144,516.10 $ 181,801.17
class hourly* | xx20/xx50 $ 18,800.00 $ 15,801.21 $ 20,659.64 $ 20,972.74
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total benefit $ 88,702.00 81,660.36 101,154.09 114,088.43
$ 406,341.00 369,097.12 415,486.28 412,475.86
Supplies $ 2,034.00 1,280.39 3,283.52 5,592.05
Services $ 14,300.00 10,572.75 12,956.35 16,391.93
Capital $ -
$ -
Indirect $ 21,031.00 22,147.55 20,757.93
$ -
other $ -
$ -
Total expenses: $ 443,706.00 380,950.26 453,873.70 455,217.77
*extra time, overtime, and substitute pay included in total -

The Early Years resource 5025 is a CCTR program. The program budget balanced in 2008-09

and, unless the parent fee revenues reduce the reimbursable amount from the award, they appear
to be on track to balance in 2009-10. In 2007-08, the resource transferred out expenses to other
resources in the amount of $141,799.70 to balance.

ASES 6010
ASES 6010
2009-10 2009-10 2008-09 2007-08
REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8590 $ 135,000.00 $ 121,500.00 $ 132,715.99 $ 154,043.93
Other: 8673 parent fees
8699 misc $ $ - $ $
Total revenues: $ 135,000.00 $ 121,500.00 $ 132,715.99 $ 154,043.93
EXPENSES
total cert $ 13,818.00 $ 10,261.45 $ 17,989.78 $ 24,545.77
cert hourly* 1120 $ 3,328.00 $ 2,827.50 $ 1,162.50 $ 20,795.77
admin* 1310 $ 8,440.00 $ 6,503.95 $ 3,515.64 $ 3,750.00
other* 1920 $ 2,050.00 $ 930.00 $ 13,311.64
total class $ 48,550.00 $ 42,745.43 $ 60,998.33 $ 73,783.57
class hourly* xx20/xx50 $ 48,550.00 $ 42,745.43 $ 60,998.33 $ 73,783.57
total benefit $ 12,492.00 $ 10,327.04 $ 12,890.67 $ 9,590.09
$ 74,860.00 $ 63,333.92 $ 91,878.78 $ 107,919.43
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Supplies $ 39,530.00 $ 19,802.95 $ 30,453.20 $ 34,391.03
Services $ 14,500.00 $ 10,476.10 $ 4,064.20 $ 5,015.41
Capital $ $ - $ - $
Indirect $ 6,110.00 $ - $ 6,319.81 $ 6,718.06
other $ $ - $ - $
Total expenses: $ 135,000.00 $ 93,612.97 $ 132,715.99 $ 154,043.93
*included in total $ - $
ASES - Elementary - 6010
2009-10 2009-10 2008-09 2007-08

REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8590 $ 698,304.00 $ 627,154.71 $ 698,304.00 $ 773,194.34
Other: 8673 parent fees $ $ $ $

8699 misc $ $ $ $
Total revenues: $ 698,304.00 $ 627,154.71 $ 698,304.00 $ 773,194.34
EXPENSES
total cert $ 17,704.00 $ 9,009.76 $ 34,735.74 $ 119,129.08
cert hourly* 1920 $ $ $ 5,377.69 $ 27,116.92
admin* 1310 $ 17,704.00 $ 9,009.76 $ 29,226.99 $ 37,993.38
total class $ 290,993.00 $ 284,797.62 $ 321,843.91 $ 262,224.97
class hourly* xx20/xx50 $ 118,800.00 $ 107,006.20 $ 170,362.40 $ 196,742.98
total benefit $ 102,167.00 $ 70,927.36 $ 73,182.91 $ 96,914.33

$ 410,864.00 $ 364,734.74 $ 429,762.56 $ 478,268.38

Supplies $ 18,456.00 $ 11,162.89 $ 8,227.81 $ 40,469.85
Services $ 244,972.00 $ 157,688.31 $ 231,613.76 $ 225,445.21
Capital $ $ $ $
Indirect $ 24,012.00 $ $ 28,699.87 $ 29,010.90
other $ $ $ $
Total expenses: $ 698,304.00 $ 533,585.94 $ 698,304.00 $ 773,194.34
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*extra time, overtime, and substitute pay included in total

The ASES program is funded outside of the CCTR and CSPP programs. The district has two
ASES funded programs totaling $833,304. The majority of expenses are for personnel and
contracts with the Santa Barbara City Parks and Recreation and the Family Service agency. The
encumbrance for the City of Santa Barbara Parks for 2009-10 is $172,735, and the total expen-
diture in 2008-09 was $153,095. Expenditures for Family Service were approximately $65,000
in 2008-09, and $45,000 is encumbered for 2009-10.

Full Day Preschool 6050

CSPP-9574 Full day preschool 6050

2009-10 2009-10 2008-09 2007-08

REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8590 $ 142,247.00 $ 102,919.00 $ 125,663.00 $ 111,921.00
Other: 8673 | parent fees $ 20,052.00 $ 22,879.60 $ - $ 7,867.76

8699 | misc $ $ - $ - $
Total revenues: $ 162,299.00 $ 125,798.60 $ 125,663.00 $ 119,788.76
EXPENSES
total cert $ 88,275.00 $ 68,834.17 $ 49,357.51 $ 58,818.99
cert hourly* 1120 $ $ - $ 89.67 $ 177.52
cert sub® 1140 $ 9,000.00 $ 9,714.37 $ 16,580.07 $ 468.00
total class $ 30,754.00 $ 26,967.20 $ 23,880.27 $ 11,520.46
class hourly* xx20/xx50 $ 600.00 $ 281.04 $ 277.07 $ 1,565.34
total benefit $ 23,942.00 $ 21,421.84 $ 18,509.94 $ 15,906.75

$ 142,971.00 $ 117,223.21 $ 91,747.72 $ 86,246.20

Supplies $ 6,205.00 $ 7,944.47 $ 18,544.52 $ 24,809.99
Services $ 5,502.00 $ 4,416.24 $ 9,238.81 $ 5,594.51
Capital $ $ - $ - $
Indirect $ 7,621.00 $ - $ 6,131.95 $ 3,138.06
other $ $ - $ - $
Total expenses: $ 162,299.00 $ 129,583.92 $ 125,663.00 $ 119,788.76
*extra time, overtime, and substitute pay included in total $ -
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The full day preschool 6050 is a CSPP program. The budget reflects a reliance on parent fees to
balance the resource in 2009-10. This program has run a balanced budget for years 2007-08 and
2008-09.

Half Day Preschool 6051

CSPP-9574 Half day preschool 605!
2009-10 2009-10 2008-09 2007-08

REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8590 $ 93,539.00 $ 66,892.00 $ - $
Other: 8673 parent fees $ - $ - $ - $

8699 misc $ - $ - $ - $
Total revenues: $ 93,539.00 $ 66,892.00 $ - $
EXPENSES
total cert $ 30,660.00 $ 28,311.64 $ - $
cert hourly* 1120 $ $ $ - $
cert sub® 1140 $ 7,478.00 $ 7483.25 $ - $
total class $ 10,575.00 $ 13,695.35 $ -
class hourly* xx20/xx50 $ 303.00 $ 302.82 $ - $
total benefit $ 5,308.00 $ 7,876.59 $ -

$ 46,543.00 $ 49,883.58 $ - $

Supplies $ 34,862.00 $ 34,187.67 $ -
Food $ 34,862.00 $ 34,187.67
Services $ 7,699.00 $ 5,334.20 $ - $
Capital $ $ $ - $
Indirect $ 4,435.00 $ $ - $
other $ $ $ - $
Total expenses: $ 93,539.00 $ 89,405.45 $ - $
*extra time, overtime, and substitute pay included in total $ -

The half day preschool 6051 is a CSPP program. Fiscal year 2009-10 is the first year the district
has tracked this program. Although a balanced budget is planned, classified salaries and benefits,
if they continue the current pace, will be over budget a total amount of approximately $7,600
and cause the resource the same in encroachment.
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Prekinder and Family Literature program 6052

CPKS-9095 Prekinder and Family Literature program 6052

2009-10 2009-10 2008-09 2007-08

REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8590 $ 5,000.00 $ 1,290.00 $ 84,999.00 $ 46,661.00
Other: 8673 parent fees $ $ - $ 13,539.80 $ 8,448.16

8699 misc $ $ - $ - $
Total revenues: $ 5,000.00 $ 1,290.00 $ 98,538.80 $ 55,109.16
EXPENSES
total cert $ 000 | $ - $ 40,935.71 $ 11,828.65
cert hourly* 1120 $ $ - $ 424.83 $ 352.35
cert sub® 1140 $ 000 | $ - $ - $ 3,399.70
total class $ $ - $ 24,863.16 $ 18,137.80
class hourly* xx20/xx50 $ $ - $ 3,503.16 $ 232.20
total benefit $ $ - $ 22,941.39 $ 15,963.55

$ 000 | $ - $ 88,740.26 $ 45,930.00

Supplies $ 4,453.00 $ 4,355.42 $ 4,605.00 $ 4,907.73
Services $ 54700 | $ 546.05 $ 395.00 $
Capital $ $ - $ - $
Indirect $ $ - $ 4,798.54 $ 4,271.43
other $ $ - $ - $
Total expenses: $ 5,000.00 $ 4,901.47 $ 98,538.80 $ 55,109.16
*extra time, overtime, and substitute pay included in total $ -

The PKFLP program funding has been absorbed by the CSPP consolidation with the exception
of $5,000 in funds to support supplies.
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State Preschool 6055

CSPP-9574 STATE PRESCHOOL 6055

2009-10 2009-10 2008-09 2007-08

REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8590 $ 1,188,535.00 $ 856,189.00 $ 1,114,082.54 $ 1,155,243.46
Other: 8673 parent fees $ $ - $ - $

8699 misc $ $ - $ - $
Total revenues: $ 1,188,535.00 $ 856,189.00 $ 1,114,082.54 $ 1,155,243.46
EXPENSES
total cert $ 512,755.00 $ 472,255.47 $ 527,896.51 $ 507,943.64
cert hourly* 1120 $ 5,000.00 $ 4,078.01 $ 19,118.76 $ 19,537.37
cert sub® 1140 $ 20,499.00 $ 21,744.63 $ 26,671.47 $ 20,321.23
coordinators 1320 $ 90,082.00 $ 82,530.57 $ 84,267.24 $ 81,813.12
total class $ 263,808.00 $ 251,349.50 $ 220,667.22 $ 300,433.02
class hourly* xx20/xx50 $ 15,000.00 $ 15,479.02 $ 13,358.80 $ 41,601.89
total benefit $ 191,177.00 $ 179,472.51 $ 191,822.34 $ 210,036.79

$ 967,740.00 $ 903,077.48 $ 940,386.07 $ 1,018,413.45

Supplies $ 100,928.00 $ 77,460.21 $ 60,016.78 $ 31,097.16
Food $ 86,949.00 $ 68,728.10 $ 34,447.15 $ 14,508.39
Services $ 63,530.00 $ 41,242.88 $ 59,322.57 $ 53,687.81
Capital $ $ - $ - $ 5,459.50
Indirect $ 56,337.00 $ - $ 54,358.12 $ 46,587.40
other $ $ - $ - $
Total expenses: $ 1,188,535.00 $ 1,021,780.57 $ 1,114,083.54 $ 1,155,245.32
*extra time, overtime, and substitute pay included in total $ (1.00) $ (1.86)

The State Preschool 6055 is a CSPP program. Resource 6055 essentially balanced for years

2007-08 and 2008-09. Certificated hourly and substitutes budget and costs were reduced for

2009-10 from prior years to balance. Classified salaries peaked in 2007-08 at $300,433 largely
due to $40,000 in extra help payroll. For 2009-10, the classified salary expenditure is on course
to be approximately $10,000 over the budget of $263,808. Supply budget grew from $31,097 in
2008-09 to $100,928 in the current year.
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Preschool 6060

CSPP-9574 Preschool 6060

2009-10 2009-10 2008-09 2007-08
REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8530 $ 2,282,888.00 $ 1,792,440.00 $ 2,282,893.00 $ 2,293,524.00
Other: 8673 parent fees $ 125,000.00 $ 123,551.84 $ 79,971.11 $ 105,715.62

8980 $ $ $ 3,596.95 $ -
8911 $ 152,772.74

Total revenues: $ 2,407,888.00 $ 1,915,991.84 $ 2,519,233.80 $ 2,399,239.62
EXPENSES
total cert $ 1,024,172.00 $ 1,115,792.33 $ 1,016,399.53 $ 1,012,607.90
cert hourly* 1120 $ 7,633.00 $ 68,709.52 $ 24,566.08 $ 54,879.02
cert sub® 1140 $ 81,620.00 $ 155,936.25 $ 92,434.06 $ 127,370.81
coordinators* 1320 $ 98,162.00 $ 89,225.75 $ 98,160.96 $ 90,536.88
total class $ 651,185.00 $ 669,777.05 $ 693,673.06 $ 643,777.66
class hourly* xx20/xx50 $ 10,000.00 $ 85,881.50 $ 129,897.34 $ 155,492.75
total benefit $ 513,654.00 $ 476,951.97 $ 498,466.49 $ 415,468.49

$ 2,189,011.00 $ 2,262,521.35 $ 2,208,539.08 $ 2,071,854.05
Supplies $ 33,092.00 $ 27,650.32 $ 134,328.61 $ 100,210.47
Services $ 76,253.00 $ 59,257.17 $ 57,554.92 $ 126,334.03
Capital $ $ $ $
Indirect $ 109,532.00 $ $ 118,811.19 $ 100,841.07
other $ $ $ $
Total expenses: $ 2,407,888.00 $ 2,349,428.84 $ 2,519,233.80 $ 2,399,239.62

*extra time, overtime, and substitute pay included in total

The preschool 6060 is categorized as a CSPP and a CCTR program. In 2008-09, the program
had the largest encroachment in the child development fund. The Fund 12 unrestricted 0000
contributed $3,596.95 and the general fund 01 transferred in $152,772.74 to make this resource
balance. For 2009-10, an increase in parent fees of more than $40,000 was budgeted and it

appears the district will make that goal.
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Expenses are for salaries and benefits will be over budget in the current year. Actuals through June
14, 2010 (payroll for June had not posted at the time information was requested for this report)
shows certificated salaries over budget due to an actual versus budget overage in certificated

hourly and certificated substitutes. Certificated hourly expenditures are more than $68,700 on
a budget of $7,633 while certificated substitutes are $155,936 compared to a budgeted amount
of $81,620. Classified salaries are over budget as well with year to date actuals for extra hours at
$85,881.50 on a budget of $10,000. Since prior year expenditures for this line were $129,897
and $155,492, it seems unreasonable for the program to set this year’s budget at $10,000 unless
major program changes were made.

This resource is an on-going concern for the Child Development Program and deserves attention

to control costs and reduce encroachment.

CalSAFE 0802/0803

CALSAFE 0802/0803
2009-10 2009-10 2008-09 2007-08
REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8590 $ 360,809.00 $ 355,111.00 $ 369,387.94 $ 354,258.04
Other: 8998 flex trans- $ (108,243.00) $ - $ $
fer

8699 misc $ - $ - $ 11,470.03 $ 20,645.51
Total revenues: $ 252,566.00 $ 355,111.00 $ 380,857.97 $ 374,903.55
EXPENSES
total cert $ 171,019.00 $ 157,910.73 $ 181,599.40 $ 152,769.19
total class $ 5,114.00 $ 2,504.37 $ 77,851.43 $ 111,542.76
total benefit $ 54,872.00 $ 40,202.29 $ 83,127.79 $ 99,806.51

$ 231,005.00 $ 200,617.39 $ 342,578.62 $ 364,118.46

Supplies $ 2,808.00 $ 74745 $ 1,916.74 $ 9,508.80
Services $ 1,405.00 $ 574.65 $ 1,378.47 $ 2,131.82
Capital $ - $ - $ 17,743.32 $ 17,145.83
Indirect $ - $ - $ $
other $ - $ - $ $
Total expenses: $ 235,218.00 $ 201,939.49 $ 345,873.83 $ 392,904.91
*extra time, overtime, and substitute pay included in total $ 34,984.14 $ (18,001.36)
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Since CalSAFE is a Tier III flexibility categorical, the district can sweep the entire funding for
this resource into unrestricted funds. The district is transferring only $108,243 of the $360,809
available funds, leaving the CalSAFE program with $252,566 in funding. Expenditures appear to

be in alignment with the budget for current year.

HIPPY 9030
HIPPY - 9030
2009-10 2009-10 2008-09 2007-08
REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8290 $ $ - $ - $
Otbher: 8673 parent fees $ $ - $ - $
8699 misc $ 95,721.00 $ 610.59 $ 86,408.21 $ 29,998.47
Total revenues: $ 95,721.00 $ 610.59 $ 86,408.21 $ 29,998.47
EXPENSES
total cert $ 81,379.00 $ 2,670.10 $ 43,456.54 $ 42,151.43
cert hourly* xx20 $ $ - $ - $
cert sub® xx40 $ $ - $ - $
total class $ $ - $ 65,390.94 $ 68,997.67
class hourly* xx20/xx50 $ $ - $ 65,390.94 $ 68,997.67
$
$
total benefit $ 13,622.00 $ 313.99 $ 15,127.11 $ 14,485.87
$ 95,001.00 $ 2,984.09 $ 123,974.59 $ 125,634.97
Supplies $ 5,312.00 $ 528.63 $ 7,592.95 $
Services $ $ - $ - $ 1,332.71
Capital $ $ - $ - $
Indirect $ $ - $ 6,749.41 $ 5,800.17
other $ $ - $ - $
Total expenses: $ 100,313.00 $ 3,512.72 $ 138,316.95 $ 132,767.85
*extra time, overtime, and substitute pay included in total $ (51,908.74) $ (102,769.38)

HIPPY funding is entirely from local contributions. Past funding has allowed the program to

support more than $130,000 in program costs. Current year budgeted revenue is $95,721 and
expenditures are $100,313. Receipts as of June 17, amount to only $610.59. Fortunately, expen-
ditures have been contained at $3,512.72. Due to the volatility in local funding through dona-
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tions, the district should exercise caution when approving an expenditure budget for programs

relying on unsecured funds.

Mobile Waterford 9037

Mobile Waterford 9037

2009-10 2009-10 2008-09 2007-08

REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8290 $ $ $ $
Other: 8673 parent fees $ $ $ $

8699 misc $ 141,150.00 $ 143,379.38 $ 74,564.53 $ 130,116.50
Total revenues: $ 141,150.00 $ 143,379.38 $ 74,564.53 $ 130,116.50
EXPENSES
total cert $ 48,588.00 $ 44,807.07 $ 73,544.20 $ 27,678.66
cert hourly* 1120 $ $ $ $
cert sub* 1140 $ $ $ $
total class $ 45,089.00 $ 41,255.73 $ 37,696.80 $ 24,291.48
class hourly* xx20/xx50 $ $ $ $ 151.44
total benefit $ 33,413.00 $ 24,874.90 $ 40,025.32 $ 14,565.35

$ 127,090.00 $ 110,937.70 $ 151,266.32 $ 66,535.49

Supplies $ 3,250.00 $ 3,221.34 $ 31,147.93 $ 14,259.27
Services $ 4,740.00 $ 1,338.20 $ 3,668.93 $ 35,714.57
Capital $ $ $ - $
Indirect $ 6,070.00 $ $ 8,314.91 $ 4,923.61
other $ $ $ - $
Total expenses: $ 141,150.00 $ 115,497.24 $ 194,398.09 $ 121,432.94
*extra time, overtime, and substitute pay included in total $ (119,833.56) $ 8,683.56

Mobile Waterford is a locally funded grant that has been successful in securing contributions.
The grant has received $143,379.38 in funding from local contributors and foundations for
the 2009-10 year. Unless the district determines funding is guaranteed to continue, the district
should notify staff of the instability of the resource and make decisions to ensure the resource is

solvent.
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Child Development 9041

Child Development Misc 9041

2009-10 2009-10 2008-09 2007-08

REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award | 8530 $ -1 $ $ -
Other: 8673 parent fees $ 238,000.00 $ 249,549.06 $ 161,430.88 $ 141,856.68

8699 misc $ 32,000.00 $ 6,691.64 $ 199,595.21 $ (77,227.11)

8660 $ 9,869.00
Total revenues: $ 270,000.00 $ 256,240.70 $ 361,026.09 $ 74,498.57
EXPENSES
total cert $ $ 91,838.45 $ 45,000.00
cert hourly* 1120 $ $ 3,794.14 $ 29,000.00
cert sub* 1140 $ - $ $ 38,208.83 $ 16,000.00
total class $ - $ $ 12,983.47 $ 17,000.00
class hourly* xx20/xx50 $ - $ $ 1,827.91 $ 17,000.00
total benefit $ $ 24,286.78 $ 12,498.57

$ - $ $ 129,108.70 $ 74,498.57
Supplies $ 27,099.00 $ 4,022.89 $ 18,571.95 $ -
Services $ 110,901.00 $ 29,480.77 $ 12,353.85 $ -
Capital $ - $ $ - $ -
Indirect $ ) $ -
other $ 113,500.00 $ $ 180,106.21 $ -
Total expenses: $ 251,500.00 $ 33,503.66 $ 340,140.71 $ 74,498.57
*extra time, overtime, and substitute pay included in total $ 20,885.38 $ -
The Child Development resource receives funds from parent fees and local donations. Current

year budget for revenues estimates $270,000 of which more than $256,000 has been received.
Expenditures are budgeted only for the cost areas of supplies, services, and an interfund transfer

payment to pay back prior year encroachment from the child development fund. It appears that
the resource will be able to make the $113,500 budgeted repayment.
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Childcare Extended Day Care 6080

CHILDCARE EXTENDED DAY CARE 6080

2009-10 2009-10 2008-09 2007-08

REVENUES BUDGET 6/17/10 ACTUALS 6/17/10 Actuals Actuals
Program award 8530 $ - $ $ 98,961.00 $ 146,808.00
Other: 8673 parent fees $ - $ $ 57,281.92 $ 154,078.34

8699 $ - $ $ 190,198.21 $

8911 $ 110,786.19 $ 4,427.00
Total revenues: $ - $ $ 457,227.32 $ 305,313.34
EXPENSES
total cert $ 0.00 $ 0.00 $ 111,895.74 $ 189,144.05
cert hourly* 1120 $ - $ $ 28,065.81 $ 11,571.54
cert sub® 1140 $ - $ $ 18,597.50 $ 19,800.54
coordinators* 1320 $ - $ $ $ 4,765.08
total class $ - $ $ 99,567.91 $ 166,339.66
class hourly* xx20/xx50 $ - $ $ 29,847.48 $ 41,301.04
total benefit $ - $ $ 41,053.92 $ 111,022.80

$ 0.00 $ 0.00 $ 252,517.57 $ 466,506.51

Supplies $ - $ $ 1,318.37 $ 2,081.44
Services $ - $ $ 163.03 $ 2,647.99
Capital $ - $ $ $
Indirect $ - $ $ 13,030.14 $ 24,275.61
other $ - $ $ $
Total expenses: $ 0.00 $ 0.00 $ 267,029.11 $ 495,511.55
*extra time, overtime, and substitute pay included in total $ 190,198.21 $ (190,198.21)

The extended day care program 6080 known as “latchkey” program was discontinued for 2009-
10. The program had an interfund encroachment in 2008-09 of $110,786.19 due to the repay-
ment of a prior year resource encroachment of $190,198.21.

Other resources in the child development fund include:
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e Instructional materials
* Facilities renovation and repair — 2 grants
e Orfalea Foundation

These resources were developed for a specific and finite intent. The funds are expected to be
spent out on budget.

Further Observations

The Child Development Program does not fully utilize the SACS structure and internal
accounting features to track programs consistently for local evaluation purposes. (This is not an
audit concern as it appears the resource, object, goal, and function codes are all used appropri-
ately.)

* Resource 5025 is identified as a CCTR-9314 program; however, the financial activity
and budget reports show management codes: CCTR and 4500.

* Resource 6060 is identified as a CSPP and a CCTR program; however, the old

management code 4500 is found still in use.
 Expenses and fee collections are not identifiable by site unless a descriptor is used.

Position control (6-18-10) does not match information provided on program directory or in the
Child Development Program Changes in funding (revised 4-29-10).

* Seven employees were listed on position control but not on the CDP staff list.
* Two employees were on staff list but not in position control.

Budgets for resources were not compared to prior year and year-to-date actual and adjustments
made to update.

* Resource 6051 — projected over budget
* Resource 6055 — projected over budget
* Resource 6060 — projected over budget, unreasonable budgeting based on prior years

expenditures, on-going encroachment concern

Recommendations
The district should:

1. Use SACS coding to identify programs, resources, and sites to maintain accurate
and accessible information.

2. Keep position control and staff rosters current. As salaries and benefits compose the
majority of most budgets, accurate and timely information is a must to maintain
appropriate staffing, accountability, and cost control.

3. Routinely review and monitor budgets and actuals. Budget adjustments should be
made to accurately record status and projections.
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Note

The CDE issued A March 22, 2010 memo regarding SACS structure change for General Child
Care and California State Preschool Program indicating that the resource code changes for
2009-10 presented many administrative challenges and further informed that the resource codes
for 2010-11 will be resource 6105 for state funded programs and resource 5025 for federal
funded programs regardless of CSPP or CCTR programs.
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Multiyear Fiscal Solvency Plan

The child development program’s fiscal solvency plan is more of a collection of areas for reduc-
tion in staff instead a true solvency plan. No fiscal staff, including the programs’ consultant, had
meaningful input into plan development. The plan can be used to consider the areas for potential
reduction in force; however, the district should first determine the goals of the child development
program and align program expenditures accordingly. The business office should be involved in
the development of a child development program multiyear fiscal solvency plan.

Facilities

The district has capacity to expand child development program offerings. Classrooms are not
enrolled to capacity, and some are used only in the morning or afternoon session. At some sites,
several classrooms are used to offer multiple morning sessions, and only one classroom is used
for an afternoon session. If one of the morning sessions with comparable program staffing was
moved to the afternoon, one fewer classroom would be used, cleaned, and maintained. The
program should review the hours of operation at each site and the numbers of classrooms used
and consolidate programs where possible, reducing the number of classrooms maintained. In
addition, it may be possible to relocate off-site programs to a school site.

Most child development program facilities are located at school sites yet operate independently
from the school site. Communication between the child development program and the principal
at each school site is inconsistent. As a result, some child development programs do not benefit
from the programs offered to school-age children, such as assemblies and educational activities.
Child development program participation in school safety drills, evacuations, and emergency
communications is inconsistent. For classes licensed for fewer than 24 students, the district
should submit a request to Community Care Licensing (Title 22, Department of Social Services)
to increase capacity on the facility license.

Interdepartmental Communication

The fiscal and personnel aspects of operating the child development programs are disconnected
from the district, yet it is essential for these functions to be considered in tandem with all district
operations. The associate superintendent provides broad guidance on budget development and
program goals. The program lacks a formal process for developing, monitoring, and revising the
budget, and although the business office verifies the calculations and submits reports, budget
development and review is disconnected from the district office staff. The child development
program has a contract with a retired former district employee to complete budget development,
budget monitoring, and state program reports, and recommend fiscal adjustments. Interviews
indicated that the program used rollover budgets in the past. In this process, the current-year
budget is used to develop the budget for the following year with minimal review of each line item
to determine any necessary changes. The dual coordinators do not monitor the budget expendi-
tures and revenues monthly and instead rely on the quarterly reconciliation of program revenues
and expenditures completed by the contracted former employee. This quarterly reconciliation is
not communicated to the appropriate district office staff member, including senior business office
staff and the associate superintendent of education. The program operates without a reserve,

and this practice has resulted in deficit spending and a district contribution of $263,000 for the
2009-10 fiscal year. The practice of year-end reconciliation has been used for the past four years,
and a negative ending fund balance has occurred on at least one other occasion. The district busi-
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ness office provides minimal review of budget assumptions and relies on program coordinators
and the consultant to manage the programs to maximize revenue.

The district Business Department, child development department director, and management
team should be involved in budget development. This would foster a deeper understanding of
budgetary issues, and possibly result in fewer budget transfers throughout the year. In the initial
stages, implementing such a process will require substantial effort by the Business Department to
prepare budget development materials and hold a budget workshop as well as provide help and
answer questions about the development process. It would also require an investment in time for
the child development director to prepare documents and explain the CSPP and CTTR program
funding mechanism so that district-level, business office and program-level staff understand the
program. Through this effort, the Business Department and district-level staff can gain a deeper
understanding of the regulatory and statutory requirements of the child development program.

Accurately projecting employee salary and benefit costs is an essential element in budgeting for
expenditures. To help ensure proper staffing levels and budget the proper amounts for salary
and benefit costs at all reporting periods, the district should develop staffing formulas for all
classifications in the department and site. The formulas should ensure that ratios are within
applicable contract guidelines, meet students’ needs, and agree with approved goals and objec-
tives, including the goal of fiscal solvency. Staffing levels should be monitored throughout the
year to prevent overstaffing. FCMAT has provided CDE-approved adult-to-child ratios for each
district-operated program.

) o Miscommunications between the child development programs and the Personnel
Miscommunications and Payroll departments resulted in overstaffing in some programs for fiscal year
between the 2009-10. There is a definite lack of communication between the child development
child devel opment programs and personnel department. Decisions that affect personnel should be
acted on quickly and according to all collective bargaining agreement contracts
programs and the and applicable laws. The Child Development Department employs a significant
Personnel and  number of classified and certificated staff. The coordinators are not familiar with
P&)’I‘O" departments the collective bargaining agreements for the certificated and classified staff and have
. made personnel decisions outside the district’s policies and agreements. In addi-
resulted in : o :
o tion, when reductions in staff were communicated to the Personnel Department,
OVGFStafflng IN SOME the Child Development Department did not understand all the steps involved in
programs for fiscal processing the reduction or reassigning staffing. The coordinators communicated
2009-10 directly with program staff prior to completing the district process for personnel
year : .
changes, further confusing program staff. The Personnel Department should
develop a time line and process chart to help the child development senior leader-
ship understand the necessary steps involved in staffing decisions, including
statutory requirements for layoff processes. Regular meetings of the personnel and the senior
leadership of the child development program would facilitate an understanding of the process.

The district office should be more engaged in overseeing the fiscal and personnel aspects of the
child development programs. Fiscal accountability is critical to sustaining this program for the
Santa Barbara community and to engender trust with potential grantors. The child develop-
ment program would benefit from hiring a district accountant to provide fiscal support to the
program. Budget development and monitoring should occur under the direction of the Business
Department and the associate superintendent of educational services.
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The district should transition fiscal tracking and budget monitoring from the outside consultant
to an existing district office staff member or hire a district accountant for this purpose. This
accountant would be assigned directly to the director of child development and would become
familiar with state and federal program guidelines for fiscal accounting in child development
programs. The district office should provide support to develop and monitor the budget, and
make programmatic adjustments as needed when expenditures are projected to exceed revenues.
If budget reductions are needed, the district should have the capability to ensure that adjustments
are implemented timely to capitalize on potential budget savings. Clear lines of authority and
accountability should be articulated for program leadership.

Recommendations
The district should:

1. Develop a systematic process for program monitoring that includes program
requirement and reporting time lines and a check-off sheet that aligns contracts to
CDE program requirements.

2. Consider terminating the contract with the outside consultant and returning the
fiscal oversight of child development programs to the district business office staff to
track budgeting, monthly budget monitoring, fiscal reporting to CDE, contracts,
etc.

3. Consider hiring one FTE accountant to fiscally support child development
contracts.

4. Appoint a senior member of the cabinet or designee to learn the detailed fiscal and
regulatory operational functions of the program and how to balance the desire to
serve the community with the resources.

5.  Develop a process and time line for personnel actions and communicate that
process with child development and other departments.

SANTA BARBARA SCHOOL DISTRICTS

51



52

muLTIvEAR FiscaL soLvency pLAN

FiscAL Crisis & MANAGEMENT ASSISTANCE TEAM



S RSO RISIREIGRERATION AND EMPLOYMENT CALENDARS

Hours of Site Operation & Employment Calendars

The negotiated certificated employee calendar does not align with the CCTR program calendar.
According to the funding application calendar, the Santa Barbara Child Development CCTR

program operates on an annual 245 day service calendar.

The Santa Barbara Teachers Association collective bargaining agreement, article IV section
1, identifies salary schedules I. Schedule II lists salaries for the child development certificated
personnel programs and schedule indicates 225 working days per calendar year.

Article IV Section 2 identifies adjusted calendars for the preschool and CalSAFE programs.
Specifically, the agreement adjusts the compensation at a rate of 187 days for preschool program
employees and 185 days for the CalSAFE employees. The CBA does not address the additional
service days as required for the CCTR program. However the salary schedule for CCTR is based
on a 225-day contract.

The paid service days of employees should reflect program needs. Inefficiencies occur when
employees are paid for more days than necessary and program inconsistencies occur when
employees are not available to fulfill program needs.

The programs do not operate uniform hours districtwide. Each preschool site operates a slightly
differently depending on program offerings. Most district preschool sites operate from 8 a.m. to
11 a.m., and some sites with an afternoon class operate from 12:30 p.m. to 4:30 p.m. Children
attend class for three hours, and classified and certificated staff members work 3 1/2 or 4 hours.
CCTR sites, referred to as Children Centers, open at 7 a.m. and close at 5 p.m. or 5:30 p.m.,
although the website indicates closure is at 5:30 p.m. or 6 p.m.. The CalSAFE program operates
from 7 a.m. to 4 p.m. at the Santa Barbara High School site. Certificated CalSAFE program staff
members are under a standard eight-hour, 185 day contract. Two long-term substitute teachers
work daily and up to five hours each at the CalSAFE program depending on attendance. As of
May 19, 2010 all CalSAFE staff members are funded through a combination of Santa Barbara
Secondary District Resource 0803 CalSAFE Child Care and Development Service Budget, and
Resource 0802 CalSAFE Support Services Budget.

Teacher work calendars vary depending on the program they serve, which is consistent with
other programs surveyed. A contract typically provides for a specific number of workdays and the
certificated staff member schedules the off-duty days. Typically no paid vacation days are offered
with this type of contract; however, staff members are paid for holidays.

The Child Development Department employs aides for either nine months or 12 months
depending on the program they serve. The Children’s Center CCTR is staffed with 12-month
certificated and classified staff. The preschool CSPP is generally staffed with nine-month certifi-
cated and classified staff.

Hours for classified staff range from 3, 3.5, 4, 4.75, 5, 7 and 8 hours daily. Certificated hours
range from 4, 4.5, 4.75, 6 and 8 hours daily. There is no uniformity with the number of hours
assigned for certificated or classified staff by site, program, or position. This is not typical of
comparison programs or best practices.

The district employs part-time classified and certificated staff to operate programs. In some cases,
part-time staff members hold two positions and become eligible for benefits, which significantly
increase the cost of operations to both programs. The district should consider implementing a
policy that restricts the ability of programs to hire existing part-time staff members if it results
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in eligibility for benefits. The senior district administration should approve any proposal to hire
existing staff members under this restriction. A business office review of the affected program
budgets should be completed before district approval.

The program contacts and hires a substitute or assigns additional hours to staff when the teacher
or assistant is absent in any classroom. Additional hours and substitute costs exceeded the
budgeted amount in 2009-2010 by more than $150,000. If a preschool assistant holds an asso-
ciate teacher permit, the assistant can substitute as the teacher for the day. The child care assistant
or other assistant in the classroom would then serve as the assistant. In the case of absence, the
CDE permits the student to staff ratio to be adjusted for a period of two hours of the day as
follows:

(3) Section 18292 of Title 5 of the California Code of Regulations provides:

Except as otherwise provided in this Division or Title 22 California Code of
Regulations,

Community Care Licensing Standards the program may exceed teacher-child and
adult-child ratios prescribed by Section 18290 by fifteen percent (15%) for a period of

time not to exceed one hundred twenty (120) minutes in any one day.

In addition, on sites where several preschool classes operate, it is possible to combine students for
a short period of time to meet student-to-staff ratios.

Student attendance is typically low at the beginning and end of the day, and it may be possible to
staff fewer assistants during those periods. The hours of the classified and certificated staff should
be aligned with student attendance and district need rather than hours of operation. Staff hours
should be staggered appropriately.

Organization Preschool Teacher Preschool teacher | Children’s Center Site Supervisor || Director Aides
CSPP full day
Santa Barbara 187 185 225 N/A Vacant 9 or 12 month
Bakersfield City 182 N/A N/A 223 206
KCSOs 182 230%* 230 224 180/230
San Luis Obispo 178 247 184 215 178
Imperial COE 187 187 185/231 231 180
Riverside COE 185 210 223 180

* Teachers work a 230 day contract and schedule 17 off duty days.

Recommendations
The district should:
1. Review program hours of operation and student attendance at the beginning and
end of the day when it is typically low.
2. Stagger staff shifts according to student attendance rather than hours of operation.

3. Hire substitutes when the ratios cannot be met by combining some children into
another class.

4. Align hours of operation across programs districtwide to meet needs of parents and
students.

FiscaL Crisis & MANAGEMENT ASSISTANCE TEAM
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5.

Revise teacher contracts to provide a specific number of work days and require the

staff to schedule off-duty days.
Revise job description to include hours and number of days.

Negotiate employment calendars and salary schedules for child development certifi-
cated personnel that aligns with the needs of the programs they serve.

Develop a policy to require district office approval before hiring staff if the addi-
tional hours/position would result in eligibility for benefits.

SANTA BARBARA SCHOOL DISTRICTS
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Job Descriptions

The job descriptions of the coordinator, administrator and head teacher were reviewed to

assess the leadership requirements of the program’s organizational structure. The coordinator,
administrator and head teacher job descriptions are dated and should be revised. The coordina-
tor’s job description was last revised in 1990-91, and the head teacher’s on February 4, 1976.
The job descriptions lists programs that no longer exist such as PACE. The job description for
coordinator requires that the applicant hold a California elementary credential, which is not a
state requirement. The term “head teacher” is outdated and not linked to the CDE matrix. The
job descriptions should align qualifications with the CCTC and CDE matrix. The job descrip-
tion should specify duties with regard to supervision, evaluation, and management of personnel,
budget, and operations. The CCTC preschool teacher education requirement is to hold a chil-
dren’s center permit; which requires 24 general and 16 child development units. The children’s
center permit is not a teaching credential.

Some job descriptions reviewed by FCMAT were actually job announcements. Although
announcements provide information about the qualifications and responsibilities, they do not
generally provide a full account of all duties and requirements.

In the appendix section of this report, FCMAT has provided samples of job descriptions from
other programs as a guide.

Recommendations
The district should:

1. Eliminate the coordinator and head teacher job description.

2. Develop a job description for site supervisor, align it to matrix and include a site
supervisor permit as minimum requirement. Additional education should be added
as deemed necessary by the district.

3. Revise teacher job description to include education such as an associate of arts
degree, and align the salary schedule to begin at the associate of arts degree rather
than a bachelor of arts degree.

4. Assign the site supervisor to several sites based on proximity to reduce travel.

SANTA BARBARA SCHOOL DISTRICTS
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Review of Documents

Child Nutrition Services Memorandum of Understanding

The agreement between the Santa Barbara School Districts’ Nutrition Services and the Child
Development Program for the 2009-10 fiscal year provides for the services of preparing, deliv-
ering, and billing/claiming for reimbursement breakfasts, lunches, and snacks.

The agreement specifies a base reimbursement totaling $17,675 to include the cost of delivery
($13,900) and a variety of services ($3,775) to be handled by nutrition services. The agreement
also calls for the payment for meals and snacks at the government rate less the reimbursement
rate on the National School Lunch Program.

In addition to a variety of safety and reporting requirements, the Child Development Program
is responsible for communications with the Child Nutrition Services, including requesting an
accurate number of meals each day, entering data into the point-of-sale (POS) systems, and
processing all free and reduced price meal applications.

In reviewing the worksheet for costs, FCMAT found that the year-to-date costs (through April
30) to the Child Development Program total $99,552 for nonreimbursable meals and overages,
$24,394 for reimbursable meals paid, and $3,072 for reimbursable meals reduced.

The March 2010 invoice for nonreimbursable meals and overages totals $4,461.92 and details
the difference between meals sent by nutrition services and the number of meals entered into the
POS for tracking and reimbursement purposes. The differences reported on the March invoice
indicate a total overage of 385 breakfasts, 420 lunches, and 3403 snacks that were prepared

and delivered but were not claimable for reimbursement through the National School Lunch
Program. This difference can be attributed to an overorder of meals, errors and missing entries in
the POS system, or nonreimbursable meals and snacks.

Recommendations
The district should:

1. Ensure child development services minimizes overages and unreimbursed meals by
notifying nutrition services each day of attendance and accurately identifying the
number of meals and snacks needed.

2. Accurately record meals served in the POS system for submission to the National
School Lunch program.

Seek lower-cost alternatives.

4. Negotiate rates with nutrition services to provide services at lower cost, specifically
reviewing delivery charges since most meals are served on school campuses.

5. Develop a request for proposals for nutrition services and seek proposals from
alternative sources.

6. Explore options for lower-cost meals and snacks to include items available at co-o
p p p
pricing and items requiring little or no preparation labor.

SANTA BARBARA SCHOOL DISTRICTS
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Santa Barbara Teachers'Association Contract

Most of the district’s classified staff and certificated staff members have acquired more training
and certifications than the average preschool or child care provider in the state. It is commend-
able that so many of the certificated staff hold master’s degrees and have completed advanced
work. However, the funding for child development programs cannot sustain the salaries advanced
credentials generally warrant. Job descriptions for classified and certificated staff and salary
schedules have not been reviewed in recent years. The district should complete a comparison
with similar districts. FCMAT has provided sample job descriptions in the appendix section of
this report.

The terms of some staffing positions are not consistent with those of the California Commission
on Teacher Credentialing (CCTC) for child development programs. The district should update
and revise the following job titles to be consistent with the CCTC: director, site supervisor,
master teacher, teacher, associate teacher and assistant. Additional information on the CDE
matrix may be obtained at the following Web address:

http://www.childdevelopment.org/cs/cdtc/download/rs/17/Permit%20Matrix%209-07%20SD.
pdf2x-r=pcfile_d

Woages for Preschool Assistants and Teachers Under Subtitle
Show Hourly and Daily

Preschool Teacher Assistant Preschool Teacher
Organization Entry Level Mid Range Top Entry Level Mid Range Top Top
(11 to 12 years) (5 years) (8 + years)
Santa Barbara $11.69 $12.63 $14.30 153.26 202.65 $254.44 $309.93
BA BA +30 BA + 45 units | (23 years)
Bakersfield City $12.09 $14.71 $19.67 145.55 176.40 232.06 $232.06 (8
AA 24 units BA years)
KCSOS $10.49 $11.49 $13.24 133.94 162.23 186.55 $211.28
(21 years)
Imperial COE $9.32 $11.32 $13.76 $103.57 $124.56 $150.12 $206.76
(24 years)
Riverside COE $11.85 $13.21 $15.88 142.99 177.50 207.14 $206.76
BA BA + 60
San Luis Obispo $10.06 N/A $12.83 $115.97 $139.11 $146.72 $156.77
40 units BA (14 years)

* Some organizations offer longevity bonuses at 17-25 years of service, and those are not
included in this comparison.

* Teachers daily hours vary by district: Bakersfield 7.25 hours, KCSOS 8 hours, Imperial 7
hours, San Luis Obispo 5 hours,

* All districts and county offices require teachers to hold a children’s center permit

* The level of education required varies by district and county office but tends to have
entry level positions with associate of arts degrees and children’s center permit.

* Based on the preschool teacher assistant position on the Santa Barbara Salary Schedule
Range 16 for Instructional Assistant Child Development Programs.

FiscaL Crisis & MANAGEMENT ASSISTANCE TEAM
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 Santa Barbara’s top daily rate of pay for teachers with 23 years of service and a bachelor’s

degree plus 45 units is $309.93. All other comparison organization top salaries are
significantly less. The nearest salary is 75% of Santa Barbara’s top salary.

The salary schedules of the comparison districts are included in the appendix section of this

report for comparison purposes. The educational requirements are dissimilar and should be

used as a reference when developing new salary schedules once the district aligns the educational

requirements with the CDE matrix guidelines.

Recommendations
The district should:

1. Consider implementing a lower first step that begins with a children’s center
teacher permit and an associate of arts degree rather than a bachelor’s degree.

2. Align salaries to the CCTC permit matrix and hire teachers with permits.

3. Place higher-educated staff members in the CSPP program because there is a
required core educational component

4. Develop new job descriptions that align the qualifications with the CCTC and
CDE matrix. Salary schedule placement should be adjusted accordingly.

5. Fill the newly developed positions when hiring new staff members.

6. Consider a lower first step that begins with a children’s center teacher permit and
an associate of arts degree rather than a bachelor of arts degree for CalSAFE staff
members without a bachelor of arts degree/teaching credential.

7. Negotiate with the Santa Barbara Teachers Association to reduce the salary

schedule, particularly the top pay, and align salaries more closely with program
funding and comparable districts.

SANTA BARBARA SCHOOL DISTRICTS
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Additional Considerations

Internal Controls

District ASES staff members and child development staff members collect parent fees monthly.
ASES program fees range from $85,000 to $135,000 annually. Family advocates collect funds
from parents in the form of cash and checks. A lock box is located at each site, and the family
advocate transports the funding to the director days later. Child development support staff
members collect parent fees monthly in the form of cash and checks. Sequential receipts are
given to parents, and funds are counted, logged, and locked up at the site in a cash box located
in a filing cabinet in a locked and alarmed room. The money is then given to the coordinator for
reconciliation and delivery to the district for deposit.

Child care fees are paid at the sites and business office. Although child development business
office personnel are assigned a site, they assist each other by picking up fees from sites for one
another. Collections are made from sites over a three-day period, and no receipts are provided at
the sites. Collections are returned to the business office, 721 E. Cota Street, logged by the same
person who made the collection, secured in a cash box in a file cabinet then forwarded several
days later to the district office for deposit. No verification process or receipt is produced when
funds are delivered to the district office. Days later, a reconciliation and copy of the deposit is
received from the business office to confirm receipt.

The system does not have an explicit standard operating practice that specifies the responsibilities
of individuals and the process for collection, receipt, transport, security, and reconciliation of
funds. The amounts collected in the ASES program may vary and cannot be reconciled except by
tracking the receipt back to the parent contribution. The system leaves the district and employees
vulnerable to fraud, theft, and at minimum, accusations of such actions.

Cash handling procedures should be reviewed by the district internal auditor, and procedures
should be adjusted or developed to meet standard internal controls. Proper standard internal
controls contain processes and procedures that protect the district, staff, and payer. These
controls include a system of checks and balances that ensure the security of funds from collec-
tion to deposit. Key components of essential controls include: a segregation of duties, chain of
custody tracking, document tracking using a prenumbered system, cash handling and storing
security, and timely reconciliation.

The district Board Policy 3400 Internal Controls/Fraud Prevention states as follows:

The Board expects Board members, employees, consultants, vendors, contractors, and other
parties maintaining a business relationship with the district to act with integrity and due dili-
gence in dealings involving the district’s assets and fiscal resources.

The Superintendent or designee shall develop internal controls that aid in the preven-
tion and detection of fraud, financial impropriety, or irregularity within the district.
These internal controls may include, but are not limited to, segregating employee
duties relating to authorization, custody of assets, and recording or reporting of
transactions; providing detailed, written job descriptions explaining the segregation of
functions; adopting an integrated financial system; conducting background checks on
business office employees; and requiring continuous in-service training for business
office staff on the importance of fraud prevention.

SANTA BARBARA SCHOOL DISTRICTS
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Recommendations
The district should:

1. Provide for the secure handling of cash, checks, and other monetary instruments
received by the district through the establishment of internal controls.

2. Ensure internal controls include a system of checks and balances that ensure the
security of funds from collection to deposit. Key components of essential controls
include proper transaction documentation, separation of duties, chain of custody
tracking, amount verification, document tracking using a prenumbered system,
cash handling and storing security, and timely reconciliation.

Provide training on new policies to all personnel handling cash and parent fees.

4. Consider having the district internal auditor complete an annual audit of cash
handling procedures and periodic random audits to ensure compliance.

FiscaL Crisis & MANAGEMENT ASSISTANCE TEAM
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Appendices

A. Organizational Charts
B. Job Descriptions
C. Salary Schedules
D. Study Agreement

SANTA BARBARA SCHOOL DISTRICTS

65



66

areenoices

FiscAL Crisis & MANAGEMENT ASSISTANCE TEAM



BCSD

1T
U0O & BIPUES sdurey uuenolg POOM 19320 A0S [ORYOIA]
qeT wnnLLIn) sweagoag roddng
» SIIAIIG wesdorg pooy.oqy3nN SHY SunuLIopg
RIPIIA Adeaqr] M 314 Nwrs » UNEIH [00YDS » [ENSIA
‘101RUIPI00) ‘“103eUIp.I00) ‘“10jeuIp.I00) ...S«Ec._.ccu
s1930y
onse’) 243l -JHOA\ UBA Iy BQIS [SBYIIN
SINAIS sweagold SIIIAIIG
Jupms papudIxy jupms
‘[ J0s1AddNg ‘1 10s1AIANg ‘1 a0s1Adng
saue epue
o[mse) A1qqaq 4 IIepued

11 A1232199S dARR.LSTUIWPY

SINAIRS 110ddng [ruonINISUY

‘1032301

03Ul ' [PBYOIN
yudpudyuLdng

SADIAYAS LI0ddNS TYNOILLDNYLSNI “HOLOTAIA



Administrator
Text Box
BCSD


BCSD

4|
sowey 0190y SOJXIS epleJaws3 Zauswip yeulq
[enBuipig ‘|IA %4319 Kieja199g yeis [enBuijig ‘Al 919

yosny Aaoel|
AIIRID

sdwe) uueuols
1ojeuip1009
N-3id 9.l

BAJIS BloLlEed
uoyme] WeuAp
ZopUBUISH BSINOT

suosiel] suoneRy Aunwwo?n
JUBWIAA|OAU| Judied

|

(looyog sowwng “31'y9
‘W-8.1d S)e}S JUSWSA|OAU| Juded)
S1860Y-YLOAN UBA YNy
| 10sIA19dNg

sauey |epuey
$?991A19S poddng [euononiysui
‘10300110

SINVIOO0dd dAANALXH



Administrator
Text Box
BCSD


KCSOS

0102/22/9°:A3d  44V1S/VIH019/0a0/9

s,plo 1A Z m sse|d =y109 ONINIVYL ZZ 31LIL , LINY3d V HLIM 30V NOILISOd 4NOH 61 1 HOSIAYAdNS LIS
0£'6-00'6 A34400 V1340 INVYAId VSIM3L
00:9-2:T SIWTOH YNIT3H 00-7-0€:L h\.__>< VYNNOId Z3aNoyvay v113Ls mdz_,w%m_@u_wmam
87':Z -0r:0l YHYVIZIA ANNVZON H10O-cH#wY ZIANVNYIL VNRIVIN H100- L#Wy SHVAdS vyg3d
8V:0L-00..  ZNYO YNNVXOY 00708, VZONIdSE VANl 13LHO38 V13WYd DANOGEKY VOO e LA AL ¥100
oLS -sb'8  YZONIdS3 370Y 0£:5-00'6 3AIVOTY YNNY Z3NAN VSSI3A baR m<E 50 VI -Z#wY Z3LHOD VIFONYIN
¥ #Wy OAQHYY VANITYSON 14wy HIANTHO INTY L #WY SYZVHY¥AL VZNY¥H3dS3 H3HOVAL 0¥3TIVAYO YHANYS
87:01-00'Z TIN TV 0e5-TYL N3do 0E'G-ZL SYIMN VIOIYLYd &/h ddSO LS VOINNZ 13gIsn
SLG-Sy:e  ZANILEYI JINNOD 8%} 1-00'8 ZIMINVY VI¥YTIANYD 1€71-06:8 N3O LNOWYT 0L/52/9 ¥LOD-awy uadQ .
0£5-00'6  AOMUNOW ADNYN N0 vHITINOY OuvdiNY :
sy S3IMO8 YN39,, 90 A3SHNOD vHa3a T13Ssny 3iaor SYIHOVAL
BT TN ¥100-G#UN ST1HOM YNIL ZaHun SONVAOOM YNNOG  HLOO" 9 #und ZIANYNYIH VLISOY YIvdvISTHAL,
81:Z -08:0} YAINVLSYD YOINOW OB:gHep-+ N3dOo ~0ES-2Yi} SYTINNO VaIY ZIANVYNYEH VNP &mo.smxmaﬁ ANV THOR
8v'11-008  Z3VZNOO VANITHI N 3401 ERovy | LEEhOSSNOOLE RSO AM S OTINYYO 3LLINA GG VANV VN0, 19088 H. 09SYM
'S -00: WNILSIMHO - aHn -
§ #WH NOSNISON O¥IWOY 3dNTVavNo 2N 27T YOITHONY ZiT vavoIvANY VIOITY - i e SITIN 313G WIAOVAL N
009 2h'z YHIATYO VSHIIMVINVNY o ¥LOD-ZVHWY JLUYNA AYYIN Y30 Vil ' 21 ddSO N3dO,
90°€ -8Likl  SILNVAYID T3NOVY Beotnls SNydWCLIECIA " Z3HONVS JINVHAILS R SIUOV ANVIXIY TVAL
S57l-008 OaINDVINOTD 1£21-08°8 SINVF VNV 30N VN3 VYAVONOW VONVTOA H3HOVAL
8L1L1-08. oavod INVI31 0€:7-00'8  ZIJHIILNO VIT30 Z3ANILYYIN YN 01-0€-9 8 #U ANYId AINNYI Z3NDZY13A VANYM JUINS YHGNYS H100-NOSIMYYH YN 2/} ddSO
(0/8/E) Z #urd S.2- OTILHOM VHIVIN BTN Yol A OE VA, VNVLNYS 138lviV i L el Z#wy STTVNId ANY Loy, b i
‘ SYINOVAL SYUIHOVAL MLOOLVAWY L1INNIE HYNO083a, Z3™vYNr 3dNvavno HLOO-ZHUY ZAYVATY 1AIFH VYNOYOD V43Sor
T# "W MYAOL VLI T~ vSO8 VNIATILT ZIMINYY VIORILYd, —
34VD QTIHO QIHOSNOIS ¥IAOTNT 4199 0Z/M ddSO ATTNH 1T30vdY SEIHOVAL SYIvS Z1 L#wy ZINILIYIN NVSNS, "HIHOVAL 1¥N¥38 0TINSNOD,
‘SANNOYDMIVL Z3NOKA0y VidYW STINOVAL L0 §/M ddSO WIOVAL
ZO#WY ZINY VINOS ¥L00 /M ddSO WY IIIDIN VAN, SY 10218 ,9 0ISYM
INNIAY ONIW 2/} ddSO &/} ddSO
SYTIS 8v:5-00: L ZANLLYYIN VANTTHIA N3dO QT2INIINO VINIWNEY VINYIN 3NNIAY Nu3X
0£G-00'6  VIOHYO VANIT 30 SYNIQHVO VINYI €6:21-67'8 YNId vST13 VIOHYD '3 VIMYIN NYHNA YHLUYIN
0€'€-002 SHIDOY YAINYL ZANONINOA ATHIGNIN vOuvay ¥O1d gsuy uado , OlY10S V910
WY SdITTIHd ALL3E, Z3ANONINOA TINDIVY FOHUIY VHHIAND VIMYI, ONYT3LLIM-STININA ATIFOVHY ESTETINET ZanNorAoy voissar HL0O-ZIWINYY VIINr ZaNILYYI 3NIT3NDoVT
T§IHOVAL ZVIa VIHLNAD, SYIHOVAL 64U NOSANH-AYOLS VSINIHL NOSTIM Ax¥3L ¥100-S1004 A¥YIN, Z3HONVS "3 VIAVI,
SEIAOVAL W3HOVAL HL0D ZH/M ddSO WIAOVAL SUIHOVAL WIAOVAL
ddSO 2/b ddSO H100 ZHM ddSO 2/} ddSO 1NOWV1 Z/b ddSO 100 SLUM ddSO 2/} ddSO
NMOLNMOG A31SQ¥Y3E HLMON NOSQYVHOI 3NNIAV ONIW ideyoeya]-ST1IH N3A109 1RINPOR -,,, 9 OISYM SNIWI1D 4 THVY
11 LSIdAL ¥H310 fenouiig -1 LSIAAL YH310 1l LSIdAL MH310 lenouljig -|| LSIdAL Y¥H370
NILOW VYNIYEYS« OTILSVYD YINHON NOYANTVS VNV= OavLdNH Nviday
11 4OSINY3dNS 3LIS 11 4OSIAY3dNS 3LIS 11 4OSIAY3ANS LIS ¥0.L1034Id NVHDO0Hd
uado, uado, Z3AHONVS VHIAT3- HIAANOD-NOSANH LIHVOUVI «
(z -uospieyory 9-spunoibiieq -Buipy | L-UMOIUMOQ) :BPIY MH 61 [EI0L €2 (Z-18YI0 PSUISSE|D 9-19YJ0 Pajeoyie]  £9-Seply PayIsse|D - sioyoea)) 0Z| [[ejol swil [ind :ONI44VLS WVHO0Ud TVLIOL €Vl
(pantas ualp|iyo 85) paiosuodg Jekojdwa ¢ (panies uaipliyo 826) Aed JeHL | (410D GL/M PanIss uaipiiyd 099) ddSO 62 :SW00ISSe|D [ejol v
VI ATHD AIHOSNOCS HIAOTdINT 2 (M1DD) FHVO ATIHD TVHINIO YIM (ddS9O) WY¥D0Ud TOOHISTUd FLVLS VINNOLITYD
I Y370 LNNOOJV | AMVL3HO3S 11 AMVL3403S JASHNN LNINJOT3IAIA TIHO AUV13HO3S IALLVHLSININGY
SONYY TIVD (VNIQ3W) SYIOVIA VSIT VAa3d3Z vIHO19« SHIAN INNAT JL1ITTNVEE NIF3

303 ‘11 YHOLO3MIA ‘ZINY VIHLNAD «

SADIAYIS ATINY4H "HOLVHLSININQY ‘SHIANVS IAILS

LINIANILNIH¥IANS ALNH3A 'AVSANIT NHOP

AINIANILNIEIANS HIIZVHd 1QYVZIT INILSIHHO

0102-6002 Hey)D |euoneziuebiQ
uoljeonp3 pooyp|iy Ales ‘sjooyss jo uapusjuuadng Ajuno) uisy



Administrator
Text Box
KCSOS


0102/8/9 90p°ZixL1-110L-Weyd Bioag PINagIWosjaqi$saopIRsTyepey

SLOCOE

_ sweiboig ssaullopUIRaH S (w3 v o Buneen A .
sanoes Buisayy sweiBolg uoguaneLd 039840 joyody/Bniq ) Jopeay e buisiey
/sdoysiiopyaouaIBjuOy b suongaduion oiwepedy SOUBIIS/E ‘303 [BSOANERIL| DUNDY 9 o -
8s( sonioey vcmﬁww_i * _ Woddng 00yas AuyesH pue gjeg . o Sweibold pepun el
uoneonp3 jejualivolaug SOIUNWLIOY BULEST |BUCISSSJ0IY 2  Sisuied Ajitie 4 ARINWWOD/I00Y0S o
- sweuboid yoeanno B Aeq o voddng { agty & * wesBoig sjooyos paysinbunsiq - _ selunwwoy olssajald <
M 10040S JOOpING [eRuBpPISaY < $BUN0D BIBQIEG EIUES PUB ‘EINJUSA oddng Jayoea) LOIBRSIIILDY oddng JuswieAcidul] Weiboid — 1PUISIQ/00YS -
saoinag swesbold I3y '071S 'UIdY) O} PEpPIACIT SBOINIBS 4 sweiboid pepund jueis )  smainay jeuoongsy)
SaINHISU| JOLIWNG uoISSIwWo) 0 :o_ﬁoaw_‘“a z anisuaya1duiog g |Bnuuy — seomeg poddng jooyag
(8) saIMAsqng (Hoddns gy ® dy-aid) m_ooﬁmwﬂ_m mm wu - Hoddns JeyoesyojenSIUIDY
{8) seisissy pseog a6a|j0D) Yjm UOHEIOGR(I0D UOHEINDS POOUPHIS AUES »»  suweiboig papung juesn .
weisboiy Buiulel ] MO sBuUEI) JUBHIOD m_n..o “£.mm LM > S|00YOsBid 21elS BRUOIHED) o toaaam PUISI] 31M8G 108N .+
ey 4 . Suapms Hoddng/sedjalag/swesBold o Joneoyddy parepiosuog ﬂm%:w.%wwﬁ%ﬂuwmw
puejog * . 13/5U0nRINdOd JUBPNIS 95I6AK ! : ;
2uemys W am e pansesiapun 1o uojesedald sbajjo) « , w_<%wwm:.woﬂ 5&0%& o i sw__a:nm_ UBIdOoARE EUOISSBI0I o8
Supnes-g o099 Sas QIny Josinedng . sweibold wawdogaeg jeuoissajoig " Hoddng Bugup juels yos
mw,whw_wm w hm_mwuw% Anﬂ_. 40} poddns Jo4oEs LIOIEASIILIDY 4 weibolq ‘Nejg g - umoig e1b10s9 : sdiysiauped Adese) pue Buipesy ng wininollnoyABojouyoe) jeuoy
suisjup sisqeamen sbuiues | jguoing < : ? Josiiadng SxiomaN Aiepuodss '0oyas sippiv Aigyusuialg Hoddng/saoiatlag sueibos
= uonesnp3 8 uoifiey Juesn (QIAY) uoneuiwaleq wieiBoid ‘2anBUpoy Y - ouEaI) (vS18) weiboid juawssassy poddng Jeyoes | Buuuibag -
s oo JENPIAIPUJ BIA JUBWBOUBAPY + sjooyasaid g I1sil4 L >.__5m.czcuu%cmEmmom»ﬁmEmm:Mm i
ouoy) {3 oyoauey voddng/sadinteg/swesboid . ! y . g  Meqng espusy| - [ 158y Ulpy. ,
1B1005/A0181H ‘13 'w T Hoddng eany joslgnsauninowing 4. Lo SPjgyAlBg . .
.. ~ boddng Buuoyuop weiBoid (eotobare) «. 40jeUII00] Boid g ¢ a9l 1assarnia
uSMUIEN 25 mm o) pesgy S0 Hoddns ({1vQ) uleay uonuanialul pue BaURISISSY JOIASIO - =
JVUBUILEW [BIBUBG wsYy) gy peig sioybneq 'q o -
(uio)) uosydesop Ayiey i owep ¥ . vaddng/seodiateg/swesboly |
100SUIT Situy (0719) zado alnp uoue) ‘A .
3,58V Ujwpy B: sojj@seg "y : SWepY ISuy — | 1,88y ulwpy
ii.ssy si0jeuipio0) weibold [euoibay gIAY - weg 0 Buonsuuy ‘g sJ8){3-pehu3 sunsuyn
wuew W o560 'S ‘p100) Boid .
(RIMuUBA) SBABYY US| Senpen g SRy ¥ SI498 AunHejes/sddyuagshien gdn. L]
SIUBISISSY UjWPY B .m_ommEMu:m w..ww | | g
Zanbupoy
i SWEPY JSUY — | ]SSy uiwipy
110jeuIpI00Y) wieibold puog Sl UoULBYS
jooyasald 9jels ~ dojeuipiond ug
sweiboid juswdojareg piyo NidD /VY/A8Q 19SSV /119UN0D 91-d V413
SO0V 4eioqeq Sy euuelg
S897 esasa] uUBsUaI0S BPULT £1S00Y yesoqag _ EIOJ OLIBSOY By ! H
4018UIPI0oT 1158y N.Eu< Jueysissy as0 11 1.8y Ujwpy jueSISsy 8210 H1,58Y uuipy
23340 § uoiiey \V\\‘L
UoLION AduepN

uonug jliud

QIAV 8 uoiBoy
Joyeng

suwesboid yuawdojeasq piyo
Jopeag weiboid

 E1S09Y 4ei0gaQ ~ 1UBISISSY 890
uosijj3 Aneg - Juejsissy eAinsexg

ondeq joien
(dnoig Aiosiapy)
11ounog Bujuueld ssed pjys (eao

m&igw Aiosiapy)
19Unog uoleonp3 WNNaINY

 mynyss peig
UoISIAIQ S991AIaG |euoEINPT
‘juapusiuiiadng juejsissy

juspuajuniadng ‘1942019 "q uelnp

11-010Z ‘yeis saoialag poddng jeuonjeonpy
uogeanp3 jo asyQ Aluno) odsiqQ sin ueg


Administrator
Text Box
SLOCOE


ICOE

¥G19-CLle
0Jawoy 1o

JobeuB)\ Weiboig

1199-¢Le
o||IeD asor

ISA[eUY yoieasay

8¢G9-cle
uoslead AgqeQ

€.¥9Cle
sodwe) uenp

JOJBUIpIoo))

20140 Uonen[eAs 9 spueio

8019-ZL€
(%08) sesoy euy
JUBISISSY [ed18])
8592l
(%08) zenbupoy ejley
jueis) 31ddV / [euoissajoid eied

18599CL€
o||LIBD BYBA|

JUBISISSY [Bons)

G199-¢l¢e
UBWBUOYDS euuoQg

JOJeuIpIoo))

poddng Jayoea] maN

uoneanps yuelbiy

\
6¢v9-ClE

aoune Apnp
jueynsuo)

\
€9¥9-¢le

6¢l9Cle

1611/ eueSNg

uoneanpy % aie) Aleg poddng jooyas ® wninaLIN)

(%0S) zoJnD eipne|
JUBISISSY [BRIoD
0v99-¢le
BZ0pI0) elasue
T8ds8ypj00g

6Z1v9-ClE
ZaJ1eng) usslig
ITUEISISSY SATENSUIPY

L yoddng ) .ﬁ

dO¥AI u

P

eII0SU0Y 6 UoIBay u

ﬁ 2SI10 wh 9l-d u

ﬁ 28)IWWOoY s)o8(0ld/WNn[NoLLIND w.

S99IAISS [euonRINP


Administrator
Text Box
ICOE


ICOE

Joddng jooyas ® wninaLiIng


Administrator
Text Box
ICOE


ICOE

1019-ClE

(%01) opJejoN-z9||9 | ewasel|
JOJeuIpIoo)

swelm

€8¥9-¢le
Jnyuy Aeoelg

JUeISISSY [Bd19[)
Lge9cle
sobing eipues

€299-¢lE
IYSMO]S|O 18|

JOyeuIpIoo)

69G9-Cl€
|[eAopues epua.g

JUe]SISSY/ |edl8|D

¢LS9ClE
uosuol Aey Aiep

V.v9-ClE
Jlejoulg siwer

JOyeuIpIoo)

1S¥I4 Buipeay Aleg

6GG9-Cl¢
(%05) ebespy elons
JUBISISSY [Eols]D

g6¥9-¢l€
auuenels apspO

JOyeuIpIoo)

Ssauipesy] jooyos

ﬁ B|onZus|eA LyEaVv u.



Administrator
Text Box
ICOE


ICOE

112921€
(%09) [ea |onbey
JUEISISSY [BOHR[)
Shy9-zLe
(%08) ellueun® oipad
IOJeUIPI00)

sonewsyrep

0619-¢LE
sowey Jainer

TOTEUIpIo0D I
vvaol

8199-¢lE
|| S8jueAI) Op.elany

8199-¢LE

8ouod epjoer
8199-¢lE

zoed ele
£059-¢L€
apelpuy ulwzeA

£059-¢lE

zeiq sin esor
£099-¢l€

Z9|ezuUos) BUSdNZY

oeo0) oddns juspnis

€€59-21€
(%08) Swel|ipm auep

JUEISISSY [BoH8[0

10S9-¢LE
uozel\ |udy
isl[eldads Hoddns juspnis
9199-CLE

(%05) enozewy oj|se
JUEJSISSY €013

8199-Zl€
e|llueqe) ssiueg

isijedads poddns juspnis
Leeocle

Je|inby epey|
02e9-cLe
|eay ulwiey]

JUBISISSY [BOHR[0

vLi9-cLe
aue Asjeg

Jojeuiploo)

dn-1e99

1219¢l€
(%0G) ussuar Aooels

JUBISISSY [BOHR[0

0619-¢lE
sowey Jainer

Jojeuiploo)

9l-d

9199-¢l€
(%08) Swel dLep
JUEISISSY [BOUR[0

9/19¢lg
)|e4-s8jueAIa)) [eges|

Jojeuiploo)

ainv



Administrator
Text Box
ICOE


ICOE

zl¥9-2Le
(%06) ebesuy ene
JuejsISsY |edls|)

9G99-CL€
BLI0S 8|oYdIA

Jojeuiploo)

L219CL€E
(%05) ussuar Aeoelg
JUBISISSY [BoHa[D)
08¥9-CL€
SUBAID BuUBBNYD

J0jeuUIpIO0)

9199-¢l¢
(%0g) endzawy ol|sa]
ESEACSIE] )
€129-¢le
uosey yjeqez3

Jojeuipioo)

99uaI9g [e120S AI0)SIH buipeay Aiepuoosag S99IAIBS Jauied] ysijbug
_ _ _
1129¢Cle
(%06) [ea7 [enbey
JUBISISSY [edus])
08599-¢l€
eba/\ ejuIN
JO1euIpioo)
1859-¢l€ 1/G9-ClLE

Geeocle
Jesea) Aop

JojeuIpIoo)

vi30

(%08) Jej0 uLg
JUe]SISSY |edls|)

Gceco¢cle

Jesea) Aop
JOjeuIpIoo)

j4oddng jooyos

(%05) opedles uuk
JUB]SISSY [edls|D

7199-¢l€

sojeg uiqoy

MON BIqab|y/dSINED -I10Jeulpioo)

sanewayje|N

1299-¢Cl€

(%0G) opad|es uuAT

Juejlsissy [edls|D

poddng



Administrator
Text Box
ICOE


ICOE

8019-CLE
(%06) sesoy euy

JUBISISSY [Bola])

8.G9-¢l€E
zanblpoy e[y

JOJBUIpI00)

F’lddV

10L9-¢lE
(9%09) apJejo\-z9||o L ewasel|

Jobeue]\ SJUeA] ollUapedY

SJUBAF dlWBpedy

6C19-ClE
(%0S) zodinp elpnejn
JUBISISSY [Bola])

YEL9-CLE

sodwe) 107

Jojoaliq Jo9loid - Juei9 v¥sn
S)y bulwiopiad ‘9 jensip

8019-¢l€
(%03) sesoy euy
9099-¢l€
(9%0G) ezopua|\ eoluo\
JUB]SISSY [Bdud])

8.G9-¢l€E
zanbLpoy ey
c¢6lo-cle

uinbjo eudn
JojeuIpioo)

jJoddng jooyss

9099-¢L€
(%08S) ezopua|\ edluo|y
JUBISISSY [eola[)

L6L9-ClLE
uosJayoIq Iuo |

JOJBUIpI00)

buipeay Aieyusawalg



Administrator
Text Box
ICOE


ICOE

&

UeRIUY09 ] 9010

1SIeads 4303

IT0JeuIpioo) SHA
weuboid pe}s pesH Aleg

1099-CLE
0}aIa A\ BpUAT]

Jadaaypioog SAD

6L19CLE
ZaIpudje|\ BUID)

[ZRIVVEENRER]Te)

96v79-CLE
Zayoues ewws

NE VRS

S99IAIBS [BISI

7099-¢L€

sb6ry 107

Bujuuueld a1e9 pjiyd (8207

8G99-¢lE
eusIojse) eSOy

4240433
zado yiojod

Siuondeosy

€619-ZL€
ojifiniL eyuep
€v99-Zle
sel e|es|
8v19-ZLE
Zouny euep
1v19-Cle
zanbeloq eoluoton
¥299-Z1€
ueky epuaig
Sv99-Zle
Jezejeg euelepy
9819-Z1L€
eun epuaig
LLy9-Cle
o||ozel paid
601L9-ZL€
UIpJOA ezjuep
vi29-zle
oplojes eyueiy
Zvs9-Cle
elolIaH EpUIT BSOY
uepluyos] sad
8919-ZL€
auen( eulon
L/19-Cle
$810]4 elulbiIA
0L19-ClE
Zllepuswly euelpy

(0o Weiboid JuslWAeg

18¥9-CLE
euebel\ aaA|

Jebeuepy weibold JusWABd SAD

sweiboid
juawhed aien pjiyd arpeusd)|y

oLL9-zle
ZaWwes) BULION

JSIesds 4303
L¥S9-Cle
ebiunz eueig
JSIesds 4303
¥59-Cle
SHUM euyren
isiuondedsy Sao
€099-Cle
oue) eoAuop
1siesds d303

8899-¢lLE
eloIe9-Aesse)\ JoyjesH

ToBBUE [elisjoy R 90In0sey

sweiboid [ei1iajoy pue 821n0Sdy

99¥9-Cle

opeloaid eouelg
JUEISISSY 9210
92s9¢le
0]0S [eque|n
SI8[0 SpI0dsy g SOUEPUSHY

1yv9-2le
epewnyy Alepy

TIebBUB ST

19¥9-¢Cle
e|paIsH UsWIE)

[EEEEE NS )

siajua) juswdorors(d plIyd

[

I

I

I

I

|

ﬁ wea] diysiepes]

LEV9-ZLE
ZapueulaH eupssulg
3310 Sad
yoddng

sweiboid
uoneonp3y 9 aien Aleg



Administrator
Text Box
ICOE


ICOE

a9)ud) ersaduwy

Jajuan oaixajed

193ua) 3yjIN} O

sio)puad) Aoimeug

sJ9)ud) ospud) |3

99¥9-¢L€
opeioaid eoue|g

JUBISISSY 991JO
9¢99-¢lE
0JoS |3quUEID
S8[D) SpI00ay %3 SoUBPUBNY

Lyv9-cle
epewnyy Alep

[ JeBBUBN SAD

L9v9-ClE
eIpaloH uswie)

[T JoBBUBN SAD
sJv)ud) Juswdojaraqg Py



Administrator
Text Box
ICOE


ICOE

06.0-28%
opeleAly BUlSHUYD

06028
ooueld eljpwe)

06.0-28¥%
SLION euexoy

AN S|

06.0-28¥%
POOAA BUBSNG

ICSINERRISENS
sbury a7

SPE8-€GE
Zaweo) euep

Ghe8-£5¢e
olnesy yeqezi|3

3P [BUOHOMIU]

GYEB-€SE
sowey yeies

NSINELRISENTS

sioyeaus oI

1G20-02€
epauejse) Iqny ewy
1620-0.€
eba elgis3
1620-02€
eolleo) esala]
1G20-02€
opajqoy euljebueny
3pIy [euononasu|
1G20-02€
Zaulle|\ epewnyy euLep
JOSIAIBANS a)S

sJauunipeoy s

¥¥99-0/€
zanblpoy esi
¥¥99-0L€
zanbse/\ euljoie)
¥%99-0.€
zanbse/ usjiep
¥%99-0.€
aplanel|ip elhepy
3ply [euononysu|
¥%99-0.€
Buijels eyse |
JEVREETR

UOEoNpS (B80S POOUPIYD ANES

04 doid
uoisnjauj [apoyy Jooyssaid

6/8¢ClE
01eD BLOJIA
6.8¢-ClE
opeleAly BUNSUYD
618¢-2S€
ZauIPe|\ usw.ie)
6/8¢-2S¢€
zanbupoy elalp
6.82-25¢€
Zauawif eineT
3ply [euononysu|
6.82-25¢€
Zapua|\ esl|3
JOSIAI9ANS OIS

04)ud) [F - MOIS) O] W00y

yrv9-CLe
epalp eihepy
yrv9-ZLe
Zaule|\ elojS
yrv9-ZLe
oudolIg BAlESOY
yrv9-CLe
ehoH e aQ eujjoie)
3pIY [eUORONIISU]
¥¥99-2L¢
sowey |[ayoey
JOSIAISANG 9IS

j00Yyasald s &, SPIM

[

I

I

I

I

|

su9)uay onud) |3



Administrator
Text Box
ICOE


ICOE

9GG0-1G€

9GG0-1G€

zado Yyyegez||3

opeuolo) auluep

9GG0-1G€

9GG0-1G€

ueljjeg eueiq

zanbzep ‘3 ejebuy

3ply [euononnsu]

9GG0-1G€

Aajmeug - mouo o] wooy

ejauIny AoueN

ISINEL SIS

€029-¥¢E
BUOJOD BIO(Q
€029-¥¢€
Xi|o4 eron
€029-¥¢€

zalen elyiuAD

3ply [euononnsu]

€029-vv¢€
sejueAIa) yjegezi|3

J0siAedNg a)Ig

|ooyasaid d)€3s [Il SN .. SPIM

si9puan Aoymeug



Administrator
Text Box
ICOE


L

ICOE

0¥98-G5¢€
zonbuu3 epuejoA
0¥98-GS¢
eplled eLs|e)
0¥98-GS¢€
ejsiieg eua|g

0%98-GG¢
oyoewe) esiuaq

JUBISISSY [BuOnonnsy

0%98-GG¢
Z919d SUUOA|

ISINEL IS

s18b11 8317

a9)ud) [ersaduwy



Administrator
Text Box
ICOE


ICOE

016¢-¢S€

ZaA|esS) ele\
0162-99€

ezoulds3 eq|esoy

0162-95€

ueinq aIsoy
0162-95€

0Je) elUO)OIA

016¢-95€
sohay eolssa

JUBISISSY [BUONoNASU|

016¢-95€
Aeques) asiuag

ISINEL RIS

sBunjIpn 81T

VR EL I Y]



Administrator
Text Box
ICOE


ICOE

uonisod uadQ
uonisod uadQ
uonisod uadQ

uonisod uadQ

uonisod uadQ

Jajua) oaixajen



Administrator
Text Box
ICOE


ICOE

uonisod uadQ
uonisod uadQ
uonisod uadQ
uonisod uadQ
uonisod uadQ
uonisod uadQ
uonisod uadQ

uonisod uadQ

uonisod uadQ

uonisod uadQ
uonisod uadQ
uonisod uadQ
uonisod uadQ
uonisod uadQ
uonisod uadQ
uonisod uadQ

uonisod uadQ

uonisod uadQ

uonisod uadQ

uonisod uadQ

uonisod uadQ



Administrator
Text Box
ICOE


ICOE

086€-89.2
Zayoues eusjepbepy
086€-89.2
uewzno e||9}s3
@ @ 086€-89. SL¥9TLE 6Yv9-CLE
Je|nby [ayoey BUBJUES UOWEY eosanbi4 |ages|
9869-ZL€ 9859-21L€ 086€-89.2 85¥9-ZLe FeEIVEL Josiusdng
(%0S) sa1uol apieN (%08) seIuo aplen 0jos [anuep elojued epuejoA ©ZOpUB\ ejavJe|y SJUSAT JUSIEg % OIWSPEOY TONEoNnpS SATEUIRTY § ASO "9edl
J0JeulpJoo)) BiojoWoid Jabeue}y weibold Jobeuep\ weiboid 43N JUBISISSY [euononisu| Jabeueyy [eosly (siiong Jusied (onesnp3 sneuwsolYy
ssauj[am elulojijed / e1030Wold Je)s usng ejeq juspms panyiun odixajed S$99IAIBS [BISI 9 JlWapeayy) sadiAlag Jodd| ? ASO ..kwnt mwo...\:mw uoddng
[ [ [ [ [ |
LGv9-ZLe
uofalidH sin
UeRIUyos L 990
poddng
0Sv9-zle
uiJe|\ EPUBlOA
[UEISISSY SAENSIUIWPY
poddng .ﬁ wea] diysiapesa] w

uopeonp3 yuelbiy



Administrator
Text Box
ICOE


ICOE

v.G9-Cl€
Z9|ezuox) euljsbuen]

L9¥9-ClE
Salo|4 eoagay

96v9-¢lL€
0JoWoy opJesss)

9Gtv9-¢cle
Xl[94 eplwuly

LG¥9-CLE
023yoed adn7

YS¥9-Cl€
Z919d SUUOAA

UoSIer| Ajunwwo))

Jeuoibay

6¥¥9-¢ClE
eolanbi4 |ages|

JoSIAIedNg

uoneonp3 sAljeuIsllY @ ASO "dedl

(uoneanp3g aAneud)|y
® ASO ‘¥%2al) s921n198 Jioddng



Administrator
Text Box
ICOE


ICOE

98G9-C1L€
XI[oA esl|3

JUB]SISSY [euononisu]

L 16% X 888€-89/
Zaulje|\ eoslouel

ISINEL IS

SN 09Ix3/8D

98G9-¢l€E
oj3seQ elldA3
98G9-¢l€E
BISA BSI|3
98G9-¢l€E
S8.110] BIIAT
98G9-¢l€E
[INIPUSIN BLIOID
98G9-¢lE
|[ebupely JouosaT
98G9-¢lE
0jan) esald |
98G9-¢l€E
zidely epula)
98G9-¢lE

ulbuy eolebuy

JUB]SISSY [euononisu]

S33IN

98G9-ClL€

(%0SG) SeWo\ ap|en

Jabeuepy weibolid

Je}s uang



Administrator
Text Box
ICOE


ICOE

98G9-¢l€E
ZaWox) elona

98G9-¢lE

epeJjs3 eolabuy
98G9-¢l€E

Z3p|eA yieqezi|3
98G9-¢l€E

Zallano "g znT

BJ0joWoid

seijojowo.id

9869-21€
(%0SG) SeWo\ ap|en
JOojeulploo) elojowold

SSaujjap) eluloijes / eiojowo.id



Administrator
Text Box
ICOE


= il : . :
H ¥ i i i
. SPIV SNJ jRUDETRS i 3 gt s
! (D] ] i o} w | 5 s ¥ 3] ty = : . i ?
1 ucipoisny TPy 3NY JUUCIESS - spuncin § Hupjing i 136y Y SIUCLTINC R %I | apiy 8ng [ELOSTIS | EXY 3 Spiy sng [ELOSEDS s¥1 . e S v z
i w @ it B ’ 1t | ) ! I o @ i Gt TR ; i AR i
fre-v] SUEISSSY AJjununung sUR|poISND suesirey Ajunwituog sumpoIEng sluesissy AUnumes | suepoIsny SIWREISEY AJjuniuinod SHEpOISND SumsEsy Ajfunanua] TiE R i 3 o i 5 A
: ki ] Vex T 2 ] t 3
3] Tt i ) e atk | (2 1 e tir ) s e e BT FEady 3 sagan b - : « .
$,01 SIoyIED Y IR 5DINAIDE PO BIIYICVL JIIDY SAAIDG pOOY SYIEI L VD smDs poas £1343T0 L NI ﬁ $DAIDG POCH W TIBYIEIL YIS zanfppoy opaTpyn oueLDg ofbudg i : 1
_ [iEta .. ” i 7 “ ;!
(o7 fasau v _ : I oy | S [Sepng] | My v pnig raarad; pan » i
3 < jrureg cuepmy { Zatod pof | | & maeAy Tioy i 2 o
7 R et i o o o - e e s e - 3 i =
B w262 ¢ : i
AT R )
3 IMswuTY B
pLrLNT e
s L Fow SR o ¥ = e
. oy NP s 5 i : . ok %= > i o
"o e g > B g : e ; :
V- P s d
3 CIDIOY BNl H s s i i %
i 2 S "
s 531014 VU = s i
- B b o :
II 40333410 'TIURLCH asor
| T et b
U Gmaig o omnseraintinn Batiior b Lo 3wt Aestit
n FENAY-HS|BM PUTIQ T g1 J 1 <
“ i
= s Saaniry 5 P s, o say | 4
Bunoy "y Yiwuuay

HEI5 pedH Juelibiy.
sadinleg Apwey g usJpliyd Jo uoIsialq i o


Administrator
Text Box
RCOE


RCOE

$00-0L1-T
LRSSy AYUnWWSD
ydjopy eipues

T
£00-021-2
WEISISEY AJUMLLLOD
zaljwey uenseqss

I e
100-021-2

UEISISSY AJIUnUILIcD ;
zanbsegq eaabuy
¥ - — e : : ety
: ; Z00-09€-2 s : i i ekl

uRuyde L uonensibsy asurpusLy

ef131 eyuog

Z40-0E1-2

H i it £t JURISISSY ANunuID)
B R ! d zaawey yeloqsq 5 : i ’ T i,
(2}
; i D e 5,1 i (z2) (23}
B : : k i (AS0) Yanoa |o0y2s Jo N0 i s5qns ¥1 :ﬁ si9ioeal Jjiuiad
e : 3 3 n AT W z
(+3
SIBUDERL T ¢ Rris =
dn-mojjod uopjesad SFEE 4els Hels uang 2= - ; : S
050-292-¢
AIRIRID3T BOYO0
S2I0|4 ey
100-+£9-1 zo0-122-2 e
1Sy epeds Wweswdopang weibng Aigyaaoes §.013a00
B zayoues esdp zapiaeusg elng
= %
“ 100-£E0-1
1 uoneInps u_...ruhw:.._ E 3 i it £
II 1032341Q ‘olBYySQq BlER { e ik fes i
i g §00-502-2
S JUEIS|SSY BANBIISIUNLDY
uospny esauaylL
¥ AIUNDT BPISIBAlY
Ssnoy-ysiem eueiq 'i1a
’ dng Alunc) apisiaald : E S : -
Bunoj ‘I yisuuay

uoneonp3 juelbiW
S0IAI9S Ajlwed @ usaJap|iyd JOo UoIsIAIg


Administrator
Text Box
RCOE


RCOE

(g}
5.VI

(£) ssayseat g

(1) .
sad
(z} - : i (1) = . i !
uepiyddL I PRYD | o e : S Sdd
i {+) L () L]
(1) ] sBalIB}aDas S811e321088
Hi3|D - — e
o {o1) — {n L
) B SuosIEl] - UBIDIUYID] 24ED PlIYD
Salle}aIdas - — e T
= (1) |,...., (z1) - gty 2 . :
(ot} 1 sad E SuosiEl} B 3 S i
suosier] : ; — :
100-300-T £00-589-1 : £00-589-1 .
JO32UIPI00T 1038UIpI00T) ; 1018UIPI00D {1) {G) (1)
uosuyor ||ic ljoqdwed wed uimpoon Aaipny sad uoiseyy sailejaIdes
£ * | E ; i ; I z e i Bheost 1 I 1§
900-122-C
L AIR1aI58G §,10199.1G i
gl e ueaT oW aluedk
100-255-1
ns>

II 103031 'seg uoleys

; i : . §00-#02-2
; : JUBISISSY SANENISIINURY
uospnH esaiayl

100-659-1
SIO0URS JO JBpUBIULEdRS JUEISISSY AJUNOD) apisisay
sSsSnNay-yUsiEAR BUBlg *4a

100-960-2
S|OOHDS 10 JUIDUBIULGUNS AJUNDD APISIBAIY
Bunoj 'w yisuuay

JUN SIJIAIBS UBIPJIYD
S9DIAIDS Ajiwed 13 uaJpjiyd Jo uoisiaig



Administrator
Text Box
RCOE


[RCOE

R 60/b0/6D PAUIPCH 15T

(1} =
H42pD
) Gl (s) — @ =
S311R}2I20S EETRIAER BT Hi3[J FdIPO
(1 H (s) e ) | (1) |
52118334098 3 | siosiatadng 3s E ] sliosiatadng ajs . Aiejsaneg il
@ : (s) kbl (s) S (1 s
Sad : SAad ! Sdd ki uepPuydal 31e) piyd :
100-590-T = Z00-899-1 100-8t9-1 B 100-685-T
1018UIpID0D) - INPUII00]) 1 J0IRUIPIO0TD &, 101BUIPIOCT
SLuIBeH J184jeaH e1x1es Auog ; OpPaAasSY BlDlijed Eiid o191 Aepw
C00-T22-2

o AJ124335 540138110
BI24ED BIAS

100-+Z0-T T hepe i S IR : |
sweibold usnEINE3 pooyppys Aj4ea / : i el o 7 : ]
II 101224134 ‘BidDUl|BA BULLUST : : i

S00-+02-¢
JURISISSY DARRLISIUILDY
uospny BsaUdY L

100-659-1
S004IS 10 JUDPUIIULSENS 1URISISSY AIUNGT) BISISAIY
ssnay-ys|jep eueiq ‘ia

100-950-¢
SI00LAS J0 JUSpUBLLAGNG ATUNaT) SPISIBANY

113unan Adnod
Bunop ' yisuusy

Hejs pedH

|ooyosa.d 3je}s/iels pesaH
S9DIAI9S Ajlwied g Ul4piy)d JO uoIsiAIg


Administrator
Text Box
RCOE


Bakersfield City School District
Education Center - 1300 Baker Street
Bakersfield, California 93305
Personnel Services

TITLE: TEACHER, PRE-KINDERGARTEN
QUALIFICATIONS: 1. California credential or permit authorizing service in area of assignment
2. Evidence showing definite potential for success
3 Demonstrated sensitivity to needs of individuals of diverse ethnic,
cultural, educational and economic backgrounds
REPORTS TO: Principal
JOB GOAL: To create flexible pre-kindergarten program and class environment favorable to

learning and personal growth of pupils from economically impoverished homes;
to motivate pupils to develop speech abilities, attitudes, skills, and knowledge
needed to provide good foundation for further participation in total school
program, in accordance with each pupil’s ability; to build strong ties between
home and school; to establish good relationships with parents and with other
staff members

PERFORMANCE RESPONSIBILITIES:

1

10.

11.

Provides learning experiences in language arts, physical education, art,
music, health, and other subject matter suited to needs of pupils from
economically impoverished homes, utilizing suggestions in state and
District publications

Develops and uses instructional materials suitable for verbal and visual
instructions of pupils with wide range of mental, physical and emotional
maturities

Develops in each pupil awareness of his worth as individual and his role
in his family and community; encourages pupils to express themselves
creatively in art, music and dramatic play

Provides individual and small group instruction designed to meet
individual needs of pupils in communication skills, health habits,
physical skills and development of satisfactory self-concepts

Enriches educational program through study trips to community
resources such as museums, parks, etc., and through classroom visits
by resource persons from school and community; shares and interprets
these experiences with pupils and parents

Plans and coordinates work of aides, assistants, parents, and volunteers
in classroom and on field trips in order to obtain maximum benefit from
their efforts

Develops, with aid of parents and other community groups, activities
and services for parents which promote parent participation and
involvement in education activities being provided for their children
Communicates regularly with parents by means of parent meetings,
home visits and individual parent conferences; interprets school
programs to parents in order to strengthen parental understanding of
individual pupil’s needs and school’s role in individual pupil’s life
Provides appropriate climate to establish and reinforce acceptable pupil
behavior, attitudes and social skills

Cooperates with other professional staff members in assessing and
helping pupils solve health, attitude and learmning problems

Creates effective environment for learning through functional and
attractive displays, interest centers and exhibits of pupils’ work



TERMS OF EMPLOYMENT:

EVALUATION:

5/98

12

13.

14.
15.

16.
17.

Maintains professional competence through inservice educational
activities provided by District and/or self-selected professional growth
activities

Participates cooperatively with appropriate administrator to develop
method by which he will be evaluated in conformance with District
guidelines

Selects and requisitions books, instructional aids, instructional supplies
and food

Participates in curriculum and other developmental programs as
required

Participates in faculty committees and sponsorship of pupil activities
Maintains state required documentation and records

Salary and work year to be according to current schedule; pre-
kindergarten teacher salary schedule

Performance of this job will be evaluated in accordance with the District’s
“Improvement of Professional Services™ handbook, Board Policies and
Procedures and consistent with collective bargaining agreements when
applicable



Bakersfield City School District
Education Center 1300 Baker Street
Bakersfield, California 93305
Personnel Services

TITLE: COORDINATOR, PRE- KINDERGARTEN PROGRAM

QUALIFICATIONS: 15 Current California credential or permit authorizing service as child
development program director

2. Master's degree in related area desirable

3. Experience in planning and organization of pre-kindergarten program

4. Knowledge of Desired Results Developmental Profile

5. Knowledge of curriculum and practices for early childhood education

6. Knowledge of principles of child development and practices of

supervision

7. Skill and accuracy in oral and written communication

8. Ability to work effectively with staff, students and community
REPORTS TO: Administrator as assigned
JOB GOAL: To provide leadership and assistance in developing and implementing District's

pre-kindergarten program
SUPERVISES: Staff as assigned
PERFORMANCE RESPONSIBILITES:

1. Provides leadership and expertise in implementing State regulations to
maintain and enhance State Pre-Kindergarten (Pre-K) Program.

2. Plans, organizes and assists teachers with implementation of curriculum
materials and education technology techniques

3. Develops and monitors procedures to comply with regulations related to
safe, healthy and comfortable educational environment

4. Trains and supervises staff as assigned

5. Assists in preparation and monitoring of State Pre-K and Title | Pre-K
budgets

6. Provides staff training and resource assistance regarding early childhood
practices and procedures in accordance with State requirements

7. Coordinates evaluation and selection of appropriate Pre-K materials

8. Maintains records and prepare reports as required by California
Department of Education

9. Perform other related duties as assigned

TERMS OF EMPLOYMENT: Salary and work year according to current schedule; management salary
schedule, code 29

EVALUATION: Performance of this job will be evaluated in accordance with the District’s
“Improvement of Professional Services” handbook, Board Policies and
Procedures and consistent with collective bargaining agreements when
applicable.

9/07



Bakersfield City School District
Education Center - 1300 Baker Street
Bakersfield, California 93305
Personnel Services

TITLE: AIDE |
QUALIFICATIONS: 1. High school diploma and passage of Kern High School District
proficiency test; audio-visual and teacher aide courses desirable
2. Demonstrated knowledge of, and the ability to assist in instructing,
reading, writing and mathematics or reading readiness, writing
readiness, and mathematics readiness, as appropriate.
3. Ability to follow oral and written directions
4, Knowledge of basic clerical procedures
5; Ability to learn library and/or computer skills
6. Ability to work effectively and harmoniously in multiethnic environment
7. Bilingual ability may be required, depending on assignment
REPORTS TO: Principal
JOB GOAL: To assist in providing well-organized, smoothly functioning school environment

in which students benefit from instructional program
PERFORMANCE RESPONSIBILITIES:

1 Assists teachers, specialists, counselors and other staff in reinforcing
instructional program and guiding students in development of desirable
academic and social skills and habits

2. Works with small groups of children under direction of member of
certificated staff

3. Assists with checking, care, preparation and arrangement of instructional
materials and equipment

4. Assists with yard duty, first aid and home contacts

5 Assists with recordkeeping, filing and other clerical duties as appropriate

to program funding

6. May be assigned to assist in classroom, library, computer instruction, in-
school suspension, and/or community contact activities
T Performs other related duties as assigned

TERMS OF EMPLOYMENT: Salary and work year to be according to current
schedule; classified salary schedule, class 8

EVALUATION: Performance of this job will be evaluated in accordance with the District's
"Improvement of Professional Services” handbook, Board Policies and Procedures
and consistent with collective bargaining agreements when applicable

11/02



OFFICE OF CHRISTINE LIZARDI FRAZIER
KERN COUNTY SUPERINTENDENT OF SCHOOLS

CHILD DEVELOPMENT PROGRAM DIRECTOR

Certificated Job Description

IMMEDIATE SUPERVISOR:

Coordinator: with supervision and evaluation by Director.

ESSENTIAL FUNCTIONS:

1.

10.

11.

12.

13.

14.

15.

16.

17.

Shall be responsible for the supervision and operation of multiple child development
centers, compliance with regulations, and for communications with the licensing agency.

Shall have the authority to acknowledge receipt of deficiency notices and to correct
deficiencies that constitute immediate threats to children's health and safety.

Shall be aware of the Center’s total enroliment.

Understand philosophy of program and can articulate its goals and objectives to others.
Knows objectives of program, coordinates planning of age appropriate activities in
component areas of educational development; cognitive, physical, social, creative, health

and nutrition education as well as parent involvement.

Maintains a stable emotional climate and sufficient control to ensure the well-being of
children and staff members.

Uses respect and sensitivity at all times when communicating with children, both verbally
and nonverbally.

Develops and implements conflict management and problem solving strategies with
children.

Accepts the child’s current method and level of communication while supporting growth
and development of language.

Listens to children, and responds to their language/communication.
Participates in evaluation and supervision activities.
Facilitates parent conferences concerning progress of children.

Understands and implements all regulations related to maintaining a safe, healthy and
comfortable environment.

Ensures accepted standards of cleanliness and sanitation of program facilities.
Develops and ensures appropriate food handling procedures.

Carries out authorized emergency and safety procedures, and understands and uses
universal health procedures.

Coordinates articulation with school districts and other child development agencies.



18.

19.

20.

21.

22,
23.

24,

25.

26.

27.

28.
29,

30.

31.

32.

33;

34.
35.
36.

37.

38.

Follows procedures for Child Abuse reporting, and understands the responsibility for
action, as mandated by law.

Develops a plan for professional development that reflects regulatory, personal and
professional needs and interests.

Plans and participates in on-site and off-site learning opportunities in accordance with a
professional developmental plan.

Plans, attends and participates in scheduled center, committee, inservice, and parent
education meetings.

Projects a positive attitude about the agency to the community.

Communicates positively and actively develops reciprocal relationships with parents, staff,
and community.

Qversees planning of inservice and provides program orientation to parents, volunteers,
substitutes and/or student teachers.

Assists staff with parent education, techniques to use for reinforcing school activities at
home, and provide information about community resources to parents and staff.

Articulates referral policies and procedures to staff.

Maintains confidentiality regarding all personal information regarding the children, and
families.

Ensures accurate eligibility and attendance recording of children and/or families.
Orders supplies and instructional materials.

Maintains inventory of equipment and supplies, and ensures that they are available and in
good repair.

Cooperates with community agencies in providing needed services for children and their
families.

Ensures that all fire and other emergency drills occur on a regular basis.

Organizes tasks, meets deadlines, accurately prepares and submits required records and
reports, manages time to effectively meet the goals of the program.

Supervises aide, assistant, associate, Teacher, Master Teacher, Site Supervisor | & II.
May also serve as coordinator of curriculum and staff development.
Maintains confidential supervisory relationship with staff including evaluations.

Participates in student and volunteer evaluation in a constructive way, including as a
liaison with the agency and teaching staff.

Serves as an advisor to staff members in designing and implementing their
career/professional development plan.



39. Performs other related duties, as assigned.

MINIMUM QUALIFICATIONS:

A. Personal Qualifications:

1.

Demonstrates an appreciation of young children.

2. Exhibits a cheerful personality, self-confidence and patience.

3. Possesses imagination and creativity.

4. Adapts to change, is open, flexible and willing to learn.

b Able to work constructively with people of all cultures.

6. Able to lift 50 pounds, move quickly, bend, squat, kneel, and sit on floor;
communicate clearly; hear clearly; see clearly; reach overhead.

7 Must possess a private vehicle, valid California driver’s license and carry current
automobile insurance with at least minimum coverage for public liability and
property damage.

8. Fingerprint clearance by both the Federal Bureau of Investigation and the
California Department of Justice is a condition of appointment after all other
required job conditions have been met.

B. Professional Qualifications:

1. Obtains, reads and understands the program philosophy, the personnel
handbook, job descriptions and other related materials covering all positions at
the center including his/her own.

z Promotes advocacy for children and families.

3 Accepts and values cultural, ethnic and linguistic diversity of participating families
and staff.

4. Exhibits pride and enthusiasm in their profession and is committed to continuing
professional growth.

5, Has completed pediatric CPR and first aid training through an accredited or
approved program and holds a current pediatric CPR and first aid certificate.

6. Must demonstrate leadership and supervisory skills.

TRAINING AND/OR CREDENTIALS

A. Education:

1.

2,

Must hold an appropriate California Child Development Permit.

BA with 24 Early Childhood Education (ECE)/Child Development (CD) units
including core courses, plus 6 units administration and 2 units adult supervision.



3. Teaching or Administrative credential with 12 units of Early Childhood Education
(ECE) (Core courses), plus 3 units supervised field experience in Early Childhood
Education (ECE) setting.

B. Experience:

s 350 days of 3 plus hours per day within 4 years, including at least 100 days of
supervising adults and one program year of site supervisor experience.

C. Five Year Renewal Requirement:

1 105 hours of professional growth.

SLT:rjw
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OFFICE OF LARRY E, REIDER
KERN COUNTY SUPERINTENDENT OF SCHOOLS
Advocate for Children

CHILD DEVELOPMENT SERVICES
Director of Child Development Services

IMMEDIATE SUPERVISOR:

Administrator of Child Development and Family Services

ESSENTIAL FUNCTIONS: .
Coordinates certificated and classified personnel services for child development

programs, to include recruitment, selection, and assignment of personnel.

Supervises and evaluates the Coordinator, Program Director, Site Supervisor ll's,
Health Team, Secretary Il and Account Clerk Il

Supervises operational programs of Child Development Service, including budget
preparation and budgset control, administration and control of purchasing,
inventory, and distribution.

Provides management support to Child Development Service.
Writes grants. Obtains program funding, as available.

Shall be responsible for submitting licensing applications to Community Care
Licensing for new centers. Shall be responsible for management supervision,
and operation of multiple centers. Shall be responsible for compliance with
regulations, and communications with the licensing agency.

Coordinates and monitors work completed by maintenance and operation,

Provides instructional and curricular services for the child development
programs.

Provides consultant services to districts administering child development or earty
education childhood programs.

Provides community outreach for the child development programs.

Uses respect and sensitivity at all times when communicating with children
parents, staff and community.

Implements conflict management and problem solving strategies with staff.

Understands philosophy of the program and can articulate its goals and
objectives to others.

Follows procedures for Child Abuse reporting and understands the responsibility
for action, as mandated by law.



Attends scheduled center, committee, in-service and parent meetings.
Communicates positively and actively develops reciprocal relationships with
parents, staff and community.

Oversees planning of in-service and provides program orientation to parents,
volunteers, substitutes and staff.

Maintains confidentiality regarding all personal information regarding the children
and families.

Organizes tasks, meets deadlines, accurately prepares and submits required
records and reports, manages time to effectively meet the goals of the program.

Serves as an advisor to staff members in designing and implementing their
career/professional development plan.

Performs other related duties, as assigned.

MINIMUM QUALIFICATIONS:
Personal Qualifications:

Possess sincere interest in curriculum in early childhood education, in children,
and staff development.

Able to work constructively with people of all cultures.

Possess adequate physical health and a pleasant speaking voice, appropriate to
the job responsibilities.

Presents himself or herself favorably, both in persanality and physical
appearance.

Professio alifications:
Obtain, read and understand the program philosophy, the personnel handbooks,
job descriptions and other related materials covering all positions of the Child
Development Services including his/her own.

Demonstrate knowledge of and willingness to stay abreast of current trends,
innovations, and practices in education and management.

Promotes advocacy for the children and families.

Accepts and values cultural, ethnic and linguistic diversity of participating families
and staff.

Is involved in activities of a professional organization.

Has completed pediatric CPR and First Aid training through an accredited or
approved program and holds a current pediatric CPR and first aid certificate.

Rev. 11:55 AM4/16/2001 GIW:MSWORD: Director CDS 2001



Is able to provide leadership to committee, workshops, and various types of
group meetings, and in representing the Kem County Superintendent of Schools
at statewide level.

A Criminal Record Clearance is a condition of employment.

TRAINING AND/OR CREDENTIALS:

A. Education:
Must hold an appropriate California Child Development Permit.

BA/MA with 24 Early Childhood Education (ECE)/Child Development (CD) units
Including core courses, plus 6 units administration and 2 units adult supervision.
Alternative Qualifications: Teaching or Administrative credential with 12 units of
ECE (Core courses), +3 units supervised field experience in ECE setting.
Alternative Qualifications: Children’s Center Supervision Permit or Administrative
credential.

B. Experience:

Successful experience in classroom teaching of young children.

Successful experience in supervising personnel, including aides, teachers, and
support staff.

Successful experience in coordinating and working directly with parent groups
and community agencies.

Experience in project and budget planning and managing for child development
programs, including state preschool, general child development, federal center
child development, and employer sponsored programs.



OFFICE OF CHRISTINE LIZARDI FRAZIER
KERN COUNTY SUPERINTENDENT OF SCHOOLS
CHILD DEVELOPMENT TEACHER
Certificated Job Description

IMMEDIATE SUPERVISOR:

Site Supervisor/Program Director with supervision and evaluation by Master Teacher, Coordinator, and/or Director.

ESSENTIAL FUNCTIONS:
1. Understands the philosophy of the program and can articulate its goals and objectives to others.
2. Knows objectives of program, plans and provides age appropriate activities in component areas of

educational development, cognitive, physical, social, creative, health and nutrition education as well as
parent involvement.

3. Becomes involved in the children’s work and play throughout the day by talking, interacting, and working
with the children.

4, Maintains a stable emotional climate and sufficient control to ensure the well-being of children and staff
members.

5. Uses respect and sensitivity at all times when communicating with children, both verbally and nonverbally.

6. Develops and implements conflict management and problem solving strategies with children.

i Accepts the child's current method and level of communication while supporting growth and development
of language.

8. Listens to children, and responds to their language/communication.

9. Provides a continuous evaluation of children’s needs and spends time daily planning activities to meet

these needs and regularly meets with appropriate staff to discuss the children and the program.
10. Conducts parent conferences concerning progress of children.

1. Assists with parent education techniques to use for reinforcing school activities at home, and information
regarding community resources for parents.

12 Understands and implements all regulations related to maintaining a safe, healthy and comfortable
environment.

13. Maintains accepted standards of cleanliness and sanitation of program facilities.
14. Utilizes appropriate food handling procedures.
15, Carries out authorized emergency and safety procedures, and understands and uses universal heaith
procedures.
16. Eolllows procedures for Child Abuse reporting, and understands the responsibility for action, as mandated
y law.

17. Develops a plan for professional development that reflects regulatory, personal and professional needs
and interests.



18.

19.
20.
21.
22.
23.
24,
25.
26.
2r.
28.
29.
30.

31.

32.

Participates in on-site and off-site learning opportunities in accordance with a professional development
plan.

Attends and participates in scheduled center, committee, inservice, and parent education meetings.
Projects a positive attitude about the agency to the community.

Communicates positively and actively develops reciprocal relationships with parents and staff.
Provides information about community resources to parents and staff.

Understands referral policies and procedures and makes referrals when necessary.

Maintains confidentiality regarding all personal information regarding the children, and families.
Maintains up to date attendance records on children and/or families.

Orders supplies and instructional materials.

Maintains inventory of equipment and supplies, and ensures that they are available and in good repair.
Cooperates with community agencies in providing needed services for children and their families.
Ensures and documents that all fire and other emergency drills occur on a regular basis.

Organizes tasks, meets deadlines, accurately prepares and submits required records and reports,
manages time to effectively meet the goals of the program.

Supervises aide assistants, associate; understands job descriptions of those positions and maintains
confidential supervisory relationship with staff including evaluations.

Performs other related duties, as assigned.

MINIMUM QUALIFICATIONS:

A.

Personal Qualifications:

1. Demonstrates an appreciation of young children.

2. Exhibits a cheerful personality, self-confidence and patience.

3 Possesses imagination and creativity.

4. Adapts to change, is open, flexible and willing to learn.

5L Able to work constructively with people of all cultures.

6. Able to lift 50 pounds, move quickly, bend, squat, kneel, and sit on floor; communicate clearly;

hear clearly, see clearly; reach overhead.

T Must possess a private vehicle, valid California driver’s license and carry current automobile
insurance with at least minimum coverage for public liability and property damage.

8. Fingerprint clearance by both the Federal Bureau of Investigation and the California Department
of Justice is a condition of appointment after all other required job conditions have been met.



B. Professional Qualifications:

1. Obtains, reads and understands the personnel handbook, job description and other related
materials covering the Teacher position.

2. Demonstrates advocacy in the community for the children and their program.
3 Accepts and values cultural, ethnic and linguistic diversity of participating families.
4, Able to work cooperatively with other staff members, accepts supervision and helps promote a

positive atmosphere in the center.

B Exhibits pride and enthusiasm in the profession and is committed to continuing professional
growth.
6. Has completed pediatric CPR and First aide training through and accredited or approved program

and holds a current pediatric CPR and first aid certificate.

TRAINING AND/OR CREDENTIALS

A. Education:
1 Must hold a valid California Child Development Permit.
2. 24 units in early childhood education (ECE) or child development completed at an accredited or

approved college or university, including core courses and 16 general education (GE) units.

3 Alternative Qualifications: AA or higher in ECE/CD or related field with 3 semester units,
supervised field experience in ECE setting.

B. Experience:
1 175 days of 3+ hours per day within 4 years.
C. Five Year Renewal Requirement:
1 105 hours of professional growth.
SLT:rjw

11/8/01
FILENAME: F:\CDTCH



OFFICE OF CHRISTINE LIZARDI FRAZIER
KERN COUNTY SUPERINTENDENT OF SCHOOLS

CHILD DEVELOPMENT ASSOCIATE TEACHER

Certificated Job Description

IMMEDIATE SUPERVISOR:

Site Supervisor/Program Director Child Development Services

ESSENTIAL FUNCTIONS:

1

10.

1.

12.

13.

14.

15.

16.

Understands the philosophy of the program and articulates its goals and objectives to
others.

Knows objectives of program, plans and provides age appropriate activities in component
areas of educational development; cognitive, physical, social, creative, health and
nutrition education as well as parent involvement.

Becomes involved in the children’s work and play throughout the day by talking,
interacting, and working with the children.

Maintains a stable emotional climate and sufficient control to ensure the well being of
children and staff members.

Uses respect and sensitivity at all times when communicating with children, both verbally
and nonverbally.

Develops and implements conflict management and problem solving strategies with
children.

Accepts the child’s current method and level of communication while supporting growth
and development of language.

Listens to children, and responds to their language/communication.

Provides a continuous evaluation of children’s needs and spends time daily planning
activities to meet these needs.

Conducts parent conferences concerning progress of children.

Assists parents with educational meetings, techniques to use for reinforcing school
activities at home, and information regarding community resources.

Understands and implements all regulations related to maintaining a safe, healthy and
comfortable environment.

Maintains accepted standards of cleanliness and sanitation of program facilities.
Utilizes appropriate food handling procedures.

Carries out authorized emergency and safety procedures, and understands and uses
universal health procedures.

Follows procedures for Child Abuse reporting, and understands the responsibility for
action, as mandated by law.



1748

18.

19.

20.
21
22.

23.
24,

25.

26.
27.

28.

29.

30.

31.

32.

33.

Develops a plan for professional development that reflects regulatory, personal and
professional needs and interests.

Participates in on-site and off-site learning opportunities in accordance with a professional
development plan.

Attends and participates in scheduled center, committee, inservice, and parent education
meetings.

Projects a positive attitude about the agency to the community.
Demonstrates advocacy in the community for the children and their program.

Communicates positively and actively develops reciprocal relationships with parents and
staff.

Provides information about community resources to parents and staff.
Understands referral policies and procedures and makes referrals when necessary.

Maintains confidentiality regarding all personal information regarding the children, and
families.

Maintains up to date eligibility and attendance records on children and/or families.
Orders supplies and instructional materials.

Maintains inventory of equipment and supplies, and ensures that they are available and in
good repair.

Cooperates with community agencies in providing needed services for children and their
families.

Ensures and documents that all fire and other emergency drills occur on a regular basis.

Organizes tasks, meets deadlines, accurately prepares and submits required records and
reports, manages time to effectively meet the goals of the program.

Supervises assistants, and maintains confidential supervisory relationship with staff
including evaluations.

Performs other related duties, as assigned.

MINIMUM QUALIFICATIONS:

A.

Personal Qualifications:

1. Demonstrates an appreciation of young children.

2. Exhibits a cheerful personality, self-confidence and patience.

3 Possesses imagination and creativity.

4, Adapts to change, is open, flexible and willing to learn.

B, Able to work constructively with people of all cultures.

6. Able to lift 50 pounds, move quickly, bend, squat, kneel, and sit on floor;

communicate clearly; hear clearly; see clearly; reach overhead.



7y Must possess a private vehicle, valid California driver's license and carry current
automobile insurance with at least minimum coverage for public liability and
property damage.

8. Fingerprint clearance by both the Federal Bureau of Investigation and the
California Department of Justice is a condition of appointment after all other
required job conditions have been met.

Professional Qualifications:

1 Obtain, read and understand the personnel handbook, job description and other
related materials covering the associate teacher position.

2. Accepts and values cultural, ethnic and linguistic diversity of participating families
and staff.

3. Able to work cooperatively with other staff members, accept supervision and help

promote a positive atmosphere in the center.
4, Exhibits pride and enthusiasm in the profession.

5. Has completed pediatric CPR and First Aid training through an accredited or
approved program and holds a current pediatric CPR and First Aid certificate.

TRAINING AND/OR CREDENTIALS

SLT:rjw
1/15/01

A.

Education:

1. Must hold a valid California Child Development Permit.

2. 12 units Early Childhood Education (ECE) Child Development/(CD) including core
courses or Child Development Associate (CDA) Credential.

Experience:

i o 50 days of 3+hours per day within 2 years.

Renewal Reguirement:

1. Must meet teacher requirements within 10 years.

FILENAME: F:\CHDevAscTch



SAN LUIS OBISPO COUNTY OFFICE OF EDUCATION
CLASS TITLE: CHILD DEVELOPMENT PROGRAM DIRECTOR

BASIC FUNCTION:

Under the direction of the Assistant Superintendent-Educational Services, plan, organize and direct
County Office child development program and State preschool operations and activities; coordinate,
direct and monitor instructional activities, curriculum standards, early childhood education services,
personnel and communications to meet County Office needs and enhance educational effectiveness
of child development programs; supervise and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plan, organize and direct child development program and State preschool operations and activities;
establish and maintain related time lines and priorities; manage programs and activities to meet the
early childhood education goals and objectives of Educational Services; assure related activities
comply with established standards, requirements, laws, codes, regulations, policies and procedures.

Coordinate and direct instructional activities, curriculum standards, early childhood education
services, personnel and communications to meet County Office needs and enhance educational
effectiveness of child development programs; visit preschool sites and classrooms to observe
activities, provide technical support and assure early childhood education needs are being met.

Supervise and evaluate the performance of assigned personnel; interview and select employees and
recommend transfers, reassignment, termination and disciplinary actions; coordinate subordinate
work assignments and review work to assure compliance with established standards, requirements
and procedures; assure employee understanding of established requirements.

Coordinate child development and State preschool activities, communications and information
between administrators, departments, staff, faculty, families, school districts, outside organizations,
the community and various local, State and federal agencies; assure proper and timely resolution of
staff, child and parent issues, concerns and conflicts related to early childhood education.

Provide consultation and technical expertise to administrators, staff, faculty, outside agencies,
families and the public regarding preschools and child development programs; respond to inquiries
and provide detailed and technical information concerning preschool and program operations,
activities, services and related standards, requirements, laws, regulations, policies and procedures;
advise preschool staff concerning professional growth.

Manage the development of curriculum standards to meet child needs and established requirements;
coordinate activities to enhance faculty and staff understanding of educational practices, curriculum
standards and instructional strategies; develop, implement and conduct staff and parent training
sessions to enhance understanding of early childhood education standards, practices and procedures.

Plan, organize and direct registration services to facilitate child enrollment in child development
programs and State preschools; review, verify and evaluate program applications; approve child



Child Development Program Director - Continued Page 2

enrollment as appropriate; develop and prepare press releases to advertise assigned programs and
preschools and enhance child enrollment.

Assure adequate resources and personnel to meet child development program and State preschool
needs; initiate staff recruitment activities as appropriate; arrange for facility maintenance and repairs
as needed; assist with the development and implementation of renovation, technology, playground
installation and major repair projects; monitor and assure adequate levels of supplies and equipment.

Participate in the preparation and development of the annual preliminary budget for child
development programs and State preschools; review and evaluate budgetary and financial data;
control expenditures and assure compliance with established limitations; research and obtain grant
funding as directed; prepare related documents and correspondence.

Monitor and evaluate program and preschool services and activities for educational effectiveness
and operational efficiency; develop and implement policies and procedures to enhance the
educational effectiveness and operational efficiency of child development programs and State
preschools.

Oversee and participate in the preparation and maintenance of various records, reports and files
related to children, enrollment, reimbursements, attendance, food programs, funding, compliance,
action plans, parents and assigned activities.

Direct and participate in the compilation and evaluation of enrollment and attendance data for
assigned programs and preschools; monitor area demographics and adjust programs to meet
community needs as appropriate.

Provide technical information and assistance to the Assistant Superintendent-Educational Services
regarding child development program and State preschool activities, needs and issues; assist in the
formulation and development of policies, procedures and programs.

Communicate with administrators, personnel and outside organizations to exchange information,
coordinate activities and programs and resolve issues or concerns.

Operate a variety of office equipment including a copier, fax machine, computer and assigned
software; drive a vehicle to conduct work.

Attend and conduct various meetings as assigned; prepare agendas; attend and participate in various
community and State meetings and events, councils and boards as directed; prepare and deliver oral
presentations concerning child development programs and State preschools.

OTHER DUTIES:
Perform related duties as assigned.
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KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Management of child development program and State preschool operations and activities.
Principles, practices and procedures involved in providing care and learning activities to preschool-
age children.

Principles of child development and early childhood education.

Educational programs, services, standards, requirements and procedures related to early childhood
education.

Curriculum standards, interpretation and application in early childhood education programs.
Instructional techniques and strategies related to assigned programs.

Local, State and federal standards and requirements governing early childhood education programs.
Policies and objectives of assigned programs and activities.

Applicable laws, codes, regulations, policies and procedures.

Budget preparation and control.

Oral and written communication skills.

Principles and practices of administration, supervision and training.

Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.

Basic public relations techniques.

ABILITY TO:

Plan, organize and direct child development program and State preschool operations and activities.
Coordinate, direct and monitor instructional activities, curriculum standards, early childhood
education services, personnel and communications to meet County Office needs and enhance
educational effectiveness of child development programs.

Supervise and evaluate the performance of assigned personnel.

Visit preschool sites and classrooms to observe activities, provide technical support and assure early
childhood education needs are being met.

Provide consultation and technical expertise to administrators, staff, faculty, outside agencies,
families and the public regarding preschools and child development programs.

Assure proper and timely resolution of early childhood education issues, concerns and conflicts.
Coordinate activities to enhance faculty and staff understanding of educational practices, curriculum
standards and instructional strategies.

Communicate effectively both orally and in writing.

Interpret, apply and explain rules, regulations, policies and procedures.

Establish and maintain cooperative and effective working relationships with others.

Operate a computer and assigned office equipment.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and time lines.

Work independently with little direction.

Plan and organize work.

Oversee and participate in the preparation and maintenance of various records, reports and files
related to assigned activities.



Child Development Program Director - Continued Page 4
EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor’s degree in early childhood education or related field and
five years increasingly responsible experience working with early childhood education programs
including three years of teaching experience and two years in an administrative capacity.

LICENSES AND OTHER REQUIREMENTS:

Child Development Program Director Permit issued by the State.
Valid California driver’s license.

WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting or standing for extended periods of time.

Hearing and speaking to exchange information and make presentations.
Bending at the waist, kneeling or crouching to assist students.

Grade Allocation: 42 Accountability of time: Director of Dept/Division
Adopted: 7/1/04 Tasks assigned by: Director of Dept/Division
Revised: Evaluated by: Director of Dept.Division

Hiring authority: Director of Dept/Division




SAN LUIS OBISPO COUNTY OFFICE OF EDUCATION
CLASS TITLE: CHILD DEVELOPMENT PROGRAM COORDINATOR

BASIC FUNCTION:

Under the direction of the Child Development Program Director, plan, organize, coordinate and
implement the operations and activities of assigned child development programs and State preschool
classes; provide classroom support, training activities and technical assistance to meet program
needs and enhance early childhood education services; train and evaluate the performance of
assigned staff.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plan, organize, coordinate and implement the operations and activities of assigned child
development programs and State preschool classes; assure classroom activities comply with
established guidelines, standards, requirements, policies and procedures.

Provide technical support and classroom assistance to enhance faculty and staff understanding of
educational practices, instructional material guidelines and requirements, curriculum standards and
instructional strategies related to early childhood education.

Train and evaluate the performance of assigned personnel; intervi
recommend transfers, reassignment, termination and disciplinary ac G[%’D

and review work to assure compliance with established standards, r c {1& g

Assist in the administration of County Office-wide child devel
resources, personnel and communications to assure smooth and ef
resolve program and classroom issues and conflicts in a proper and

Coordinate and conduct staff training and staff development activities for program and State
preschool personnel; prepare and deliver oral presentations; conduct orientations for new staff;
disseminate related learning and informational materials to staff.

Serve as a technical resource to personnel, families and others concerning child development
programs and State preschools; respond to inquiries and provide detailed and technical information
concerning related standards, guidelines, requirements, practices, procedures and techniques.

Compile and evaluate enrollment and attendance data for assigned programs and classes; monitor
and calculate Average Daily Attendance and prepare related reports and statistics including monthly
individual child expenditures.

Confer with personnel, parents, outside agencies and the public to exchange information, coordinate
activities and resolve issues or concerns related to child development programs and State preschool
and classroom functions.



Child Development Program Coordinator - Continued Page 2

Provide registration services to facilitate child enrollment in assigned programs and classes; review,
verify and evaluate program applications; approve child enrollment as appropriate.

Monitor and assess program and classroom services and activities for educational effectiveness and
operational efficiency; assist in the development and implementation of policies and procedures to
enhance the educational effectiveness and operational efficiency of programs and services.

Prepare and maintain various records, reports and files related to child development programs,
families, enrollment, attendance, personnel and assigned activities.

Operate a variety of office equipment including a copier, fax machine, computer and assigned
software; drive a vehicle to conduct work.

Attend and conduct various meetings as assigned; represent child development programs at
community meetings and events as directed.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization, coordination and implementation of the operations and activities of assigned
child development programs and State preschool classes.

Principles, practices and procedures involved in providing care and learning activities to preschool-
age children.

Principles of child development and early childhood education.

Educational programs, services, standards, requirements and procedures related to early childhood
education.

Curriculum standards, interpretation and application in early childhood education programs.
Instructional techniques and strategies related to assigned programs.

Local, State and federal standards and requirements governing early childhood education programs.
Policies and objectives of assigned programs and activities.

Record-keeping and report preparation techniques.

Oral and written communication skills.

Principles and practices of supervision and training.

Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.

Public speaking techniques.

ABILITY TO:
Plan, organize, coordinate and implement the operations and activities of assigned child

development programs and State preschool classes.

Provide technical support and classroom assistance to enhance faculty and staff understanding of
educational practices, instructional material guidelines and requirements, curriculum standards and
instructional strategies related to early childhood education.

Train and evaluate the performance of assigned personnel.
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Child Development Program Coordinator - Continued Page 3

Coordinate and conduct staff training and staff development activities for program and State
preschool personnel.

Serve as a technical resource concerning child development programs and State preschools and
related standards, guidelines, requirements, practices, procedures and techniques.

Compile, evaluate and maintain enrollment and attendance data for assigned programs and classes.
Interpret, apply and explain applicable laws, codes, regulations, policies and procedures.
Analyze situations accurately and adopt an effective course of action.

Communicate effectively both orally and in writing.

Establish and maintain cooperative and effective working relationships with others.

Prepare and deliver oral presentations.

Meet schedules and time lines.

Plan and organize work.

Operate a computer and assigned software.

Prepare and maintain various records and reports related to assigned activities.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor’s degree in early childhood education or related field and
three years increasingly responsible experience teaching in an early childhood education program.

LICENSES AND OTHER REQUIREMENTS:

Child Development Program Director or Site Supervisory Permit issued by the State.
Valid California driver’s license.

WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting or standing for extended periods of time.

Hearing and speaking to exchange information and make presentations.
Bending at the waist, kneeling or crouching to assist students.

Grade Allocation: 28 Accountability of time: Director of Dept/Division
Adopted: 7/1/04 Tasks assigned by: Director of Dept/Division
Revised: Evaluated by: Director of Dept.Division

Hiring authority: Director of Dept/Division
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SAN LUIS OBISPO COUNTY OFFICE OF EDUCATION
HUMAN RESOURCES DEPARTMENT

SITE SUPERVISOR: CALIFORNIA STATE PRESCHOOL AND
GENERAL CHILDCARE PROGRAM

JOB SUMMARY

Under the direction of the Preschool Principal, carries primary responsibility at the site level for all
California State Preschool or General Childcare Program components; plans and implements
developmentally appropriate curriculum for each child; creates a room environment that invites children
to explore, create, discuss and share; plans monthly parent education meetings based on family needs;
responsible for maintenance of children's records; supervises staff, parents and other volunteers working
in the classroom; performs other related duties as assigned.

QUALIFICATIONS
Required:
1. A valid Child Development Site Supervisor Permit.
2. A valid California driver’s license.
Desirable:
1. Two years of experience as a preschool teacher.

2. Bilingual (Spanish/English) competency.

KNOWLEDGE AND ABILITY

1. Knowledge of and ability to comply with applicable laws and regulations.

2. Ability to work with a minimum of direct supervision.

3. Knowledge of modern principles of educational techniques and methods.

4. Ability to effectively communicate verbally and in writing sufficient to express ideas, thoughts and
instructions clearly to parents, community and staff, regardless of ethnic, racial, religious
background or socio-economic level.

Ability to collaborate effectively on inter- and intra-agency levels.

6. Ability to supervise staff and volunteers, coordinate and assign tasks, evaluate results and control
assignments.

Ability to produce an effective educational program for students of preschool age.

Ability to schedule and manage time effectively.

9. Ability to read, understand and implement policies, procedures and state mandates.
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ESSENTIAL FUNCTIONS of this position are, but not limited to, the following:

Plan and develop weekly lesson plans and activities to meet the needs of children in the program.
Attend monthly staff meetings.

Conduct home visits for each student once a year.

Maintain required records as determined by the State Department of Education Child Development
Division.

Recommend purchases consistent with the center's budget.

Plan and provide nutritious expanded snacks daily.

Conduct two Preschool Assessments for each child during the school year.

Keep the Preschool Principal informed of problems or concerns.

Become familiar with resources available in the community to help families in the program.
Supervise aide and parents on site, including training, evaluation and direction as required for
program effectiveness and development.

11. Continue professional development by attending classes, local workshops and conferences.

12. Demonstrate sound judgment, supervisory and administrative skills.

13. Participate in CPR/First Aid training.

14. Maintain a safe classroom/school environment.

15. Develop, maintain and monitor appropriate records for each student.
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Teacher: California State Preschool
Teacher/Site Supervisor, General Childcare Program

16. Plan and supervise monthly parent education meetings.
17. Drive a car.

PHYSICAL REQUIREMENTS of this position are, but not limited to, the following:

1. Facility to sit at low tables, on small, low chairs, on the floor or on the ground, and in classrooms of
various configurations for extended periods of time.

2. Facility to sit at a desk, conference table or in meeting rooms of various configurations for extended
periods of time.

3. Facility to see and read with or without vision aids, laws and codes, rules and policies and other
printed matter.

4. Facility to hear and understand speech at normal room levels and to hear and understand speech on
the telephone.

5. Manual dexterity to operate a telephone and enter data into a computer using both hands.

6. Facility to speak in audible tones so that others may understand clearly in normal conversations, in
classrooms, on the playground and other outdoor locations, and in meetings.

7. Physical agility to lift up to 25 pounds to shoulder height, and 50 pounds to waist height; and to bend;
to stoop; to walk on uneven terrain, play yards and school grounds; and to reach overhead.

8. Facility to drive a car.

Salary Schedule: Preschool Teachers

Revised 1/21/92, 8/13/93, 6/21/00, 11/20/02, 1/9/09
Accountability for time: Principal, State Preschool

Tasks assigned by: Principal, State Preschool

Evaluated by: Principal, State Preschool

Hiring Authority: Principal, State Preschool



SAN LUIS OBISPO COUNTY OFFICE OF EDUCATION
HUMAN RESOURCES DEPARTMENT

FIRST 5 PRESCHOOL TEACHER

JOB SUMMARY

Under the direction of the supervisor, this position will provide supervision, care, and learning
activities to preschool-age children in a classroom environment; assist in the preparation of
instructional materials and the development and implementation of lesson plans, and perform
clerical duties in support of classroom functions. Essential duties will also include assisting the
First 5 Program Supervisor with phone calls and home visits; collaborating with all First 5
partners and Oceano Elementary staff; referring children and families to other agencies as
needed; arranging screenings by partner agencies; assisting with NAEYC accreditation; assisting
in community and school outreach activities; attending required staff development trainings;
assisting with the maintenance of children’s records and compliance with designated First 5
evaluation plan activities, including assessment using the Desired Results Developmental Profile
(DRDP); and assisting parents volunteering in the classroom.

QUALIFICATIONS
Required:
1. AA degree in Early Childhood Education (ECE) or Child Development.
2. Obtain a Child Development Teacher Permit based on an AA degree in ECE or Child
Development and completion of a 3 semester units of supervised field experience in an
ECE setting.
3. Valid First Aid and CPR certification.
4. Bilingual (Spanish/English) competency is required in some specified positions.
Desirable:
1. Two years of experience as preschool assistant.

KNOWLEDGE AND ABILITY

1. Knowledge of and ability to comply with applicable laws and regulations.

2. Ability to work with a minimum of direct supervision.

3. Knowledge of current principles of educational techniques and methods.

4. Ability to effectively communicate verbally and in writing sufficient to express ideas,
thoughts and instructions clearly to students, parents, community and staff, regardless of
ethnic, racial, religious background or socio-economic level.

5. Ability to collaborate effectively on inter- and intra-agency levels.

6. Ability to assist the Program Supervisor with supervision of volunteers, coordinate and
assign tasks, evaluate results and control assignments.

7. Ability to plan an effective educational program for preschool students, under the
direction of the Program Supervisor.

8. Ability to schedule and manage time effectively.

9. Ability to read, understand and implement policies, procedures and state mandates.

10. Knowledge of NAEYC Accreditation process.

11. Knowledge of and ability to assist with assessing students using the Desired Results
Developmental Profile.

12. Assist Program Supervisor in utilizing the Early Childhood Environment Rating Scale
(ECERS).

13. Ability to maintain records.

ESSENTIAL FUNCTIONS of this position are, but not limited to, the following:
1. Implement weekly lesson plans and activities to meet the needs of children in the program.
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10.
11.
12
13,
14.
15.

Attend monthly staff meetings.

Conduct home visits along with Program Supervisor.

Assist with maintaining required records as determined by the State of California
Community Care Licensing Division (Title 22) and First 5 Commission of San Luis
Obispo County.

Recommend purchases consistent with the center's budget.

Assist with planning, purchasing and preparing nutritious snacks daily.

Assist Program Supervisor with conducting two Preschool Assessments for each child
during the school year.

Keep the Program Supervisor informed of problems or concerns.

Become familiar with resources available in the community to help families in the
program.

Continue professional development by attending classes, local workshops and conferences.
Demonstrate sound judgment.

Maintain a safe classroom/school environment.

Assist with developing, maintaining and monitoring appropriate records for each student.
Attend and assist with monthly parent education meetings.

Drive a car.

PHYSICAL REQUIREMENTS of this position are, but not limited to, the following:

1.

Facility to sit at low tables, on small, low chairs, on the floor or on the ground, and in
classrooms of various configurations for extended periods of time.

2. Facility to sit at a desk, conference table or in meeting rooms of various configurations for
extended periods of time.

3. Facility to see and read with or without vision aids, laws and codes, rules and policies and
other printed matter.

4. Facility to hear and understand speech at normal room levels and to hear and understand
speech on the telephone.

5. Manual dexterity to operate a telephone and enter data into a computer using both hands.

6. Facility to speak in audible tones so that others may understand clearly in normal
conversations, in classrooms, on the playground and other outdoor locations, and in
meetings.

7. Physical agility to lift up to 25 pounds to shoulder height, and 50 pounds to waist height;
and to bend; to stoop; to walk on uneven terrain, play yards and school grounds; and to
reach overhead.

8. Facility to drive a car.

Job Description Created: 10/25/04

Salary Schedule: First Five Preschool Teacher Schedule
Accountability for time: Principal, Preschool & General Childcare Programs
Tasks assigned by: Principal, Preschool & General Childcare Programs
Evaluated by: Principal, Preschool & General Childcare Programs
Hiring Authority: Principal, Preschool & General Childcare Programs
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SAN LUIS OBISPO COUNTY OFFICE OF EDUCATION
CLASS TITLE: ASSOCIATE TEACHER, CHILD DEVELOPMENT PROGRAM

BASIC FUNCTION:

Under the direction of an assigned supervisor, provide supervision, care and learning activities to toddler and preschool-age
children in a classroom environment; assist in the preparation of instructional materials and development and implementation of
lesson plans; perform clerical duties in support of classroom functions.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Provide supervision, care and learning activities to toddler and preschool-age children in a classroom environment; monitor
activities, practices and activities in various areas; provide children with appropriate examples, emotional support, friendly
attitude and general guidance.

Assist a certificated teacher in the development and implementation of lesson plans, instructional materials and a variety of activities
to meet the needs and interests of children; assist in assuring developmentally appropriate learning activities comply with
established curriculum standards.

Oversee student activities in various subjects such as math, art and language arts; assist children with classroom projects and
activities; monitor, assess and confer with assigned supervisor concerning progress of student skills, activities and behavior,
discussing with parents as needed.

Perform a variety of clerical duties in support of classroom activities such as preparing, typing, duplicating and filing
instructional materials; take and record child attendance as assigned.

Observe and monitor behavior of children in the classroom according to approved procedures; monitor children during outdoor
activities as directed; resolve child discipline problems as directed.

Read books to students as assigned; assist children with letter and word pronunc iation and recognition; oversee and assist with
naptime functions.

Oversee and assist students and staff with snack, breakfast and Junchtime; assist with menu planning functions as required;
participate in the preparation and serving of food items.

Assist children with washing hands and faces after play times and meals as needed; change diapers and assist children with
toileting as required.

Provide classroom support to the teacher by setting up work areas and displays as assigned; distribute and collect instructional
materials, paper and supplies.

Maintain various records and student files related to lesson plans, menus, enrollment, attendance, emergency information and
assigned activities.

Assure the health and safety of children by following health and safety practices and procedures; maintain learning environment
in a safe, orderly and clean manner; clean, set up, and set out toys and classroom equipment; set up before and clean up after

serving of snacks and meals as required.
Oversee and interact with children during games, play and outings.

Communicate with staff, administrators, parents and others to exchange information, coordinate activities and resolve issues or
concerns.

Operate a variety of standard classroom and office equipment including a copier and computer as assigned; utilize basic food
preparation equipment such as a microwave.

Monitor inventory levels of classroom supplies; order, receive and maintain appropriate inventory levels of supplies as assigned.

Provide routine first aid to injured students according to established procedures as needed.

Attend and participate in various meetings as assigned.



OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Principles and practices of early childhood education.

Child guidance principles and practices.

Classroom procedures and appropriate child conduct.

Basic instructional methods and techniques.

Safe practices in classroom and playground activities.

Basic subjects taught in schools, including arithmetic, grammar, spelling, language and reading.
Correct English usage, grammar, spelling, punctuation and vocabulary.
Operation of standard office and classroom equipment including a computer.
Record-keeping and report preparation techniques.

First aid and CPR procedures.

ABILITY TO:

Provide supervision, care and learning activities to three to five year old children in a classroom environment.

Assist a certificated teacher in the development and implementation of lesson plans, instructional materials and a variety of
academic and recreational activities to meet child needs and interests.

Monitor, assess and confer with faculty, parents and others concerning student progress.

Oversee student practices and assignments in various subjects.

Perform clerical duties in support of classroom functions such as preparing, typing, duplicating and filing instructional materials.
Assist in assuring learning activities comply with established curriculum standards.

Oversee and assist students and staff with snack, breakfast and lunch time.

Assist in monitoring, assessing and adjusting activities in response to children needs.

Establish and maintain cooperative and effective working relationships with others.

Communicate effectively both verbally and in writing.

Understand and follow oral and written instructions.

Observe health and safety regulations.

Maintain various records and files.

Administer first aid and CPR.

Operate standard office and classroom equipment including a computer.

Demonstrate interpersonal skills with tact, patience and courtesy.

Maintain regular and reliable attendance.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: graduation from high school supplemented by 12 units in early childhood education and one
year experience working with preschool-age children in an organized setting or equivalent early childhood education coursework.

LICENSES AND OTHER REQUIREMENTS:
Valid First Aid and CPR Certificate issued by an authorized agency.
Valid State of California Associate Preschool Teacher Certificate.

Current California Driver’s License

WORKING CONDITIONS:
ENVIRONMENT:
Classroom environment.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate standard classroom equipment.
Sitting or standing for extended periods of time.

Bending at the waist, kneeling or crouching to assist students.

Seeing to read a variety of materials and monitor student activities.
Hearing and speaking to exchange information.

Lifting, carrying, pushing or pulling heavy objects.

Physical agility to lift 25 Ibs. to shoulder height and 50 Ibs to waist height.



Grade Allocation:

8

Accountability of time: Director of Dept/Division

Adopted: 7/1/04

Tasks assigned by: Director of Dept/Division

Revised: 11/17/04

Evaluated by: Director of Dept.Division

Hiring authority: Director of Dept/Division




SAN LUIS OBISPO COUNTY OFFICE OF EDUCATION
CLASS TITLE: CLASSROOM ASSISTANT, CHILD DEVELOPMENT PROGRAM

BASIC FUNCTION:
Under the direction of an assigned supervisor, assist in providing care, supervision and learning activities to toddlers

and preschool-age children in a classroom environment; assist with planning and implementing a variety of activities
to meet the needs and interests of children; assist in the preparation of instructional materials and provide routine

clerical support.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:
Assist in providing care, supervision and learning activities to toddlers and preschool-age children in a classroom

environment; assist assigned teacher with the implementation of lesson plans; provide children with appropriate
examples, emotional support, friendly attitude and general guidance.

Oversee student activities in various areas, such as art, music and language arts; assist children with projects and
activities; read books to students as assigned; assist children with letter and word pronunciation and recognition;
oversee and assist with naptime functions.

Perform a variety of clerical duties such as preparing, typing and duplicating instructional materials; take and record
attendance as required; provide classroom support to the teacher by setting up work areas and displays as assigned;

distribute and collect paper and supplies.

Observe and monitor behavior of children in the classroom according to approved procedures; monitor children
during outdoor activities as directed; assist in the assessment of student skills and progress; report progress
regarding student performance and behavior.

Assist with snack, breakfast and lunch time as assigned; participate in the preparation and serving of food items;
assist children with eating activities; assist children with washing hands and faces after play times and meals as
needed; change diapers and assist children with toileting as needed.

Assure the health and safety of children by following health and safety practices and procedures; maintain learning
environment in a safe, orderly and clean manner; clean, set up, and set out toys; set up before and clean up after

serving of snacks and meals.

Oversee and interact with children during games, play, outings and recreational activities.
Maintain routine records related to students, attendance, meals and assigned activities.

Monitor inventory levels of classroom supplies; assist in ordering, receiving and maintaining appropriate inventory
levels of supplies as assigned.

Communicate with staff, administrators, parents and others to exchange information and resolve issues or concerns.

Operate a variety of standard classroom and office equipment including a copier and computer as assigned; utilize
basic food preparation equipment such as a microwave.

Provide routine first aid to injured students according to established procedures as needed.

Attend and participate in various meetings as assigned.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Basic principles and practices of early childhood development.



Child guidance principles and practices.

Classroom procedures and appropriate child conduct.

Basic instructional methods and techniques.

Safe practices in classroom and playground activities.

Basic subjects taught in schools, including arithmetic, grammar, spelling, language and reading.
Correct English usage, grammar, spelling, punctuation and vocabulary.

Operation of standard office and classroom equipment.

Basic record-keeping techniques.

First aid and CPR procedures.

ABILITY TO:
Assist in providing care, supervision and learning activities to preschool-age children in a classroom environment.

Assist with planning and implementing a variety of activities to meet the needs and interests of children.
Assist in the preparation of instructional materials and provide routine clerical support.

Assist with eating and housekeeping activities as directed.

Establish and maintain cooperative and effective working relationships with others.

Communicate effectively both verbally and in writing.

Assist with the development of lesson plans.

Monitor, observe and report child behavior and progress according to approved policies and procedures.
Understand and follow oral and written instructions.

Observe health and safety regulations.

Maintain student records and files.

Operate standard office and classroom equipment.

Administer first aid and CPR.

Demonstrate interpersonal skills with tact, patience and courtesy.

Maintain regular and reliable attendance.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: graduation from high school and sufficient training and experience to demonstrate
the knowledge and abilities listed above including some experience working with preschool-age children in an

organized setting.

LICENSES AND OTHER REQUIREMENTS:
Valid First Aid and CPR Certificate issued by an authorized agency.
Valid California Drivers License

WORKING CONDITIONS:
ENVIRONMENT:
Classroom environment.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate standard classroom equipment.
Sitting or standing for extended periods of time.

Bending at the waist, kneeling or crouching to assist students.

Seeing to read a variety of materials and monitor student activities.
Hearing and speaking to exchange information.

Physical agility to lift 25 Ibs. to shoulder height and 50 lbs to waist height.
Lifting, carrying, pushing or pulling heavy objects.

Grade Allocation: 5 Accountability of time: Director of Dept/Division
Adopted: 7/1/04 Tasks assigned by: Director of Dept/Division
Revised: 11/17/04 Evaluated by: Director of Dept.Division

Hiring authority: Director of Dept/Division
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Imperial County Office Of Education
ASSISTANT SUPERINTENDENT EDUCATIONAL SERVICES

BASIC FUNCTION:

Under the direction of the County Superintendent, plan, organize, evaluate, coordinate and direct a variety of
programs and services in the areas of curriculum, instruction, assessment, school and district improvement,
professional development and special projects to enhance student learning, achievement, and educational
effectiveness for schools and districts in the County; coordinate and direct personnel, resources,
communications, and information to meet school, district and County Office needs; hire, train, supervise and
evaluate the performance of assigned professional, management, technical and clerical staff.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plan, organize, evaluate, coordinate, and direct the programs, projects, activities, services, and operations of
the Educational Services Department including Curriculum and Instruction Services and the Grants and
Evaluation Office; assure proper staffing and allocate personnel and resources to optimize departmental
efficiency and effectiveness. E

Cversee and direct the Curriculum and Instruction Services Department in the areas of curriculum
development, implementation, assessment, alignment and evaluation; review and approve curriculum
programs, and monitor effectiveness of programs provided, confer with staff on delivery of services, program
planning, and other matters. E

Participate as a member of the Superintendent’s Cabinet in the overall planning and direction of County Office
functions and services; keep Cabinet informed about major initiatives within the Educational Service
Department; advise the Superintendent regarding use of resources, priorities, program opportunities and
methods to enhance the delivery of direct educational programs, suppoit services, and professional
development. E

Serve as an advocate for local school districts in the areas of curriculum, learning resources and school
support; confer with school district representatives on curriculum, instruction, assessment matters and issues
impacting California schools; assist districts in identifying strategies for professional development fo increase
student achievement across the County. E

Oversee and direct teacher and administration training programs and services to adequately prepare
educators and administrators for local school districts; oversee and direct the objectives of the College Going
Initiative program, Gear Up Program, Academic Events and other special programs as assigned. E

Provide leadership, direction, technical expertise, information, and assistance to County Office management,
school districts, teachers and other clients regarding curricuium instruction, professional development,
assessment, special projects and other matters; advise the Superintendent of unusual trends or issues and
recommend appropriate corrective action. E

Represent the Educational Services Department at federal, state, and local level meetings, conferences,
workshops and other activities; meet with state level curriculum groups {CISC) and appropriate CDE staff in
order to affect policy important to the County Office; develop and deliver oral and written reports,
recommendations and other presentations to committees, agencies, boards, and others; serve as liaison for
the County Office and school districts with outside agencies and the State on a variety of issues. E

Communicate with administrators, school district personnel, State representatives and others to coordinate
activities and programs, resolve issues and conflicts, and exchange information. E

Ensure quality program operations and service delivery of the Early Care and Education Program; develop a
long-term plan of integrating and aligning Early Care and Education Program objectives to K-12 state content
standards, curriculum, and instruction programs; attend meetings with the local P-16 Council representing
preschool to post-secondary university level programs. E

Provide oversight to the Migrant Education Department and other County Office Departments as assigned by
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the County Superintendent. E
Oversee and direct special projects; secure grant funding for special programs. E

Develop, monitor, and control the Educational Services Department’s annual budget; analyze and re\)]ew
budgetary and financial data; control and authorize expenditures in accordance with established guidelines
and limitations. E

Hire, train, prioritize and assign work, and supervise assigned professional, management, technical and
clerical department staff; supervise and evaluate the performance of assigned staff, recommend promotions,
transfers, reassignments, terminations and disciplinary actions; assure compliance with personnel policies. E

Prepare appropriate documents for Cabinet and Board meetings, legislative needs, and management
meetings, and attend all appropriate meetings; direct the preparation and maintenance of a variety of narrative
and statistical reports, records and files. E

Attend various professional conferences, seminars, and meetings to remain current concerning trends in the
field and share highlights of information learned with Superintendent, Cabinet, and colleagues. E

Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Planning, organization and direction of standards and curriculum development, implementation,
assassment/alignment, and evaluation.
California Content Standards and Frameworks and their interpretation and implementation.
California Standards for the Teaching Profession.
Current principles, practices, methods and techniques of educational reform, program development, instruction
and assessment.
Teacher and Administrator training program requirements including the Beginning Teacher Support and
Assessment (BTSA) Program.
Current instructional techniques, materials, and curriculum frameworks.
Public and private funding sources and grant writing techniques.
Budget preparation and control.
Principles and practices of administration, supervision and training.

~ Policies and objectives of assigned department programs and activities.
Applicable sections of the State Education Code and other applicable laws, codes, regulations,
policies and procedures.
JCOE organization, operations, policies and objectives.
Interpersonal skills to include collaboration, team building, and decision-making.
Oral and written communication skills.
Public relaticns and speaking technigues.

ABILITY TO:

Plan, organize and coordinate comprehensive curriculum, assessment, instruction, development, staff
development and special projects.

Coordinate and direct Educational Services Department programs, personnel, projects, communications,
resources, and staff development functions.

Lead and direct collaborative efforts to design, develop, and implement curriculum programs and services.
Train, supervise and evaluate the performance of assigned staff.

Prioritize and schedule work.

Prepare, administer, monitor and control the annual department plan and budget.

Interpret, apply, exptain, and enforce rules, regulations, policies and procedures.

Maintain current knowledge of program rules, regulations, requirements, and restrictions.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and time lines.

Work independently with little direction.

Prepare comprehensive narrative and statistical reports.
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Prepare and deliver oral presentations.

Page 3 of 3

Direct the preparation and maintenance of a variety of narrative, statistical, and financial reports and files.

Establish and maintain cooperative and effective working refationships with others.

EDUCATION AND EXPERIENCE:

Any combination equivalent fo; master's degree in education and five years of administrative experience in
education including curriculum, staff development and leadership experience at a central office and school site

level.

LICENSES AND OTHER REQUIREMENTS:
Valid Teaching Credential.

Valid Administrative Services Credential.
Valid California driver's license.

WORKING CONDITIONS:

ENVIRONMENT:
Indoecr work environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.
Seeing to read a variety of materials.

Sitting or standing for extended pericds of time.

Hearing and speaking to exchange information and make presentations.
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Imperial County Office Of Education
Senior Director - Curriculum & School Support

BASIC FUNCTION:

Under the direction of the Assistant Superintendent-Educational Services, plan, organize, control and direct
school support and curriculum services to assist local districts with enhancing student learning and
achievement; coordinate and direct Department programs, personnel, projects, communications, resources
and staff development functions to meet district, school and teacher needs in order to improve student
achievement and assure smooth activities; supervise and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plan, organize, control and direct school support and curriculum services to assist local districts with
enhancing student learning and achievement; establish and maintain Department time lines and priorities;
assure related activities comply with established standards, requirements, laws, codes, regulations, policies
and procedures.

Coordinate and direct Department programs, personnel, projects, communications, resources and staff
development functions to meet district, school and teacher needs in order to improve student achievement and
assure smooth activities: oversee the development and implementation of Curriculum Support Services
department activities, programs, plans, projects, standards, services, strategies, goals and objectives.
Supervise and evaluate the performance of assigned personnel; interview and select employees and
recommend transfers, reassignment, termination and disciplinary actions; coordinate subordinate work
assignments and review work to assure compliance with established standards, requirements and procedures;
assure employee understanding of established requirements.

Direct operations and activities related to the implementation of Department grants and entitiement grants and
the disbursement of related funds; research, obtain and maintain grants and other funding resources.
Coordinate and direct the design, development, and implementation of trainings, workshops and professional
development activities for County faculty and administrators concerning curriculum, instruction and related
principles, theories, standards, guidelines, requirements, practices, procedures and techniques; prepare and
deliver cral presentations.

Plan, organize, control and direct operations and activities to enhance faculty and administrative
understanding of educational practices, instructional material guidelines and requirements, curriculum
standards and instructional strategies; oversee the development and implementation of curriculum standards,
instructional services and assessment to meet student needs.

Provide consultation, technical expertise and on-site coaching to staff, facuity, administrators, school
leadership teams and others concerning curriculum, instruction and Department services; respond to inquiries
and provide detailed and technical information concerning related standards, requirements, projects,
principles, practices, techniques, laws, codes, regulations, policies and procedures

Coordinate and direct Curriculum Support Services communications, resources, correspondence and
information between County Office administrators, personnel, school districts, outside organizations, the public
and various local and State agencies to meet the learning needs of students; assure proper and timely
resolution of curriculum and school support issues and conflicts.

Monitor and analyze Department operations and services for educational effectiveness and operational
efficiency; respond to administrative, staff and public input concerning educational needs; oversee the
research, development and implementation of programs, policies and procedures to enhance the educational
effectiveness and operational efficiency of the Department.

Develop and prepare the annual preliminary budget for Curriculum Support Services and related programs;
analyze and review budgetary and financial data; control and authorize expenditures in accordance with
established limitations.

Maintain current knowledge in educational methods, practices and standards related to curriculum, instruction
and related laws, codes, regulations, policies and procedures; modify programs and services to assure
compliance with standards and requirements as needed.

Direct and participate in the preparation and maintenance of a variety of records, reports and files related to
schools, curriculum, budgets, grants, personnel, professional development, projects and assigned activities;
process and approve various forms as needed.

Provide technical information and assistance to the Assistant Superintendent regarding Curriculum Support
Services issues, needs and activities; assist in the formulation and development of related policies, procedures
and programs.

Communicate with administrators, personnel and outside agencies to exchange information, coordinate
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activities and programs and resolve issues or concerns; establish and maintain partnerships with outside
agencies to enhance support for Department services.

Operate a variety of office equipment including audio-visual devices, projectors, computers and assigned
software; drive a vehicle to conduct work.

Attend and conduct a variety of meetings as assigned; represent the County Office at various local, regional
and State meetings, conferences, in-services, events, teams and committees.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization and direction of school support and curriculum services to assist local districts with
enhancing student learning and achievement.

Curriculum standards, interpretation and application in County schools.

Local, State and federal standards and requirements governing Curriculum Support Services.

Principles, practices and procedures involved in the development and implementation of curriculum and school
support programs, plans, projects, standards, services, strategies, goals and objectives.

Instructional techniques and strategies related to County schools and programs.

Policies and objectives of assigned programs and activities.

Practices, procedures and technigues involved in the development and implementation of staff development
activities.

Budget preparation and control.

Oral and written communication skills.

Principles and practices of administration, supervision and training.

Applicable laws, codes, regulations, policies and procedures.

Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.

Public relations and speaking techniques.

ABILITY TO:

Plan, organize, control and direct school support and curriculum services to assist local districts with
enhancing student learning and achievement.

Coordinate and direct Department programs, personnel, projects, communications, resources and staff
development functions to meet district, school and teacher needs in order to improve student achievement and
assure smooth activities.

Supervise and evaluate the performance of assigned personnel

Oversee the development and implementation of Curriculum Support Services department activities,
programs, plans, projects, standards, services, strategies, goals and objectives.

Provide consultation, technical expertise and on-site coaching concerning curriculum and instruction.

Direct and participate in the design, development and implementation of trainings, workshops and professional
development activities for County faculty and administrators.

Coordinate activities to enhance faculty and administrative understanding of educational practices, curriculum
standards and instructional strategies.

Communicate effectively both crally and in writing.

Interpret, apply and explain laws, codes, regulations, policies and procedures.

Establish and maintain cooperative and effective working relationships with others.

Operate a computer and assigned office equipment.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and time lines.

Prepare and deliver oral presentations.

Work independently with little direction.

Plan and organize work.

Prepare comprehensive narrative and statistical reports.

Direct the maintenance of a variety of reports, records and files related to assigned activities.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: master's degree in education or related field and five years administrative
experience working with educational programs and services.
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LICENSES AND OTHER REQUIREMENTS:
Valid Administrative Services Credential.
Valid California driver's license.

WORKING CONDITIONS:
ENVIRONMENT:

indoor work environment,

Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting or standing for extended periods of time,

Hearing and speaking to exchange information and make presentations.
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Imperial County Office Of Education
Coordinator - District & School Support

Page 1 of 4

IMPERIAL COUNTY OFFICE OF EDUCATION
CLASS TITLE: COORDINATOR

BASIC FUNCTION:

Under the direction of an assigned administrator, plan, organize, coordinate and
implement the educational services, training activities, instructional resources and
support functions of an assigned subject area or instruction-related program for local
school districts to enhance student learning and achievement; provide consultation and
staff development activities to administrators, staff and faculty to enhance the educational
effectiveness of assigned subject area or program.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plan, organize, coordinate and implement the educational services, professional
development activities, instructional resources and support functions of an assigned
subject area or instruction-related program for local school districts to enhance student
learning and achievement; monitor, evaluate and adjust activities in response to the
instructional needs of local school districts and students.

Provide consultation and technical assistance to school district faculty, administrators,
staff and others concerning assigned subject area or instruction-related program; respond
to inquiries and provide detailed and technical information concerning related services,
standards, requirements, principles, practices, techniques, laws, codes, regulations,
initiatives, policies and procedures.

Design, develop, implement, coordinate, conduct and follow up to provide staff
development activities for faculty, staff and administrators concerning assigned subject
area or instruction-related program as directed; prepare and deliver oral presentations and
explain related content, curriculum, principles, theories, standards, guidelines,
requirements, practices, procedures and techniques.

Coordinate activities and provide training and assistance to enhance faculty and
administrative understanding of educational practices, instructional material guidelines
and requirements, curriculum standards, assessment tools and instructional strategies.

Assist school districts with assuring instructional activities are aligned with established
curriculum, assessment and accountability requirements; refer districts to appropriate
educational resources; participate in the development and implementation of curriculum
standards as directed.

Serve as a liaison and coordinate communications, activities and information related to
assigned subject area or instruction-retated program between County Office
administrators, personnel, school districts, outside organizations and the public; establish,
support, facilitate and maintain partnerships.

Assure adequate materials and resources to meet school support service needs; order and
maintain adequate inventory levels of training and various other materials as required;
coordinate and arrange services as needed; assist with recruitment activities as assigned,
organize and distribute training materials as directed; prepare and set up for training
activities and other events.

Provide direction to schoo! leadership teams through professional development coaching,

mentoring, and serving as a content expert to assist schools and districts with initiatives
focused on improving student achievement.
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Monitor and evaluate the educational effectiveness of assigned subject area or program
services, develop and implement strategies and training activities to enhance educational
effectiveness and student learning related to assigned subject area or program services in
local school districts.

Assist in the development and preparation of annual preliminary budgets for assigned
subject area or instruction-related program as assigned by the position; review and
evaluate budgetary and financial data; control and authorize expenditures in accordance
with established limitations.

Participate in researching, obtaining and maintaining grants and other funding sources for
assigned programs and school support services as assigned; assist with implementing
grants and assuring compliance with related requirements as directed.

Maintain current knowledge of educational methods, practices and standards related to
assigned subject area or program and related laws, codes, regulations, policies and
procedures; assist school districts with modifying services to assure compliance with
standards and requirements.

Compile, review and analyze a variety of technical data and information related to
assigned subject area or instruction-related program.

Prepare and maintain a variety of records and reports related to programs, budgets, school
support, partnerships, meetings and assigned activities; prepare and develop proposals as
required.

Operate a variety of office equipment including copiers, projectors, audio-visual
equipment and assigned software.

Drive a vehicle to conduct work; visit sites and classrooms to monitor educational
activities and provide technical advice concerning assigned subject area or program and
related services.

Train and provide work direction and guidance to assigned personnel as required.
Attend and participate in a variety of meetings, conferences, in-services and committees
as directed.

OTHER DUTIES:

Perform related duties as assigned.

DISTRICT & SCHOOL SUPPORT OPTION:

Provide districts and schools with technical support and general assistance in meeting
goals of student achievement by researching and recommending and providing training in
effective school practices.

Coordinate the planning and logistics for staff development activities focused on school
improvement and administer learning; assist in coordinating and training appropriate
county personnel.

Provide technical assistance in the interpretation and implementation of federal and State
mandates and other appropriate legislation in areas related to assessment and
accountability.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization, coordination and implementation of the educational services,
training activities, instructional resources and support functions of an assigned subject
area or instruction-related program.

Principles, theories, standards, practices, strategies and procedures involved in enhancing
student achievement.

Practices, procedures and techniques involved in the development and implementation of
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staff development activities.

Curriculum standards, interpretation and application in assigned subject area or
instruction-related program.

Instructional techniques and strategies related to assigned subject area or program.

Educational services, standards, requirements, principles, practices, techniques, theories

and procedures related to assigned subject area or instruction-related program.

Local, State and federal standards and requirements governing assigned subject area or

program.
Policies and objectives cf assigned programs and activitfes.
Oral and written communication skil's.

Basic budget preparation and control.

Applicable laws, codes, regulations, policies and procedures.
Interpersonal skills using tact, patience and courtesy.
Operation of a computer and assigned software.

Public speaking techniques.

ABILITY TO:

Plan, organize, coordinate and implement the educational services, training activities,
instructional resources and support functions of an assigned subject area or instruction
related program for local school districts to enhance student learning and achievement.
Provide consultation and technical assistance to school districts concerning assigned
subject area or program and related content, standards, requirements, principles,
practices, technigues and procedures.

Design, develop, implement and conduct training and staff development activities for
faculty, staff and administrators concerning assigned subject area or program.
Frepare and deliver oral presentations.

Develop and implement strategies and training activities to enhance educational
effectiveness and student learning related to assigned subject area or program in local
school districts.

Interpret, apply and explain laws, codes, regulations, policies and procedures.
Communicate effectively both orally and in writing.

Establish and maintain cooperative and effective working relationships with others.
Operate a computer and assigned office equipment.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and time lines.

Work independently with little direction.

Plan and organize work.

Prepare and maintain various records, reports and files.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: master's degree in education or related field and five
years educational experience related to assigned subject area or program.

LICENSES AND OTHER REQUIREMENTS:
Valid Administrative Services Credential.
Valid California driver's license.

WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment.
Driving a vehicle to conduct work,

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting or standing for extended periods of time.

Hearing and speaking to exchange information and make presentations.

Page 3 of 4

http://www.edjoin.org/jobDescription.aspx?descriptionlD=33548

6/8/2010



EDJOIN Job Description / Essential Elements Page 4 of 4

http://www.edjoin.org/jobDescription.aspx 7description]D=335438 6/8/2010



EDJOIN Job Description / Essential Elements

Imperial County Office Of Education
Coordinator - Preschool/Elementary

Page 1 of 4

IMPERIAL COUNTY OFFICE OF EDUCATION
CLASS TITLE: COORDINATOR

BASIC FUNCTION:

Under the direction of an assigned administrator, plan, organize, coordinate and
implement the educational services, training activities, instructional resources and
support functions of an assigned subject area or instruction-related program for local
school districts to enhance student learning and achievement; provide consultation and
staff development activities to administrators, staff and faculty to enhance the educaticnal
effectiveness of assigned subject area or program.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES;

Plan, crganize, coordinate and implement the educational services, professional
development aclivities, instructional resources and support functions of an assigned
subject area or instruction-related program for local schoo! districts to enhance student
learning and achievement; monitor, evaluate and adjust activities in response {o the
instructional needs of local school districts and students.

Provide consultation and technical assistance to school district faculty, administrators,
staff and others concerning assigned subject area or instruction-related program; respond
to inquiries and provide detailed and technical information concerning related services,
standards, requirements, principles, practices, fechniques, laws, codes, regulations,
initiatives, policies and procedures.

Design, develop, implement, coordinate, conduct and follow up to provide staff
development activities for facully, staff and administrators concerning assigned subject
area or instruction-related program as directed; prepare and deliver oral presentations and
explain related content, curriculum, principles, theories, standards, guidelines,
requirements, practices, procedures and techniques.

Coordinate activities and provide training and assistance to enhance faculty and
administrative understanding of educational practices, instructional material guidelines
and requirements, curriculum standards, assessment fools and instructional strategies.

Assist school districts with assuring instructional activities are aligned with established
curriculum, assessment and accountability requirements; refer districts to appropriate
educational resources; pariicipate in the development and implementation of curriculum
standards as directed.

Serve as a liaison and coorgdinate communications, activities and information related to
assigned subject area or instruction-related program between County Office
administrators, personnel, school districts, outside organizations and the public; establish,
support, facilitate and maintain partnerships.

Assure adequate materials and resources to meet school support service needs; order and
maintain adequate inventory levels of training and various other materials as required;
coordinate and arrange services as needed; assist with recruitment activities as assigned;
organize and distribute training materials as directed; prepare and set up for training
activities and other events.

Provide direction to school leadership teams through professional development coaching,

mentoring, and serving as a content expert to assist schools and districts with initiatives
focused on improving student achievement.
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Monitor and evaluate the educational effectiveness of assigned subject area or program
services; develop and implement strategies and fraining activities to enhance educational
effectiveness and student learning related o assigned subject area or program services in
local school districts.

Assist in the development and preparation of annual preliminary budgets for assigned
subject area or instruction-related program as assigned by the position; review and
evaluate budgetary and financial data; contral and authorize expenditures in accordance
with established limitations.

Participats in researching, obtaining and maintaining grants and other funding sources for
assigned programs and schoo! support services as assigned; assist with implementing
grants and assuring compliance with related requirements as directed.

Maintain current knowledge of educational methods, practices and standards related to
assigned subject area or program and related laws, codes, regulations, policies and
procedures; assist school districts with modifying services to assure compliance with
standards and requirements.

Compile, review and analyze a variety of technical data and information related to
assigned subject area or instruction-related program.

Prepare and maintain a variety of records and reports related to programs, budgets, school
support, partnerships, meetings and assigned activities; prepare and develop proposals as
required.

QOperate a variety of office equipment including copiers, prejectors, audio-visual
equipment and assigned softwars.

Drive a vehicle to conduct work; visit sites and classrooms to monitor educational
activities and provide technical advice concerning assigned subject area or program and
related services.

Train and provide work direction and guidance to assigned personnel as required.

Attend and participate in a variety of meetings, conferences, in-services and committees
as directed.

OTHER DUTIES:
Perform related duties as assigned.

PRESCHOOL / ELEMENTARY OPTION:

Provide services and resources to preschool teachers and programs to enhance

educational readiness with an emphasis on reading and literacy for three to five year-cld children in
preparation for transition to elementary school education; assist with enhancing teacher and personnel
understanding of early childhood education guidelines, standards, practices and curriculum focused on literacy
and other readingflanguage arts programs as necessary,; assist with enhancing teacher and personnel
implementation of the Reading First program in local preschools including reading components for language
acquisition, pre-literacy skills, and scientifically-based reading researched teaching strategies.

Provide leadership and direction to assigned grant projects to meet the specific requirements and objectives of
the grant.

Coordinate efforts with elementary school personnel to support quality teaching and improve the academic
achievement of K-8 students in the core content areas; design, develop, implement and conduct staff
development activities to enhance teacher abilities in providing quality instruction to K-6 students; collaborate
with and assist schools in meeting goals of student achievement in the area of K-6 elementary content
standards; participate in related planning and logistics for school improvement initiatives.
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KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization, coordination and implementation of the educational services,
training activities, instructional resources and support functions of an assigned subject
area or instruction-related program.

Principles, theories, standards, practices, strategies and procedures involved in enhancing
student achievement.

Practices, procedures and techniques involved in the development and implementation of
staff development activities.

Curriculum standards, interpretation and application in assigned subject area or
instruction-related program.

Instructional techniques and strategies related to assigned subject area or program.
Educational services, standards, requirements, principles, practices, techniques, theories
and procedures related to assigned subject area or instruction-related program.

Local, State and federal standards and requirements governing assigned subject area or
program.

Policies and objectives of assigned programs and activities.

Oral and written communication skills.

Basic budget preparation and control.

Applicable laws, codes, regulations, policies and procedures.

Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.

Public speaking technigues.

ABILITY TO:

Plan, organize, coordinate and implement the educational services, training activities,
instructional resources and support functions of an assigned subject area or instruction related program for
local school districts to enhance student learning and achievement.

Provide consultation and technical assistance to school districts concerning assigned
subject area or program and related content, standards, requirements, principles,
practices, techniques and procedures.

Design, develop, implement and conduct training and staff development activities for
faculty, staff and administrators concerning assigned subject area or program.
Prepare and deliver oral presentations.

Develop and implement strategies and training activities to enhance educational
effectiveness and student learning related to assigned subject area or program in local
school districts.

Interpret, apply and explain laws, codes, regulations, policies and procedures.
Communicate effectively both orally and in writing.

Establish and maintain cooperative and effective working relationships with others.
Operate a computer and assigned office equipment.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and time lines.

Work independently with little direction.

Plan and organize work.

Prepare and maintain various records, reports and files.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: master's degree in education or related field and five
years educational experience related to assigned subject area or program.

LICENSES AND OTHER REQUIREMENTS:
Valid Administrative Services Credential.
Valid California driver's license.

WORKING CONDITIONS:

ENVIRONMENT:
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Indoor work environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting or standing for extended periods of time.

Hearing and speaking to exchange information and make presentations.
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Imperial County Office Of Education
Coordinator, Secondary Language Arts-Curriculum
Services

IMPERIAL COUNTY OFFICE OF EDUCATION
EDUCATIONAL SERVICES

CLASS TITLE: Coordinator, Secondary Language Arts

BASIC FUNCTION:

The Coordinator, Secondary Language Arts, under the supervision of the Assistant Superintendent,
Instructional Services, will work with local school and district personnel to improve Language Arts achievement
for Imperial County students. The Coordinator will provide professional development and currlculum support
based upon California Reading/Language Arts Standards to secondary schools.

REPRESENTATIVE DUTIES:

- Assist school districts in the alignment of curriculum, instruction and assessment to achieve language arts
standards at least as rigorous as the California Standards for Language Arts.

- Provide relevant resources, including coaching and model lessons, for schools targeting improvement in
reading/language arts.

- Provide leadership for the development, implementation, and evaluation of countywide professional
development and other support services to increase student achievement in reading/language arts.

- Provide coaching and link low performing schools to relevant resources for improvement in CAT6, CST,
CAHSEE, and cther achievement measures.

- Collect and analyze existing countywide language arts data on student achievement to assist in the planning,
implementation and evaluation of professional development, curriculum and other targeted language arts
support.

- Facilitate follow up support for professional development enabling teachers to implement instructional
materials for students to demonstrate mastery of selected language arts standards.

- Participate in ICOE School Support Team training sessions.

- Other duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES:

- Exemplary teaching proficiency, especially as related to language arts and implementation of appropriate
curriculums

- Demonstrated experience in curriculum development

- Knowledge of California Reading/Language Arts Standards

- Ability to bring people together for collaborative work

* Knowledge and use of school improvement and change theory

- Skill in collecting and using data to plan and evaluate programs

- Effective English communication and presentation skills

- Demonstrated leadership abilities

- Capacity to mentor/coach other teachers

- Ability to establish and maintain effective work relationships with clients and coworkers
- Capacity to respond to staff development needs of clients at all experience levels

EDUCATION AND EXPERIENCE:

- Minimum five years successful elementary and/or secondary teaching experience. Must possess a valid
California teaching credential, driver's license and minimum vehicle insurance required by law.

- CLAD, BCLAD or other preparation for teaching second language learners, preferable.

- Administrative credential or reading specialist required.

- Administrative experience desirable.
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Imperial County Office Of Education
Coordinator- History/Social Science- Curriculum
Department

IMPERIAL COUNTY OFFICE OF EDUCATION
CLASS TITLE; COORDINATOR

BASIC FUNCTION:

Under the direction of an assighed administrator, plan, organize, coordinate and implement the operations,
activities, educational services and support functions of assighed County Office programs and services;
coordinate communications, resources and information to meet designated student and family needs and
assure smooth and efficient program and service activities.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plan, organize, coordinate and implement the operations, activities, educational services and support functions
of assigned County Office programs and services; monitor, assess and adjust activities in response to student
needs; coordinate assighed educational services to enhance student tearning, outcomes and achievement.

Coordinate communications, resources and information to meet designated student and family needs and
assure smooth and efficient activities; assist in the development and implementation of program and service
projects, plans, strategies, goals, objectives, systems, schedules, events and activities; assure proper and
timely resolution of issues and conflicts related to assigned services.

Provide consultation to faculty, staff, administrators, students, families, outside agencies, schools and others
concerning assigned programs and services; respond to inquiries and provide detailed and technical
information concerning related standards, requirements, practices, services, schedules, events, activities,
plans, goals, objectives, laws, codes, regulations, polices and procedures.

Serve as a liaison and coordinate communications, activities and information related to assigned programs
and services between County Office administrators, personnel, school districts, educational instifutions,
outside organizations, the public and various local and State agencies; coordinate, schedule and arrange
meetings, conferences and events in support of assigned programs and services.

Establish and maintain partnerships to facilitate and enhance support and resources for students utilizing
assigned programs and services; collaborate with community resources, educational organizations and others
in developing and providing services for identified students; assure students are referred to appropriate
community resources and services.

Monitor and assess assigned programs and services for educational effectiveness; provide input concerning
the development and implementation of standards, policies and procedures to enhance program and service
educational effectivenass and capacity to meet student needs.

Monitor programs and services to assure smooth and efficient delivery of services to students; visit program
and service sites to assess progress and confer with staff and participants; arrange services for individual
students as required; participate in recruitment and enrollment activities as assigned.

Research, assemble, compile and analyze a variety of technical data and information related to assigned
student programs; develop, prepare and distribute presentation, training and informational materials; prepare
and process a variety of documents, forms and applications as required.

Assist in the development and preparation of various budgets for assigned programs and services as assigned

by the position; review and evaluate budgetary and financial data; assist in controlling expenditures,
coordinating purchases and assuring spending does not exceed established limitations.
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Develop, implement and conduct training activities concerning assigned student programs, services and
related principles, theories, standards, guidelines, requirements, practices, procedures and techniques as
assigned by the position; prepare and deliver oral presentations.

Prepare and maintain a variety of narrative and statistical records, reports and files related to programs,
sarvices, progress, meetings, events, students, projects, financial activity and assigned duties; compose,
distribute and respond to a variety of correspondence.

Participate in researching, obtaining and maintaining grants and other funding sources for assigned programs
and services as required; assist in assuring compliance with grant and contract specifications and
requirements and related goals and objectives.

Train and provide work direction and guidance to designated personnel as assigned by the position.

Operate a variety of office equipment including a copier, projector, fax machine, computer and assigned
software; drive a vehicle to conduct work.

Attend and participate in various meetings, workshops, special events and in-services as assigned; present
information and materials concerning assigned programs and services as directed.

HISTORY/SOCIAL STUDIES OPTION:
Coordinate efforts to improve the history/social studies achievement of K-12 students.

Design, develop, implement and conduct professional development acitvities to enhance teacher abilites in
providing quality history/social studies instruction to K-12 students.

Collaborate with institutions of higher learning and museums to provide outside expertise to create a
community of fearning.

Observe teachers and coach them on successful classroom instructional practices.

Coordinate a History/Social Studies network for valley-wide dissemination of information around major events
and initiatives.

Collaborate with and assist schools in meeting goals of student achievement in the area of history/social
studies; participate in related planning and logistics for school improvement initiatives.

Provide leadership and direction to assigned grant projects to meet the specific requirement and ojectives of
the grant.

QOTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization, coordination and implementation of the operations, activities, educational services and
support functions of assigned County Office programs and services.

Educational programs, services, standards, requirements and procedures related to assigned programs and
services,

Practices, procedures and technigues involved in the development and implementation of program and service
projects, plans, strategies, goals, objectives, systems, calendars, events and activities.

Local, State and federal standards and requirements governing assigned programs and services.
Terminoclogy, concepts, methods and procedures involved in coordinating assigned services.

Diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of County students.

Policies and objectives of assigned programs and activities.

Oral and written communication skills.

Basic budget preparation and control.
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Applicable laws, codes, regulations, policies and procedures.
Interpersonal skills using tact, patience and courtesy.
Operation of a computer and assigned software.
Record-keeping and report preparation technigues.

Basic public refations technigques.

ABILITY TO:

Plan, organize, coordinate and implement the operations, activities, educational services and support functions
of assigned County Office programs and services.

Coordinate communications, resources and information to meet designated student and family needs and
assure smooth and efficient program and service activities.

Assist in the development and implementation of program and service projects, plans, strategies, goals,
objectives, systems, calendars, events and activities.

Provide consultation to faculty, staff, administrators, students, outside agencies, school districts and others
concerning assighed programs and services.

Establish and maintain partnerships to facilitate and enhance support and resources for students utilizing
assigned programs and services.

Research, assemble and compile a variety of technical information and data related to program and service
operations and activities.

Assure smooth and efficient delivery of assigned services.

Monitor and adjust activities in response to school district, student and family needs.

Interpret, apply and explain rules, regulations, policies and procedures.

Communicate effectively both orally and in writing.

Establish and maintain cooperative and effective working relationships with others.

QOperate a computer and assigned office equipment.

Determine appropriate action within clearly defined guidelines.

Meet schedules and time lines.

Work independently with little direction.

Plan and crganize work.

Prepare and maintain various narrative and statistical records, reports and files.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: master's degree in education or related field and five years educational
experience related to assigned subject area or program.

LICENSES AND OTHER REQUIREMENTS:

Valid Administrative Services Credential.
Valid California driver's license.

WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting or standing for extended periods of time.

Hearing and speaking to exchange information and make presentations.
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Imperial County Office Of Education
Coordinator-New Teacher Support BTSA/Induction Program-
Curriculum Services

IMPERIAL COUNTY OFFICE OF EDUCATION
EDUCATIONAL SERVICES

CLASS TITLE: Coordinator, New Teacher Support BTSA/induction Program Range VI

BASIC FUNCTION:

The Coordinator of New Teacher Support, under the direct supervision of the Assistant Superintendent,
Instructional Services, is responsible for the overall direction and implementation of all components of the
Induction/Beginning Teacher Support and Assistance Program (BTSA). The program is an induction and
preparation program that supports Beginning Teachers in meeting the academic performance needs of their
students.

REPRESENTATIVE DUTIES:

* Work with districts and university partners to design, coordinate, and provide professional development
activities for Beginning Teachers, Support Providers, and Site Administrators.

* Link with the paraprofessional, intern, and BTSA programs in order to provide a well-coordinated support
system for new teachers.

* Attend statewide BTSA and other professional activities to obtain information to share with local Beginning
Teachers, Support Providers, Administrators, and committee members.

* Coordinate and serve as a member of the BTSA Planning Committees to disseminate BTSA information,
assess program effectiveness, and insure that the program is aligned with BTSA goals.

* Coordinate the application process and support for Support Providers with Site Administrators, and Teacher
Bargaining Unit representatives.

* Work with Support Providers to assure that Individual Induction Plans are developed and that the schedule
for observations and follow-up meetings are met.

* Work with Site Administrators and Support Providers to provide Beginning Teachers in unique situations with
assistance and resources necessary to succeed.

* Keep accurate records of work completed by Support Providers and Beginning Teachers.

* Communicate regularly with districts and other stakeholders through a professional development calendar, a
website, and other media.

* Coordinate program evaluation, including collecting data and coordination of focus groups and surveys.

* Manage budgets, resources, and personnel for the new teacher support programs.

* Plan and implement strategies to increase student achievement in collaboration with members of the ICOE
curriculum teams.

* Participate in school improvement initiatives.

* Serve as a member of the ICOE School Support Team.

* Other duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES:

- Exemplary teaching skills.

- Ability to bring people together for collaborative work.

- Knowledge and use of effective professional development strategies.

- Effective oral and written communication skills in English.

- Demonstrated leadership abilities.

- Capacity to mentor/coach other teachers,

- Experience in second language programs preferred.

- Credibility with both elementary and secondary teachers.

+ Ability to develop and moniter budgets effectively.

- Understanding of California Standards for the Teaching Profession, the California Content Standards and
current curriculum Frameworks.

- Capacity to supervise personnel and tc develop teamwork among personnel.
- Ability to work independently.

- Use of technology for office operations and professional development.
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EDUCATION AND EXPERIENCE:

- Minimum five years successful teaching experience. Must possess a valid California teaching credential,
driver's license, and minimum vehicle insurance required by law.

- Administrative experience desired.

- Administrative credential required.

- CLAD, BCLAD or other preparation for teaching second language learners is desirable,

Position: Coordinater, New Teacher Support
Application Supplement

Interview Portion
The interview for this position will last approximately 30 minutes and may include questions from the following
areas:

- Effective teaching and learning strategies

- Alignment of curriculum, instruction and assessment with California Standards
- Methods of data collection, analysis and use

- Program planning, implementation and evaluation

- Program management, including budget

- Qualities of effective professional development for teachers

- Mentoring andfor coaching: obstacles and effective strategies

- Leadership, teamwork and collaboration

Writing Sample
During the written portion of your interview appointment, you can expect the following:

- A computer and printer with standard word processing software and someone available to answer any
technical questions about its operation. A dictionary and a thesaurus will also be available for your use.

- A specific topic for your response within the allocated 30-minute time period. Your response should be your
best possible work within the timeframe. However, the group will not expect it to be a finished product, but
rather one that you would give to someone else to do final formatting.

Teaching Segment
You will be expected to teach a segment of an adult learning session. Use the following to guide your lesson
planning:

- The 5 to 8 members of the panel will function as your adult learning group. They will expect that you will use
effective professional development strategies that will demonstrate your understanding of adult learning
theory.

- Fifteen (15) minutes will be allocated for your Teaching Segment. Thus, the group will understand that this
could be a portion of a longer session you might conduct.

- Your Teaching Segment should in some way demonstrate your knowledge of effective reading content.

- A chart rack and paper, marking pens, and overhead projector will be available for your use.

As you plan your lesson, please call to confirm any additional audio-visual equipment you may need.
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Imperial County Office Of Education
School Support Coordinator/California Math & Science
Partnership Grant -Curriculum Services Dept

BASIC FUNCTION:

The School Support Coordinator will provide leadership, training, and resources for schools to implement
standards and align curriculum, strategies and resources to increase achievement for all student subgroups,
including English Language Learners. The School Support Coordinator will provide technical assistance and
support for low performing schools, including use of data to identify effective strategies to address student
needs.

REPRESENTATIVE DUTIES:

- Assist school districts in the alignment of systems of support for curriculum, instruction and assessment to
achieve standards at least as rigorous as the California Content Standards and the California Standards for
the Teaching Profession.

- Provide technical assistance and link low performing schools to relevant resources for improvement in
California standards assessments and other achievement measures.

- Assist in developing systems of support to assist teachers in effectively addressing the needs of English
Language Learners.

- Collaboratively plan and implement strategies to increase achievement of all Imperial County students,
including English Language Learners, as a member of the ICOE School Support Team.

- Develop skills and resources to for educators to utilize adopted instructional materials effectively to address
grade level standards.

- Assist in the identification and/or development of assessments and with collection and use data effectively to
improve student achievement. _

- Serve as Project Director for the California Math and Science Partnership Grant providing oversight and
accountability.

- Provide technical assistance and link grant identified schools to relevant resources for improvement in
California standards assessments and other achievement measures.

- Recruit teachers of mathematics, pre-algebra, and algebra offering them intensive, supported training to
establish a model of professional development

- Participate in training and deliver and support it with teachers and administrators in the areas described in
the grant application, ie. AB 466, Lesson Study

- Plan and facilitate monthly meetings of the Advisory Committee

- Monitor and maintain the budget for the project working closely with business office staff

- Plan and facilitate an annual forum that includes business representatives and representatives of the
educational community in which they hold guided discussions related to mathematics, approaches to sharing
and maximizing resources, and opportunities for business and industry leaders to mentor math teachers

- Develop and maintain relationships with the Intern and Beginning Teacher Support and Assessment
Induction Programs, institutions of higher learning, and county professional development organizations

- Other duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES:

- Exemplary teaching in mathematics, including successful secondary experience
- Successful teaching of all students, including English Language Learners

- Ability to bring people together for collaborative work

- Effective written and oral communication skills in English; Spanish desirable

- Demonstrated leadership abilities

- Skill in data collection, display, and analysis or a willingness to learn this skill
- Capacity to mentor/coach other teachers

- Ability to crganize well

- An eagerness to learn

- Ability to work effectively as part of a team and to develop teamwork in others
- Understanding of school change theory

EDUCATION AND EXPERIENCE:
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- Minimum five years successful elementary and/or secondary teaching or counseling sxperience.

' Possession of a valid California teaching or Pupil Personnel Services credential.

- CLAD, BCLAD or other preparation for teaching second language learners.

- Administrative Credential and/or related experience highly desirable. Successful applicant must commit to

completion of an administrative credential.
- Possession of driver's license and minimum vehicle insurance required by law.
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Imperial County Office Of Education
School Support Coordinator-Educational Services

Basic Function:

The School Suppert coordinator will provide leadership, training, and resources for schools to implement
standards and align curriculum, strategies and resources to increase achievement for all student subgroups,
including English Language Learners. The School Support Coordinator will provide technical assistance and
support for low performing schools, including use of data to identify effective strategies to address student
needs.

Representative Duties:

Assist school districts in the alignment of systems of suppeort for curriculum, instruction and assessment to
achieve standards at least as rigorous as the California Content Standards and the California Standards for
the Teaching Profession.

Provide technical assistance and link low performing schools to relevant resources for improvement in
California standards assessments and other achievement measures.

Assist in developing systems of support to assist teachers in effectively addressing the needs of English
Language Learners.

Collaboratively plan and implement strategies to increase achievement of all Imperial County students,
including English Language Learners, as a member of the ICOE School Support Team.

Develop skills and resources to for educators to utilize adopted instructional materials effectively to address
grade level standards.

Assist in the identification and/or development of assessments and with collection and use data effectively to
improve student achievement.

Knowledge, Skills, and Abilities:

Demonstrated expertise in the use of California Content Standards for lesson design, delivery, and
assessment.

Successful teaching of all students, including English Language Learners
Ability to bring people together for collaborative work

Effective written and oral communication skills in English: Spanish desirable
Demonstrated leadership abilities

Skill in data collection, display, and analysis or a willingness to learn this skill
Capacity to mentor/coach other teachers

Ability to organize well

An eagerness to learn

Ability to work effectively as part of a team and to develop teamwork in others
Understanding of school change theory

Education and experience:
Minimum five years successful elementary and/or secondary teaching or counseling experience.

Possession of a valid California teaching or Pupil Personnel Services credential.

CLAD, BCLAD or other preparation for teaching second language learners.

Administrative Credential and/or related experience highly desirable. Successful applicant must commit to
completion of an administrative credential.

Possession of driver's license and minimum vehicle insurance required by law.

Submit three letters of recommendation, including one from a supervisor addressing your teaching expertise
and one from a teacher who can address your ability to mentor and lead others. Include a current resume with
your completed application and a cover letter outlining your experience with school improvement and
standards-based instruction. Candidates selected for an interview will also complete a writing sample and
present a 15-minute demonstration lesson.

Optional: Applicants may choose to bring portfolio items directly pertaining to this position.
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Attachments:
1.Application Form
2 Information regarding interview process and demoenstration lesson.

Departmental Addendum to Job description:
School Support Coordinator/Mathematics

Purpose: ,

In addition to the job description for School Support coordinator, this position will work with local school and
district personnel and facilitate development of resources to improve mathematics achievement for Imperial
County students. The Coordinator will provide leadership in the area of mathematics.

Additional representative duties:

Assist school districts in the alignment of curriculum, instruction and assessment to achieve mathematics
standards.

Provide relevant resource, including coaching and model lessons for schools targeting improvement in
mathematics.

Facilitate the K-16 Math Network to share information, develop expertise and leadership in mathematics, and
provide math professional development based upon teacher needs.

Participate in the Imperial County Office of Education California Math and Science Grant, the GATEWAY
project, and other appropriate grant implementation.

Provide direction and leadership to AB 466 mathematics sfaff development.

Work collaboratively with mathematics colleagues throughout the region and the state to provide leadership for
the improvement of mathematics instruction and achievement.

Assist schools in their efforts to implement higher-level mathematics classes and provide appropriate
interventions for students needing additionat support.

Provide assistance to school and districts as they work to become more successful with the CAHSEE.
Provide direction and assistance to schools in improving and monitoring the progress of their mathematics
programs.

Interview Process:

1. Writing Sample-Maximum 30 minutes. We well have available a dictionary, paper and pencil, printer,
computer and a person designated to assist you with any technical difficulties. You will be given a writing
prompt for your response just prior to the acfivity.

2. Facilitation of Learning-You will have 156 minutes (maximum) to facilitate a process of your choice. The
(approximately) five panel members will be participants for your activity, which should demonstrate both your
skills as a facilitator/trainer and your knowledge of a content area related to the position.

3. Interview-This portion of the process will last approximately 30 minutes and will include time for you to ask
any guestions you have regarding the position or the process of selection.

4. Portfolio-If you choose to bring other materials, plan to leave them with the panel at the time of the
interview. A portfolio or related materials is optional and will be returned within two weeks.
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Imperial County Office Of Education
School Support Coordinator, English Language Learners-
Curriculum Services

Imperial County Office of Education
Job Description

JOB TITLE: School Support Coordinator — English Language Learner
General Purpose:

The School Support Coordinator-English Language Learner, under the direct supervision of the Assistant
Superintendent Instructional Services, assists schools with the implementation of standards and development
of curriculum, strategies and resources to improve student achievement, especially English Language
Learners.

Duties and Responsibilities:

- Develop systems of support to assist teachers in effectively addressing the needs of English Language
Learners.

- Assist school districts in the alignment of curricuium, instruction and assessment appropriate for English
Language Learners.

- Coordinate with second language leaders to provide access to core content and research.

- Provide relevant resources, including coaching and model lessons, for low performing schools targeting
improvement in English l.anguage Learners.

- Collaboratively plan and implement strategies to increase achievement for English Language Learners as a
memberfleader of the ICOE School Support Team.

- Other duties as assigned.

Qualifications - Skills and Abilities:

- Successful instruction of English Language Learners

- Ability to bring people together for collaborative work

- Understanding of adult learning styles

- Effective written and oral communication skills; Spanish desirable.

- Demonstrated leadership abilities

- Capacity to mentor/coach other teachers

- Qrganizational skills

- Eagerness to learn

- Ability to work effectively as part of a team

- Knowledge of the California Standards for Reading/Language Arts and English Language Development.

Experience and Education:

- Minimum five years successfut teaching experience. Must possess a valid California teaching credential,
driver's license and minimum vehicle insurance required by law.

- CLAD, BCLAD or other preparation for teaching second language learners.

- Administrative credential preferred.

- Administrative experience desirable.
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imperial County Office Of Education
Academic Events Specialist

CLASS TITLE: ACTIVITIES SPECIALIST

BASIC FUNCTION:

Under the direction of an assigned supervisor, plan, organize, coordinate and implement student activities in
support of academic events for students in public, private and alternative education schools; coordinate related
communications information, schedules, facilities and promotional functions; assist with implementing the
mandates of the Williams and Valenzuela lawsuit settlements to include scheduling school site visits,
monitoring and meeting timelines, and collecting and compiling information for reporting purposes.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plan, organize, coordinate and implement operations and activities related to academic events for students in
public, private and alternative education schools; monitor, assess and adjust activities in response to student
needs; develop and implement related projects, goals, objectives, schedules, events and activities.

Serve as z liaison and cocrdinate communications, activities and information related to academic events
between County Office administrators, faculty, personnel, school districts, educational institutions, community
agencies, the public and various outside organizations; compose and distribute a variety of correspondence
and informational materials related to academic events.

Schedule, arrange, coordinate and implement a variety of academic events including science fairs, academic
decathlons, mock trails, history-social science competitions, job shadow days, art displays, fair booths and
math competitions; coordinate and oversee student participants; oversee the collection, assembly and display
of materials in support of art displays and other academic events.

Establish and maintain partnerships to facilitate and enhance participation in academic events and safety
programs; collaborate with community resources, educational organizations and others in developing and
providing events, programs and services for students; recruit student and community participants for academic
gvents. ‘

Prepare and develop letters, memos, forms and templates for various academic events, research, assemble,
compile and analyze a variety of technical data and information related to academic events and safety
programs; research and order customized awards of academic events.

Coordinate and arrange for newspaper advertisements and public service announcements to promote and
enhance student, schoot and business community participation in academic events; develop and coordinate
the distribution of promotional items and materials.

Develop, maintain and notify pariicipating schools, faculty and members of the community of academic events
schedules; reserve and arrange for the rental of facilities for academic events; coordinate and arrange room
set-ups; administer tests for the Academic Decathlon.

Schedule, coordinate and conduct meetings and awards banquets in support of academic events, arrange for
catering services for award banquets; order supplies, food items and drinks for student participants in
academic events; prepare and deliver oral presentations at academic events.

Provide consultation to faculty, staff, administrators, students, outside agencies and others concerning
academic events; respond to inquiries and provide detailed information concerning related standards,
practices, services, schedules, activities, goals, objectives, polices and procedures.

Compile information and prepare and maintain a variety of narrative and statistical records, reports and files
related to academic events, participants, scores, placements, contacts and assigned duties.

Prepare and coordinate billings and invoices for school participation in academic events; collect, process and
account for incoming monies; arrange for payments to the County for fees related to academic events.
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Assist with monitoring and implementation of the Williams and Valenzuela lawsuit mandates; Attend and
provide training to schools and districts to ensure that the mandates and guidelines of County Office of
Education (COE) monifored lawsuit settlements and met.

Notify schools and districts concerning the information and documentation necessary for the completion of
mandated reports required by the Williams and Valenzuela settlements; schedule school site visits within the
mandated timelines for reporting purpose in accordance with the lawsuit settlements; collect and maintain
documentation from school sites used to conduct the Williams and Valenzuela monitoring and visits.

Collect, compile, and maintain required data, documentation and information necessary for reporting purposes
as required by the Williams and Valenzuela lawsuits.

Assist with the monitoring of the Williams and Valenzuela settlement requirements for other COEs in the
southern California consortia.

Perform support duties for an assigned supervisor responsible for overseeing the Williams and Valenzuela
implementation and mandates.

Train and provide work direction and guidance to designed personnel; assign duties and review completed
work for accuracy and completeness.

Operate a variety of office equipment including a copier, fax machine, computer and assigned software; drive
a vehicle to conduct work.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEGDE OF:

Planning, organization, coordination and implementation of student activities in support of academic events for
students in public, private and alternative education schools.

Educational programs, services, standards, requirements and procedures related to academic events.
Local and State standards and requirements governing academic events.

Terminology, concepts, methods and procedures involved in coordinating academic events.

Diverse academic, socioeconomic, cultural, disability and ethnic backgrounds of County students.
Williams and Valenzuela lawsuit settlements mandates.

Williams and Valenzuela lawsuit settlement monitoring, data collection, and reporting requirements.
Policies and objectives of assigned programs and activities.

Oral and written communication skills.

Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.

Record-keeping and report preparation techniques.

Basic public refations technigues.

Public speaking techniques.

ABILITY TC:

Coordinate communications, information, schedules, facilities and promotional functions in support of
academic events.

Schedule, arrange, coordinate and implement a variety of academic events including science fairs, academic
decathlons, mock trails, history-social science competitions, job shadow days, art displays, fair booths and
math competitions.

Establish and maintain partnerships to facilitate and enhance participation in academic events.

Recruit student and community participants for academic events.

Prepare and develop letters, memos, forms and templates for various academic events.

Assure smooth and efficient delivery of assigned services.

Monitor and adjust activities in response to student needs.

Train, inform, and monitor schools and districts in accordance with the Williams and Valenzuela settlement
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mandates. :

Schedule, moniter, and meet timelines for school site visits as required by the Williams and Valenzuela
lawsuits.

Collect, compile, and maintain data and documentation necessary for Williams and Valenzuela mandated
reporting.

Communicate effectively both orally and in writing.

Establish and maintain cooperative and effective working relationships with others.

Operate a computer and assigned office equipment.

Determine appropriate action within clearly defined guidelines.

Meet schedules and lime lines.

Work independently with little direction.

Plan and organize work.

Prepare and maintain various narrative and statistical records, reports and files.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor's degree and three years educational experience working with
students, teachers and faculty including some experience with academic events and/or experience supporting
the implementation, monitoring, and reporting of an assigned program.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver's license.

WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting or standing for extended periods of time.

Hearing and speaking to exchange information and make presentations.
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Imperial County Office Of Education
Administrative Assistant Il

IMPERIAL COUNTY OFFICE OF EDUCATION

CLASS TITLE: ADMINISTRATIVE ASSISTANT I

BASIC FUNCTION:

Under the direction of an assigned Assistant Superintendent or the Deputy Superintendent, perform a variety
of complex secretarial and administrative assistant duties to relieve the administrator of administrative and
clerical detail; plan, coordinate and organize office activities and coordinate flow of communications and
information for the administrator; prepare and maintain a variety of manual and automated records and reports
related to assigned activities.

DISTINGUISHING CHARACTERISTICS:

The Administrative Assistant Il classification provides primary and complex administrative support to an
Assistant Superintendent or the Deputy Superintendent. Incumbents require thorough knowledge of
organizational operations, policies and procedures and assigned depariment or programs. The Administrative
Assistant | classification performs varied and responsible administrative assistant duties requiring thorough
understanding of a program or functional area. Incumbents provide primary administrative support to a
Director or Director-leve! administrator.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Perform a variety of complex secretarial and administrative assistant duties to relieve the administrator of
administrative and clerical detail; serve as primary secretary to the assigned administrator; plan, coordinate
and organize office activities and coordinate flow of communications and information; assure smooth and
efficient office operations; assure related functions comply with established laws, rules, regulations, policies
and procedures.

Serve as ligison between the Assistant or Deputy Superintendent and staff members, school districts, public
agencies and the general public; receive, screen and route telephone calls; greet and assist visitors; refer
callers or visitors to appropriate staff members; take and relay messages; respond to requests, complaints and
questions from officials, staff and the public, representing the Assistant or Deputy Superintendent by phone
and written communication; interpret policies and regulations to officials, staff and the public.

Compile information and prepare and maintain a variety of records, logs and reports related to programs,
students, attendance, staff, projects and assigned duties; establish and maintain filing systems; revise, verify,
proofread and edit a variety of documents.

Input a variety of data into an assigned computer system; establish and maintain automated records and files;
initiate queries, develop spreadsheets, manipulate data and generate various computerized lists and reports
as requested; assure accuracy of input and cutput data.

Compose, independently or from oral instructions, note or rough draft, a variety of materials such as inter-
office communications, forms, letters, memoranda, bulletins, agenda items, labels, flyers, posters, charts,
requisitions, handbooks, newsletters, brochures, certificates, contracts and other materials; format materials to
meet program and office needs.

Research, compile and verify a vafiety of data and information; compute statistical information for various

federal, State and local reports as necessary, assure mandated reports are completed and submitted to
appropriate agency according to established time lines.
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Distribute, collect, process and evaluate a variety of forms and applications related to assigned functions;
duplicate and distribute malerials as needed.

Coordinate, schedule and attend a variety of meetings, workshops and special events; prepare and send out
notices of meetings; compile and prepare agenda items and other required information for meetings,
workshops and other events; set up equipment and supplies for meetings and other events as needed; take,
transcribe and distribute minutes as directed.

Monitor and maintain designated budgets and assure assigned accounts are accurate and expenditures are
within federal or State requirements; compile data for budget preparation and assist in the planning and
development of program budgets; research, track and resolve discrepancies.

Perform special projects and prepare various forms and reports on behalf of the assigned administrator; attend
to administrative details on special matters as assigned.

Prepare and maintain a variety of complex lists and records including those of a confidential nature; establish
and maintain filing systems.

Communicate with personnel and various outside agencies to exchange information, request and provide
materials, coordinate activities and resolve issues or concerns.

Operate a variety of office equipment including a calculator, copier, fax machine, typewriter, computer and
assigned software; arrange for equipment repairs as needed.

Receive, open, sort, screen and distribute incoming mail; compose replies independently or from oral direction.

Maintain appointment and activity schedules and calendars; coordinate travel arrangements and hotel
reservations as necessary; process reimbursement claims; reserve facilities and equipment for meetings and
other events as needed.

Monitor inventory levels of office and designated supplies; order, receive and maintain appropriate levels of
inventory as required; prepare, process and code purchase orders and invoices as assigned, arrange for
billings and payments as directed.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Organizational operations, policies and objectives.

Policies and objectives of assigned programs and activities.

Applicable laws, codes, regulations, policies and procedures.
Record-keeping and filing techniques.

Business letter and report writing, editing and proofreading.

Telephone techniques and etiquette.

Methods, procedures and terminology used in clerical accounting work.
Modern office practices, procedures and equipment.

Correct English usage, grammar, spelling, punctuation and vocabulary.
Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.

Oral and written communication skills.

Record retrieval and storage systems.

Basic public relations techniques.

Mathematic calculations.

ABILITY TO:

Perform a variety of complex secretarial and administrative assistant duties to relieve the administrator of
administrative and clerical detail.
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Plan, coordinate and organize office activities and coordinate fiow of communications and information for the
administrator.

Assure smooth and efficient office operations.

Interpret, apply and explain laws, codes, rules, regulations, policies and procedures.

Compile and prepare comprehensive reports concerning a broad spectrum of subject matter.
Compose effective correspondence independently.

Perform a variety of clerical accounting duties in support of assigned depariment or program.
Answer telephones and greet the public courteously.

Complete work with many interruptions.

Maintain a variety of records, logs and files.

Utilize a computer to input data, maintain automated records and generate computerized reports.
Establish and maintain cooperative and effective working relationships with others.

Meet schedules and time lines.

Work independeantly with little direction.

Communicate effectively both orally and in writing.

Determine appropriate action within clearly defined guidelines.

Add, subtract, muitiply and divide with speed and accuracy.

EDUCATION AND EXPERIENCE:

Any combination equivalent to; graduation from high school supplemented by college level course work in
secretarial science or refated field and four years of clerical or secretarial experience involving frequent public
contact.

WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
Constant interruptions.

PHYSICAL DEMANDS:

Hearing and speaking to exchange information in person or on the telephone.
Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting or standing for extended periods of time.

Bending the waist, kneeling or crouching to file and retrieve materials.
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Imperial County Office Of Education
Bookkeeper-Educational Services

The Job of "Educational Services Bookkeeper" is done for the purposefs of maintaining and reporting accurate
budgets and records; providing necessary information; ensuring allocations are accurate, related revenues are
generated and updated expenses are reported.

Representative Duties:

Analyzes budgets throughout the fiscal year for the purpose of alfocating, transferring fund, and making other
necessary changes to obtain accurate year-end balances.

Audits discrepancies of financial information and/or documentation for the purpose of ensuring accuracy and
adherence to procedures.

Coordinates assigned Educational Services programs for the purpose of collecting documentation to meet
deadlines and complying with county, state and federal guidelines.

Establishes preliminary budgets for the fiscal year for the purpose of providing sufficient fund in all accounts.
Implements procedures and internal controls for the purpose of maintaining and reporting accurate records.
Informs personnel regarding various procedures and program requirements for the purpose of providing
necessary information for making decisions, taking appropriate action and/or complying with established fiscal
guidelines.

Maintains necessary fiscal files and bookkeeping records (e.g. accounts payable, accounts receivable, payroll,
contracts, income, leases, etc.) for the purpose of providing an up-to-date reference and audit trail for
compliance.

Monitors fund balances of all programs and related financial activity (fiscal contracts, grants applications,
board approvals, income, etc.) For the purpose of ensuring that allocations are accurate, related revenues are
generated, expenses are within budget limits and/or fiscal practices are followed.

Prepares documentation (e.g. fiscal and statistical reports, schedule, correspondence, etc.) for the purpose of
providing written support and/or conveying information.

Presents fiscal program information to appropriate Assistant Superintendent, to ICOE business department
and to others designated by Resource Development Coordinator for the purpose of conveying required
information.

Process all fiscal information {monthly, quarterly, annually) for the purpose of reporting information, authorizing
final action and complying with accounting requirements.

Procures equipment, supplies and services for Educational Service Programs for the purpose of obtaining best
value and staying within budget and grant requirements.

Reconciles account balances for Educational Services (e.g. business office/curriculum, etc.) For the purpose
of maintaining accurate account balances, transferring funds, and complying with accounting policies,
practices and/or regulations.

Respond to inquiries (written and verbal) for the purpose of providing information on fiscal statistics.

Assists other personnel as may be required for the purpose of supporting them in the completion of their work
activities.

Provides training and guidance for temporary employees for the purpose of ensuring assignments are
completed appropriately.

Knowledge, Skills, and Abilities:
Experience Required: Two years prior job related experience or higher educations in
accounting/bookkeepingfbusiness.

Education and Experience:
High School diploma or equivalent driver License and evidence of insurance, Criminal Justice Fingerprint
Clearance; Tuberculosis Screening.
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Imperial County Office Of Education
Clerical Assistant |

BASIC FUNCTIONS:

Under the direction of an assigned supervisor, perform routine clerical duties including filing, keyboarding and maintaining
records.

DISTINGUISHING CHARACTERISTICS:

Clerical Assistant | incumbents perform routine clerical support duties such as filing, keyboarding and maintaining
records. The Clerical Assistant Il classification is the experienced - level classification of the series. Incumbents perform
more varied clerical and keyboarding duties and provide general clerical support in an assigned office or area. The
Clerical Assistant Il ctassification is the advanced-level classification of the series. Incumbents perform complex and
responsibie clerical duties involving the operation of computer terminals, word processing and transcription equipment.
Incumbents may provide sole clerical support in an office, serve in a lead capacity over other clerical personne! or provide
complex, specialized clerical support in an assigned department.

REPRESENTATIVE DUTIES:

Perform various clerical duties such as posting records, answering telephones and securing information form clearly
indicated sources.

Perform receptionist duties for an office or department; provide information and directions; refer callers and visitors to
appropriate personnel.

Maintain records, logs and files in an assigned office; locate materials and information in records and files as required.
Distribute application for services and other departmental forms; assist the public in completing required forms.
Keyboard and proofread written material such as reports, letters and contract; prepare and distribute various documents,
letters and reports as directed.

Receive, sort and distribute incoming mail.

Operate a copier to duplicate information; package and distribute completed copies.

Operate office equipment machinery such as calculator, copier and computer terminal.

Assistant or substitute for other clerical personnel as required.

perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNCWLEDGE OF:

Modern office practice, procedures and equipment.

Record-keeping techniques.

Correct English usage, grammar, spelling, punctuation and vocabulary.
Oral and written communication skills.

Telephone technigues and etiquette.

ABILITY TO:

Perform clerical duties such as filing, duplications, keyboarding and maintaining routine records.
Answer telephones and greet the public courteously.

Learn to operate computer terminals, word processors and other office equipment.

Add, subtract, multiply and divide.

Understand and follow cral and written directions.

Maintain routine records and files including alpha, numeric and chronological records.
Communicate effectively both orally and in writing.

Keyboard at an acceptable rate of speed.

Establish and maintain cooperative and effective working relationships with others.

EDUCATICON AND EXPERIENCE:
Any combination equivalent to: sufficient training and experience to demonstrate the knowledge and abilities listed above.

WORKING CONDITIONS:
Office environment.
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Imperial County Office Of Education
Clerical Assistant I

BASIC FUNCTION: Under the direction of an assigned supervisor, perform a variety of clerical and
keyboarding duties in an assigned area or office; provide information and assistance to others as required.

DISTINGUISING CHARACTERISTICS: The Clerical Assistant || classification is the experienced-level
classification of the series. Incumbents perform more varied clerical and keyboarding duties and provide
general clerical support in an assigned office or area. The Clerical Assistant |ll classification is the advanced-
level classification of the series. Incumbents perform complex and responsible clerical duties involving the
operation of computer terminals, word processing and transcription equipment. Incumbents may provide sole
clerical personnel or provide complex, specialized clerical support in an assigned department. Clerical support
duties such as filing, keyboarding and maintaining records.

REPRESENTATIVE DUTIES: Perform a variety of clerical duties such as posting records, making arithmetic
computations and compiling and recording information from clearly indicated sources. Keyboard
correspondence, memoranda, reports, requisitions, forms and other documents; proofread and edit written
materials as required. Answer telephones and greet office visitors; provide information and assistance to
callers, take messages, or refer calls or visitors to appropriate personnel; receive, sort and distribute mail.
Provide information and services to other County departments and personnel, various outside agencies and
organizations and the general public.

Prepare and maintain a variety of records, logs and files; locate materials and information in records and files
as required. Collect fees and payments for departmental services; prepare receipts and maintain related
records; prepare cash for bank deposit according to established procedures. Reserve places for meetings and
conferences: make travel and room reservations as required. Operate a computer terminal or microcomputer
to enter date and update information; generate lists and reports as requested. Duplicate information; package
and distribute completed copies. Operate office equipment such as calculator, transcription equipment, copier,
word processor and computer equipment. Order and maintain adequate stock of office supplies as assigned.
Train and provide work direction to student assistants. Assist or substitute for other clerical assistant | or ||
personnel as required. Perform related duties as assigned.

KNOWLEDGE AND ABILITITES:

KNOWLEDGE OF:

Modern office practices, procedures and equipment.

Interpersonal skills using tact, patience and courtesy.

QOperation of office and computer equipment.

Telephone technigues and etiquette.

Record-keeping techniques.

Correct English usage, grammar, spelling, punctuation and vocabulary.
Oral and written communication skilis.

ABILITY TO:

Learn the policies, procedures, activities and programs of an assigned area or office quickly and accurately.
Perform clerical duties of above-average difficulty.

Operate office equipment and machinery such as calculator, transcription equipment, copier, and word
processor and computer equipment. Add, subtract, multiply and divide quickly and accurately. Understand and
follow oral and written directions. Maintain records and files including alpha, numeric and chronological
records. Communicate effectively both orally and in writing. Keyboard at an acceptable rate of speed.
Establish and maintain cooperative and effective working relationships with others. Respond to the public with
courtesy and tact.

EDUCATION AND EXPERIENCE:

Any combination equivalent to:

One year experience at the level of an Office Assistant I.
Keyboard 45 wpm

LICENSES AND OTHER REQUIREMENTS:
Some positions in this classification may be required to possess a valid California driver's license.
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WORKING CONDITIONS:
Office environment.

hitp://www.edjoin.org/jobDescription.aspx?description] D=11492 6/8/2010



EDJOIN Job Description / Essential Elements Page 1 of 1

Imperial County Office Of Education
Clerk Typist |

Job Purpose Statement/s: The job of "Clerk Typist | (Entry Level)" is done for the purpose/s of responding to
inguires, processing documents, ensuring availability of space and resources.

Essential Job Functions:

.h Coordinates schedules (i.e. meetings, room schedules, etc.) for the purpose of ensuring availability of
space.

,h Maintains equipment, supplies for the purpose of ensuring availability of resources.

,h Maintains various information, files and records (i.e. student files, supply inventory, etc.) for the purpose of
providing an up-to-date reference and refiable information.

,h Processes documents and materials (i.e. schedules, agendas, mail, etc.) for the purpose of disseminating
information to appropriate parties.

,h Processes mail and supplies for the purpose of distributing items to appropriate parties.

,h Responds to inquiries of staff, the public, parents andfor students for the purpose of providing information
andfor direction as may be required in person and by phone.

Other Job Functions:

,h Assists other personnel as may be required for the purpose of supporting them in the completion of their
work activities.

,h Handles funds for the purpose of processing student fees, sale of products, etc.

Job Requirements - Qualifications:

.h Experience Required: Prior job related experience.

,h Skills, Knowledge and/or Abilities Required:

.h

Skills to operate standard office equipment including use of software applications appropriate to assignment,
use English in both written and verbal form, use correct spelling, grammar and punctuation, use relevant
education codes, federal, state and county policies, apply problem solving techniques, maintain records, apply
basic financial and statistical record keeping.

Knowledge of math at a level to add, subtract, multiply and divide including fractions and percents; of language
at a level to read safety rules, instructions, procedures, etc. and/or writes reports and/or speaks before
audience; to reason at a level to apply common sense understanding to carry out instructions in written, oral
and/or diagrammatic form.

Abilities to sit for prolonged periods, influence people in their opinions, attitudes and judgments, deals with
people beyond receiving work and instructions, make judgments and decisions, perform a variety of duties
involving frequent changes of tasks, aptitudes, techniques, procedures, efc., attains precise set limits,
tolerances and/or standards.

Significant physical abilities include reaching/handling/fingering, talking/hearing conversation, near visual
acuity/visual accommodation.

,h Education Required: High School diploma or equivalent.

,h Licenses, Certifications, Bonding, and/or Testing Required: Criminal Justice Fingerprint Clearance,
Tuberculosis Screening, Valid Drivers License and Evidence of Insurability.
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Imperial County Office Of Education
Early Reading First Literacy Coaches-Curriculum

BASIC FUNCTION:

Under the direction and supervision of an assigned supervisor, the Early Literacy Coach will work with Early
Reading First classroom teachers to support the full implementation of the literacy curriculum, assessment,
professional development and other programs as necessary.

REPRESENTATIVE DUTIES:

- Provide support and assistance to all classroom teachers in the full and skillful implementation of the
Scholastic Early Childhood Program

- Provide staff development to ensure that teachers are knowledgeable about the program components and
understand the instructional design

- Conduct demonstration lessons to ensure that all teachers have been trained and are using the instructional
materials as designed

- Assist teachers in building an interactive and language rich environment focused on the content and learning
strategies embedded in the program

(Room arrangement, class management, etc...)

- Assess students using mandated assessment tools

- Evaluate student performance for the purpose of providing feedback to the teachers (and director) for the
purpose of improving classroom instruction

- Conduct classroom observations and provides “next step” support for all teachers

- Identify appropriate instructional strategies and interventions to improve student achievement for all students
including English learners, Standard English leamers, students enrolled in Special Education Programs, and
students with diverse learning needs

- Assist teachers in preparation and pacing of instruction (curriculum planning)

- Facilitate weekly collaborative teacher/Early Reading First Director meetings to assist in the analysis and
utilization of assessment data to improve student achievement and articulation meetings with kindergarten
teachers

- Assist teachers in setting goals for improved instruction

- Prepare and submits documents, records and reports as directed

- Attend planning meetings, site supervisor meetings and trainings as directed

- Respond to inquiries to staff for the purpose of providing information as required

- Perform related duties as assigned

KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of.

- Reading components of language acquisition, expertise in pre-literacy skills, scientifically-based reading
research, and knowledge of Reading First program in local school districts.

- Math at a level to add, subtract, multiply and divide including fractions and percents

- Language at a level to read periodicals, dictionaries and /or write business letters, reports and/or speaks in
relation to panels, anfor extemporaneously on a variety of subjects

- Reason at a level to apply principles of logical or scientific thinking to solve practical problems and/or
interpret a variety of furnished instructions.

Ability to:

- Perform basic statistical recordkeeping; to apply curriculum and assessment policies and practices

- Use English in both written and verbal form,

- Maintain records to manage programs

- Operate standard office equipment

- Apply procedures including relevant education codes, health codes, state, federal and district policies.
- Speak, read and write fluently in English and Spanish

- Direct, control or plan activities of others

- Perform a variety of duties involving frequent changes of tasks, aptitudes, techniques, procedures
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EDUCAT[ON AND EXPERIENCE:

- Bachelor of Arts: Child Development and core courses or Elementary Education, early literacy expertise in
pre-k through third grade

- Valid Califernia Teaching Credential

- 3 years experience at site Director or Site Supervisor or commensurate experience teaching reading to
young children

LICENSES, CERTIFICATIONS, BONDING, AND / OR TESTING REQUIRED:

- Criminal Justice Fingerprint Clearance, Tuberculosis Screening, Valid Drivers License and Evidence of
Insurability. :
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Imperial County Office Of Education
Early Reading First Literacy Coordinator

Page 1 of 3

BASIC FUNCTION:

Under the direction of an assigned administrator, plan, organize, coordinate and
implement the educational services, training activities, instructional resources and
support functions of an assigned subject area or instruction-related program for local
school districts to enhance student learning and achievement; provide consultation and
staff development activities to administrators, staff and faculty to enhance the educational
effectiveness of assigned subject area or program.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plan, organize, coordinate and implement the educational services, professional
development activities, instructional resources and support functions of an assigned
subject area or instruction-related program for local school districts to enhance student
learning and achievement; monitor, evaluate and adjust activities in response to the
instructional needs of local school districts and students.

Provide consultation and technical assistance to school district faculty, administrators,
staff and others concerning assigned subject area or instruction-related program; respond
to inquiries and provide detailed and technical information concerning related services,
standards, requirements, principles, practices, techniques, laws, codes, regulations,
initiatives, policies and procedures.

Design, develop, implement, coordinate, conduct and follow up to provide staff
development activities for faculty, staff and administrators concerning assigned subject
area or instruction-related program as directed; prepare and deliver oral presentations and
explain related content, curriculum, principles, theories, standards, guidelines,
requirements, practices, procedures and technigues.

Coordinate activities and provide training and assistance to enhance faculty and
administrative understanding of educational practices, instructional material guidelines
and requirements, curriculum standards, assessment tools and instructional strategies.

Assist school districts with assuring instructional activities are aligned with established
curriculum, assessment and accountability requirements; refer districts to appropriate
educational resources; participate in the development and implementation of curriculum
standards as directed.

Serve as a liaison and coordinate communications, activities and information related to
assigned subject area or instruction-related program between County Office
administrators, personnel, school districts, outside organizations and the public; establish,
support, facilitate and maintain partnerships.

Assure adequate materials and resources to meet school support service needs; order and
maintain adequate inventory levels of training and various other materials as required,
coordinate and arrange services as needed; assist with recruitment activilies as assigned,
organize and distribute training materials as directed; prepare and set up for training
activities and other events.

Provide direction to school leadership teams through professional development coaching,
mentoring, and serving as a content expert to assist schools and districts with initiatives
focused on improving student achievement.

Monitor and evaluate the educational effectiveness of assigned subject area or program
services; develop and implement strategies and training activities to enhance educational
effectiveness and student learning related to assigned subject area or program services in
local school districts.
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Assist in the development and preparation of annual preliminary budgets for assigned
subject area or instruction-related program as assigned by the position; review and
evaluate budgetary and financial data; control and authorize expenditures in accordance
with established limitations.

Participate in researching, obtaining and maintaining grants and other funding sources for
assigned programs and school support services as assigned; assist with implementing
grants and assuring compliance with related requirements as directed.

Maintain current knowledge of educational methods, practices and standards related to
assigned subject area or program and related laws, codes, regulations, policies and
procedures; assist school districts with modifying services to assure compliance with
standards and requirements.

Compile, review and analyze a variety of technical data and information related to
assigned subject area or instruction-related program.

Prepare and maintain a variety of records and reports related to programs, budgets, school
support, partnerships, meetings and assigned activities; prepare and develop proposals as
required.

Operate a variety of office equipment including copiers, projectors, audio-visual
equipment and assigned software.

Drive a vehicle to conduct work; visit sites and classrooms to monitor educational
activities and provide technical advice concerning assigned subject area or program and
related services.

Train and provide work direction and guidance to assigned personnel as required.

Attend and participate in a variety of meetings, conferences, in-services and committees
as directed.

OTHER DUTIES:
Perform related duties as assigned.

EARLY READING FIRST LITERACY OPTION:

Provide support, assistance, and resources to preschool and kindergarten teachers to support the full
implementation of the Early Reading First program components encompassing curriculum, assessment, ,and
professional development focused on literacy and other programs as necessary.

Assist with enhancing teacher and personnel implementation of the Reading First program in local preschools
including reading components for language acquisition, pre-literacy skills, and scientifically-based reading
researched teaching strategies.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization, coordination and implementation of the educational services,
training activities, instructional resources and support functions of an assigned subject
area or instruction-related program.

Principles, theories, standards, practices, strategies and procedures involved in enhancing
student achievement.

Practices, procedures and techniques involved in the development and implementation of
staff development activities.

Curriculum standards, interpretation and application in assigned subject area or
instruction-related program.
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Instructional technigues and strategies related to assigned subject area or program.
Educational services, standards, requirements, principles, practices, techniques, theories
and procedures related to assigned subject area or instruction-related program.

Local, State and federal standards and requirements governing assigned subject area or
program.

Pclicies and objectives of assigned programs and activities.

Oral and written communication skills.

Basic budget preparation and control.

Applicable laws, codes, regulations, policies and procedures.

Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.

Public speaking techniques.

ABILITY TO:

Plan, organize, coordinate and implement the educational services, training activities,
instructional resources and support functions of an assigned subject area or instruction related program for
local school districts to enhance student learning and achievement.

Provide consultation and technical assistance to school districts concerning assigned
subject area or program and related content, standards, requirements, principles,
practices, techniques and procedures.

Design, develop, implement and conduct training and staff development activities for
faculty, staff and administrators concerning assigned subject area or program.
Prepare and deliver oral presentations.

Develop and implement strategies and training activities to enhance educational
effectiveness and student learning related to assigned subject area or program in local
school districts.

Interpret, apply and explain laws, codes, regulations, policies and procedures.
Communicate effectively both orally and in writing.

Establish and maintain cooperative and effective working relationships with others.
Operate a computer and assigned office equipment.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and time lines.

Work independently with little direction.

Plan and organize work.

Prepare and maintain various records, reports and files.

EDUCATION AND EXPERIENCE:
Any combination equivalent to; master's degree in education or related field and five
years educational experience related to assigned subject area or program.

LICENSES AND OTHER REQUIREMENTS:
Valid Administrative Services Credential.
Valid California driver's license.

WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting or standing for extended periods of time.

Hearing and speaking to exchange information and make presentations.
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Imperial County Office Of Education
Program Manager

Job Description: Serves as a Program Manager by monitoring, interpreting, implementing, and coordinating a
variety of program activities and providing technical assistance to Project Coordinater in meeting the
requirements of the project. Serves under the supervision of the Project Coordinator and according to the
policy and procedures established by project and any related rules and regulations. Serves as a cooperative
member of the project team.

Duties and Responsibilities:

Prepare and submit required reports to appropriate agencies.

Monitor budgets, expenditures, and financial needs for Project and related areas.
Process payments and reimbursements in accordance with project guidelines.
Establish and maintain positive refationships with the community and local project partners.
Produce related publications as required.

Update related project communications, e.9.\Project Web Page, bulletins, etc.
Coordinate and prepare materials and notices for meetings.

Collect data for project evaluation and reporting needs.

Provide the technical support for project committees and any advisory groups.
Complete necessary arrangements for professional development activities.
Maintain the records and documents pertaining to the project.

Serve as ICOE/project representative at community meetings as needed.
Coordinate the organization of project reports and alternative funding applications.
Present program information to the public as needed.

Develop forms, letters and memos to effectively operate the program.

Other related duties as assigned.

Qualifications:

Basic procedures, methods and techniques of budget preparation and control.

Basic operations services and activities of the project.

Model professionalism and maintain confidentiality.

Ability to complete a variety of complex tasks with little to no supervision.

Ability and desire to establish and maintain positive relationships with educators and business leaders from the
community.

Demonstrated ability to effectively communicate orally and in written form with correctness and precision.

Experience and Education:

College degree or significant experience in organizing similar projects.

Demonstration of proficiency in reading and writing in English and in Mathematics,
Driver's license and minimum vehicle insurance required by law.

Three years of increasingly responsible experience in organizing, reports and/or events.

Include a current resume with your completed application. Candidates selected for an interview will also
complete a writing sample, and will be tested for proficiency on common computer programs, email and
Internet use.

hitp://www.edjoin.org/jobDescription.aspx?descriptionlD=7179 6/8/2010
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Imperial County Office Of Education
Resource Development Specialist

The Resource Development Specialist, under the direct supervision of the Assistant Superintendent,
Educational Services, will facilitate and oversee the collaborative development of ICOE grant funding
applications and will develop relationships and information resources supportive of the Imperial County Office
of Education mission and goals.

Duties and Responsibilities:

Facilitate and coordinate different agencies and interna! departments working together on grants.

Research available, appropriate funding sources.

Maintain data and resources, including master file of sample successful grants.

Monitor and review work of internal and external grant writers.

Establish relationships and collaborative agreements with outside agencies and among internal departments.
Lead evaluation process for identified grants.

Develop tools, charts, including tables and other graphics, for data analysis.

Function as leader or member/coach for grant writing teams.

Monitor, review and evaluate grants and grant writing processes.

Conduct assessments to identify priority needs and to collect baseline data.

Facilitate Grants Committee input and decision-making processes.

Network with state, federal and private fenders to establish relationships supportive to successful grant writing.
Facilitate development of priority list for grants development process.

Coordinate the development of priority list for grants development process.

Coordinate the development and implementation of a communications plan.

Qualifications-Skills, Abilities and Experiences:

Research skills, including Internet access and searches.

Ability to bring people together successfully for the purpose of collaborative work.

Effective communication with a wide variety of agencies.

Experience In grant and budget development.

Understanding of evaluation design, including qualitative and guantitative measures.

Understanding of broad perspective of funding sources, both public and private, and categorical program.
Proficient use of English in both written and verbal forms.

Inquiry, listening and group facilitation skills.

Ability to identify needed information, collect data and use it to develop proposals and create purposeful
graphic displays.

Presentation skills, especially as they relate to successful packaging of grant applications.
Qrganizational skills.

Excellent writing and editing skills.

Computer skills, including merges of word processing, graphics, data bases and spreadsheets.

Education:

Bachelor's degree from an accredited institution of higher learning.

Master's Degree preferable.

Possess valid California driver's license and current auto liability insurance on vehicle.

Submit three letters of recommendation and a resume with the application. Candidates selected for an
interview will be required to present a 20-minute demonstration lesson.

http://www.edjoin.org/jobDescription.aspx?descriptionID=7200 6/8/2010
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Imperial County Office Of Education
Resource Development Coordinator-Curriculum Services

BASIC FUNCTION:

The Resource Development Coordinator, under the direct supervision of an Assistant Superintendent, facilitate
and oversee the collaborative development of ICOE grant funding applications and will develop relationships
and information resources supportive of effective proposals.

REPRESENTATIVE DUTIES:

Facilitate and coordinate different agencies and internal departments working together on grants

Research available, appropriate funding sources

Oversee maintenance of data and resources, including master file of sample successful grants

Monitor and review work of internal and external grant writers

Participate as member of team charged with ICOE resource development, with commitment to collaborative
work and cross-training for team effectiveness

Collaborate to establish evaluation rescurces and models

Establish relationships and collaborative agreements with outside agencies and among internal departments
Maintain evaluation data from existing grants

Function as leader or member/coach for grant writing teams

Monitor, review and evaluate grants and grant writing processes

Conduct assessments to identify priority needs and to collect baseline data

Collaborate with team members to facilitate Grant Committee input and decision-making processes
Network with state, federal and private funds to establish relationships supportive to successful grant writing
Facilitate development of priority list for grants development process

Other duties as assigned

KNOWLEDGE. SKILLS. AND ABILITIES:

Research skills, including Internet access and searches

Ability to bring people together successfully for the purpose of collaborative work

Effactive communication with a wide variety of agencies

Experience in grant and budget development

Understanding of evaluation design, including qualitative and quantitative measures

Understanding of broad perspective of funding sources, both public and private, and categorical programs

Proficient use of English in both written and verbal forms, including technical writing appropriate for grant
applications

Inquiry, listening and group facilitation skills

Ability to identify needed information, collect data and use it to develop proposals and create purposeful
graphic displays

Presentation skills, especially as they relate to successful packaging of grant applications

Organizational skills

Excellent writing and editing skills

Computer skills, including merges of word processing, graphics, data bases and spreadsheets

EDUCATION AND EXPERIENCE:

Preferred experience and understanding about COE's or schools

Possess a Bachelors Degree

Possessicon of a valid license and minimum vehicle insurance required by law.

Submit three letters of recommendation. Please also include a current resume with the application. Candidates
selected for an interview will alsc complete a writing sample and facilitate a 20-minute simulation of an input
meeting of 5-6 participants for grant development. (Assume you are facilitating the initial meeting of 5-6
representatives from ICOE departments collaborating to develop a grant for school-to-career activities for high
school students.) Bring copies of 2 or more grant applications for which you have had major responsibility.

hitp://www.edjoin.org/jobDescription.aspx ?descriptionID=19055 6/8/2010
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Enclosures:
1. Application Form
2. Information regarding interview process

http://www.edjoin.org/jobDescription.aspx?descriptionI D=19055 6/8/2010
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Imperial County Office Of Education
Student Support Specialist - Educational Services - GEAR
UP

BASIC FUNCTION:

Under the direction of the Program Coordinator, plan, organize, ¢oordinate and implement the operations,
activities, educational services and support functions of assigned programs and services; coordinate
communications, resources and information to meet student needs, enhance student academic performance
and assure smooth and efficient program and service activities, including coordination of Student Support
Ccaches, suppoerting Program activities in partner schools and the collection of student activity data in
Program partner schools in order to be compliant with grant requirements.

ESSENTIAL DUTIES:
Coordinate and monitor activities of the Student Support Coaches to ensure that Program objectives are being
met and that coaches are effectively performing assigned duties.

Provide and participate in training for Student Support Coaches, conduct coaches’ meetings and assist with
problem solving, evaluate the progress of coaches using the designated evaluation tool, and counsel with
coaches to improve performance; model and assist Coaches as they practice new presentations for their
schools.

Provide leadership and coordinate program activities in partner schools, to include parent involvement
activities scheduled at times to ensure maximum attendance; schedule and attend school site coordination
meetings; coordinate trainings and conferences for parents and students related to program objectives;
moenitor, assess and adjust activities in response to student needs.

Conduct Program-related presentations and workshops with parents and students on a variety of subjects;
train Coaches, district and school staffs on Program-specific initiatives.

Develop, prepare and distribute presentation, training and informational materials; prepare and process a
variety of documents, forms and applications as required.

Collect student activity data in partner schools in order to be compliant with Program requirements; maintain
and improve systems of data collection for completion of documents by students and parents, including ways
to help students meet deadlines.

Perform duties in the collection of any required Cost-Share documentation, e.g. identification of appropriate
cost-share items, tracking and managing progress of school contributions, and providing progress reports o
Program Coordinator.

Act as Student Support Coach for small schools, completing an action plan with each student, meeting with
parents, organizing and completing Program parent events, and collecting student level data; assist students
with the decision-making process regarding future personal and educational plans.

Serve as a liaison and coordinate communications, activities and information related to assigned programs
and services within Imperial County Office of Education and with a variety of outside organizations, students,
parents and the public; coordinate, schedule and arrange meetings, conferences and events in support of
assigned programs and services; communicate regularly with PROGRAM partners to coordinate effective
service delivery; respond to inquiries and provide detfailed and technical information concerning related
standards, strategies, requirements, practices, services, activities, goals, objectives, laws, codes, regulations,
polices and procedures.

Coordinate communications, resources and information to meet student needs; assist in the development and
implementation of program and service projects, plans, strategies, goals, objectives, systems, schedules,
events and activities; assure proper and timely resolution of issues and confiicts related fo assigned services;
collaborate as directed with community resources, educational organizations and others to identify appropriate
community resources and services for students and families.

)Operate a variety of office equipment including a copier, fax machine, computer and assigned software; drive

http://www.edjoin.org/jobDescription.aspx?description] D=44132 6/8/2010
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a vehicle to conduct work.

Participate in researching, obtaining and maintaining grants and other funding sources for assigned programs
and services as required; assist in assuring assigned programs and services comply with established grant
specifications and requirements and related goals and objectives.

OTHER DUTIES;
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization, coordination and implementation of the cperations, activities, educational services and
support functions of assigned programs and services.

Educational programs, services, standards, reguirements and procedures related to assigned programs and
services.

Practices, procedures and techniques involved in the development and implementation of program and service
projects, plans, strategies, goals, objectives, systems, calendars, events and activities.

Local, State and federal standards and requirements governing assigned programs and services.
Terminclogy, concepts, methods and procedures involved in coordinating assigned services.

Diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of County students.

Policies and objectives of assigned programs and activities.

Cral and written communication skills.

Applicable laws, codes, regulations, policies and procedures.

Interpersonal skills using tact, patience and courtasy.

Operation of a computer and assigned software.

Record-keeping and report preparation techniques.

Basic public relations technigues.

ABILITY TO;

Plan, organize, coordinate and implement the operations, activities, educational services and support functions
of assigned programs and services.

Coordinate communications, resources and information to meet student needs, enhance student well-being
and assure smooth and efficient program and service acfivities.

Assist in the development and implementation of program and service projects, plans, strategies, goals,
objectives, systems, calendars, events and activities.

Provide consultation to faculty, staff, administrators, students, parents, outside agencies, school districts and
others concerning assigned programs and services.

Establish and maintain partnerships to facilitate and enhance support and resources for students utilizing
assigned programs and services.

Assure smooth and efficient delivery of assigned services.

Monitor and adjust activities in response to school district, student and family needs.

Interpret, apply and explain rules, regulations, policies and procedures.

Communicate effectively both crally and in writing.

Establish and maintain cooperative and effective working relationships with others.

Operate a computer and assigned office equipment.

Determine appropriate action within clearly defined guidelines.

Meet schedules and time lines.

Work independently with little direction.

Plan and organize work.

Prepare and maintain various narrative and statistical records, reports and files.

Communicate effectively both orally and in writing in both Engfish and Spanish.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor's degree and three years experience working with similar services in
an educational or social service environment.

Bilingual skills required.

LICENSES AND OTHER REQUIREMENTS:

http://www.edjoin.org/jobDescription.aspx?description[D=44132 6/8/2010
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Valid California driver's license.
WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting or standing for extended periods of tima.

Hearing and speaking to exchange information and make presentations.

http://www.edjoin.org/jobDescription.aspx?description] D=44132 6/8/2010



Riverside County Office Of Education
X
Permit Teacher -State Preschool

Riverside County Office of Education
P.O. Box 868
Riverside, CA 92502

Permit Teacher — State Preschool
Division of Children and Family Services

Job Purpose:

Employees in this classification work under general supervision within a framework of
established policies and procedures. Employees are responsible for the physical and emotional
well being of the children attending the State Preschool Program and therefore, must utilize
proper early childhood education practices and techniques.

Application Procedure: You must apply on-line via our Web site at www.rcoe.us. For your
convenience, you can access the Internet application site from any location. The applicant is
responsible for assuring that Personnel receive the online submission of their application
before the deadline date. Applicants must be sure they are submitting a complete application
packet with all required documents. Incomplete application packets will not be considered. For
questions, you can contact Personnel Services, Riverside County Office of Education, 3958
Twelfth Street, Riverside, CA 92501, (951) 826-6666.

Selection Process: Applications will be screened for satisfaction of minimum qualification
standards. Those applicants evidencing the best qualifications will be invited for a panel
interview evaluation. The interview panel will provide the Division Head with the top
candidates for final selection. All candidates will be notified via e-mail following final
selection.

Fringe Benefits:
Employee and dependant health, dental and vision insurance up to the cap amount; and
employee fully paid life insurance.

Functions:

Instructs and supervises preschool children in all early childhood curriculum areas; observes
children’s behavior, determines individual needs, and attends to the emotional, instructional,
nutritional and health needs of the child; instructs and assists children in good health and
nutrition habits; assists in the planning an implementation of the nutritional program; observes
the physical condition of the children, reporting possible health problems, and taking
appropriate action in the case of accident or injury; assist in creating and maintaining a safe
and stimulating instructional environment; supervises children in outdoor activities, including
authorized field trips and play on recreational equipment; plans and implements an
individualized educational program based on each child’s needs; prepares and implements
daily lesson plans based upon sound early childhood concepts; develops and maintains



effective working relationships with support staff, parents, community agency personnel, and
volunteers; assist in maintaining records through newsletters, correspondence, meetings, etc.,
maintains cleanliness and order of the center as required by operation standards and activities
of the program; participates in on-going professional growth activities such as in service
workshops, conferences, and college classes; participates effectively in all staff meetings.

JOB REQUIREMENTS - MINIMUM QUALIFICATIONS
SKILLS, KNOWLEDGE, AND ABILITIES

SKILLS are required to perform multiple technical tasks with a need to occasionally upgrade
skills in order to meet changing job conditions. Specific skills required to satisfactorily
perform the functions of the job include: skill to instruct

students in assigned areas of Head Start and career development; to effectively plan, develop,
and implement programs related to the assignment; skills to effectively communicate orally
and in writing; and to understand and interpret laws and regulations.

KNOWLEDGE of early childhood education principles and practices; thorough knowledge
and understanding of child development including the needs of State Preschool children;
knowledge of approved and effective techniques of child supervision; knowledge of basic first
aid methods; knowledge of licensing regulations; knowledge of State Preschool guidelines.

ABILITY to recognize and effectively respond to the various physical, intellectual, and
emotional needs of preschool children; ability to effectively supervise preschool children in
various activities; ability to serve as an effective role model; ability to meet the physical
requirements of lifting and carrying preschool children and equipment; ability to maintain
composure under emergency situations and administer first aid for minor injuries and/or
accidents; ability to establish and maintain effective working relationships with children,
parents, and staff; ability to recognize child abuse and neglect and to report all findings.
Bilingual ability highly desirable.

RESPONSIBILITIES:

Under general supervision, plans and participates in the care, instruction, and supervision of
children in a State Preschool Program; to assist in the day to day operation of the center and
perform other job related duties as required, i.e., parent involvement.

WORKING ENVIRONMENT: Occasional to frequent moving of preschool equipment (cots,
tables, chairs, etc.), lifting of infant to preschool age children, frequent stooping, bending,
squatting and kneeling, frequent gross motor activities with children, both indoors and
outdoors. The majority of time is spent in active experiences, either sitting in small chairs or
on the floor, or walking, skipping, bending, kneeling, twisting, or reaching. Normal lifting
would not exceed a 40-50 Ib. child or 20-25 Ib. equipment item. 60-70% of the work day is
standing or walking and 30-40% is sitting (often on child-sized chairs or on the floor).

EXPERIENCE: Completion of 175 days of experience in an instructional capacity in a
childcare and development program, working at least three hours per day within the last four



years is required and must be verified. (This experience may include paid and/or volunteer
work).

EDUCATION: Bachelor's degree from an accredited college/university is required. A
Bachelor degree in Early Childhood Education or closely related field is preferred.

CERTIFICATES: Possession of or ability to obtain, prior to employment, a valid California
children’s center/child development permit authorizing instruction in a Child Development
Center Program. (Refer to Commission on Teacher Credentialing pamphlet for: Child
Development Teacher Permit. You must provide evidence of qualifying for required
permit/credential with your application materials.

NOTE: Requirements to obtain a Child Development Teacher Permit is:

a. Completion of twenty-four semester units of course work in early childhood education/child
development including at least one course in each of following core areas:

Forty (40) semester units of college course work from an accredited college, relating to Early
Childhood Education are required as listed:

- Child/human growth and development;

- Child, family and community, or child and family relations;

- Program/curriculum, AND

b. Sixteen diversified semester units in general education (i.e. at least one course in each of the
following areas: Humanities and/or Fine Arts, Social Sciences, Math and/or Science, and
English/Language Arts).

NOTE: ALL COLLEGE TRANSCRIPTS MUST ACCOMPANY APPLICATION.
(Transcripts need not be official during the screening process).

LICENSES: Valid California Driver’s License CLEARANCES: Fingerprint Clearance, TB
Clearance SPECIAL REQUIREMENTS: Must obtain and maintain a valid food handler’s
permit.

This organization complies with the following policies and practices

This organization is an Equal Opportunity Employer and does not discriminate on the basis of
race, color, national origin, creed, age, gender or disability. This organization complies with
the Americans with Disabilities Act. Persons who may need some accommodation in the
hiring process should contact the personnel office. This organization is a drug free and tobacco
free workplace. Candidates shall be required to submit proof of U.S. Citizenship or legal U.S.
residence if hired. Minimum age limit is (a) 18 or (b) 16 with either a work permit, high
school diploma, or High School Certificate of Proficiency.

7/06 an



Riverside County Office Of Education
Instructional Assistant, Head Start/State
Preschool/Center Based

INSTRUCTIONAL ASST., HEAD START/STATE PRESCHOOL/CENTER BASED

Purpose Statement:

The job of Instructional Assistant - Head Start/State Preschool/Center Based is done for the
purpose/s of assisting in the supervision and instruction of preschool aged children (3 - 5+
years old); performing classroom clerical tasks; assisting children in meeting health care needs
and developing children’s daily living skills.

Functions:

-Assists with the implementation of emergency procedures and first aid for the purpose of
meeting immediate health care and safety needs of children.

-Assists other personnel as maybe required (e.g. site staff) for the purpose of supporting them
in the completion of their work activities.

-May occasionally assist preschool aged children (e.g. feeding, changing diapers, toileting,
etc.) for the purpose of providing appropriate care to children and maintaining a clean and
orderly classroom environment.

-Assists teacher for the purpose of gathering student observation and assessment information.
-Cleans work areas (e.g. changing tables, cribs, sinks, linens, food service areas, etc.) for the
purpose of maintaining a sanitary environment.

-Facilitates sign-in procedures at the site (e.g. receives and delivers children directly from/to
parents or designee) for the purpose of ensuring safety of children and meeting program
requirements.

-Maintains child care facilities for the purpose of ensuring a sanitary and safe environment for
preschool aged children.

-‘May assist in food service (e.g. receive, set up/serve meals and snacks) for the purpose of
meeting the nutritional needs of children.

‘May oversee parent volunteers for the purpose of assisting them in their duties and
maintaining records related to their attendance

-Organizes indoor/outdoor, quiet/active play activities appropriate to age group for the purpose
of actively participating with children on scheduled hours and days.

-Performs record keeping and clerical functions (e.g. scheduling, copying, etc.) for the purpose
of supporting the teacher and/or administrator in providing necessary records/materials.

Job Requirements - Minimum Qualifications:
Skills, Knowledge and Abilities

SKILLS are required to perform multiple non-technical tasks with an occasional need to
upgrade skills due to changing job conditions. Specific skills required to satisfactorily perform
the functions of the job include: Communicate effectively with young children, parents and
staff. Read, write, and speak English at a level sufficient for successful job performance.



KNOWLEDGE is required to perform basic math; interpret written procedures, write routine
documents and speak

clearly; and analyze situations to define issues and draw conclusions. Specific knowledge
required to satisfactorily perform the functions of the job includes: Knowledge of effective
child guidance practices and principles. General knowledge of child growth and development,
children, families and communities and program/curriculum used in early

childhood education. Knowledge of classroom health and safety regulations.

ABILITY is required to schedule activities; gather, collate, and/or classify data; and use basic
job related equipment. Flexibility is required to work with others; analyze data utilizing
defined and similar processes; and operate equipment

using standard methods of operation. Ability is also required to work with a diversity of
individuals; work with data of similar types and/or purposes; and utilize job related equipment.
In working with others, some problem solving is required to analyze issues, create plans of
action and reach solutions; with data it is limited; and with equipment it is limited. Specific
abilities required to satisfactorily perform the functions of the job include: Communicate
effectively with young children, parents, and staff. Effectively follow written and oral
instructions. Maintain

effectiveness in stressful situations. Learn effective and appropriate techniques and practices
utilized in early childhood education.

Responsibility:

Responsibilities include: working under standardized instructions and/or routines; providing
information and/or advising other persons; and operating within a defined budget and/or
financial guidelines. Utilization of resources from other work units may be required to perform
the job's functions. There is an opportunity to impact the Organization’s services.

Working Environment:

The usual and customary methods of performing the job's functions requires the following
physical demands:

significant lifting and carrying up to 50 pounds, pushing and/or pulling; some climbing and
balancing; significant stooping, kneeling, crouching and/or crawling; significant reaching,
handling, fingering and/or feeling. Generally the job requires 45% sitting, 30% walking and
25% standing. The job is performed under minimal temperature variations, a generally hazard
free environment, and in a clean atmosphere.

Experience:
Job related experience is desired.

Education:

Targeted job related education that meets organization’s prerequisite requirements. Graduation
from high school or equivalent. Completion of six (6) semester units of early childhood/child
development education from a regionally accredited college or university or completion of
ROP Child Care Program. NOTE: Level 2 Instructional Assistants assigned to work with



infants must have three (3) units of early childhood/child development and three (3) units of
infant/toddler education from a regionally accredited college or university.

Required Testing:

Offer of employment is contingent upon successful passing of a physical examination.
Certificates & Licenses:

Valid California Driver’s License

Continuing Educ. / Training:
None required.

Clearances:
Fingerprint Clearance and TB Clearance

Approved 07/03/07






BAKERSFIELD CITY SCHOOL DISTRICT
MANAGEMENT SALARY SCHEDULE
2007-08
4.5% INCREASE

DAILY I Il i v Vv DAILY
CODE| TITLE DAYS|RATE (I)|1-2 YRS [3-4 YRS |5-6 YRS |7-8 YRS |9+ YRS |RATE (V)
1 |PRINCIPAL - 6/7/8 199 | 507.90 | 101,072| 103,568] 106,120{ 108,730] 111,420| 559.90
2 |PRINCIPAL -7/8 199 | 505.39 | 100,572| 103,068 105,620] 108,230{ 110,920| 557.39
3 |PRINCIPAL - MAGNET 199 | 502.87 | 100,072| 102,568 105,120 107,730| 110,420| 554.87
4 |PRINCIPAL - K-5, K-6 199 | 500.36 | 99,572| 102,068 104,620 107,230 109,920] 552.36
5 |DIRECTOR | 223 | 501.74 | 111,888| 114,684| 117,555 120,490| 123,501 553.82
6 |PRINCIPAL - YRE MAGNET 223 | 502.87 | 112,141]| 114,938| 117,798| 120,723| 123,737| 554.87
7 |DIRECTOR| 214 | 501.74 | 107,372 110,055| 112,811| 115,627| 118,517| 553.82
8 |ASSISTANT DIRECTOR | 223 | 487.36 | 108,681| 111,397| 114,184| 117,035] 119,961] 537.94
9 |SUPERVISOR | 223 | 472.96 | 105,469| 108,104/ 110,808| 113,578| 116,420 522.06
DIRECTOR Il
10 [NO CURRENT POSITIONS 214 | 500.36 | 107,077 109,762] 112,506] 115,313| 118,205| 552.36
11 |SUPERVISOR | 199 | 472.96 | 94,118 96,469] 98,882 101,354| 103,890| 522.06
12 |EXEC. DIRECTOR - INSTR. SERV. 223 | 512.16 | 114,211 117,066] 119,993| 122,993| 126,068] 565.33
13 |NO CURRENT POSITIONS 223 | 485.78 | 108,329] 111,036 113,813] 116,658] 119,575 536.21
15 |PERSONNEL ADMINISTRATOR 214 | 472.96 | 101,212| 103,741| 106,336| 108,994 111,721| 522.06
SUPERVISOR |
17 |NO CURRENT POSITIONS 223 | 461.07 | 102,818| 105,383| 108,021| 110,718] 113,494| 508.94
18 |PROGRAM MANAGER 223 | 455.92 | 101,671| 104,212| 106,822| 109,489| 112,225 503.25
HEALTH SERVICES COORDINATOR
19 |COORDINATOR 199 | 455.92 | 90,729 92,996 95,325| 97,705 100,147 503.25
PROGRAM MANAGER
20 |COORDINATOR 214 | 455.92 | 97,568| 100,006| 102,511| 105,070 107,696 503.25
21 |PSYCHOLOGIST 199 | 44482 | 88,520 90,730{ 92,995/ 95,326] 97,705 490.98
VICE PRINCIPAL
23 |NO CURRENT POSITIONS 223 | 425.39 | 94,862| 97,238| 99,671] 102,161| 104,714 469.57
25 |DEAN OF STUDENTS 190 | 425.39 | 80,824 82,849| 84,921| 87,043] 89,218| 469.57
27 |DIRECTOR IV 223 | 415.41 92,637| 94,954 97,327| 99,761| 102,258 458.56
29 |ASSISTANT DIRECTOR 223 | 387.57 | 86,427| 88,586 90,804 93,076 95,398| 427.79
PUBLIC INFO. & COMM. MANAGER
30 |BEHAVIORAL MANAGEMENT SPEC. | 214 | 34265 | 73,327] 75,160f 77,038| 78,964] 80,938 378.21
32 |COORD., OCC. THER. (6 HR/DAY) 182 | 331.17 | 60,274] 61,780] 63,325| 64,907| 66,530] 365.55
34 |ADMINISTRATIVE ASSISTANT 223 | 320.81 71,541 73327 75,161 77,042f 78,965 354.10
COORDINATOR, LIBRARY MEDIA
35 |NO CURRENT POSITIONS 223 | 304.05 | 67,804] 69,499 71,245 73,019] 74,846| 335.63

LONGEVITY: 10 YRS. - 2 1/2%, 15 YRS. - 2 1/2%, 20 YRS. - 2 1/2%
STIPENDS: MASTER'S DEGREE - $900, DOCTORATE - $900

10/23/07




OFFICE OF CHRISTINE LIZARDI FRAZIER
KERN COUNTY SUPERINTENDENT OF SCHOOLS
2009-2010

CERTIFICATED ADMINISTRATIVE SALARY SCHEDULE #15
Director Il
224 Annual Service Days

Step Annual
1 100,453
2 102,962
3 105,533
4 108,178

Longevity stipends for years of qualified service are paid as
follows:

10 years = 1% of base salary
15 years = 2.5% of base salary

Employees hired on or before 9/1/91 are eligible for:
18 years = 5.5% of base salary

20 years = 8.5% of base salary

22 years = 11.5% of base salary

Employees hired before 7/1/89 are eligible for:
25 years = 14.5% of base salary

27 years = 17% of base salary

30 years = 19% of base salary

Advanced degree stipends: PhD or EdD, $1300



OFFICE OF LARRY E. REIDER
KERN COUNTY SUPERINTENDENT OF SCHOOLS
2007-08

CERTIFICATED ADMINISTRATIVE SALARY SCHEDULES #32 & 33
Program Director/Site Supervisor Il - Child Development

Step #32 #33
Site Supv Prog Dir
230 Days 230 Days
1 49,258 54,164
2 50,487 55,517
3 51,742 56,908

Longevity stipends for years of qualified service are paid as
follows:

10 years = 1% of base salary
15 years = 2.5% of base salary

Employees hired on or before 9/1/91 are eligible for:
18 years = 5.5% of base salary

20 years = 8.5% of base salary

22 years = 11.5% of base salary

Employees hired before 7/1/89 are eligible for:
25 years = 14.5% of base salary

27 years = 17% of base salary

30 years = 19% of base salary

Advanced degree stipends: MA, $1000



OFFICE OF LARRY E. REIDER
KERN COUNTY SUPERINTENDENT OF SCHOOLS

2007-08

Salary St.:heduies #30 and #31

Salary Schedule #30
182 Days/8 Hours - State Preschool Teacher

N peise]
1 24,377 30,890
2 25,087 31,655
3 25,797 27,844 32,421
4 26,507 28,685 33,187
5 27,217 29,526 33,953
17 29,217 31,526 35,953
19 31,217 33,526 37,953
21 31,717 34,026 38,453

Salary Schedule #31
230 Days/8 Hours - Preschool Teacher

1 25,732 30,806 33,060 39,036
2 26,618 31,705 34,124 40,004
3 32,605 35,188 40,972
4 33,504 36,252 41,939
5 34,403 37,316 42,907
17 36,403 39,316 44 907
19 38,403 41,316 46,907
21 38,903 41,816 47,407

A stipend of $600 paid for Site Supervisor | assignments.

Advanced degree stipend for MA: $1000.

Longevity stipends are paid on an employee's salary
schedule placement as indicated above.
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2007-2008

SAN LUIS OBISPO COUNTY OFFICE OF EDUCATION
3350 EDUCATION DRIVE, SAN LUIS OBISPO, CA 93405

STATE PRESCHOOL TEACHER SALARY SCHEDULE
Including Programs Within the Paso Robles School District Boundaries

Effective July 1, 2007

C. = I v L

Years 40 Sem. Units* 80 Sem. Units B.A./B.S. B.A/B.S. + 15 Sem. B.A/B.S. + 30 Sem.
w/SLOCOE or 120 Sem. Units Units or 135 Sem. Units | Units or 150 Sem. Units
1 $20,644 $21,078 $21,513 $21,948 $22,384
2 $21,663 $22,099 $22,535 $22,967 $23,403
3 $22,758 $23,192 $23,630 $24,065 $24,499
4 $23,893 $24,329 $24,762 $25,198 $25,636
5 $23,893 $24,329 $24,762 $25,198 $25,636
6 $23,893 $24,329 $24,762 $25,198 $25,636
7 $24,341 $24,785 $25,226 $25,670 $26,117
8 $24,341 $24,785 $25,226 $25,670 $26,117
9 $24,341 $24,785 $25,226 $25,670 $26,117
10 $24,789 $25,241 $25,690 $26,144 $26,598
11 $25,499 $25,964 $26,426 $26,892 $27,360
12 $25,499 $25,964 $26,426 $26,892 $27,360
13 $25,499 $25,964 $26,426 $26,892 $27,360
14 $26,010 $26,484 $26,956 $27,430 $27,906
Schedule based on 178 duty days, 5 hours per day.

* Range 1 (40 Sem. Units) Required for Regular Permit (24ECE + 16 General Ed.)

NOTE:

Substitute teacher rate:

** Long Term Substitute rate:

** A teacher who works 20 consecutive days in one assignment; upon the 21st day, will be paid retroactively

Semester units must be approved by the Program Supervisor in order to advance to
Range IV and Range V.

$57.00 per day/plus mileage, effective 07/01/2001
$64.00 per day/plus mileage, effective 07/01/2001

to the first day at the long-term rate.

Approved by the County Superintendent of Schools

S

DAV,

o %ﬁ?

Signature
Revis 123/07: All previous longevity now incorporated into cells. Salary Schedule completely restructured. -

Steps 1-10 increased 4.7%. Steps 11-14 increased 7.7% Retroactive to July 1, 2006

11/16/07 4.53% cola retroactive to July 1, 2007
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SAN LUIS OBISPO COUNTY OFFICE OF EDUCATION

Salary Schedule for Classified Positions in Bargaining Unit

Salary Schedule of July 1, 20 \p

Class Grouping Classification Grade Hourly Rates
Accounting Accounting Technician | 22 |$14.14 ~  $18.05
Accounting Technician |l 25 |$15.22[~ $19.43
Accounting Technician llI 28 |%$16.37 ~  $20.90
Fiscal Specialist 32 |%$18.05 ~  $23.04
Payroll Specialist 32 ]%$18.05 ~ $23.04
Clerical/Secretarial |Office Assistant 19 |$13.15 ~  $16.79
Registrar - Alternative Education 23 %1450 ~  $18.50
Administrative Assistant | 23 |$14.50 ~ $18.50
Administrative Assistant Il 27 19$15.98 ~  $20.40
MIS Liaison (SELPA) 29 |$16.79 ~  $21.42
Administrative Assistant Ill 31 131762 ~  $22.49
Executive Assistant 36 ]1$19.90 ~  $25.40
Educational Education Technology Center Assistant 22 |$14.14 ~  $18.05
Technology Center |Education Technology Center Technician 29 |%$16.79 ~  $21.42
Human Resources [Human Resources/Credentials Specialist 32 |$18.05 ~  $23.04
Information Computer Operations Specialist 30 |$17.18 ~  $21.94
Technology Digital Media Specialist 39 %2142 ~  $27.33
Information Technology Support Specialist 39 |%$2142 ~  $27.33
Instructional Classroom Assistant - Child Development Program 5 $9.33 ~  $11.94
Associate Teacher - Child Development Program 8 $10.06 ~  $12.83
Instructional Assistant - Emotionally Disturbed & Alternative Education 16 [ $12.22 ~ $15.60
Instructional Assistant - Independent Skills 16 [$12.22 ~  $15.60
Instructional Assistant - Special Education 16 ]1$12.22 ~  $15.60
Health Instructional Assistant 21 $13.81 ~  $17.62
Behavioral Health Specialist 21 $13.81 ~ $17.62
Interpreter/Translator 29 |$16.79 ~  $21.42
Maintenance, Custodian 19 |$13.15 ~ $16.79
Operations & Custodian/Substitute Bus Driver 21 $13.81 ~ $17.62
Transportation School Bus Driver 24 |1%$14.84 ~  $18.95
Security Assistant 24 1%$14.84 ~ $18.95
Lead Custodian 25 %1522 ~  $19.43
Groundskeeper 25 1$15.22 ~  $19.43
Skilled Maintenance Worker 33 |$1850 ~  $23.61
Naturalists Naturalist | 22 %1414 ~  $18.05
Naturalist Il 28 [%$16.37 ~  $20.90
Naturalist 1 32 ]%$18.05 ~ $23.04
Student Support Job Developer/Coach 16 |$12.22 ~  $15.60
Job Placement Specialist 18 1$12.83 ~ $16.37
Braille Specialist 25 |$15.22 ~ $19.43
Job Placement Coordinator 31 |8$17.62 ~  $22.49
Licensed Vocational Nurse 32 19$18.05 ~ $23.04
Interpreter for the Deaf 40 |%$21.94 ~  $28.00
Speech & Language Pathology Assistant 33 ]%$1850 ~  $23.61
Registered Nurse 50 ]%$28.00 ~ $35.74
Public Health Nurse 53 |%$30.14 ~  $38.47

Longevity payment of 5% following ten (10) years of service.
Longevity payment of 7.5% following fifteen (15) years of service.
Longevity payment of 10% following twenty (20) years of service.
Longevity payment of 12.5% following twenty-five years of service.
Longevity payment of 15% following thirty (30) years of service.

APPROVED BY THE COUNTY SUPERINTENDENT OF SCHOOLS:

%@)QLG\‘ D. Codee

Dr. Jul@C rocker

g’g.\.go

DATE




Imperial County Office of Education
Certificated-- Child Development Site Supervisors Salary Schedule

2007-08

4.00% Increase 07-08
0.00% Increase 08-09
231 DAYS/8 HOUR DAY

STEP ANNUAL MONTHLY DAILY HOURLY

1 YEAR A $ 2392500 % 1993.75]|% 10357 [ $ 12.95
2 YEARS B $ 25043.00|$ 208692|% 10841 [ $ 13.55
3 YEARS C $ 26,093.00 | $ 2174421 % 11296 | $ 14.12
4 YEARS D $ 27,468.00|$ 2,289.00| $ 11891 [ $ 14.86
5 YEARS E $ 2877400 % 239783| % 12456 | $ 15.57
6 YEARS F $ 30,144.00|$ 2512.00| $ 13049 | $ 16.31
7 YEARS G $ 31576.00|$ 263133|%$ 136.69 | $ 17.09
8 YEARS H $ 33089.00|$ 2757421 % 14324 | $ 17.91
11 YEARS I $ 34678.00| % 288983|% 150.12 | $ 18.77
14 YEARS J $ 36,346.00| $ 3,02883| % 15734 | $ 19.67
17 YEARS K $ 38,095.00|$ 317458 % 16491 | $ 20.61
20 YEARS L $ 39921.00|$ 3326.75|% 17282 | $ 21.60
24 YEARS M $ 41917.00|$ 3,493.08| % 181.46 | $ 22.68

5/22/2008/PAGE 1



FCMAT

FISCAL CRISIS & MANAGEMENT
ASSISTANCE TEAM

CSIS California School Information Services

FISCAL CRISIS & MANAGEMENT ASSISTANCE TEAM
STUDY AGREEMENT
March 30, 2010

The FISCAL CRISIS AND MANAGEMENT ASSISTANCE TEAM (FCMAT), hereinafter
referred to as the Team, and the Santa Barbara School Districts, hereinafter referred to as the
District, mutually agree as follows:

1.

BASIS OF AGREEMENT

The Team provides a variety of services to school districts and county offices of
education upon request. The District has requested that the Team provide for the
assignment of professionals to study specific aspects of the Santa Barbara School
Districts operations. These professionals may include staff of the Team, County Offices
of Education, the California State Department of Education, school districts, or private
contractors. All work shall be performed in accordance with the terms and conditions of
this Agreement.

SCOPE OF THE WORK

A. Scope and Obijectives of the Study

The scope and objectives of this study are to:

The district’s child development program has been deficit spending for the last two fiscal
years. In the 2008-09 fiscal year, the program ending the year with a $263,000 negative
fund balance. The child development program has prepared a fiscal recovery plan and
multi-year financial projection that provides a framework to restore the program's fiscal
solvency. The District is requesting the FCMAT Team to utilize best practices and
comparable data from districts operating similar child development programs and provide
recommendations for improvement in the following areas:

1. Analyze the organizational structure of the child development department,
including the number of programs, size and complexity of programs, and the
administrative, instructional and support personnel required for an efficient
operational program



10.

11.

12.

Assess the alignment of district's child development programs, including Home
Instructional Program for Preschool Youth (HIPPY), Cal-Safe, After School
Education and Safety (ASES) program and the school-age child development
program that also offers afterschool care and make recommendations

Evaluate the revenue sources of the various child development programs and
make recommendations to enhance revenues or provide alternative funding
sources

Assess the expenditure patterns of the various child development programs and
make recommendation to reduce expenses

Prepare a cost center analysis of the various child development programs for each
site that depicts the estimated revenues and expenses and the break even point for
each program to operate without any contributions from the General Fund

Review the child development program’s Multi-Year fiscal solvency plan and
recommend any changes necessary to improve the plan

Evaluate the current child development facilities including building capacities and
make recommendations

Evaluate work flow processes and communication efficiencies between the child
development program, business and personnel departments

Analyze the hours of site operation and the employment calendars of site staff,
including the year round staff and make recommendations to reduce positions, if
any

Review the job descriptions of the Coordinator, Administrator and Head Teacher
to assess leadership requirements of the program'’s organizational structure

Analyze the Memorandum of Understanding with the Child Nutrition Services
and make recommendations to decrease expenses, if any

Review the Santa Barbara Teacher's Association (SBTA) contractual agreement
including the salary schedule placements to determine if the alignment with
completed education levels is equitable for all staff.

Services and Products to be Provided

1) Orientation Meeting - The Team will conduct an orientation session at the
School District to brief District management and supervisory personnel on
the procedures of the Team and on the purpose and schedule of the study

2) On-site Review - The Team will conduct an on-site review at the District
office and at school sites if necessary

3) Exit Report - The Team will hold an exit meeting at the conclusion of the
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on-site review to inform the District of significant findings and
recommendations to that point

4) Exit Letter - The Team will issue an exit letter approximately 10 days after
the exit meeting detailing significant findings and recommendations to
date and memorializing the topics discussed in the exit meeting

5) Draft Reports - Sufficient copies of a preliminary draft report will be
delivered to the District administration for review and comment

6) Final Report - Sufficient copies of the final study report will be delivered
to the District administration following completion of the review

7) Follow-Up Support — Six months after the completion of the study,
FCMAT will return to the District, if requested, to confirm the District’s
progress in implementing the recommendations included in the report, at
no cost. Status of the recommendations will be documented to the District
ina FCMAT Management Letter

PROJECT PERSONNEL

The study team will be supervised by Anthony L. Bridges, Deputy Executive Officer,
Fiscal Crisis and Management Assistance Team, Kern County Superintendent of Schools
Office. The study team may also include:

A. Mary Barlow FCMAT Deputy Administrative Officer
B. FCMAT Fiscal Consultant
C. FCMAT Fiscal Consultant

Other equally qualified consultants will be substituted in the event one of the above noted
individuals is unable to participate in the study.



PROJECT COSTS

The cost for studies requested pursuant to E.C. 42127.8(d)(1) shall be:

A

$500.00 per day for each Team Member while on site, conducting fieldwork at
other locations, preparing and presenting reports, or participating in meetings.

All out-of-pocket expenses, including travel, meals, lodging, etc. The District will
be billed for the daily rate and expenses of the independent consultant, only. The
District will be invoiced at actual costs, with 50% of the estimated cost due
following the completion of the on-site review and the remaining amount due
upon acceptance of the final report by the District.

Based on the elements noted in section 2 A, the total cost of the study is estimated
at $18,500.

Any change to the scope will affect the estimate of total cost.

Payments for FCMAT services are payable to Kern County Superintendent of Schools -
Administrative Agent.

RESPONSIBILITIES OF THE DISTRICT

A

The District will provide office and conference room space while on-site reviews
are in progress.

The District will provide the following (if requested):

1) A map of the local area

2) Existing policies, regulations and prior reports addressing the study
request

3) Current organizational charts

4) Current and four (4) prior year's audit reports

5) Any documents requested on a supplemental listing

The District Administration will review a preliminary draft copy of the study.
Any comments regarding the accuracy of the data presented in the report or the
practicability of the recommendations will be reviewed with the Team prior to
completion of the final report.

Pursuant to EC 45125.1(c), representatives of FCMAT will have limited contact with
District pupils. The District shall take appropriate steps to comply with EC 45125.1(c).



6. PROJECT SCHEDULE

The following schedule outlines the planned completion dates for key study milestones:

Orientation: to be determined
Staff Interviews: to be determined
Exit Interviews: to be determined
Preliminary Report Submitted: to be determined
Final Report Submitted: to be determined
Board Presentation: to be determined
Follow-Up Support: If requested

7. CONTACT PERSON

Name of contact person: Eric D. Smith, Deputy Superintendent

Telephone:_(805) 963-4338 FAX: (805)963-5685

E-Mail: esmith@sbsdk12.org

J. Brian Sarvis, Superintendent. Date
Santa Bar School Districts

E t ; ud\)-\/\/* March 30, 2010

Anthon& L. Bridges, Deputy Executive Officer Date
Fiscal Crisis and Management Assistance Team

In keeping with the provisions of AB1200, the County Superintendent will be notified of this
agreement between the District and FCMAT and will receive a copy of the final report.
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