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Administrative 

Professionals’ Week 

4/23-

4/29 

Assistant Principals’ 

Meeting  4/26 

Denim Day  
4/26 

After the Bell Training 
4/27 

May 

Teacher Appreciation 

Week 
5/7- 

5/13 

SAA Meeting 

5/25 

Imprest Reports  4/30 

April Water 
Flushing 
Certification 

5/1 

April Metal 
Detection 
Certification 

5/1 

Classified  
Evaluations 

5/5 

Certificated 
Evaluations 

5/9 

Oral Health 
Assessments 

5/31 

W H A T ’ S  

D U E  

Consolidated Charitable Campaign—Week 10 
Please send envelopes via school mail to Marlene Correa or Maria 

Butler to the Beaudry Bldg. 11th Floor. In addition,  Coordinator 

Report Envelopes may also be submitted personally to Marlene 

Correa, Veronica Real, or Maria Butler at LAUSD Headquarters on 

the 11th Floor. Let’s make Local District Central #1. 
 

Please contact District Central Coordinators, Marlene Correa (213) 241-3903 or 

Veronica Real (213) 241-3906 should you need additional materials.  

The District has become aware of potential protests planned for 

Monday, May 1, 2017. Local District Central will monitor 

schools and assist school communities that may be impacted due 

to community activities. Although the right to participate in civic 

engagement is undeniable and essential to our democracy, the 

health and safety of our students is equally important. Therefore, 

it is the expectation that all District schools continue to operate 

in normalcy. Please refer to Attachment 1 for more information 

from Superintendent King on potential May Day protest. 
 

Local District Central Operations extends their appreciation and gratitude to you for 

your selfless dedication to the students of Local District Central. Please do not 

hesitate to contact Local District Central Operations and/or your specific Operations 

Coordinator should you require additional information.  

Demonstrations Planned for May 1, 2017 

In light of the recent tragic event that took place in 

San Bernardino and the unrest that have occurred 

in our communities, LD Central would like to 

reiterate that the importance of having a 

functioning safe school plan which includes a well-

trained school site crisis team. Although we 

cannot predict crisis situations, our schools must be fully prepared to support our 

students and families as needed. School leaders are strongly encouraged to review 

the District’s Visitors policy, established procedures for allowing visitors on campus 

as well as their response procedures for specific scenarios delineated in their safe 

school plan. Should school leaders need assistance, please do not hesitate to call 

your Local District Central Operations Coordinator. Please refer to the attached 

Visitor Policy (Attachment 2). 

Safe Schools 



P A G E  2  

 

Promoting “Attend ‘til the End”    in Fun and Exciting Ways!  

 

Kudos to Belmont High School for motivating their students to “Attend ‘til 

the End.”  

 

Before Spring break, Belmont High held a raffle for students with perfect 

attendance. Prizes for students were Dodger tickets to a game with free LA 

Dodger beanies for over 150 students who attended the game on Tuesday, 

April 18, 2017. 
 

What a wonderful way to motivate our students to attend until the end of the 

year.  

 Attendance Data—Attendance Goal 73% @ 96%  
School leaders are highly encouraged to monitor student attendance data to ensure meeting our 

Attendance goals. Please refer to table below for Local District Central’s attendance data  as of March 

2017 for the three areas: 73% of students attending at 96%, 11% of chronically absent students and 

attendance submittal rates.  
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PSWs at Manual Arts High School Coordinate “National Kick Butts Day”  

 Restorative Justice:  The Influence of  the Community Circle  

 

March 15, 2017 marked National “Kick Butts Day”, a day of activism that empowers youth to speak up 

against tobacco abuse. Manual Arts High School has been promoting this anti-tobacco school wide campaign 

since 2014. This year, Manual Arts High commemorated the day with a mural on their campus Resource 

building. The mural, which was grant funded by the LA Trust, contains “Kick 

Butts” messages and healthy life style choices. MAHS PSWs-Elizabeth Arenas 

and Miguel Garcia promoted lunch time activities for students to raise 

awareness about the dangers of tobacco usage and presented information on 

positive coping strategies. PSWs engaged students in 

making stress balls and provided literature on steps to 

positive well-being. 

Community Circles can and are used to help students share in many different ways.  

Newcomer student from Roybal LC wrote the poem below as an outcome of a RJ Circle  

Welcome back from Spring Break from the LD Central RJ Family. 

Yo vengo del país de la eternal primavera 

y corazón del mundo maya 

De donde mi infancia fue jugar 

y disfrutar sus tradiciones 

Yo vengo de la honestidad 

De un país que tiene una gran importancia para mi y 

sus días de independencia 

Yo vengo de una familia muy 

responsable y amable 

De Cabrera y Molina 

Yo vengo de una familia muy alegre 

De donde la paz y alegría nos unen 

Yo vengo de una infancia muy espectacular 

Yo vengo de momentos hermosos a lado de mi 

familia y amigos 

I come from the land of eternal spring and the 

heart of the Mayan world 

Where my childhood was full of play and 

enjoying her traditions 

I come from honesty 

From a country that is of great importance to 

me and its days of independence 

I come from a responsible and friendly family 

I come from Cabrera and Molina 

I come from a happy family  

Where peace and happiness unite us 

I come from a spectacular childhood 

I come from beautiful moments I share with my 

friends and family 
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 Fiscal Updates:  
 To enable prompt payments, schools and offices need to process an online Goods Receipt (GR) 

immediately after the ordered items or services are received. Funds will be charged to fiscal year 2016-

2017 if the online GR is processed by June 30, 2017. To view your open items requiring a GR please visit 

https://psd.lausd.net/lrp_shopping_cart/ and click on the hyperlink for your Local District and cost 

center. Please see REF-3640.10 for additional details on Final Payment of Bills for FY 2016-2017 

(Attachment 3). 
 

 Imprest Reports for the quarter ending in March are due to your fiscal specialist by April 30th. Please 

submit Imprest Fund Reconciliation form (Attachment B and Imprest Fund Bank Account Reconciliation 

form (attachment C) along with a copy of your March bank statement. See attached REF-1706.4 for 

additional details on Imprest Funds (Attachment 4). 
 

 All funds in pending distribution must be budget ASAP in order for the funds to be spent within the 

current fiscal year’s deadlines. Please contact your fiscal specialist is you have any questions.  

 Final EDST Performance Evaluation for Certificated Employees  
 Single Track deadline is May 9, 2017  

 Schedule the Final Evaluation Conference early so that unforeseen circumstances do not cause you to 

miss the deadline 

 Issuance of a Below Standard Evaluation (BSE) 

 Contact your Staff Relations Field Director as soon as possible to review required steps and deadlines  

 You will need to have issued a Mid-Year Warning 

 You will need to invite the employee in writing to the issuance of the BSE 

 You will need to issue an “Attachment” to the final evaluation that includes: 

 Specific deficiencies 

 Recommendations 

 Assistance Provided 

 Assistance to be Provided 

 Schedule the Final Evaluation Conference as early as possible to avoid missing the deadline  

 

April is Sexual Assault Awareness 

Month (SAAM).  Denim Day is a 

sexual violence prevention 

education campaign that raises 

community awareness about the 

devastating impacts of sexual 

violence and how to prevent it.  
 

You can register your campus’ commitment towards 

ending sexual violence towards both women and 

men at denimdayinfo.org    This allows us to 

explore steps we can take as a school and 

individuals in bringing awareness to this issue.  1 in 3 

women will experience some form of sexual 

violence as well as 1 in 6 men will be sexually 

assaulted before they reach 18 

years of age.  These trauma 

exposures can have lifelong 

consequences. 
 

For more information, you may 

contact Gustavo Sagredo, LCSW 

Mental Health Consultant 

gustavo.sagredo@lausd.net 

Denim Day in LA—April 26, 2017 

https://psd.lausd.net/lrp_shopping_cart/
mailto:gustavo.sagredo@lausd.net


 

Reminders 

The Division of District Operations is sponsoring a poster/video contest to 

kick off our annual celebration of School Climate Week. This contest is open 

to all K-12 students enrolled in the District. 
 

The contest theme, "Relationships Matter", will engage students in 

considering how their positive relationships with their peers, adults, friends, 

and family members support the School Climate Bill of Rights, adopted by the 

Los Angeles Unified School District Board of Education on May 14, 2013. All 

entries should portray ways in which students capture the essence of the 

School Climate Bill of Rights on your campus. 
 

Attached are the instructions for entering the contest, a flyer you may post at your school, and copies of 

the Elementary and Secondary School Climate Bill of Rights (Attachment 7). If you have any questions, 

please contact Jhamed Babatunde-Bey or Paul Gonzales at (213) 241-5337.  

Poster/Video Contest— Kick-Off  of  School Climate Week—May 15-19, 2017 

 

California Education Code mandates an oral health assessment for all kindergarten 

and first grade students not previously enrolled in a public school. Parents/

Guardians must present evidence of having an oral health assessment by May 31 of 

the school year. This assessment may be performed by a licensed dentist or 

registered dental health professional. Schools are required to notify parents or 

guardians of this requirement, usually in the enrollment school packets, in the form 

of a notification letter with the Assessment/Waiver form. 
 

Each school is required to collect Assessment/Waiver forms and enter data in MiSiS by May 31st of each 

school year. Please refer to BUL-3585.6 Oral Health Assessment for Kindergarten or First Grade for 

notification templates and guidelines on inputting data into MiSiS. 
 

For low cost and free dental services, please visit the L.A. Trust for Children’s Health website  

thelatrust.org/ohi-oral-health-resources/.  

Kindergarten Oral Health Assessment Mandate  
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Operation School Bell on Wheels for LD Central is set for May 16, 2017 at Los Angeles ES 
(Attachment 5). This is an opportunity for elementary school principals to participate in the 
program to receive school clothing, shoes, school supplies, etc… Please refer to email sent to 
all school leaders with attachments for parent permission, school completion and preparation 
instructions.  

Back By Popular Demand 

Evaluations: Classified Personnel 
Friendly reminder that all classified personnel are to be evaluated on an annual basis. See attached due dates 

(Attachment 6). Please reach out to your Operations Coordinator or our Classified Staff Relations 

Representative, Staciey Smith, should you need assistance.  

http://thelatrust.org/ohi-oral-health-resources/
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TITLE: Visitors To School Campuses and Locked Campuses   
During Class Hours at All Schools 
 

NUMBER: BUL-1325.1 

ISSUER: James Morris, Chief Operating Officer 
Office of the Chief Operating Officer 

DATE: December 7, 2009 

ROUTING 
All Schools and 
       Offices 
 

  
POLICY: 
 

The Los Angeles Unified School District is committed to providing a safe and secure 
learning environment for its students.  School site administrators are to ensure that on 
campuses with fences and gates, all gates must be locked at the beginning of classes in 
the morning and remain locked until the end of the school day.  Only the main entrance 
to the school shall remain open during the school day and that entrance should be 
monitored at all times. 
 
As we welcome visitors to our schools, we need to inform them of our policies and 
procedures. Parental and community involvement in school programs and activities 
should be encouraged as stated in the California Education Code (Education Code § 
44810 (a);§ 44811 (a); § 51101, (a): (1), (2), (12) and Board Rules (1265, 2002). 
 

MAJOR 
CHANGES 

This bulletin replaces BUL-1325, Office of the Chief Operating Officer, of the same 
subject, issued on October 11, 2004 and BUL-2219.0 Locked Campuses During Class 
Hours at all Schools, Office of the Chief Operating Officer, issued on January 26, 
2009.  The content and format have been updated to reflect changes in the issuing 
office. 
 

GUIDELINES: The following guidelines apply. 
 

I. STATE LEGAL REQUIREMENTS 
 

A. School must develop and post a visitor’s policy. 
 
B. All campus visitors must have the consent and approval of the 

principal/designee. Permission to visit must be given at the time 
requested if at all possible or within a reasonable period of time 
following the request. This does not preclude visits occurring on the 
same day as requested. 

 
C. Children who are not enrolled at the school are not to be on the campus 

unless prior approval of the principal/designee has been obtained. 
 



 

LOS ANGELES UNIFIED SCHOOL DISTRICT 
Policy Bulletin  

 
 

BUL-1325.1 
Office of the Chief Operating Officer                     Page 2 of 5                                       December 7, 2009 
 

D. Parents do have the right to:  
 

1. Be informed in advance of the procedures for visiting the 
school;  

 
2. Request and obtain approval of the principal/designee to enter a 

school campus; 
 
3. Observe in the classroom or classrooms in which their child is 

enrolled within a reasonable period of time after making a 
request; 

 
4. Observe in the classroom or classrooms for the purpose of 

selecting the school in which their child will be enrolled, within 
a reasonable period of time after making a request;  

 
5. Request a meeting with the classroom teacher and/or school 

principal/designee following the observation; and, 
 

6. Meet with their child’s teacher(s) and/or the school 
principal/designee, within a reasonable period of time after 
making a request. 

 
E. Parents do not have the right to: 
 

1. Willfully interfere with the discipline, order, or conduct in any 
school classroom or activity with the intent to disrupt, obstruct, 
or inflict damage to property or bodily injury upon any person. 

 
2. Disrupt class work, extracurricular activities or cause disorder in 

a place where a school employee is required to perform his or 
her duties. 

 
II. PROCEDURE 
 

A. Visitor’s Policy 
 

1. It is the responsibility of each principal to work with staff and 
community to develop and post in appropriate languages, a 
visitor’s policy (see Attachment A).  
This visitor’s policy must be published and distributed to 
parents and staff annually thereafter.  
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The law prohibits schools from setting arbitrary time limits 
regarding frequency and duration of visits. General expectations 
for visitors are: 

 
a. Follow the established school policy in requesting a 

classroom visitation from the principal/designee. 
 

b. Complete a visitor’s permit (see Attachment B) and obtain 
the principal/designee’s approval before proceeding to the 
classroom. 

 
c. Enter and leave the classroom as quietly as possible. 

 
d. Do not converse with the students, teacher and/or 

instructional aids during instructional time. 
 

e. Do not interfere with school activities. 
 

f. Keep the length and frequency of the classroom visits 
reasonable (to be determined by the activity being 
observed). 

 
g. Follow the school’s established procedures for scheduling 

an appointment with the teacher(s) and/or principal/designee 
after the classroom visit, if needed. 

 
h. Return the visitor’s permit before leaving the campus. 
 

B. Administrator’s Authority 
 

1. Adults and minors over 16 years of age who enter a school 
campus and fail to adhere to the posted “Visitor’s Policy” or 
who defy the principal/designee’s authority may be reported to 
the appropriate police agency and may be subject to criminal 
charges. 

  
AUTHORITY: This policy is enforced by the California Penal Code Section 626.7, 626.8, the City of 

Los Angeles Municipal Code Section 63.94 and/or the Education Code § 44810 (a),  
§ 44811 (a). 

  
ASSISTANCE: For school assistance, please contact your principal or designee. School Administrators 

may contact designated Local District Operations Coordinators. For further 
information you may contact Office of School Operations at (213) 241-5337. 
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ATTACHMENT A 
 

SAMPLE POSTED VISITOR’S POLICY 

 

 
SCHOOL NAME 

PRINCIPAL/DESIGNEE 
 
ALL CAMPUS VISTORS MUST: 
 
 · Request an appointment for a visitation date and time from the office staff after 

entering the school office. 
   Appointments may be scheduled for the same day and should be scheduled 

for date and time requested if possible.  
   Include a copy of the school’s bell schedule(s) 
 
 · Complete a visitor’s permit and obtain the principal/designee’s approval before 

proceeding to the classroom. 
   School should describe how the visitor is to sign in the Visitors On Campus Log 

Book and where it is located 
 
 · Determine the classroom activity you are observing and keep the classroom 

observation time and frequency reasonable. 
 
 · Follow the school’s established procedures for scheduling an appointment with the 

teacher(s) and/or principal/designee after the classroom visit, if needed. 
   School should a place for visitors to write a request for an appointment with a 

staff member and, if possible, give the date and time for the scheduled 
appointment. 

 
 · Return the visitor’s permit to the school office before leaving the campus. 
   School should identify where the visitor is to sign out before leaving the campus. 
 
SOME IMPORTANT RULES FOR VISITORS: 
 
 · Enter and leave the classroom as quietly as possible. 
 · Do not converse with the students, teacher, and/or instructional assistants during the 

visitation. 
 · Do not interfere with any school activity during the visitation. 
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ATTACHMENT B 
 
 
 
 

SAMPLE SCHOOL VISITOR’S PERMIT

LOS ANGELES UNIFIED SCHOOL DISTRICT 
 

CLASSROOM VISITOR’S PERMIT 
 
 
 
 

 
_________________________________  _________  ______  

 Teacher’s Name  Room  Date 
 
 
This is to introduce Mr./Ms. _______________________________  
 
__________________  to _______________________________  

 Relationship Child’s Name 
 
__________________________   

 Approved by Principal/Designee 

School Name 

Expires After:  
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REF-3640.10 

Accounting and Disbursements Division 

 

March 15, 2017 

TITLE:  Final Payment of Bills for Fiscal Year 2016-

2017 

 

ROUTING 

Local Districts  

 Superintendents 

 Support Directors 

 Fiscal Services Managers 

 Fiscal Specialists 

Principals 

School Administrative Assistants 

Financial Managers 

Office Administrators 

 

NUMBER:  REF-3640.10 

 

ISSUER: V. Luis Buendia, Controller 

Accounting and Disbursements Division 

 

DATE: March 15, 2017 

    

 

PURPOSE: The purpose of this Reference Guide is to ensure that all fiscal year 2016-

2017 expenditures are charged to the proper fiscal year.  

 

MAJOR 

CHANGES: 

This Reference Guide has been updated with fiscal year 2016-2017 due dates and 

references. 

 

 

INSTRUCTIONS: To enable prompt payments, schools and offices need to process an online Goods 

Receipt (GR) immediately after the ordered items or services are received. Funds 

will be charged to fiscal year 2016-2017 if the online GR is processed by June 

30, 2017. To view your open items requiring a GR please visit 

https://psd.lausd.net/lrp_shopping_cart/ and click on the hyperlink for your Local 

District and cost center.  

 

If you need assistance, please contact your LRP Shopping Cart Support Center 

(SCSC) listed below: 

 
LRP Shopping Cart Support Center (SCSC) 

Local District Email Phone 

North East  SCSCnortheast@lausd.net (562) 654-9476 

North West  SCSCnorthwest@lausd.net (562) 654-9449 

East  SCSCeast@lausd.net (562) 654-9467 

  South  SCSCsouth@lausd.net (562) 654-9472 

West  SCSCwest@lausd.net (562) 654-9444 

Central  SCSCcentral@lausd.net (562) 654-9430 

All other schools and 
offices 

 cs.stores@lausd.net (562) 654-9009 

 

Online GR of materials or services prior to actual delivery is a violation of 

District policy and may result in disciplinary action being taken against the site 

administrator. The GR process should not be used for the purpose of holding on 

to funding from one fiscal year to another. 

https://psd.lausd.net/lrp_shopping_cart/
mailto:SCSCnortheast@lausd.net
mailto:SCSCnorthwest@lausd.net
mailto:SCSCeast@lausd.net
mailto:SCSCsouth@lausd.net
mailto:SCSCwest@lausd.net
mailto:SCSCcentral@lausd.net
mailto:cs.stores@lausd.net
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REF-3640.10 

Accounting and Disbursements Division 

 

March 15, 2017 

 

  

 

The following cut-off dates are for processing and/or submission of  documents 

required for payments and posting of expenditures in the current fiscal year 2016-

2017: 

 

TRANSACTION 

TYPE 

ACTION CUT-OFF SUBMIT TO: 

Purchase Order 
Goods Receipt (GR) 

posted in SAP 
06/30/17 

For assistance, 

contact LRP 

Shopping Cart 

Support Center  
(see page 1) 

Imprest Claim* 

Title I 
(from Schools to Title I Office) 

05/05/17 fsep@lausd.net 

Non-Title I 
(from Schools to Accounts 

Payable) 
06/13/17 

accounts-payable@ 

lausd.net 

FAX 213-241-8913 

Travel Expense* 

Travel Request entries to 

SAP (Travel Desk) 
06/02/17 

procurement.travel 

desk@lausd.net 

Travel Expense 

reimbursement claim  

 

06/15/17 

accounts-payable@ 

lausd.net 

FAX 213-241-8913 

P Card & T Card 

Last day to purchase 05/12/17 

pcard@lausd.net 
Last day to reconcile 06/07/17 

 

*Submit approved reimbursement claim requests with supporting documents. 

A.  

B. REMINDERS: 

C.  

1. Title I Imprest claims should be prepared on a separate claim form and 

submitted to Federal and State Education Program Office (FSEP) for 

review and approval by May 5, 2017. 

 

2. Unresolved questions or funding error on Imprest or Travel claim may 

result in expenditures being charged to the next fiscal year.  

 

3. Unreimbursed amounts on Imprest or Travel claim must be resubmitted to 

Accounts Payable the following fiscal year. 

mailto:fsep@lausd.net
mailto:accounts.payable@%20lausd.net
mailto:accounts.payable@%20lausd.net
mailto:procurement.travel%20desk@lausd.net
mailto:procurement.travel%20desk@lausd.net
mailto:accounts.payable@%20lausd.net
mailto:accounts.payable@%20lausd.net
mailto:pcard@lausd.net
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REF-3640.10 

Accounting and Disbursements Division 

 

March 15, 2017 

 

4. Imprest or Travel claims with funding availability issues will be paid up 

to the budget available balance only.  

5. Imprest Administrators who are retiring, changing assignment or location 

must reconcile and clear their Imprest Fund Account by submitting a 

closing claim and a check in the amount of any unexpended funds to the 

Accounts Payable Branch.  In addition, an updated bank signature must 

be submitted to Elizabeth Nimedez in the Treasury Unit.  She can be 

reached at (213) 241-3145 for instructions on completing the form. 

 

RELATED 

RESOURCES: 
 Procurement Manual, 6th Edition, dated November 2014  

 MEM-6016.4 2016-2017 Procurement Year-End Closing Timeline/Schedule, 

dated February 1, 2017  

 Imprest Funds Reference Guide #1706.4 dated September 15,  2015   

 MEM- 2464.13 Carryover Policies For School Account Balances As of June 

30, 2017 dated March 15, 2017 

 

  ASSISTANCE: For assistance, please contact: 

 Budget related questions - Fiscal Specialist (schools) or assigned Fiscal 

staff (offices) 

 P-Card Unit at (562) 654-9401 or email pcard@lausd.net   

 Travel Desk at (562) 654-9058 or email procurement.traveldesk@lausd.net  

 LRP Shopping Cart Support Center (see on page 1) 

 Textbook related questions – Brandon Coleman at (213) 241-8602 or 

Candace Seale at (213) 241-0366 

 Bank of America signature card – Elizabeth Nimedez at (213) 241-3145 

 Payment related questions - Accounts Payable Customer Service Center at 

(213) 241-4800 or email accounts-payable@lausd.net. 

 Federal and State Education Program Office (FSEP) – Karen Ryback at 

(213) 241-7023. 

 

 

mailto:pcard@lausd.net
mailto:procurement.traveldesk@lausd.net
mailto:accounts-payable@lausd.net




















































LOCAL DISTRICT CENTRAL 

   

OPERATION SCHOOL BELL ON WHEELS is coming to 

Los Angeles Elementary, 

Tuesday, May 16, 2017 

Operation School Bell on Wheels is a 53 foot trailer stocked with 

clothing and outfitted with dressing rooms. 
 

When they visit our district they will dress 250 kids. The trailer will be 

parked at  

Los Angeles Elementary 

1211 S. Hobart Blvd. Los Angeles, 90006  
 

8:30am to 1:00pm 

by appointment only. 
 

Operation School Bell on Wheels is a service of the Assistance League 

of Los Angeles. They provide at risk and underserved children with new 

clothing for school – a backpack, sneakers, socks, underwear, white 

polos, and uniform bottoms (navy pants or shorts for boys and navy 

skorts, pants, or jumpers for girls), a jacket, grooming supplies, and a 

book. 
 

Principals will be receiving the detailed information by e-mail soon.  If 

you have any questions, please contact Gloria E. Velasquez, LD Central 

Organization Facilitator at (213) 241-0137. 



 
 

OFFICE OF STAFF RELATIONS 
ANNUAL PERFORMANCE EVALUATION DUE DATES 

SCHOOL BASED CLASSIFIED EMPLOYEES 
2016-17 SCHOOL YEAR 

 
 
 

Employees in the bargaining Units listed below must have an annual performance evaluation issued 
no later than 20 working days prior to the end of the work year assignment.  It is recommended you 
issue the evaluation by Friday, May 5, 2017 to meet the deadline. If an employee is to receive a 
below standard rating on their performance evaluation, he/she must receive assistance and 
guidance no later than March 17, 2017. Assistance and Guidance may take the form of a 
conference memo or Letter or Reprimand, and should pertain to the specific area in need of 
improvement. 

 
Unit B – Campus Aides, Education Aides, Instructional Aides, Special Education 

Trainees/Assistants, Early Education Center Aides, et al. 

 
Unit C – Building and Grounds Workers, Food Service Workers, Early Education Center 

Attendants, Microcomputer Support Assistants, et al. 

 
Unit F – Teacher Assistants 

 
Unit S – School Administrative Assistant, Food Service Managers, Plant Managers 

 
 

Employees in the bargaining Units below must have a performance evaluation at least once a 
year. 

 
Unit D – Office Technicians, Clerks, Library Aides 

 
Unit G – School Supervision Aides, Community Representatives 

 
 

Note: It is recommended that employee’s performance evaluations be consistent with the Districts 
timeline as referenced above. 
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