
 
This guide was created to streamline the teacher assistant on boarding procedure.  These are 

the documents needed by the candidate prior to the om boarding appointment at the Beaudry 

building.  Additional documents maybe requested by HR staff on a case-by-case basis. Please 

note that each document is color-coded to designate who is responsible for completing the 

section. Each highlighted area must be filled out completely and as accurately as possible to 

process the candidate.   

In addition to these documents, it is suggested that candidates have the Onboarding Packet 

completed and printed (single sided) prior to the processing appointment as it will dramatically 

decrease waiting times.  All that is asked is that they DO NOT sign and date any of the 

documents until the day of the appointment.  

Direct links to the documents have been made available by clicking the headings of the pages.   

If you have any questions or concerns, feel free to contact Teacher Assistant On Boarding at 

(213) 241-4980 or via email at teacherassistant@lausd.net.  

❑ Application of Issuance of Teacher Assistant Certificate 

❑ Request for Personnel Action (RPA) 

❑ NCLB Documents (Proof of Qualifications) 

❑ Nepotism Certification Form 

❑ I-9 Documents 

❑ Tuberculosis Certificate of Completion 

❑ SB Immunization Clearance (only is working with children under 5 years old in 

eTK/TK or pre-school) 



 

 

 

 

  



 
 



NCLB documents provide verification of the candidate/applicant meeting the requirements to 

be employed as a Teacher Assistant.  The table below details the test(s) that need to be taken 

for each qualification.  Candidates with a BA degree or higher from a US accredited institution 

DO NOT need to take either of the tests as the degree meets the both requirements. 

 

Proof of Qualification District Proficiency Exam 
Requirement 

Instructional Assistance 
Test Requirement 

HS Diploma/Official High School 
Transcripts 

  
HS Diploma & CBEST  

 
AA or 48 Semester/72 Quarter 
Units Completed 

 

 

Baccalaureate Degree or Higher   

 

Each qualification must be accompanied with proof that the requirement has been met.  Proof 

comes in the form of the following: 

•  

•  

 

It should be noted that the names on NCLB documents must match names on identification documents 

(I-9 documents) exactly (i.e. dual last names, middle initials, etc.).  A middle initial in place of a middle 

name will suffice so long as the initial matches the first letter of the middle name.   

*If names are not matching, official transcripts with a matching the birthdate or social security identifier 

or legal documents justifying the name change (I.e. marriage license, etc.) will be required. 

  



 

 

  



 

 

 

 

 

 

 

 

 



 

 

  



 

(Only required if working with children under 5 years old in eTK/TK and State Pre-school) 

 

 



 

(Only required if candidate declines the flu shot or current flu shot is not yet available)   


