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Online Bell Schedule System
User Guide

This user guide provides step-by-step instructions on how to create, certify, and print bell schedules
using the online bell schedule program.

System recommendations:

The online bell schedule system is supported by the following browsers: Chrome, Internet Explorer,
Firefox, and Safari.

. Login

A. There are two ways to access the online bell schedule program.
1. https://bellschedule.lausd.net
2. https://principalportal.lausd.net

B. At the Single Sign On screen, enter your full e-mail address and Single Sign-On password, then
click the “Sign In” button. This takes you to the Principal’s Dashboard. (Note: Only principals
and authorized designees have access to create, edit, and certify bell schedules.)

B - B -0 4 - Page~ Safety~ Tools~ @

Sign in with your organizational account

someone@example.com

Password

Enter your full LAUSD email address and password to
Log In.
eg et m net)

C. The Principal’s Dashboard displays information regarding the home school, as well as other
associated schools such as magnet centers and dual language centers, to which the principal is
assigned. It also displays the two functions available to the principal—Create Bell Schedule and
View Bell Schedule.
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Sample Principal’s Dashboard of an elementary school with a magnet center:

Principal Functions List of Your Assigned Schools

Dashboard

Create Bell Schedule School Year 2018-2019 v

View Bell Schedule

Cost Center District School Type School Name School Status LD Approval Status

1585701 S Elementary 107th St EI Not Certified Pending Select

Associated Schools

Cost Center District School Type School Name School Status LD Approval Status

1585702 s Elementary  107th St ES STEAM Magnel  Not Cerlified  Pending Clone Bell Scheduie M

Sample Principal’s Dashboard of a span school with elementary and middle school grade levels:

Principal Functions List of Your Assigned Schools

Dashboard

Create Bell Schedule School Year 20182019 v

View Bell Schedule

CostCenter District School Type School Name  School Status LD Approval Status

1686701 s Elementary  Bridges School  Not Certiied  Pending @

1686701 S Middle Bridges School | Not Cerlified  Pending @

Create Bell Schedule
A.  When creating a bell schedule, start with the bell schedule of the home school. Once the home
school’s bell schedule is certified, you will have the option to copy the bell schedule to the

magnet or dual language centers through the “Clone Bell Schedule” button.

B. Click on the home school’s “Select” button, then on the “Create Bell Schedule” function.

Principal Functions List of Your Assigned Schools

Dashboard l lick this next
School Year 2018-2019 v

Create Bell Schedule
View Bell Schedule

Click this first

Cost Center Distriet School Type School Name School Status LD Approval Status

1585701 S Elementary 107th St EI Not Certified Pending

Associated Schools

Cost Center District School Type School Name School Status LD Approval Status

1585702 s Elementary  107th St ES STEAM Magnet Not Certified  Pending m
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This takes you to the Bell Schedule Tab screen (see sample below). Each of the Day category
below is explained in the next section.

Calendar Schedule Selection School Calendar RD Certification

The items below are for schedules other than Regular Day, Minimum Day, and Shortened Day.
Select the appropriate box(es) to indicate when the Days(PD,051,052) are scheduled.
Professional Development Days

District-

allocated Mendays Tuesdays Wednesdays Thursdays (| Fridays
Days

Other Schedule 1 Days (Leave blank, if does not apply).
Mondays Tuesdays Wednesdays Thursdays Fridays

Other Schedule 2 Days (Leave blank, if does not apply).

Mondays Tuesdays Wednesdays Thursdays Fridays

Spring Pupil-Free Day

01/07/2019 06/10/2019

In the bell schedule system, the types of Day are linked to specific dates in the school’s calendar.
The Bell Schedule Tab screen is where the types of Day are assigned to the instructional

calendar, the bell schedule for each type of Day is entered, and the school’s online bell schedule
is certified.

There are 5 types of Day defined in BUL-6144: Regular Day (RD), Professional Development Day
(PD), Minimum Day (MD), Shortened Day (SD), and Common Planning Time Day (CPT). Other
Schedules (OS 1 through 10) were established to provide flexibility primarily to secondary
schools to account for instructional days that do not follow the schedules of the 5 defined Days.
All the instructional days in the calendar are assumed to follow the Regular Day (RD) schedule
unless another type of Day is assigned to them.

Described below are the Tabs in the Bell Schedule Tab screen.

1. Calendar Schedule Selection — This tab must be completed and saved before one may
access the other tabs. Except for the Spring Pupil-Free Day, all the Days categories are
multi-select. Selecting a weekday, e.g., “Mondays”, results in all instructional Mondays to
be coded with the type of Day. Selections made in this tab will be reflected in the School
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Calendar tab, where further Day assignments (for Minimum or Shortened Days) or
modifications to Day assignments may be made.

a. Professional Development Days — If “District-allocated Days” is selected, the School
Calendar Tab will reflect the pre-determined Banked Time Tuesday dates (26 for
elementary or 14 for secondary) as PD days.

Click on the appropriate box(es).

b. Common Planning Time Days — This category is available only to middle schools or
middle school grades of span schools. Options for this category include “Tuesdays
except PD Tuesdays” which will code all non-Banked Time Tuesdays as CPT.

Click on the appropriate box(es) or leave blank if does not apply.

c. Other Schedule 1 / Other Schedule 2 Days — Typically, Other Schedules are used by
Secondary schools, not elementary schools. However, in rare scenarios, an elementary
school may use Other Schedules.

For example: A school follows the Odd/Even schedule where Odd periods meet on
Mondays and Wednesdays, Even periods meet on Tuesdays and Thursdays, and All
periods meet on Friday. In this scenario, school will use Other Schedule 1 and select
Fridays.

Click on the appropriate box(es) or leave blank if does not apply.

d. Spring Pupil-Free Day — Schools following the Single Track calendar have the option to
select either the first day or the last day of the spring semester as their second pupil-
free day. In 2018-19, the first day of the spring semester is January 7, 2019; the last day,
June 10, 2019.

Click on the appropriate box.

CAUTION: Do NOT click on the “Save/Confirm” button unless you are certain of your
Pupil-Free Day (PFD) selection. Once saved, the PFD selection may only be changed by
resetting the school’s bell schedule, which removes all schedules you created. Contact
Attendance & Enrollment Section to reset your bell schedule.

Click on the “Save/Confirm” button, then “OK” to generate the School Calendar. The
Calendar Schedule Selection tab disappears and the School Calendar tab opens.

School Calendar — This tab initially displays the school’s instructional calendar, updated with
the selections made from the Calendar Schedule Selection tab. Users can then add more
types of Day (e.g., Minimum/Shortened days, etc.) and/or change the Day assignments of
any instructional day. Non-school days (HOL) and pupil-free day (PFD) cannot be changed.

Below is a sample of an initial School Calendar after choosing “District-allocated Days” for
Professional Development Days, no Other Schedules, and June 10 for Spring Pupil-Free Day.
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School Name: 107th StEI School Type: Elementary Cost Center: 1585701 Local District: 5

School Calendar I::In Certification

M T W T F M

T

AUG 14 AUG 1S AUG1E AUGTT ALG 20 - Ac22 AUG 23 AIG24 AUG T

EEF 10 HOL - SEP12 SEP 13 SEPU BEP17 - - SEPAGHOL SEPZ0 SEPH SEP24
]

ocT

Instr.
Days

RG2S AUG 30 AUG 3t HOL | SEPDIHOL - SEPDS SEP 06 SEPO7 17
SEP 26 SEPL SEP B ocTm - ocTod OCTO04 0TS 13
0ST2E ocT 2% ocT2 - oCTat HOW D1 NOVa2 20

NOV 14 NOW 15 NOV1E NOVIEHOL NOVZDHOL NOVZIHOL NOVZZHOL NOWZIHOL NCV 25 - NOW2E NOV 29 NOV 30 14

DECO3 - DEC O DEC 06 DECOT DEC10 - DEC12 DEC13 CEC14 DECYTHOL DEC8HOL DECYSHOL DEC20HOL DECZIHOL | DEC24HOL DECZ5HOL DECESHOL DECZTHOL DECZRHOL | 10

=

T F M T w T F

T D ocT it ocTi2 0CT 15 ocTiT T8 ooTiE ocTzz

lll )

NOV 05 NOV 6 NOW Q7 NOV 08 novies || NBMAZHOD

DEC31HOL NOIHOL ANDZHOL | IAND3HOL UANDEHOL | anoT 1aN 03 AN D JANT AN

N 1E 7 Jante | dAN2Y HoL - i w2 s | 14
FE3 13 FEB 14 FEs15  (FFESHSHOL - FES 2D FES21 Fes2z || 19

AN E AR 30 JAN FEBO1 FEB D4 FEBOE FEBAT FEB6 FEEN

i
i

FEBES FEB 27 FEBZ5 MAR T MAR 02 MART6 MARET MAR 05 MAR 11 MAR 13 VAR 34 MAR 15 MAR 13 - MAR IO MAR 21 Rz || 20
MAR 25 MAR 27 AR 2 MRz || APROTHOL  APRO2 AFRD3 AFR 14 AFRDS PR R AFR 03 AR AR AFR 12 mﬂshﬂ. .MMEHDI: APRATHOL .m_uBHnL APRiEROL | 14
AR APR T3 APR 2t AR 25 APR 25 APR 29 amR 3 ey 01 MY 02 MY 03 MAY 0 MY 07 MAY 08 MY 03 Y 10 WAY 13 MY 1 MY 15 A 15 may 17 || 20
Ay 20 1AY 71 MAY 22 MAY 23 Marze || MARETHOL  MaY 25 WY 2 MAY 30 MAY 31 JUND3 Junos JUN 05 JLNOE Junar - 14
0
o
o
o
180

154 - Regular Days(RD) . 26 - Professional Development Days(PD} i 0 - Minimum Days(MD) . 0 - Shortened Days(SD) 0 - Commeon Planning Time{CPT)
. 1 - Spring Pupil Free Day(PFD) Mon School Days ' Other Schedule(0S) 0-051 0-082 0-083 0-0%4 0-085 0-086 0-087 0-058 0-089 0-0510

@

a. Types of Day are color-coded on the calendar. Instructional dates are also coded with
the Day codes as follows:
» RD —Regular Day

PD - Professional Development Day

MD — Minimum Day

SD - Shortened Day

CPT — Common Planning Time Day

OS — Other Schedule 1 through 10

YV V V VYV

b. Atthe bottom of the calendar, the counts of the types of Day are maintained. Each
change in the Day assignment is automatically reflected in the counts.

154 - Regular Days(RD) . 26 - Professional Development Days(PD) ' 0 - Minimum Days(MD) . 0 - Shortened Days(SD) 0 - Common Planning Time(CPT)

I - Sing Pupl Free Day PFO) NonSchoolDays )| Othr Scheckle0S) ~ 0-0St 0-082 0-083 0-084 0-035 0-085 0-087 0-08% 0-0S9 0-0810

c. To assign a type of Day or change the Day assignment, right click on the specific date
then click the type of Day from the list.
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Professional Development Day

School Calendar ﬂn. S Right click on the specific date
ye List of Days will populate

Minimum Day

Instr.
M 2 § w T F M 1 Shortened Days T w T F M F w T F &
ays
i i aal | AUE || AuG Other Schedulet || L e |
AUG 14| |AUG 15| [AUG 18 2 = . £UG 28 |AuG 30| SRR G SEr0s| sEP0e (2EROT| 17
SEF 10 Other Schedule2
SEF 12| |SEF 13 SEF 14| SEF 1T SEF 28 |SEP 27 | SEF28 | OCT 01 ocTo3| jocTo4|locTos|| 18
HOL -
Other Schedule3
ocT o8 - oCT 10| |ocT 11| jocT 12||locT 15 . - OCT 24| jocT 25| |[OcT 28||locT 20 - ocT a1 novot| novoz|| 20
Other Scheduled
NOW P e L rov || NSV NOW 20 MOv21 NOwz2 mNovzs| . ; L
OV 08| [NOV 07| |NOV 08 NOWV 2 NOW 28| [NOW 28| NOV 30
o5 | Novoe o7| jnovos) | T || REEE . Sl | oy - OV 28| [NOW 28| NOV 14
Other Scheduleb
- B | |- DEC12 DEC 18 DEC20 DEC21 |DEC24 DEC25 DEC20 DEC27 DEC28
DEC 03 DEC 05| |DEC 08| DEC 07 || DEC 10 10
- . Other Schedulef HOL  HOL  HOL  HoL HOL  HOL  HOL  HOL  HOL
DEC 31 JANO! JAND2 JANDZ JANO4 JAN 21
AN 07 JAN 16| [JAN 17 | |JAN JAN 23 | | JAN 24 {25
Sesiolini Beaies JAN O . ot ST - N1 M1 N 15 || S - AN 23| | JAN 24 | | JAN 2 14
. o | - - i L - N | | -
JAMN 28 JAN 30| |Jan 31| FEB 01 |||FeB 04 Other Schaduleg FEB 12| |FES 14| |FES 15 | | RS FEB20 | FEB21||[FEB22|| 19
=T o | leem on || MAR (]| MAR Mar || MaR || mar ||| mar 5 ; MAR
FEB25||FEB20 |FEB27||FEB2S|| " B . Other Scheduled - o 44 15 39 - MaR 20| (MAR 21|| T 20
MAR MaR || MAR || mar || BEROH |, Other Schedule10 PR on| |arm 10| |aPR 11| [arr 10| EREEEE (SR N S S | 14
25 27 28 E HOL HOL . HOL HOL  HoL | HoL
1

For middle schools, the list includes Common Planning Time Day.

For Options schools (i.e., Continuation, Opportunity, and Community Day Schools), only
Regular Day and Other Schedules are available. Generally, Options schools follow only
one schedule—the Regular Day. If needed, however, Other Schedule is available to
capture a unique situation. Continuation schools that plan to use Other Schedule are
advised to contact Attendance & Enrollment Section to help ensure proper capture of
attendance in MiSiS.

The School Calendar tab may be modified/updated anytime up until the bell schedules’
certification. When ready, click on the “RD” tab or the “Next” button to continue to the
next tab.

3. The tabs between School Calendar and Certification are for the types of Day. For each type
of Day assigned in the School Calendar, the system creates a tab for user to enter the bell
schedule. Regardless of the type of Day, the tab displays information in the same format.

Bell Schedule - Elementary Schools (For secondary schools, including Options schools, skip to
page 9.)

Below is a sample of a completed Regular Day schedule. Description of each field follows.
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o e
Reuse Last Year's Data Option - Reuse Last Year's Data No of Regular Days : 154

Lunch Duration 30 Recess Duration 0

Grade Groups Start Time Recess Start Lunch Start Dismissal

8:00 AM ® 9:20 AM (o] 1:30AM | @O 2:19 PM (o]
8:00 AM o 10:05AM | @ 1:30aM | @ 2:19PM (o]
3 8:00 AM (e] 10:308M | O 110 | @ 219 PM [e]
8:00 AM le] m:saM | QO msoam | @ 2:19 PM e] ClighsSag
8:00 AM o] 10:50AM | @ 1z30em | @ 2:19 PM e]

Add a grade group Save / Generate Schedule

f.

No. of Days — The count of days assigned to the type of day, as displayed in the School
Calendar tab.

Reuse Last Year’s Data — When this box is clicked, the form auto populates with the prior
year’s data. User should review the data, then decide to accept the data, change the
data, or enter data manually. To remove data from screen, re-click the Reuse Last Year’s
Data box.

Lunch Duration — Enter in minutes the length of the lunch break. If schedule has no
lunch break, enter 0.

Recess Duration — Enter in minutes the length of the recess break. If schedule has no
recess break, enter 0.

Grade Groups — Elementary schools assign a schedule to a specific grade level or to
multiple grade levels as a group. Enter in the box the grade level(s) to be assigned to
the schedule.

» Click in the box to reveal the grade level selection, then click on the grade level.
Repeat as necessary. Another way is to click in the box, type in the first grade
level, then hit Enter. To enter more grade levels for the same schedule, type in
the grade level then hit enter.

» Toremove a grade level, click on the “x” preceding the grade level.

> To enter the grade level(s) for the next schedule, click on the “Add a grade
group” link, then follow above for entering grade level.

Start Time/Recess Start/Lunch Start/Dismissal — Click on the clock icon, then change the
time by clicking in the hour box, minute box, and/or AM/PM box or clicking the up or
down arrows.

Functions:

a.

b.
C.
d

Clear — removes the data on the grade level/schedule line

Remove — removes the entire grade level/schedule line

Clear All — clears all data on screen; resets the screen

Save/Generate Schedule — saves the data entered on screen as well as completes the
schedules, calculates the instructional minutes, and performs validations on the data on
screen. This button may be clicked anytime to save data on screen.

Previous and Next — these buttons may be used to go from one tab to the next or back.
Users may also click on the tab headers to select a specific screen.
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Click on the “Save/Generate Schedule” button to display the schedule and the instructional
minutes. Below is a sample of the screen after clicking on the “Save/Generate Schedule”

button. See schedule and instructional minutes in the red box below.

T -

Reuse Last Year's Data
Lunch Duration 30

Grade Groups

Add a grade group

Start Time

8:00 AM

8:00 AM

6:00 AM

8:00 AM

8:00 AM

0|0 |0 |e|le

Recess Duration 10

Recess Start

9:20 AM

10:06 AM

10:30 AM

10:25 AM

10:50 AM

Lunch Start

11:30 AM

11:30 AM

12:10 PM

11:50 AM

Qe e | ee

12:30 PM

ol|le/|le|e|e

No of Regular Days : 154

Dismissal

2219 PM

219 PM

2:19 PM

2:19 PM

2:19 PM

o/|le|e|e

(e}

m Save [ Generate Schedule

1, inan

Grades K 08:00 AM
Grades 1 08:00 AM
Grades 2,3 08:00 AM
Grades 4 08:00 AM
Grades 5 08:00 AM

09:20 AM
10:05 AM
10:30 AM
10:25 AM
10:50 AM

09:30 AM
10:15 AM
10:40 AM
10:35 AM
11:00 AM

11:30 AM
11:30 AM
12:10 PM
11:50 AM
12:30 PM

12:00 PM
12:00 PM
12:40 PM
12:20 PM
01:00 PM

02:19 PM
02:19 PM
02:15 PM
02:19 PM
02:19 PM

339
339
339
339

R R

319
319
319
319

®

o | e

a. Instruction Min — These are the instructional minutes as calculated from the schedule.

Recess and lunch minutes are non-instrutional minutes.

b. Required Min — These are the instructional minutes required for the type of Day, as per
District policy (BUL-6144).
c. Difference — Difference between Instructional Minutes and Required Minutes, i.e.,
column “a” less column “b”.
Min column against the minimum day requirement of 249 minutes. The Difference

column displays with a green highlight when column
is less than 249 minutes, then column “c” displays with a red highlight.

column

ll ”

ll ”n

is at least 249 minutes.

This column also validates the value in the Instructional

If

System does not allow principal to certify the bell schedule when any Day schedule is

below 249 minutes.

Proceed to the next type of Day by either clicking on the “Next” button or clicking on the
Day’s tab. Enter the schedule for each type of Day. When all the schedules are entered and
generated, go to the Certification tab. (Skip to page 11)

Page 8




Bell Schedule — Secondary Schools

Middle schools, senior high schools, and Options schools’ Day schedule follow the same
format. Below is a sample of a blank Regular Day schedule. Description of each field
follows.

School Name: Bridges School School Type: Middle Cost Center: 1686701 Local District: §

-

Reuse Last Year's Data No of Regular Days : 128

Start Time tarfTim ® Lunch Duration
Home Room Duration Nutrition Duration

Period Duration Passing Minutes

Period Sequence v v v v v

=z
=3

a. No. of Days - The count of days assigned to the type of Day, as displayed in the School
Calendar tab.

b. Reuse Last Year’s Data — When this box is clicked, the form auto populates with the prior
year’s data. User should review the data, then decide to either accept the data or
change the data or enter data manually. To remove data from screen, re-click the Reuse
Last Year’s Data box.

c. Start Time — Click on the clock icon, then change the time by clicking in the hour box,
minute box, and/or AM/PM box.

d. Lunch Duration — Enter in minutes the length of the lunch break. If schedule has no
lunch break, enter 0.

e. Nutrition Duration — Enter in minutes the length of the recess break. If schedule has no
recess, enter 0.

f. Homeroom Duration — Enter in minutes the length of the homeroom period. If schedule
has no homeroom, enter 0.

g. Period Duration — Enter in minutes the length of the majority of the class periods
scheduled to meet on the Day. These minutes will be used to populate the instructional
minutes box for each class period entered in the schedule. User will be able to modify
each period minutes in the Period Sequence before or after the schedule is generated.

h. Passing Minutes — Passing minutes is the actual and necessary minutes to go from one
classroom to the next. Enter between 0 and 10 minutes.

i. Period Sequence — Before entering the period sequence, all fields described above must
be populated. Enter the order that the homeroom(s), class periods, nutrition, and lunch
break will follow for the given Day schedule. To select the period, click on the down
arrow of the Period box to display the period selection, then click on the appropriate
period. For each period selected, the Minutes box will auto populate based on the
duration entered. Once a period is selected, it is greyed out in the list of periods and
cannot be selected again. Enter periods in period boxes from left to right, and do not
skip a period box. See screen shot below on next page.
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Period Sequence P1 »|( 59 P2 v | 50 N +[| 15 P3 v | 50 E
: , : R
H2 |
L
N
P1
s | |

Period box Minutes box

P

3
List of Periods __.\Pri |
P5

Functions:

a. Clear All - clears all data on screen; resets the screen

b. Save/Generate Schedule — saves the data entered on screen as well as completes the
schedules, calculates the instructional minutes, and performs validations on the data on
screen. This button may be clicked anytime to save data on screen.

c. Previous and Next — these buttons may be used to go from one tab to the next or back.
Users may also click on the tab headers to select a specific screen.

Click on the “Save/Generate Schedule” button to display the schedule and the instructional
minutes. Below is a sample of the bell schedule after changing Period 1 minutes from 50 to
60, then clicking on the “Save/Generate Schedule” button.

Period Sequence Hl v 20 P1 v 60 P2 v 50 N v |15 P3 v| 50

Pav| 50 | L v 30 | P5v 50 | |P6 v |50 v

I S S S S S S
Homeroom 1 08:15 AM 08:35 AM 0 20 20 20
Period 1 08:38 AM 09:33 AM 3 60 60 63
Period 2 09:41 AM 10:31 AM 3 50 50 53
Nutrition 10:31 AM 10:46 AM 0 15 0 0
Period 3 10:49 AM 11:39 AM 3 50 50 53
Period 4 11:42 AM 12:32 PM 3 50 50 53
Lunch 12:32PM 01:02 PM 0 30 0 0
Period 5 01:05PM 01:55 PM 3 50 50 53
Period 6 01:55 PM 02:43 PM 3 50 50 53
Total 18 375 330 3481377 -‘@

EEED

Based on the Start Time, Period Sequence, and durations entered, the bell schedule displays
the start and end times of each period and the instructional minutes.

a. Total Inst Mins — Total Instructional Minutes column is the sum of Passing minutes and
Instructional Minutes.

b. Validation — At the bottom of the Total Instructional Minutes column, the system
displays the calculated total instructional minutes (348 in the sample above) and the
required instructional minutes (377 in the sample above) for the type of Day as per
District policy (BUL-6144). The system also validates the total instructional minutes
against the minimum day requirement of 247 minutes. If the total instructional minutes
is at least the minimum required, the total box will have a green highlight; otherwise,
the box will be red. The system does not allow principal to certify the bell schedule
when any Day schedule is below 247 instructional minutes.
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Proceed to the next type of Day by either clicking on the “Next” button or clicking on the Day’s
tab. Enter the schedule for each type of Day. When all the schedules are entered and
generated, go to the Certification tab. (Middle and Senior High schools, skip to page 13; Options
schools, skip to page 15)

[ll. Certification of Online Bell Schedule
A. Elementary Certification — The Certification tab has 5 separate sections:

1. Total Annual Minutes — Based on bell schedules entered for each type of Day, the system
calculates the total instructional minutes for the school year.

a. The system displays the annual instructional minutes by grade level. User needs to
make sure that all of the grade levels have the same number of minutes.

b. The system validates the total annual minutes of each grade level against the minimum
required annual instructional minutes of 55,100. If the total annual minutes is less than
55,100, the minutes for the grade level that fails to meet the minimum is displayed in
red font.

c. The system does not allow principal to certify the bell schedule unless total instructional
minutes for each of the grade levels are at least 55,100.

Total Annual Minutes

School must offer at least the minimum required annual instructional minutes. Red highlight indicates failure to meet this requirement for a specific grade level. Certification of the
bell schedule is not possible until this error is resolved. Contact Attendance & Enrollment section for assistance

Kindergarten, including Transitional Kindergarten and Expanded Transitional Kindergarten (Required Minutes:
55,100)

K 55602

155,602
1 55,602
155,602
155,602
195,602
1 55,602

Grades 1-6 ( Minimum Required - 55,100)

@ oW N =

2. Explanations, Exceptions, and Special Situations — This section should be completed if the
school’s Professional Development Days (PD) exceed the 26 District-allocated PD days, if
school has Other Schedule(s), or to explain a special situation. In the sample below, it
indicates that school as requested a waiver for additional PD days.

Explanations,Exceptions, and Special Situations

If Professional Development Days are other than the District-allocated days, indicate whether or not a waiver has been filed
If Other Schedule 1, 2, etc., is used or if a special situation exists, describe them here.

Waiver requested for the additional PD days
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3. Minimum and Shortened Day Certification — This is a required section. Each of the boxes

must be checked off in order for principal to certify the bell schedule. Read each line, then
click in the boxes.

Minimum and Shortened Day Certification

1 I have advised the Instructional Superintendent or designee at least three weeks in advance of these minimum and shortened day schedules.

[ | have advised the following groups at least three weeks in advance of the purpose and plans for these minimum and shortened day schedules: School staff, Community

Governing Council, Parents, Crossing guard coordinators, Playground directors and Youth Services, Neighboring School administrators, Local/county recreational center,
ltinerant program staff, Children’s Cenier Supervisors.

I | have informed the following offices and personnel at least two weeks in advance of these minimum and shortened day schedules: Division of Special Education,
Transportation Branch, Student Integration Office, School Traffic & Safety, each sending / receiving school principal.

| understand that the Transportation Branch is not authorized fo transport, beyond cost neutral, on discretionary minimum or shortened days without a funding source.

4. Spring Semester Pupil-Free Day — This is a required section. Read the statement, then click
in the box.

Spring Semester Pupil-Free Day

[l The Spring Semester Pupil Free Day has been established with the agreement of the Local School Leadership Council. All District offices affected by this selection (such as,
Attendance & Enrollment Section, Transportation, Food Services, the Special Education Division, the Integration Office) have been notified.

5. Certification — The name field will auto populate based on the user log-in. Enter the position
and contact number.

Certification

| have reviewed the above bell schedules,and | hereby certify that they are a true and correct.

Name
Position

Contact Number (Including Area Code)

=

Previous

When the “Certify” button is clicked, the message below displays. Click on “Certify”, then

llo KII .

3 o .
S By clicking on certify button, your school's bell 3
C  schedule will be certified and locked. Contact

e Attendance & Enroliment Section to unlock your bell
t Sschedule.

o il

CANCEL CERTIFY

An e-mail message notifying the LD Director that the school’s bell schedule is ready for
review and approval is sent automatically. The principal’s dashboard reflects the home
school’s bell schedule as “Certified” (see screenshot below).
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Principal Functions List of Your Assigned Schools

Dashboard

Create Bell Schedule School Year 20182019 v
View Bell Schedule

Cost Center District School Type School Name School Status LD Approval Status

1585701 s Elementary 107th StEI Certified Pending m

Associated Schools

Cost Center District School Type School Name School Status LD Approval Status

1585702 s Elementary  107th St ES STEAM Magnet  Not Certified  Pending Select

B. Middle and Senior High Certification — The Certification tab has 6 separate sections.

1. Total Annual Minutes — Based on bell schedules entered for each type of Day, the system
calculates the total instructional minutes for the school year.

a. The system displays the total annual minutes (62,400 in the sample below) next to the
minimum annual instructional minutes (62,160 in the sample below).

b. The system validates the total annual minutes against the minimum required annual
instructional minutes. Middle schools with Common Planning Time (CPT) are required
to offer at least 62,160 instructional minutes; non-CPT schools and senior high schools,
65,300. If total annual minutes are at least the minimum required, the minutes box is
highlighted in green (as shown below); otherwise, box is highlighted in red.

c. The system does not allow principal to certify the bell schedule unless total instructional
minutes meet the minimum required.

School Calendar ﬂﬂ Certification

Total Annual Minutes

School must offer at least the minimum required annual instructional minutes. Red highlight indicates failure to meet this requirement.

Certification of the bell schedule is not possible until this error is resolved. Contact Attendance & Enrollment section for assistance 62,400 / 62,160

Required Minutes: 62,160 for schools with approved Common Planning Time; 65,300 for all other schools.

2. Schedule Type — Select the option that best describes the school’s schedule type. If “Other”
is selected, explain the school’s schedule in the “Explanations, Exceptions, and Special
Situations” box. Sample below is for a school that has Odd/Even schedule.

Schedule Type

If your schedule is a 6-period or 7-period day, select “Does not apply” below. Otherwise, select the option that best describes your schedule. If “Other” is selected, explain your
schedule in the “Explanations, Exceptions, and Special Situations™ box.

ODoes notapply  {®i0dd/Even O Non-block Tuesday (or Monday) (O d4xd4 () Other
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3. Explanations, Exceptions, and Special Situations — This section should be completed if the
school’s Professional Development Days (PD) exceed the 14 District-allocated PD days, if
school has Other Schedule(s), or to explain a special situation or schedule type. In the
sample below, it indicates that school as requested a waiver to have CPT on non-PD
Tuesdays.

Explanations,Exceptions, and Special Situations

If Professional Development Days are other than the District-allocated days, indicate whether or not a waiver has been filed.
If Other Schedule 1, 2, etc., is used or if a special situation exists or if "Other” Schedule Type is selected, describe them here.

\Waiver requested to have CPT on non-PD Tuesdays.

4. Minimum and Shortened Day Certification — This is a required section. Each of the boxes
must be checked off in order for principal to certify the bell schedule. Click in the boxes.

Minimum and Shortened Day Certification

W I have advised the Instructional Superintendent or designee at least three weeks in advance of these minimum and shortened day schedules.

W I have advised the following groups at least three weeks in advance of the purpose and plans for these minimum and shortened day schedules: School staff, Community
Governing Council, Parents, Crossing guard coordinators, Playground directors and Youth Services, Neighboring School administrators, Localicounty recreational center,
ltinerant program staff, Children’s Center Supervisors.

W I have informed the following offices and personnel at least two weeks in advance of these minimum and shortened day schedules: Division of Special Education,
Transportation Branch, Student Integration Office, School Traffic & Safely, each sending / receiving school principal.

W] | understand that the Transportation Branch is not authorized to transport, beyond cost neutral, on discretionary minimum or shortened days without a funding source.

5. Spring Semester Pupil-Free Day — This is a required section. Click in the box.

Spring Semester Pupil-Free Day

¥ The Spring Semester Pupil Free Day has been established with the agreement of the Local School Leadership Council. All District offices affected by this selection (such as,
Attendance & Enroliment Section, Transportation, Food Services, the Special Education Division, the Integration Office) have been nofified.

6. Certification — The name field will auto populate based on the user log-in. Enter the position
and contact number.

Certification

| have reviewed the above bell schedules,and | hereby certify that they are a true and correct.
Name
Position

Contact Number (Including Area Code)

Previous
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When the “Certify” button is clicked, the message below displays. Click on “Certify”, then

MO KII .

=)
o]

[ I

By clicking on certify button, your school's bell
schedule will be certified and locked. Contact
Attendance & Enroliment Section to unlock your bell
schedule.

CANCEL CERTIFY

An e-mail message notifying the LD Director that the school’s bell schedule is ready for
review and approval is sent automatically. The principal’s dashboard reflects the middle
school’s bell schedule as “Certified” (see below).

Principal Functions

Dashboard

Create Bell Schedule
View Bell Schedule

List of Your Assigned Schools

School Year 2018-2019 b

Cost Center District School Type School Name

1686701 S Elementary Bridges School

1686701 S Middle Bridges School

LD Approval Status

C. Options Certification — The Certification tab has 4 separate sections.

1. Total Annual Minutes — Based on bell schedule entered for the Regular Day (and Other
Schedule, if any), the system calculates the total instructional minutes for the school year.

School Calendar ﬂ Certification |

Total Annual Minutes

School must offer at least the minimum required daily instructional minutes on each instructional day.

Required Minutes: 45,000 for Opportunity/Continuation Schools; 64,800 for Community Day Schools

2. Explanations, Exceptions, and Special Situations — Options schools typically have only one
schedule for each day of the school year. If Other Schedule is used, provide explanation in
this section.

Explanations,Exceptions, and Special Situations

If Other Schedule 1, 2, efc. is used or if a special situation exists, describe them here
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3. Spring Semester Pupil-Free Day — This is a required section. Read the statement, then click
in the box.

Spring Semester Pupil-Free Day

[] The Spring Semester Pupil Free Day has been established with the agreement of the Local School Leadership Council. All District offices affected by this selection (such as,
Attendance & Enrollment Section, Transporiation, Food Services, the Special Education Division, the Integration Office) have been notified

4. Certification — The name field will auto populate based on the user log-in (see sample
below). Enter the position and contact number.

Certification
| have reviewed the above bell schedules,and | hereby certify that they are a true and correct.
Name PHILLIP KOCH
Position

Contact Number {Including Area Code)

o

When the “Certify” button is clicked, the message below displays. Click on “Certify” then
”OK”.

=)
o]
J

By clicking on certify button, your school's bell =1

s

€ schedule will be certified and locked. Contact

= Attendance & Enroliment Section to unlock your bell  jq
t schedule. g
o al

CANCEL CERTIFY

An e-mail message notifying the LD Director that the school’s bell schedule is ready for
review and approval is sent automatically. The principal’s dashboard reflects the school’s
bell schedule as “Certified” (see below).

Principal Functions List of Your Assigned Schools
Dashboard
Create Bell Schedule School Year 2018-2019  ~

View Bell Schedule

Cost Center District School Type School Name School Status LD Approval Status

1191701 s Options Riley HS Cyesis | Certified Pending
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IV. Copy Bell Schedule and Certify Associated Schools

A school that has magnet center(s) and/or dual language center(s) may copy the home school’s bell
schedule to the associated schools once the home school’s bell schedule has been certified.

From the Principal’s Dashboard, follow the instructions below:

1. Ensure that the home school’s bell schedule shows “Certified” in the School Status column.

2. a. Forthe first associated school, click on the “Clone Bell Schedule” button. Upon clicking, a
message regarding the schedule being cloned displays. Click “OK”.
Note: Cloning the bell schedule simply copies the bell schedule. It does not certify it.

b. When bell schedule is copied successfully, a message appears. Click “OK”.

To certify, click the “Select” button of the associated school that has the cloned bell schedule.

4. Then, click on the Create Bell Schedule function. This opens to the Bell Schedule Tab screen. All
of the information (i.e., calendar, Day bell schedules) from the home school displays. Update
the tabs, as necessary.

w

Principal Functions List of Your Assigned Schools
ashboard
School Year 2018-2019 v
Cost Center District School Type School Name School Status LD Approval Status
1585701 s Elementary 107th St El Certified Pending

Associated Schools

Cost Center District School Type School Name School Status LD Approval Status @ @
1585702 S Elementary  107th St ES STEAM Magnet = Not Certified Pending Clone Bell Schedue
Success!

Schedule is cloned for school 107th 5t ES STEAM

Magnet (Cost Center: 1585702)
@ o

5. Click on the Certification tab, and update as necessary. Scroll to bottom of the tab, then click
the “Certify” button. When the message below appears, click on the “Certify” button, then click
”OK.”

S By clicking on certify button, your school's bell 3
C  schedule will be certified and locked. Contact

e Attendance & Enroliment Section to unlock your bell
bt schedule. ;

CANCEL CERTIFY
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An e-mail message notifying the LD Director that the school’s bell schedule is ready for review
and approval is sent automatically. The Principal’s Dashboard reflects “Certified” for the
associated school’s status.

V. View/Print Bell Schedule

A. To view the bell schedule, click on the “Select” button, then click on the “View Bell Schedule”

function.
Principal Functions List of Your Assigned Schools
Dashboard
Create Bell Schedule School Year 2018-2019 v Click this first
fi ule

Cost Center District School Type School Name School Status LD Approval Status

Clcik this next o "
1585701 5 Elementary 107th St El Certified Pending

Associated Schools

Cost Center District School Type  School Name School Status LD Approval Status

1585702 s Elementary  107th St ES STEAM Magnet Not Certified  Pending Seledt

The system displays the school calendar, the bell schedule for each type of day, all the sections
in the certification tab, the school status, and the Local District approval status.

B. To print the bell schedule, click on the “Print Bell Schedule” button above the calendar. This will
print the complete bell schedule in black and white.

Principal Functions

Dashboard

School Bell Schedule Details
Creale Bell Schedule
View Bell Schedule . A School Year: 2018-2019 School Name: 107ih StEl School Type: Elementary Cost Center: 1585701
Click Print

E

i
o
B

i -

S R) =

"

I
AN

b

NOWISHOL  NOVZOHOL  NOMZIHOL  NOVZHOL  NOVZIHOL

5

g
2
¢
¥ 3w
N

3 58
2
§

DECO3 EC05 ECO0S ECOT EC DEC 12 DEC13 OEC14 DECTTHOL  DECBHOL  DECHSHOL  DECZHOL  DECZIHOL

DCTHOL  MNDIHOL  MNGEHOL  MNGSHOL  NDIHOL | e o e ot anina - it st e
oz - sanzn 31 - Fesoe =500 - _— =5 1t - == == =
— — —— Fes e o ros waor was e - wa [ s
[ - sz ez wrze | (R | o e P somos smoa e a0 P a2
ARz AR T AR 2L AR5 PR ARz AR MAY 01 MAY0Z MAY 03 MRY 07 uAY 08 4 03 4a 1
MAY20 Y21 uAY22 MAY 23 MAY 24 MY 27 HOL wAY 25 MAY 23 aAY WAY 31 UM 04 u e I

Page 18



VI. Resources and Assistance

A. The various documents related to bell schedules will be provided in one repository through the
Budget Services and Financial Planning website. The documents will be posted in this repository
as they become available. Access the repository through the following link:
http://achieve.lausd.net/Page/12894

Or, click on the “Help” link in the online bell schedule system. This opens to the Budget Services
& Financial Planning website. Then, click on the “Bell Schedule Resources” then select “Fiscal
Year 2018-19”(see second screenshot below).

D@ @B
APy | 4 Schedule

Admin Functions Sehool Year 2017-2018 ||
-
Budget Services and
Financial Planning Budget Services & Financial Planning Budget Transparency
Mission Statement FY Report Edition
» Budget Services Home 2017 v || Select Report v

The mission of the Budget Services and Financial Planning Division is to

& Who We Are accurately provide the schools, students, the community, the

© About the LAUSD Budget administration and the Board of Education with budget, financial
planning, and related services in a manner that maximizes, distributes, : ,
© Resources and Training and safeguards the resources available to carry out the educational and SpE‘l]dll]g RepOIt
support activities of the District.
© Budget Documents Spending Report Fiscal Year 2017-
» Frequently Asked Questions About Our Office 18
© Contact us
P Morm Enrollment & Staffing Administrator: g?ril;\gloflmpsan b] ;
EreniTEis . 333 South Beaudry Avenue, 26th Floor Publications
© Bell Schedul Address: Los Angeles, CA 90017
Hal Sl e Phone: 213_241_2160 Superintendent’s Final Budget
» Fiscal Year 2018-19 Fax: 213-241-6818 2017-18
) E-mail: budget-info@lausd.net
- T 21T Website(s): https://achieve.lausd.net/budget

B. For assistance with the completion of the online bell schedule form, contact Attendance &
Enrollment Section at 213-241-2115 or AttendanceEnrollmentSection@lausd.net.

C. For assistance with technical issues, contact ITD HelpDesk.
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