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ABCs of Norm

Who, What, When, Why, and How?

What are Norm Reports? Norm Reports contain the District-recommended staffing of
teachers, administrators, counselors, and clerical personnel for schools based on
projected (ECAST) or actual (Norm Day) enroliment and other school characteristics
(e.g., school type, norm category, affiliated status).

What Norm reports are available?

¢ HRO038 Off-Norm School Level: Off-norm funded positions

e HRO039 Norm School Level Detail (Over/Under): Earned versus actual norm
positions to determine if a school is over, under, or balanced.

e HRO046 Norm School Detail by Grade Group: Earned norm positions

e HRO080 Norm Detail (Over/Under) w/Enrollment : A fixed layout report simi-
lar to HR039, developed with recommended fields including enrollment figures.

e HRO081 Norm by Grade Group w/Enroliment: A fixed layout report similar to
HRO046, developed with recommended fields including enroliment figures.

Who should have access to Norm reports? School Site Administrators (Principals,
Assistant Principals, School Administrative Assistants), Budget Services Division,
Human Resources Division, Local Districts, and other divisions in Central Office.

When and why should | view the reports? At minimum, the school administrator
should review Norm reports twice a year to verify staffing allocations: once during
Budget Development for the next fiscal year and once after Norm Day for the current
fiscal year.

How do | get access to the Norm reports?
After you sign into SAP, go to the Access Request tab.
e Fill out the form
e Select role BH153_0000 BW - HR Norm Reporter
e  Submit the form on-line

Home Financials/Budget Human Resources Access Reguest Apct

Access Request Form | Role Approvers

Access Request Form
[41¥] L]

Detailed Mawvigation El ACCESS REQH’ES!'

* Access Request Form

= Model User Access Requestor EEBECCA TA
#= Search Request

Portal Favorites El El

= FMOO7

Reason for Request

Justification for Access: *
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5 ABCs of Norm

Getting Started With Report Basics @ @

Accessing, Executing, and Printing the Reports:

1. After logging in, click the Reports tab.

2. Click Human Resources.

3. Click the Norm folder to access the reports. l‘.'l‘flw"' -

4. Click on the name of the desired report. EETEE Navigation = 4
5. Enter the Run Date. g = §
= The run date for 24-25 ECAST is 01/11/2024 ke Roaks ‘
=

The run date for 23-24 Norm Day is 09/15/2023

~ = HR038 Off-Norm School Level
» HRO39 Norm School Level Detail (Over/Under)

@ @ » HR046 Norm School Detai by Grade Group
» HR080 Norm Detail (Over / Under) w/Enroliment i
2 1RO Nor b Srade Grovp wEnoment
Available Variants: [ Save |[ Save As___ || Delete | Show Va

General Variables

Variable== Current Selection Description

= Run Date (Single Value Required) 01/11/2024 01/11/2024

= Program Group Selection (Multi Single Val... +ZGEN_NORM_GRP(Te» ZGEN_NORM_GRP
Cost Center Hierarchy (Multiple Single Va... +1000LAUSD_HR(Text N Los Angeles Unified
Norm Class (Selection Optional)

6. The report default includes all Norm Classes (administrators, counselors, teachers, and clerks). To select a specific
norm class, click on the square icon. Click the “Ok” button to execute the report.

) —

Available Variants: [ Save | [ Save As... | [ Delele | Show Ve

General Variables

Variable== Current Selection Description

= Run Date (Single Value Required) 01/11/2024 01/11/2024

* Program Group Selection (Multi Single Val... +ZGEN NORM_GRP(Te» ZGEN_NORM_GRP
Cost Center Hierarchy (Multiple Single Va... +1000LAUSD_HR(Text N Los Angeles Unified

Norm Class (Selection Optional)

7. The results will be displayed on the screen. The results can be printed and/or exported to Excel. To print the
report click on the Print Version button.

HR081 Norm by Grade Group wiEnroliment (RunDt 01/11/2024)
Disclaimer:This information is the property of the Los Angeles Unified School District and is intended solely for intemal use by authorized employees with a reasonable need to utiize it in order to pt
by non-authorized personnel nor distributed, including via any electronic means, including email, to any authorized or unauthorized person or organization. This information is subject to conditions se
1077), and relevant Federal and State privacy laws

New Analysis Oispay s Table | [info ][ Send} Export to Microsoft Excel | Notes
To adjust fier are, drag characteristcs from navigation area nto fier area
Gost Gonter: [ Show All Values Enrolment Report Type: [Show All Values _~|  Grade Group:  [Show All Values |
Key Figures: [ Show Al Values ~]  Norm Category. ShowAll Values _v|  Norm Class: Show All Values ]
Norm Indicator: [Show All Values Program Show Al Values | School Sub Type: [Show All Values
School Type: [ ShowAll Values Track Show All Values~]
Close [ Variable Screen | Display Al Fiter Values
« Cotmne Cost Center = Norm Class = Enroliment Report Type = Norm Indicator =  Norm Category = Program .
* Key Figures
~ Rows, 1585701 107TH STEL P E-CAST (Roadshow)  District PHBAO 10332 TSP-Nom AP & APSCS
- CasiEaEr CLERK EU\% (Roadshow) District PHBAO 13027 General Fund School Program
* Norm Class
13042 K12 Notm-Non Instructional
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5 ABCs of Norm

Getting Started With Report Basics (cont’d.)

Accessing, Executing, and Printing the Reports:

8. After clicking the Print Version button, the “Export Dialog” screen will appear:

Scaling Factor
@ (=) Fit to Page Width Page
Repeat column headers Theme:
O Size: [Letter 8.5 11 Inch -
) Poster Alignment:

Header

© wom
centr

or Rt
Bottom

Left

Right Focter

Lot
Rt

Q@ =

A. Inthe Scaling Factor section select “Fit to Page Width”
B. Inthe Page section select
i. Theme: Black and White
li. Size: Letter 8.5 X 11 inch
lii. Alignment: Landscape Format
C. In the Margins section change Margin to “in inches” and set Top, Bottom, Left and Right to .75
D. Click the OK button

9. From the menu bar, click View, choose Text Size, and choose Smaller

10. To print report, click on the printer icon. To save as PDF click on the save icon.

=™ SAP HR Services - SAP ... | =¥ BEx Web - ZQ7X_ZMN... | = BEx Web

File Edit Favorites Tools Help

Toolbars »
Quick taks Crl+ 5
Explorer bars »
Go to g

ic Fils
Stop Esc *'c Hers

ram
Refresh F5 Center

== Save icon
Zoom (100%) B [rowder .
Text size > Largest Printer icon at
Encoding 4 Larger $ _ baottom of page
Style 4 Medium 10 .
Caret browsing F7 e Smaller 9

Smallest

Source
Securifty repont (Canter
International website address liables
Webpage privacy policy... Date (Single Value Raguired)
FU" screen F].]. pram Group Selection (Muhi Single Value Re

Center Hierarchy [Muliiple Single Values, ©

Morm Class (Sslection Optional)
Most Cument Request Id for selected date
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‘ ABCs of Norm

Getting Started With Report Basics

Accessing, Executing, and Printing the Reports:

11. To export to Excel, click the Export to Microsoft Excel button.

@ Print Version | | Export to Microsoft Excel | || Notes

De: |5h|:|w All'Values v| Grade Group: E

|5h|:|'..'.I AllValues v| Morm Class: E

[Show All'Values w| School Sub Type: [t

12. Follow one of two prompts: a) Click “Save as”, select where to save, change the file name, and click on Save

Downloads P oQ - £

What do you want to do with ZANALYSIS_PATTE...

Open v

or b) Open the downloaded file. A pop-up message will appear. Click Yes to view the results of the download.
Select where to save, change the file name, and click Save.

&< O ()  https://bts.lausd.net/irj/servlet/prt/portal/prtroot/pcd!3aportal_content!2fcom.sap.pcti2fplatiorm_add_ons!2fcomsap... A ¢¥ m s N

Downloads B a - 2
| | g ZANALYSIS PATTERN_WEBIs
Open file
B
@ Z - -
HR081 Norm by Grade Group w/Enroliment (RunDt 01/11/2024) Removed
Dlsclalmer TS A Ty o s A W) S 1 i 73 sty s o o s | ]
personnel nor , including via any electronic means, including emai, to any person or | ZANALYSIS_PATTERNWIS (s |
1077) and relevant Federal and State privacy laws. B emoved
New Analysis || Open |[ Save As info | Send || Print Version |[ Export to Microsoft Excel || Notes
Display As | Table ~| [nfo || I[ | || Notes | o ZANALYSIS_PATTERNWEBis
Open file
To adjust filter area, drag characteristics from navigation area into filter area Jpentle

Microsoft Excel

X

1 The file format and extension of "ZANALYSIS_PATTERN_WEB.xIs' don’t match. The file could be corrupted or unsafe. Unless you trust its source, don’t open it. Do

= youwant to open it anyway?
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> ABCs of Norm

Glossary for Norm Report Terms

Cost Center: Equivalent to LAUSD’s location code and the name of the site.

o Enroliment Report Type: Identifies the type of enroliment data being used in the report:
o E-CAST: Projected enroliment data used to calculate the number of positions for the new school year
e  Pre-Norm: Actual enroliment data used to calculate and monitor the over/under number during the weeks prior to Norm Day.
e Norm Day: Actual enroliment data on the designated Norm Day for schools
e Grade Group: Number of students for specific grade bands (e.g. K-G3, G9-G12) used as the basis to calculate  staffing
positions.

e Job: An 8-digit code equivalent to LAUSD’s job classification. The first 3 digits of the job (key) is the SACs code. The next digit is a
place-holder for future expansion. The last 4 digits are equivalent to the legacy job class code.

e Norm Category: Magnet I, Magnet I, Predominantly Hispanic, Black, Asian and Other Non Anglo (PHBAO), or Non-PHBAO (formerly
Desegregated/Receiver)

e Norm Class: Job groupings (PRINCIPAL, AP, AP_COUNSELOR, TEACHER, CLASS_SIZE_RED, CLERK, SEC_COUNSELOR)

¢ Norm Earned Positions (Full Time Equivalent [FTE]): The number of positions earned based on enroliment, norm category,
school type, and affiliated status as they relate to the norm tables

¢ Norm Indicator: I|dentifies the specific type of norm resource (e.g., Grade K-G5(/6) Teachers, Grade 6-12 Teachers, Dual Language
Auxiliary)

e Over/Under Positions: Norm Earned Positions (FTE) minus Current Actual Positions (FTE) = Over/Under Positions. If the resultis a
positive number, then an increase in staffing is recommended. If the result is a negative number, then a reduction in staffing is recom-
mended.

e Personnel Area: Defines the class of the employee: Classified (1), Certificated (2), Unclassified (3), and the appropriate Bar-
gaining Unit.

e Personnel Sub Area: Defines the basis and track.
e  Program Group:

e ZGEN_NORM_GRRP is the report default. Program codes included in the report default:
¢10332  TSP-Norm AP & APSCS
+13027  General Fund School Program
+13042 K12 Norm-Non Instructional
414858  TSP-HS Couns School
+10989  TSP-CSR-Teacher/Librarian
11020 K12 Norm Tchrs-Sal
+11119 Dual/Foreign Language/Bilingual Program
13723  Charter School Categorical Block Grant
+13061 UPK PLANNING & IMP_2 - SCHOOL FY24
+13282  Early Intervention PreSchool Program
+10436  Transitional Kindergarten Expansion-S/B/T-School

e Position: An 8-character code to which an employee is assigned. A position is defined by a number of characteristics, such as cost
center, job code, personnel subarea (basis), full-time equivalent (FTE), program, and funding percentage.

e Position Program 1-12: Positions can be multi-funded up to 12 programs, with each program representing a certain percentage. In
the default layout, two funding lines are included: Program 1/Position Funding% 1 and Program 2/Position Funding % 2. Programs
3 through 12 and the associated Funding %s are not part of the default layout but can be added from the Free Characteristics.

e Position Vacant: An indicator that identifies whether the position is filled or vacant.

e Run Date: The enroliment capture date. The date is entered into the Run Date field on the variable screen using format MM/DD/YYYY
(e.g., 01/11/2024).

e School Type: School descriptor, most often associated with grade levels and magnet status (e.g., elementary, middle, senior high,
span, elementary magnet, span magnet, etc.)

e Student Enrollment: The number of students used as the basis for norm calculations.
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- ABCs of Norm

2024-25 Norm Programs
Teacher Positions = Programs 11020, 13723, 11119 & 10989

TE Teacher Positions = Programs 10436 & 13282
Dual Language Auxiliary = Program 11119
Principal Positions = Program 13027

Assistant Principal/Assistant Principal, Secondary Counseling
Services Positions = 10332

Counselor Positions = Program 14858

Clerical Positions = Program 13042 for School Administrative
Assistant and 13027 for Sr Office Technician and Office
Technician

BW Norm Report Run Dates

e 2023-24 Norm Day = Run Date 09/15/2023
e 2024-25 ECAST = Run Date 01/11/2024

Reference Materials

2024-25 Staffing Ratios for Certificated and Classified Personnel are published
on the School Fiscal Services website for these school types:

Elementary Schools
Middle Schools

Senior High Schools
Magnet Schools & Centers
Options Schools

Follow this link to access the documents: https://www.lausd.org/Page/18778

2024-25 Norm and Pre-Norm Dates are pending publication

Page 6


https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lausd.org%2FPage%2F18778&data=05%7C02%7Crebecca.ta%40lausd.net%7C595935dd44a8407e404608dc349f9b3d%7C042a40a1b1284ac48648016ffa121487%7C0%7C0%7C638443107327639112%7CUnknown%7CTWFpbGZsb3d8eyJ

