
LOS ANGELES UNIFIED 
SCHOOL DISTRICT

SCHOOL ADMINISTRATIVE ASSISTANTS’ 
OPERATIONS MEETING

OCTOBER 24, 2019



Elizabeth Barba Hoover ES
Libeth Fermin Union ES
Esmeralda Flores 24th Street ES
Laura Lopez Alexandria ES
Sonia Mohamad Plasencia ES
Linda Santacruz Ascot ES
Lorena Torres Lanterman HS
Yvette Vasquez Annandale ES

Substituting

Azucena Abea Dayton Heights 
ES

New School Administrative Assistants





Engaged Participant Outcomes

• Build community

• Understand Personnel Commission Self Service Platform-
PILOT

• Review School Experience Survey results for Customer 
Service to understand Local District Central’s commitments to 
ensure Welcoming & Engaging Environments

• Continue to develop common understanding of Federal 
and State Educational Programs Policies and Procedures.

• Review Dual Language Programs and Unified Enrollment 
procedures.

• Develop systems and routines for school fiscal services



WELCOME

• Framework of Focus

Roberto A. Martinez

District Superintendent

Eugene L. Hernandez

Administrator of Operations

Personnel Commission-Self Service 

Platform
Loretta Cervantes

HR Officer

Lorena Estrella
Principal Assignment Technician

Purchasing, Compliance, and Time 

& Effort

Jose Jarquin
FSEP Compliance Specialist

DLE/Unified Enrollment Diana Sanchez

Dual Language/

Unified Enrollment Specialist

Updates:

Break
Session 1: Session 2

Elementary: 

Welcoming Environment                  MPR

Secondary:

Welcoming Environment                   MPR

Secondary:

• Budget: School Front End                    Rm 7

• Dual Enrollment/Unified Enrollment     Rm 5

Elementary:

• Budget: School Front End                 Rm. 7

• Head Start-Fiscal Services               Rm 10

• Dual Language Education/

Unified Enrollment                           Rm 5

AGENDA



Theory of Action

If we:

• Implement with fidelity our framework of focus

• Provide tiered support to our school 
communities

• Hold ourselves accountable.

Then…

Student outcomes will improve.



Local Control and Accountability Plan 
(LCAP)

72%

7%

GOAL



Local Control and Accountability Plan 
(LCAP)



Framework of Focus



Framework of Focus

Relationships 
School 

Culture/Climate

Discipline 
Foundation 

Policy

Restorative 
Justice

Motivation

Attendance 
Recognition

Behavioral 
Reinforcements

Student 
Activities

Non-Optional 
Intervention

SSPT

Crisis Team 
Interventions

PBIS Team

Foundations



Self Service

Web-based Hiring Tool

PERSONNEL COMMISSION



PC Self-Service

Web-based

Hiring Tool

1
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PC Self-Service 
Pilot

Targeting Local Districts for User Feedback

1
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GOALS

1
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SOLUTIONS 
FOR 
SCHOOLS

 Reduce manual processes (paper, emails,
phone calls)

 Provide up-to-date candidate information

 Faster hiring for vacant positions

PC Self Service

Run lists of eligible candidates without having
to contact the central office

Invite eligible candidates to interview for a
position

Submit online hiring requests

Automatic updates of eligibility lists



GOALS

1
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SOLUTIONS 
FOR 
CANDIDATES

 Reduce manual processes (paper, emails,
phone calls)

 Provide up-to-date candidate information

 Faster hiring for vacant positions

PC Self Service

Direct electronic communication
between schools and candidates

Candidates can accept or reject
interviews electronically



Log in with LAUSD Single Sign-On

Select PC Self-Service tab

1
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PC Self-Service will display the window below. Using 
the dropdown arrow select the Job Class, Employment
Type and Shift Preference. All 3 must have a selection in
order to generate a list.

1
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Viewing the Eligibility List:
The candidates in the first 3 ranks will appear in order by exam ranking 
with their contact information and work location if applicable.

1
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Invite Candidates to Interview:

OPTION 1: Select INVITE TO INTERVIEW to send an electronic
notification to all candidates to contact the school to schedule
an interview.

OPTION 2: Select specific candidates from the list provided.
Then click INVITE TO INTERVIEW.

OPTION 3: Call candidates
1
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“Note from Hiring Manager to Candidates” allows you as 
to include a brief note for the candidate that will be 
included on the candidate’s invitation to interview letter. 
(Example; parking instructions, name of person to report to, 
etc). Select OK when done to close window.

Personalize a Note to the Candidates:
You can share important information about the interview process just before
the invitations are emailed to the candidates.

2
0



Invitation Confirmation and Follow-Up

Confirmation displayed of the number of 
invitations sent.

Email confirmation sent to Administrator and Classified Assignment Staff 
indicating school invited candidates to interview for a position. Email 
confirmation includes an excel attachment with the names of the 
candidates selected to interview for reference.

10



Email to the Candidate:
The candidate will receive an email with the school’s personalized note.

22



Hire A Candidate:

1. Rerun
Eligibility List

2. Select
Candidate

3. Click “Hire a 
Candidate”
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Hiring a Candidate:

Email Confirmations:
• “Offer of Employment” sent to Administrator and

AssignmentTechnician

• “Candidate Accepted/Declined Job Offer” sent to
Administrator

• “Accepted Job Offer” sent to Candidate
24



Training Opportunities: 
VideoModules 
Handouts 
Presentations

ClassifiedEmploymentServicesBranch(CESB)Contacts
DonnaBarrow,AssistantDirector
donna.barrow@lausd.net/ (213)241-7830

TechnicalSupport:
LorenaEstrella(213)241-5530
lorena.estrella@lausd.net

TalentAcquisitionand SelectionBranch(TASB) Contact
JoseSiu,PersonnelManager
jose.siu@lausd.net/(213)241-3455

EvelynGaldamez,SeniorHRSpecialist(213)241-3455

25
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Thank you!
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PURCHASING, COMPLIANCE, AND TIME 
& EFFORT

LOCAL DISTRICT CENTRAL 

Presenter: 

José A. Jarquín

jaj7955@lausd.net



OBJECTIVES

Participants will review/learn:

The Title I program allowable expenditures 

The importance of providing the correct documentation when reconciling 
expenditures or ordering services 

The updated time and effort certifications for categorically funded employees



WHAT IS TITLE I 
“…is to provide all children significant opportunity to receive a 
fair, equitable, and high quality education, and to close 
educational achievement gaps.” Every Student Succeeds Act 
(ESSA), Title I, Part A, Section 1001



SCHOOL PLAN FOR STUDENT ACHIEVEMENT  
What is it?

Annual plan developed, updated, and 
evaluated by SSC

The content of the plan aligns with goals 
for improving student achievement and 
addresses how funds will be used to 
improve academic performance

Where can I find it?

School Directory (School plan, budget 
reports, and other resources)

https://schooldirectory.lausd.net/schooldirectory/


TITLE I ALLOWABLE COSTS 

The Program and Budget 

Handbook is a great resource 

to assist you in designing an 

effective instructional program 

for participating students.



TITLE I CHEAT SHEET 

It contains procedures, deadlines, and specifies necessary 

documentation needed when conducting transactions with Title I funds.

* T-Card 

* Imprest

* P-card

* Shopping Cart 

Handout 



TRAVEL CARD 

Contract Bus Services 

Conference Expenses (airfare and lodging)

All reconciliations require 
SPSA/Modification pages 



IMPREST

Admission Fees to approved educational activities 

Conference Registration Fees 

Contract Bus Services to approved LAUSD locations 

Supplemental Instructional Materials-SIM 

All reconciliations require SPSA/Modification pages 



P-CARD 

Admission Fees to approved educational activities

Conference Registration Fees

Supplemental Instructional Materials (SIM)   

Contract Bus Services to approved LAUSD locations

Software License Maintenance (Renewals)  

Other Books 

All reconciliations require SPSA/SPSA Modification pages  



SHOPPING CART 
Maintenance of Equipment (50% 
maximum with Title I) 

Rental of Equipment (50% maximum 
with Title I)

Admission Fees (District approved sites) 

Contract Bus Services (District approved 
sites) 

Software License Maintenance (Renewal)

Professional Services Instructional 
Contracts

Other Books (submit list of books)

M&O Supplies for Title I Interventions

Supplemental Instructional Materials (SIM) 

Travel/Conference Attendance



SHOPPING CART 

General Supplies Technology (Under $500) 

Non-Cap Equipment ($500-$4,999) 

All Title I General Supplies-Technology and/or Non-
Capitalized Equipment Shopping Carts, must be submitted 
in SAP by January 30th so equipment is received by May 
5th of the current school year.



CORRECT DOCUMENTATION?

Conference Attendance  (T-Card)

 Invoice/receipt

 Conference flyer

 Approved Travel Request Notification (ATRN) 

 SPSA/SPSA Modification page(s) 

Supplemental Instructional Materials (Imprest)

 Itemized invoice

 SPSA/SPSA modification page(s)  



CORRECT DOCUMENTATION?

Contract Bus Services (P-Card) 
 Approved 34-EH-57 student field trip form

 Invoice/receipt with location

 SPSA/SPSA Modification page(s)  

Other Books (Shopping Cart) 
 Invoice listing all the books being purchased

 SPSA/SPSA modification page(s)  



TITLE I PROGRAM REVIEWS 

Follow Title I guidelines to prevent receiving a payback letter 

Expenditures Payroll 
Time and Effort

Periodic Annual Biennial



TIME AND EFFORT

1. Periodic Certification 

(Attachments B1- B2) 

2. Multi-funded Time Report 

(Attachment C)

LEGAL DOCUMENTS

Federal Funds Time Accounting





MULTI-FUNDED?Multi-Funded Time Reports (MFTRs)

https://achieve.lausd.net/Page/13237


Federal and State Education 
Programs (FSEP) Specialists

José A. Jarquín

jaj7955@lausd.net

Mohamed Tantawi 

mkt3216@lausd.net

Angel Covarrubias 

ajc2896@lausd.net

213-241-6990

FSEP Website

Local District Central

Title I Coordinators 

Marty Barrios

marty.barrios@lausd.net

(213) 241-8694

Oscar Salas

osalas@lausd.net

(213) 241-0497

Contact Information 

mailto:jaj7955@lausd.net
mailto:mkt3216@lausd.net
mailto:ajc2896@lausd.net
https://achieve.lausd.net/fsep
mailto:marty.barrios@lausd.net
mailto:osalas@lausd.net


Dual Language Education Programs
&

Unified Enrollment

October 24, 2019



• June 20, 2017 - Establishing a Commitment to 
Biliteracy for All
Establishes that the kindergarten class entering the 
District in 2019-2020 (Class of 2032) will be the first 
class that will graduate biliterate. 

• June 13, 2018 - Realizing the Promise for All: Close the 
Gap by 2023 Stating in part: Prepare all English 
Learners and students enrolled in Dual Language 
programs since kindergarten or first grade to receive 
Seals of Biliteracy by grades 5, 8 or 12. 



LD Northeast: 
17 programs 

(Spanish & Armenian)

LD Northwest: 
11 programs

(Spanish & Korean)

LD East: 
47 programs

(Spanish, Mandarin & Arabic)

LD Central: 
40 programs*

(Spanish, Korean, Mandarin & French)LD West: 
32 programs

(Spanish, Korean, Mandarin, 
French & Armenian)

LD South: 
34 programs

(Spanish, Korean & Mandarin)

47

182 Dual Language Education Programs for 2019-2020

* Includes Proposition 58 Start-up Program



Local District South (2)

Fremont HS

Narbonne HS

Local District Northwest (4)

Fulbright Ave.  ES

Lassen ES

Sepulveda MS

Sunny Brae Ave ES

Local District West (7)

42nd St. ES

Arlington Heights ES

Carson-Gore Academy ES

Grant ES (Armenian)

Harvard ES

Venice HS

Venice HS (Mandarin)

Local District Northeast (4)

Camellia Ave. ES Ranchito Ave. ES

Coldwater Cyn. ES San Fernando HS

Local District Central (13)

28th St. ES

Aurora ES

Bushnell Way ES

Cahuenga ES

Gratts ES

Harmony ES

Hobart Blvd. ES

Hooper Ave. PC

Irving MS

RFK ASGL (MS) (Korean)

RFK UCLA Com (MS)

Alexandria Ave. ES*

Riordan PC* (French)

Local District East (13)

Harrison St ES

Legacy STEAM HS

Loma Vista ES

Lorena St. ES

Marianna Ave. ES

Park Ave. ES

San Gabriel Ave. ES

San Miguel ES (Mandarin)

South Gate MS

Stanford Ave. PC

Stevenson MS

William R Anton ES

Tweedy ES*

* Proposition 58 Start-up Program

WELCOME 2019-2020 DUAL LANGUAGE PROGRAMS!



Dual Language Education Pillars
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Based on the goals 
of our programs, 

what are our 
shared values and 

beliefs as 
practitioners?



Benefits of Becoming/Being 
Bilingual and Biliterate

Brain and 
Cognitive

• Cognitive 
flexibility

• Improves 
decision-
making 
skills

• Better 
problem-
solving 
abilities

Academic

• Increased 
academic 
performanc
e

• Advanced 
language 
courses

• Biliteracy 
awards and 
District and 
State Seals 
of Biliteracy

Economic

• Competiti
ve in the 
global 
economy

Sociocultural 
Competence

• Awareness 
and 
understanding 
of other 
cultures

Stronger 
Family and 

Heritage 
Connections

• Bridge 
builders for 
their families

• Access to the 
wisdom of 
their heritage 
cultures

Source: Adapted from Californian’s Together -
Campaign for Biliteracy

Lifelong Advantages



Dual Language Education 
•All three programs share the goals 
of promoting bilingualism and 
biliteracy, high levels of academic 
achievement, and sociocultural 
competence

•Provide grade-level content and 
literacy instruction to all students 
through two languages (English 
and a target language)

•Instruction must be provided in 
the target language for at least 
50% of the instructional day

Source: 2018 Master Plan for English Learners  and Standard 
English Learner Ch. 1



Thomas and Collier Study Key Research Findings
Conducted from 1985 through 2017 

1997 2012 2017

English learners in 
two way and one 
way immersion 
programs had higher 
long term academic 
achievement when 
compared to English 
learners in other 
programs.

EOs in two way 
programs outperformed 
their monolingual peers 
academically by their 5th

year in the program and 
remained high 
academic achievers 
throughout their 
schooling 

Report emphasizes:

• The importance of structure 

and design and three non-

negotiable factors of dual 

language instruction:

1. K-12 commitment

2. Separation of the two 

languages for instruction

3. Minimum of 50% of instruction 

in the non-English language

Two-way programs increase 
academic achievement for all 
students regardless of 
subgroup

African American students of 
low income In two way 
programs were by middle 
school 2 grades ahead of their 
African American  peers of low 
income not in dual language 
programs

Results continue to be substantiated and validated through 32 years of research
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Average performance of native English speakers

Transitional bilingual programs, taught through content

Transitional bilingual programs, taught traditionally
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Maintenance bilingual programs

ESL programs, taught through content

ESL programs, taught traditionally
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Thomas and Collier Study (1997)
Key Research Findings - English Learners



Our

accomplishments

• On-time Choices 

application period is 

10/1/19-11/15/19

• Email requests for on-

time paper applications 

to ZOC@lausd.net

• DLE/UE Principals’ and 

Parent Timeline is 

posted on the MMED 

website
55
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School Search Tool

--Fall 2019--

Search for schools based on location,  
academic offerings, arts, sports and more.

ON TIME APPLICATION WINDOW
October 1 – November 15, 2019

Unified Enrollment

5
6

2020-2021

Dual Language 
Education Programs

Schools for 
Advanced Studies

Admission Criteria   
Schools

Affiliated 
Charter Schools

2019-2020 2019-2020 2019-2020



GoTo.LAUSD.net



Click on the Apply Button to 
Apply Online



To Apply Online, Parents Need 
a Username & Password



Late 2019-20 Paper Applications 
can be Downloaded & Printed



What Schools Have Seats 
Available?





Refer to the Accept/Decline 
Job Aid for Guidance



Unified 
Enrollment 
Process for 
School Sites

The 2020-2021 
Principal’s 
Timeline will be 
posted on the 
MMED website



DLE Application 
Parent Timeline

The 2020-2021 
Choices Parent 
Timeline will be 
posted on the 
MMED website

UE selects On-
time applicants 
and schools 
select applicants 
who applied with 
a Late Application 



Contact Us

Diana Sanchez,
DLE/UE Specialist
dab9296@lausd.net

Cristina Rodriguez
DLE Coordinator
(213) 241-8672
cristina.rodriguez3@
lausd.net

David Gaitan, UE 
Liaison
(213) 241-2631
david.gaitan@
lausd.net



May Arakaki
Maria Martinez



School Administrative 
Assistants
serving LAUSD with 

Thank You for Your Attention and Your Time!



Welcoming Environment


