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TO:

Leader of Point Credit Courses
FROM:

The Joint Salary Point Credit Committee
SUBJECT:
P and N Forms and Point Credit Class Documentation
No later than a month after the end of class, please send the following required forms to:
	Ingrid Gunnell

img2162@lausd.net
               (213) 241-5486
	
	Esmerelda Khoury, NBCT

epk9958@lausd.net
(213) 241-5485


Professional Development Advisor

333 S. Beaudry Avenue, 14th Floor

Los Angeles, CA  90017-1466
P or NA Forms
____
Please type the information which is generic to all participants (e.g., course title, your name, completion date, # of salary points). Please sign each P/NA form.
____ 
Check that the completion date is either the homework due date or the last day of class, whichever is later. If participants are late with homework, mark the date when you received their late assignment on their P/NA form.
____ 
Send participants the Form for verification of course completion.
Class Roster
____
Alphabetize and type the class roster. Please note: the Roster is not the sign-in sheet!  
____
Keep a copy of the Point Credit Class Participant Roster for your files.
____
Please DO NOT send the completed homework unless we have asked for artifacts.
____      Mail a printed copy of the Point Credit Class Participant Roster with the completed P/NA Forms for all Participants receiving credit to the address above OR E-mail the documents in a PDF to Ingrid Gunnell or Esmerelda Khoury.
Course Presenter Compensation (Salary Points or NBC Hours)
____
If you are accepting salary points rather than pay for teaching the course, submit a P Form for yourself and indicate double salary points (minimum 10 participants per instructor). 
____
If you are an NBC teacher who is teaching the class for NBC Hours, please consult the LAUSD website at http://talentmanagement.lausd.net/teacher-administrator/NBC/92hours, and follow the instructions for Task 4.
____     Please remember that if you were already paid for presenting the course, you may NOT

              submit for salary points or NBC hours

*Article XV, Collective Bargaining Agreement between the United Teachers Los Angeles and the Los Angeles Unified School District

PAGE  
P and NA Forms and Point Credit Class Documentation

[image: image1.png][image: image2.png]